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[bookmark: _GoBack]How to Create an RTV for Multiple PO Distribution Lines 1.0

Supplemental Job Aid

Date: 7/01/2014 

Target Audience: Department RTV Processor

Purpose: This Supplemental Job Aid provides the Department RTV Processor the instructions to complete a split-distribution return to vendor transaction. 

How to Create an RTV for Multiple PO Distribution Lines:
In this example, we need to process a return to vendor transaction line item with multiple distribution lines.
Step 1: Navigate to the Add/Update RTV page:
· Navigation: Main Menu  eProcurement  Buyer Center  Return to Vendors  Add/Update RTV
· Click on the Add a New Value tab
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Step 2: Verify the Business Unit is correct and click Add
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Step 3: On the Maintain Return To Vendor, Return To Vendor page, click on Select Receipt
[image: C:\Users\kimberly.young\Desktop\jobaid1.PNG]
Step 4: Enter the receipt number in the Receipt No field and click Search to display the correct receipt line(s). Select the correct Receipt ID number/line items from the search results displayed in the “Receipt Lines” section and click OK. 
[image: ] 



Step 5: Click the Select Source Details icon
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Step 6: Select the appropriate RTV distribution line(s) and click OK
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Step 7: Click the RTV Details icon
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Step 8: Input the RTV details in the Maintain Return To Vendor, Distribution Details page. Include the Vendor Returned Qty, Vendor Shipped Qty, and Ship Date. When you have completed the RTV details, click OK.
[image: ]
Step 9: Click the RTV Lines tab and enter the Action, Reason, and Ship Date. RMA Number and Line are optional. When you have finished, click Save.
[image: ]
You have successfully completed a split-distribution return to vendor transaction for a line item.
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