
Sage 200 Technical Tip 
 
Creating a Sales Return from a Sales Order 
 
Following a structured Returns process is an important step for any business that sells 
products or services. 
 
Sage 200 provides a Returns Note procedure that follows a process from New Return Note 
and Receiving the Returned Goods through to creating the Credit Note and allocating the 
returned products back into stock (ideally into a Returns or Quarantine warehouse). 
 
You have always been able to create a New Returns Note and manually enter the products 
or services that need to be returned, but a function that is not widely used is to create a 
New Return from an existing Sales Order (almost like a copy facility). 
 
 
From the Sales Order List, highlight the correct order and then choose New from the top 
menu and then choose New Return From Order:- 
 

 
 
 
 
 
 
 
 



The next screen will show a New Return but with all the items, prices and quantities from 
the selected order:- 
 

 
 
At this point, you can then add, edit or delete items on the Return Note and change prices 
or quantities until you arrive at the correct details for the Return. 
 
Then press Save and the next screen will give you the next Returns Note Number 
 

 



The new Return Note will now be available in the SOP List view and can then be processed 
as normal through to the Credit Note stage and then posted. 
 

 


