Use this Job Aid to:

e Returngoodstoa
vendor after you have
confirmed the goods
were received

BEFORE YOU BEGIN
You need the purchase order or shopping cart number.

Returning of Goods Received

For the following scenario we assume that a user has done a Goods Receipt and needs to return items to a vendor. Ten

chairs were ordered, of which two are defective and need to be returned. The following steps will explain how perform a

Return of Goods after the Confirmation was performed.

1. Select “Go Shopping.” After you select the “Go
Shopping” tab from the top line, select “Go Shopping”
again from the next line to access the Shopping Cart
Home Page.

2. Refresh. At the Shopping Cart Home Page, click
“Refresh” to make sure that you are viewing the most
up-to-date information.

e Your most recent work will not appear until you have

clicked “Refresh.”
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Shopping Alerts:

Here are some important things you need to know about

shopping in the new system. Please review them before you
continue. To continue, click on "Shop™.

b Attention Shoppers/Approvers - Important survey regarding training

for the SAP Upgrade

Select the Knowledge Hetwork tab at the top of your screen to take the survey. In May
2010, the SAP software will be upgraded and changes are coming to the shopping
cart. The look and feel of the screens wil be different, but the functionaity and
business process will not change. You wil be recsiving more detaied informaton
around this upgrade in the near future. The training teams would like to know your
preferred metfod of receiving information about this upgrade. Flease select one.
FastFacts — ive and recorded lob aids that include simulations of different processes
Instructor-led, hands-on, classroom training on “what's the new look of shopping cart

mean to me?” Audi

1-on-1 coaching

streaming software e-mail me information directly All of the above Other — please

describe
Posted 10/26/09 at 5:06 PM

»  Having trouble locating a shopping cart?

Check the “Including Completed Shopping Carts” checkbox in the Extended Search
screen in Check Status. For step-by-step instructions, please select the link below to
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3. Locate the Confirmation Number. The Shopping
Cart Home Page displays a list of shopping carts, along
with the status of each as shown in the right-most
column labeled “Status.”

e A Shopping Cart that has an associated Purchase
Order will have the status “Follow-On Document
Created.” Status

Followe-on Document Crested

e To access the Confirmation number, click on the “Follow-On Document Created” link.
This displays the shopping cart (as if you had selected “Display” or “Edit”), but defaults to the tab called “Related
Documents” in the “Details” section of the order.

e You may also search for a confirmation using the “Confirmations Query” at the top of the screen.

4. Display the Confirmation. Click on the Confirmation T
Document Number displayed under the Related holaigtec Tonplucte et T R 0 et i
Documents tab. Document kumber
- . . . 10017143894
e This will take you to the Display Confirmation page. —
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5. Return Delivery. On the Display Confirmation page, click |PIsplay Confirmation
on the “Return Delivery” button at the top of the page. essm— Twm e — R SR
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6.

To Process Return Quantity. In the Display and
Process Return Delivery page, type in the quantity of
goods being returned to the vendor in the Return
Quantity field. Then click on the “Confirm Return”
button at the top of the screen.

Display Return Delivery Confirmation. The system
will return a confirmation number. The return delivery
number began with a “6” in the old system and now
begins with a “7” in the upgrade system.

Display and Process Return Delivery

Confirmation Mumber: 7500000000 Purchase Order Humber: 2000756456 Status: I Frocess

Confirmed Value: 0.00 LD
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Display and Process Return Delivery

Confitmation hamb-e: JSO000000T  Purchase Order Bundber: O007BHS0  Status: Awsing Apersvsl Confinmed Vabes: 600 00 S0

:\ Your return delivery F300000007 was confirmed
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