Returns On-Line:
Click on “orders” from the tool bar:

0 Orders [i5] order By item (% Shopping Lists C} Bulletin Board (= Subscriptions Account: 23598421

Click on the order #:

All Orders Pending Approval o
Order # % Order Date « Ordered By % Approver $ PO Number % Cost Center $ Release # Status # Total # Delivery Date #
‘ 221529600-001 P 01/27/2022 Arminda Fiores PO-00185802 Delivered §197.65 Q1/31/2022 ‘
‘ 221616129-001 P 01/27/2022 Ann Berryman PD-00165752 Delivered 56475 01/31/2022 ‘

Click “Create Return” (if your order does not give you this option you will need to call customer service for the return)

Add to List I
Shipment 1 of 1

ORDER NUMBER ORDER STATUS TOTAL
221929800-001 Delivered $197.65
Create Return | G Print

~ Delivered on Jan 28, 2022

Click on the box next to the item to be returned and select the reason from the drop down box, adjust
the qty to be returned and then click “return selected”

Select your items to retum Subtotal (1 item selected) $61.79
Total: $61.79
$61.79 QUANTITY RETURN OTAL
. Kidde Fire Night Hawk Combo Smoke/Carbon Monoxide 3 D $61.79 eanichl Reluim:Selected
m = m Alarm,White
e Item # 635006

*Reason { Ordered Wrong item v




