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RETURNS PROCESS PORTAL USER

Overall Considerations

If an order includes at least one return item, you cannot confirm or reject the entire order.

Order Confirmation is not required return items.

You can cancel a Return Item Credit Memo in Sent status if the buyer allows them to cancel invoices.
The quantity for a credit memo for return items cannot exceed the return quantity on the order.

All return items on a Return Iltem Credit Memo must be from the same order. You cannot create a Return ltem Credit Memo for
return items from multiple orders .
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1. To access a Return PO Line Item,
click on the Workbench or
Orders > Orders and Releases

RETURNS PROCESS

View Return ltems

Planning

SAP Business Network ~ Enterprise Account
Home Enablement ‘qurkbench

Orders v

Orders and Releases

54

2. Select the Return items tile. 5 e 1
New orders Changed orders Return items
Last 90 days Last 90 days Last 31 days
3. Click on the Order number.
Return items (1)
> Edit filter Last 31 days
4. On the PO screen, go to the Line
ltems section to view the Return
Item. Item No. Creation Date Suppli lo. Customer Part No. Description Customer
Customer: SCC Sandbox Global CoE Team - TEST Order No.: 4500000991
Note: For more info on how to manage S e e
your workbench and create specific tiles eune items
please I’efel’ tO Genel’a| FunCtlonallty Line # No. Schedule Lines Part # Customer Part # Type Return Revision Level Qty (Unit)
| 10 1 BPOO1 Material 10.000 (PCE)
Guide.
Description:  Chain wheel
20 1 BP0O1 Material yes 5.000 (PCE)
Description:  Chain wheel

Customer Location

1710 Plant 1710 - Address

Name 1
Need By Unit Price
29 Nov 2022 $1.50 CAD
29 Nov 2022 $1.50 CAD

(e 4%
Customer Batch 1D Return Quantity Actions
5.00 PCE
Show Item Details =
Subtotal Customer Location
$15.00 CAD Details
$7.50 CAD Details

- CONFIDENTIAL -



1. To create a Credit Memo, click on
Workbench or Orders > Orders
and Releases tab.

2. Click on the Return Items tile.

3. Click on | == | under Actions to
create a credit memo.

Note: For more info on how to manage
your workbench and create specific tiles
please refer to General Functionality
Guide.

Create a Credit Memo for Returns Iltems

SAP Business Network ~ Enterprise Account
Home Enablement ‘qurkbench Planning

Return items (6)

> Edit filter

Item No.
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36

Orders

Last 31 days

Last 365 days

Creation Date

9

Items to confirm

Last 31 days

Supplier Part No.

Customer Part No.

Customer: SCC Sandbox Global CoE Team - TEST Order No.: 4500000786

10

May 10, 2022

SBPQO6

BPQO6

Customer: SCC Sandbox Global CoE Team - TEST Order No.: 4500000787

10

May 10, 2022

SBPOOE

BPO06

Orders v

14

Items to ship

Last 31 days

Description
BDescBP06-BM-SN

BDescBP06-BM-SN

Orders and Releases

Return items

Customer

SCC sandbox Global CoE
Team - TEST

SCC sandbox Global CoE
Team - TEST

Customer Location

1710 Plant 1710 - Address
Name 1

1710 Plant 1710 - Address
Name 1

(&

i)

Customer Batch ID Return Quantity

Actions

1.00 PCE

Create credit memo

- CONFIDENTIAL -




Enter all information marked
with an asterisk to
successfully move forward.

The subtotal will reflect a
negative value.

If any return items were
damaged, adjust the Price to
the actual return value for
the items.

Click Next to review your
credit memo.

Do one of the following:

To make further changes, click
Previous.

To submit your changes, click
Submit.

To exit without saving any
changes, click Exit.
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Create a Credit Memo for Returns Iltems

Create Return Item Credit Memo

Credit Memo Type

¥ Invoice Header

* Indicates required field

Add to Header v

View/Edit Addresses

1 Line Items, 1 Included, O Previously Fully Invoiced

Summary
) o Subtotal: $-0.50 USD
Crexdit Memo #: Total Tax:  $0.00 USD
Total Shipping:  $0.00 USD
Credit Memo Date:* | § Dec 2022 m Total Gross Amount:  $-0.50 USD
Total Amount without Tax: $-0.50 USD
i . Total Net Amount:  $-0.50 USD
Supplier Tax ID:
doicaglle Amount Due: $-0.50 USD
RemitTo | 17300090_764512
Johns Creek, GA
United States
BillTo:  company Code 1710 - Address Name 1
Palo Alto,
United States
Line Items
Insert Line Item Options
Retail Details [ max Category: 0% VAT /10 v
[ shipping Documents Special Handling Discount | Informational Pricing
\ No. Include Type Part # Description Customer Part # Quantity Unit
20 @ MATERIAL AHS_Qual_Inspection_Sku AHS_QUAL_INSP 5 EA (D
6 Pricing Details Price Unit: | ga Price Unit Quantity:* | 1

Shipping

Shipping Cost

Unit Conversion:* | 1

Ship From:  SCC Supplier - TEST

Pittsburgh, PA
United States

Shipping Amount: *

$0.00 USD

Line Item Actions

v

[ Delete

“ Reset Tax from PO

Description:

Ship To:

Deliver To:

Shipping Date:

Domestic US Supplier 2
Bismarck, North Dakota
United States

Unit Price

$0.10 USD

| Add to Included Lines

Subtotal

$-0.50 USD

View/Edit
Addresses

O Em - |
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View Submitted Credit Memo for Returns Iltems

To view submitted credit memo,
click on the Invoices tab.

Select Invoices or Credit Memos
from the dropdown list.

Click on the Credit Memos tile.

Review the results, including
Routing and Invoice statuses

(more in Appendix).

To open a Credit Memo, click on
its number.

Credit Memos (11)

SAP Business Network ~ Enterprise Account
Home Enablement Workbench Planning ~ Orders v Fulfillment@E

> Edit fitter | | Last 90 days | | Credit Memo

Credit memo number

e CM1312

CM215

INV217

Credit memo date |

Nov 22, 2022

Nov 10, 2022

Nov 10, 2022
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35 1

Invoices Rejected invoices
Last 31 days Last 31 days
Customer Invoice type

SCC Delivery Team - Global H19 Client 400 - Credit Memo
TEST
SCC Delivery Team - Global H19 Client 400 - Line-ltem Credit Memo
TEST
SCC Delivery Team - Global H19 Client 400 -

TEST Line-Iltem Credit Memo

o 11

Credit Memos

Last 90 days

Credit memo status

sent

Rejected

Approved

Credit memo status change Routing Status

date

Nov 22, 2022 Acknowledged
Nov 13, 2022 Acknowledged
Nov 13, 2022 Acknowledged

Invoices

Credit Memos

Reference

4500010312

4500010215

4500010217

From address

SCC India Address,
Bangalore, IN-KA, IND

SCC India Address,
Bangalore, IN-KA, IND

SCC India Address,
Bangalore, IN-KA, IND

(& o

To address. Amount Actions

Company Code 1710 -

Address Name 1, Palo Alto,  $-1,024.30 USD
CA, USA

Company Code 1710 -

Address Name 1, Palo Alto, $-0.50 USD

Company Code 1710 -
Address Name 1, Palo Alto, $-247.50 USD
USA
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STATUS

Information

Routing Status

The Routing Status field describes whether your invoice made it to your
customer's invoice processing system.

Failed - This status means that the invoice didn't follow your customer's
invoicing rules. Failed invoices aren't sent to your customer's invoice
processing system. You can edit and resubmit a failed invoice.

Obsoleted - After you cancel an invoice or edit and resubmit an invoice,

the original invoice moves to Obsoleted status to indicate that you
don't need to take any further action on the original invoice. Once an
invoice has this routing status, you can't make any changes to it.

Queued - SAP Business Network is in the process of sending the
invoice to your customer. Contact SAP Customer Support if your
invoice remains in this status for more than 30 minutes.

Sent - SAP Business Network sent the invoice to your customer, but
your customer hasn't yet acknowledged that they received the invoice.
If your invoice stays in this status for a while, contact your customer to
see what needs to happen next. If your customer allows it, you

can cancel an invoice with this routing status.

Acknowledged - The invoice reached your customer's invoice
processing system. Acknowledged is the final routing status for
invoices.

Invoice Status

The Invoice Status field lets you know where your customer is in

the invoice approval and payment process. The turnaround time for an
invoice to move between statuses, such as from Sent to Approved,
depends on your customer's internal processes

Canceled - You canceled the invoice and can't make any further
changes to it.

Sent - Your customer received the invoice but hasn't approved or
rejected it. If your invoice stays in this status for a while, contact your
customer to see what needs to happen next. If your customer allows
it, you can cancel an invoice with this invoice status.

Rejected - The invoice failed validation on SAP Business Network,
or your customer rejected the invoice in their invoice processing
system. You can edit and resubmit a rejected invoice.

Approved - If the invoice doesn't have any errors, your customer
approves the invoice for payment, which changes the invoice status
to Approved. After an invoice reaches Approved status, you can't
make changes to it. You'll need to send a credit memo if you made a
mistake.

Paid - Your customer paid the invoice or is in the process of issuing
payment.
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