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Creating an RTV
	Step
	Action

	1. 
	Begin by navigating to the Return To Vendor page.
Click the Main Menu button.
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	2. 
	Click the Purchasing menu.
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	3. 
	Click the Return To Vendor menu.
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	4. 
	Click the Add/Update RTV menu.
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	5. 
	Click the Add button.
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	6. 
	Select the desired receipt.
Click the Select Receipt link.
[image: image6.png]Select Receipt





	7. 
	Click in the Receipt No field.
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	8. 
	Enter the desired information into the Receipt No field. 

	9. 
	Click the Search button.
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	10. 
	Use the Sel option to select receipt lines of the items to be returned.
Click the Sel option.
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	11. 
	Click the OK button to continue creating the RTV.
Click the OK button.
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	12. 
	Click the Action list and select the desired answer.
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	13. 
	Use the Disposition field to enter a disposition for the returned merchandise.
Click the Disposition list and select the desired answer.
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	14. 
	Use the Reason field to enter or select the reason for returning the product to the vendor. 
Click the Look up Reason button and select the desired reason.
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	15. 
	Use the Return Qty field to enter the number of items being returned to the vendor.
Click in the Return Qty field.
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	16. 
	Enter the desired information into the Return Qty field.

	17. 
	Use the Ship Qty field to enter the number of items being shipped to the vendor.
Click in the Ship Qty field.
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	18. 
	Enter the desired information into the Ship Qty field.

	19. 
	Use the Ship Date field to enter the date when the returned items were shipped. 
Click the Choose a date button.
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	20. 
	Click the desired date.
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	21. 
	Save the RTV.
Click the Save button.
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	22. 
	You have successfully created an RTV in FI$Cal. 
Note: It is necessary to dispatch the RTV in order to print it out for an authorized signature.
End of Procedure.
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