OPERATIONAL SERVICES DIVISION

Job Aid:
How to Return Items in COMMBUYS

This Job Aid shows how to:
e Return Goods and Services in COMMBUYS

Of Special Note:

Before a return can be processed, it must first be documented that the items were in fact delivered and received. Before
a receipt can be processed there must be a purchase order (PO) in Sent status. The receiving of goods and services may
be either complete receipt or partial receipt. Items that are being returned must be received and then returned. The
receipt of items can also be cancelled without first receiving them. This Job Aid shows how to return items on a PO.

Individuals within an agency or department who receive and/or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission given to receive.

Screenshot Directions

Step 1: Creating a New Receipt

C@MMBUYS 0 Search Catalog v ﬂ Advanced @

OPERATIONAL SERVCES DVSIN

@ @ In order to return an item, it must be verified
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Screenshot Directions

Step 2: Selecting the Receipt

Select Receipt from the dropdown menu.
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Step 3: Locating a Purchase Order

The PO Receipts — Search PO page

PO Receipts - Search PO displays.
1. Locate the PO using any of these
Search Using: SearCh fieldS:
ALL of the criteria v e PO#
e Release Number
Search Field:
po% Release Number e Buyer
PO Deseription Alternate D
rorye - [ v 2. Press Enter on your keyboard or
scroll to the bottom of the screen and
ek Moo St v click on the Find It button.
Header Minor Status '
Department \4
Location v
Type Code v P0 DatelMM/DD/VYYY) &
Catalog v
Required Date(MM/DD/YYYY) M Update Date(MM/DDIYYYY) m
Vendor ID: Q Vendor Name:
Fiscal Year Item Description
UNSPSC Segment Fanily v
UNSPSC Class v
Commadity £PP Q  Stockltem Number
Find It (lear
Exit
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Screenshot Directions

Step 4: Selecting a Purchase Order

) Seimdrenmed cnsed sty of cspsin s S - ancied and SCHT-Peume s g whn ki v ety fr PO,

Recehe Al RemmAl GanlAl Sare b Cordinue Cancel Receipe

15981:19583 OMalleys i
) i The search results display at the bottom of
0 PO-19-1080-05D03-SRC3- 006201 Copy Papes BIDS1/BIDST Bil Lindenmeyr Munroe $215300  3PCR.- Complete . .
T Oldeys ke your screen in the Blanket Results section.
0 P0-19-1080-05003-SRCO1 40 Tires BIDS1/BIDST Bil Bridgestone A sTre  $50000  3PCR- Compl -
- s M Lt i 1. Inthe Select column, click on the
0 P0-19-1080-05D03-05D03- /52021 Safefy vests and Carts From Fastenal ~ BIDS1/BIDSI Bil Fastenal §1.23287 35 Sent radlo bUtton neXt to the PO you Want
T Ol to receive.
0 P0-19-1080-05D03-0SD03- 5052021 Hand trucks and safety vests From BIDS1/BIDS! Bil Fastenal $1,12620 EPJ—SM[
- 58 Fasral O\l
0 P0-19-1080-05D03-05D03- (5/082021 Hand trucks and Vests From Fastenal ~ BIDS1IBIDST Bil Fastenal  $729.94 305-Sent .
- T OVl Click on the Select button at the bottom of the
0 POA10B0-05D03-05003 WG GBFromstend BOSTBST B P B9 F5-Sent screen.
13725:450 OMalley1s
0 P0-19-1080-05D03-05D03- 05772021 Hand Tucks and Vests From Fasenal ~ BIDS1/BIDST Bil Fastenal 70994 05-Sent
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® P0-13-1080-05D03-08D03- 10062021 SefetyVests and HandtruksFrom - BDSTBDST Bl Fastendl  ST308 305-Sent
13725502 Fastenal OMaley!s
[x‘l
Step 5: Receiving
fenlomein The Receipt page displays. The Receipt
. Type column defaults to Receive.
en Before returning an item, you must first
L e e . receive the items. In this example, we are
going to receive and return all the items.
oo 1. Ensure that each line item’s receipt
status is marked as Receive.
T 2. Scroll to the bottom of the page and
B - click on the Receive All button.
Reun Al Comment Cancel Al Comment

|
www.training.commbuys.com says

Do you want to Receive all remaining items on this Receipt?

| (=]

Cancel

Step 6: Confirming the Receipt

A popup box displays the message “Do you
want to Receive all remaining items on this
Receipt?”

Click on the OK button to confirm.
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Screenshot
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Directions

Step 7: Returning All ltems

The page redisplays and the Ordered
Quantity/Dollars Receipt Total (PO
Receipts Total) column is updated. The
numbers in parentheses now reflect the
amount received. A new row has been added
to each line item as 1:1, 2:1, 3:1, etc.

1. Enter comments about the return in
the Return All Comment box.

2. Click on the Return All button at the
bottom of the page.

3. A pop-up message displays the
message Do you want to Return all
received items on this Receipt?
Click on the OK button to confirm.

If you do not want to return all the items, go to
the applicable line item and in the Receipt
Type column, choose Return in the
dropdown. A comment is required. Click on
the Save & Continue button.
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Step 8: Verifying the Return

The Receipt page displays with a new line
added (i.e. 1:2, 2:2, etc.) showing the time
and date of the return entry. The right side of
the screen displays the return comments.

Once you have verified the return, scroll to the
bottom of the screen and click on the Submit
for Approval button.
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Screenshot

Manually add approvers

Automatic approval

Appraver

Please select an approver if you want to manually add approvers.

Vv Add Approver

No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

Receipt # 0032989 {In Progress) - Purchase Order # P0-19-1080-05003-05D03-13725:502

Save & Continue (ancel & Exit

Directions ‘

Step 10: Saving the Approval

Each agency sets up their specific approval
path for receipts.

1. Select the appropriate approval
choice.

2. Click on the Save & Continue button.

The return is now in Ready for Approval
status until approved.

In our scenario, we do not have an approval
path for receiving items, so we selected
Automatic approval and clicked on Save &
Continue.

Recept # 0032989 (Approwed for Invoice) - Purchase Order # P0-19-1080-0SD03-05D03-13725:302 ]
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Step 11: Verifying the Approval

Once your return is approved, it will be placed
in the Approved for Invoice status.
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