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1
Setup

Summary

For Person who 
Creates Credit POs: 
Select User is Buyer

on User Profile  

For User Who 
Approves Credits: 

Set Role Object 
Credit PO Review

to “All”

For User Confirming 
Shipments: Set Role 

Object Credit PO 
Receipt Confirm to 

“All”

Org Requires  
Credit Review 
& Shipment 

Review?

Select Credit PO 
Review Process 
Enabled on Org 

Record

On Org Record: 
Select Credit PO 

Field  

MM or AP > Tables > 
Organizations > Edit > MM tab

For User Creating 
Credits: Select

Credit PO Review 
Notify Type on User 

Profile   

Select 
Allow Return to 

Vendor Quick Credit
on User Profile

Work in Administration > Users 
> Edit > Buyer Limits tab

Work in Administration > Users 
> Edit > Authorities tab

Setup 
Done

Enter 
Buyer Limits

Work in Administration > 
Users > Edit > Buyer Limits tab

Work in Administration > Roles  > 
Role Objects > Edit Setting

Yes

No

Work in Administration > 
Users >   Edit  > User Roles tab
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2
Create 
Quick 
Credit

Open Quick 
Credits List

Click New

Enter Values in 
- From Organization
- From Department

MM main Contents > 
Warehousing > Quick Credits

Set Credit Type =
“Return To Vendor 

Credit”

Submit

Create 
Header Create Lines

Enter Item Number, 
Quantity

Enter PO Number 
if Known

If no PO Number, 
ERP generates a 
new PO Number.

Enter Other 
Required Fields

Enter RGA Number, 
If Vendor Requires

Enter Restocking 
Fee Amount, if 

Charged

Non-File 
Item

Non-Stock 
Item?

For a specified PO 
Number, ERP creates 
new PO with the 
number plus “C” added 
to end of number.

Finish Now

Done with 
QC Entry?

Submit

Finish Later

Yes

No

No

No

Yes

Yes

Direct 
Delivery Stock 

Item?

No

Yes

PO Listed 
on PO List

Credit 
Review 

Enabled?

Done. 

To Credit 
Review 3

Yes

No

Finish 
Now or 
Later?



Page 4 of 4

Credit Purchase Order Processing Using Return-to-Vendor Quick Credits
Credit PO Review

3
Credit 

Review

Organization 
Set Up?

PO Reviewer
Set Up?

User 
Confirming 

Shipment Set 
Up?

Buyer Reviews/
Edits

Credit PO

Menu > 
Accept Credit 

PO?

Menu > Cancel 
Credit PO

MM main Contents > 
Purchasing >
Credit POs For Review

Go to Setup Step 1

No

No

No

Yes

Yes

Yes

Shipment 
Confirmation

Menu > Confirm 
Credit PO 

Shipment?

Yes

No

MM main Contents > 
Receiving >
Credit POs For Confirm 
Shipment > Menu > Confirm

System Creates No 
Transactions

Credit PO is 
“Completed” with 0 

Quantities

When cancelled for shipment,  
Credit Review Status is “Return 
Shipment Cancelled”

When cancelled 
from this list,  Credit 
Review Status is 
“Purchasing Cancelled”

Shipment 
Confirmation Date 

Stamped on PO
Done

Credit Review Status is 
“Shipment Confirmed”

Restocking fee 
propagates to PO
and invoice. 

See the online doc. topic 
“Process Flow and 
Transactions Generated by 
Vendor Quick Credits” for 
details on transactions and 
values for completed credit POs

Edit  Credit PO
From POs List

MM main Contents > 
Purchasing >
Purchase Orders (by 
Date or by PO Number)

Change All 
Quantities to 0

Submit

Yes

No


