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RETURN TO VENDOR 

The return to vendor (RTV) process follows several of the same steps as the regular 
purchase order process. Use this document to ensure no steps are missed. 

New Goods Delivery and Inventory Receiving Process 

Instructions on the floor at time of delivery include: 
1. When a vendor enters the store, they must notify a manager that they are 

there to deliver product.  
2. Vendor must sign the vendor log. 
3. A manager “checks in” the product that the vendor is delivering by each case 

and compares it to the vendor’s invoice. If any unauthorized product is 
identified, have the vendor correct and reprint  
the invoice. 

4. A manager checks that any boxes or containers that the vendor is taking out 
of the store are empty. 

Create Purchase Order 

 

For vendor product orders for a store, (this excludes customer orders that automatically 
create a PO), follow these steps:  

1. Login to Dynamics 365. 
2. Go to Procurement and source > Purchase orders > All purchase orders. 
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CREATE PURCHASE ORDER, CONTINUED 

 

3. The All Purchase Orders screen displays. Make sure this PO does not already 
exist. Click New.  

       

 

4. The Create purchase order pop-up displays. Click the Vendor account drop-
down menu. A vendor list opens, click to choose a vendor. You may need to 
wait a few minutes for the system to process the request. 

Once a vendor is selected, the Vendor account drop-down auto populates as 
well as the Name field. 
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CREATE PURCHASE ORDER, CONTINUED 

 

5. Go to the General tab > Warehouse and select your store number and then 
click OK. 

Return PO to Vendor 

Follow the process below when you need to receive credit from a vendor. 

 

 

6. Click the Headers tab. 
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RETURN PO TO VENDOR, CONTINUED 

 

7. Under General, navigate to the Purchase type drop-down menu and select 
Returned Order. 

 

8. Under General, navigate to the RMA number field and type a RMA number. 
The vendor most likely will provide a credit memo or invoice number. 

 

9. Click the Lines tab. 
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RETURN PO TO VENDOR, CONTINUED 

 

10. Under Purchase order lines, a blank row displays. In the Item number field, 
type the item number. 

11. In the Quantity field, type the number of items for return. Make sure to type 
a negative number. For example, to transfer twenty-four Pepsi’s, type -24. 

12. Click next to the Type column to select the row.  

 

13. Under Line Details > Setup > Returned Order, select a return action. You 
must select a return action for each product line. To add additional return 
items, repeat steps 5 through 8. 

 

14. Under the Purchase Order ribbon, click Totals.  
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RETURN PO TO VENDOR, CONTINUED 

 

15. The Totals pop-up displays. Verify amounts and click OK.  

 

16. Navigate to the Purchase tab > Actions and click Confirm.  

 

17. The PO status shows as Confirmed.    
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RETURN PO TO VENDOR, CONTINUED 

 

18. Navigate to the Receive tab and click Product Receipt.  

 

19. The Posting product receipt pop-up displays. Under the Overview tab, type 
the RMA number in the Product Receipt field and click OK. 

 

20. Click Totals.  
21. The Totals pop-up displays. Verify amounts and click OK 

to post the product receipt.  

 

 

 
 

 

22. The PO status shows as Received and 
Confirmed.  The inventory on hand has been updated for your location.  
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RETURN PO TO VENDOR, CONTINUED 

 

To print: 
1. Go to the Receive tab > Journals and click Product Receipt. 

 

2. The Product receipt journal displays. Under Preview/Print, click Copy 
Preview. 

   

3. A copy of PO displays. The packing slip number is the invoice number. Under 
Export, click PDF. 

 

4. Click Open and then print. 
5. Sign and date the return purchase order. Scan and send the invoice and 

signed return purchase order to accountspayable@goodwillaz.org.  

The Finance department is responsible for the remaining portion of the process.  
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