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:-
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| e | Date Amount | wDocument Status | Sales person | Ready for Alloc | Sales Area Allocated | Ready for Desill
ofation 27/052021 CASH SALE A 24000 Completed None North td
Retun 01/102020 Tiger Build 41188 Completed None North
Return 01/102020 Kitchens.4-All 644 Completed None North
S Return 017102020 |. M. Goode De. 30448 Completed None North
0000000372 Sales Return 01/1022020 Kitchens-4-All 187.30 Completed None North
0000000371 Sales Return 011102020 Cook's Cookers 38116 Completsd None Nortn
0000004387 Sales Order 011102020 Noventa Casas. 6440.14 Completed None North
0000004385 Sales Order 011102020 New Hampshire. 721596 Completed None [
0000004985 Sales Orger 011072020 Molly inc 582095 Completed None Nortn
0000004984 Sales Order 01/1072020 Abbey Retail Lid 327821 Completed None North
0000004983 Sales Order 011102020 Kitchen Refit Sp. 148418 Completed None North
0000004962 Sales Order 011102020 Nieve et Oro (Sp) 278428 Completed None North,
0000004981 Sales Order 011102020 Kitchen Refit Sp. 448404 Completed None North
0000004980 Sales Order 011102020 Ottawa Kitchen 874903 Completed None North
0000004573 Sales Order 011102020 Kitsch Kitchens 607683 Completed None North
0000004978 Sales Order 011102020 Cute and Cosey 351188 Completed None North
ing Process Map 0000004977 Sales Order 01102020 Kingstanding K. 745959 Completed None North
Sele s 0000004976 Sales Order 01/1072020 Quality Counss 5067 Completed None North
_ 0000004975 Sales Orger 01102020 Cute and Cosey. EILRT Completed None North
Sas Naturne 0000004974 Sales Order 01/102020 Hotand Cold C. 1120967 Completed None North
Order Processing 0000004973 Sales Order 011102020 Cute and Cosey. 7549.88 Completed None North
Document Printing 0000004972 Sales Order 01102020 Super Chef Fit 178298 Completed None North
0000004971 Sales Order 011102020 KoshaKitchen 43237 Completed None North
0000004370 Sales Order 011102020 Cook's Cookers 204120 Completed None Norin
0000004969 Sales Order 011102020 Hotand Cold C. 11618.22 Completed None North
0000004968 Sales Order 011102020 Hotand Cold C. 223039 Completed None North
0000004367 Sales Order 011102020 Kingstanding K. arre7 Completed None North
0000004966 Sales Order 011102020 Petts Wood Pa 337140 Completed None North ¥
0000004965 Sales Order 011102020 Canvey Istand 247833 Completed None | North =
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The next screen will show a New Return but with all the items, prices and quantities from
the selected order:-
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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
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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.
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Bz020 Mally Inc Onhold
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0000000372 Sales Return 011072020 Kitehens-4-all 187.30 Completed None North
0000000371 Sales Return 011072020 Cook's Cookers 6116 Completed Mone Hartn
0000000370 Sales Return 2410972020 el 23996 Completed None Mortn
0000000389 Sales Return 24/082020 Lamb's Greeb... 20633 Completed None Morth
0000000368 Sales Return 24/082020 Halstead Home. 2745 Completsd None Morth

- 0000000367 Sales Return 240972020 Petts Waod Pa. 2727 Completed Mone Morth

= 0000000366 Sales Refurn 241082020 Kingstanding K. 140475 Completed None North

= 0000000365 Sales Retun 2410802020 CanveyIsland 175.58 Completed None North

&~ 0000000384 Sales Return 2410972020 Kitchens-4-All 118 Gampleted None Morth
0000000363 Sales Return 24/082020 Halstead Hame. 140486 Completed None Morth

= 0000000362 Sales Return 17/0372020 James B Backly... 239.98 Completed None Horth

B 0000000361 Sales Return 177082020 All Things Bladk 23998 Completed Mone North

B — 0000000360 Sales Return 17/0902020 Cook's Cookers... 23998 Completed None North
0000000359 Sales Return 17/0872020 Cuality Counss 479.96 Completed Mone Horth

£ Enaures 0000000358 Sales Return 1700872020 Al Things Black. 2575 Completed Mone Morth

B Quotats 0000000357 Sales Return 17/0372020 Petts Wood Pa_ 140.48 Completed None North

- 0000000358 Sales Return 1710872020 Shiny Things 7200 Qnhold None Horth Yes

= 0000000355 Sales Retun 171082020 Mike & Mickey's. 2523 Gompleted Mone Morth
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