
AUTHORIZE RETURN 
 
Scenario: The actual unit released is different from what was invoiced. 
    (Actual engine no. is different from the engine no. on the invoice) 

 
ACTUAL UNIT RELEASED  
ITEM ID   : NMAX ABS BKT3 MATTE GREEN BLACK 

ENGINE NO. : G3L8E-1742447 

CHASSIS NO. : PA0SG7710P0200428 

 

 

INVOICE DETAILS 
ITEM ID   : NMAX ABS BKT3 MATTE GREEN BLACK 

ENGINE NO. : G3L8E-1711114 

CHASSIS NO. : PA0SG7710P0199974 

 

 
 
 

 

 

 

 

 

 

 

 

 

To correct this, the branch will perform the Return process.  
***This process can only be done if the Sales Order was already FULFILLED. 

The invoicer will go back to the INVOICE and will click the Authorize Return button. 

 

 

 

 

 

 

 

 

 



On the Return Authorization page, check the REPLACE checkbox. 

 

 

 

 

 

 

 

 

 
Next, go to Communication > Files, to attached the supporting documents for the reason to return 
 

 

 

 

 

 

 

 

 

Upload the attachment 

 

 

 

 

 

 

 

 

 

 

 

Once File Attached, Click SAVE. This is now pending for Approval from HO. 

Wrong unit invoiced-should be NMAX ABS BKT3 

MATTE GREEN BLACK 



HEAD OFFICE LEVEL 
 
This is the APPOVER’s screen. HO shall have the call to approve or not the requested Return.  

 

 

 

 

 

 

 

 

Once HO Approved, the unit subject for return is now ready for ITEM RECEIPT on branch level, to record it back to 

branch’s inventory on-hand. 

 

 

 

 

 

 

 

 

 

ON BRANCH LEVEL 
Branch will now perform the RECEIVING OF INVENTORY. 

Find the Return Authorization number in global search then click Receive. Fill up the Memo, the reason of the return.  
 
 

 

 

 

 

 

 

 



Once click the Receive, you will be directed to Item Receipt page.  
Then fill out necessary details. This is the same like you are receiving a Transfer order or arrival from supplier. Delivery 
Receipt Number is the Return Authorization No. Supplier Date is the date upon IR. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then review all the inventory details and Click SAVE. Once saved, it will be back to your on-hand inventory. 

REMINDER: 
Once the Return Authorization was processed. Request from Accounting Department to CM the invoiced Sales. Please 
take note, process should be Return Authorization first before CM.  
 

 

REPLACEMENT APPROVAL FROM SUPPLIER  : INVOICED NOT IN NETUSITE ( IN P3 PA) 

1. CREATE SO FOR THE REPLACED UNIT 

2. CREATE INVOICE ( INVOICED IS THE CURRENT PRICE , IF CASH CURRENT CASH PRICE , IF INSTALLMENT CURRENT 

SRP PRICE ) 

3. FOR ADD ON, ACCEPT PAYMENT FOR THE ADD –ON 

4. FULLFILL SO 

5. THEN REFER TO ACCOUNTING FOR THE CM OF THE OLD INVOICED.  

 

 


