	RTV Usage


A Return to Vendor (RTV) is used to return Received goods to a vendor for the purpose of obtaining a Credit for unwanted goods or Replacement for goods that are to be replaced. Buyers should create RTVs within 5 business days of notification by Receiving or the requester that goods must be returned. Let Shipping know the RTV number after it is created so they can complete the RTV process.

Use the following chart to determine how to use RTVs:





	Navigate to the RTV Page


Go to Purchasing, Return to Vendor, Add/Update RTV.
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Click the Add button to create a new RTV.
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	Select the Receipt/Line to be Returned


· Click the Select Receipt link.

· Enter a PO No.

· Click the Search button.

· Click the Select Sel box to the left of the Receipt Line you want to return.

· Click the OK button to copy the receipt into the RTV.
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	Fill in the RTV Lines information


· Select an Action:

· Credit to send material back and not have the vendor send back other material OR

· Replace to send material back and have the vendor send replacement material to the Lab. 

· Select a Disposition:

· Ship to send material back to the vendor or l or

· Destroy if the material will be sent to LBNL Salvage. 

· Select the applicable Reason for the RTV. Click the magnifying glass for a list of reasons. (Reasons also appear in the table on Page 1.)

· Enter the Return Material Authorization (RMA) number, if the Vendor gave you one.
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	Enter the Quantity to be Returned


· Click the 

 RTV Details icon above.

· Enter the Return Qty.

· Click OK.
DO NOT FILL IN "Ship Qty" or "Ship Date," These are entered by Shipping when they ship the material out.
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	Enter a Ship Via Method


· Click the Optional Input tab on the main RTV page.

· Enter a preferred Ship Via method.
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	Enter Header Details


· Click the Header Details link.

· Enter the agreed-upon Freight Terms for the RTV.

· Click the OK button.
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	Enter Ship to Address Information


· Click the Override Vendor Address link.

· Select the applicable vendor Address Sequence Number OR
· Type in a different address in the Address Overrides section.

· Click OK.
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	Enter RTV Defaults


· Click the RTV Defaults link.

· For returns for Credit:

· Check the RTV Debit Memo box AND

· Change the RTV Adjustment Voucher so it says Create.

· For returns for Replacement, leave settings at their default values (RTV Debit Memo is unchecked and RTV Adjustment Voucher is No Adj.).

· Click OK.
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	Save the RTV


· Click the Save button.

· An RTV ID number is assigned.

[image: image12.png]1AddlUpdate RV - Microsoft Internet Explorer e e
RREG AP*e e Be | & a

ks [Emses ferroolp Google ) LENL Phone >

Ele Edt Vew Favortes Toos Help

ePraDemo ] Best of the Web

Len

adress | ] https:ffmssrvcl.Ibl. gov:B801 fpspifmsbox EMPLOYEE/ERP/c/MaNAGE_SHIPME| v | [ Go

=2

NewWindow | pelp | Customze Page | B

APPLE COMPUTER Q.

RIVID: 0000040005 “Vendor: 0000000381 |Q
Status: open d Q
T | o o PO poseyinaan

RTV Lines:
[ RTV Lines  TjSHiGraIRE 1 et

Q \mm FIN TS450LUA Kensingtons open L4

creat|v] |stip \WRM

SelectReceipt  RTVDefaulls  Overide VendorAddress Select Source Details RV Fees
Select PO Header Details  Header Comment RTV Pro Numbers Document Status

8 Yool





Shipping will complete the RTV by entering the Ship Qty, Carrier ID, Bill of Lading, Header Comments, and Ship Date.
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No-cost warranty repair.�
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7�
Trade-In of goods. Get Property Manager approval. Enter the new item on a new PO or a new line on an existing open PO. For the new item, take a discount equal to the trade-in amount. Put DOE # of item being traded-in in the new item's Description.�
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Action Codes:  R=Replacement, C=Credit  (Do not use E for Exchange)


RTV Reason Codes:  COR=Receiving Correction, DAM=Damaged Goods, DEF=Defective Goods, FAL=Failed Inspection, NOO=Goods Not On Order, NOR=Not Required, OVS=Over Shipment, WRM=Wrong Goods, WAR=Warranty Repair


Line Note:  When the "Do Line Note" column is Y, the buyer should enter a PO Line Comment that indicates that the line will be replaced or credited and check the "Send to Receiver" box. (A receipt hold is not necessary for Credits.)
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