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Date: 07/25/2016

Target Audience: Department PO Buyer

Purpose: This job aid will provide instructions on how to enter the restocking fee that may apply to an RTV if the product is no longer wanted after it has been delivered. 
Note: If restocking fees are applied in the RTV, it is not possible to create a voucher from the RTV transaction. Also note, when using the Return to Vendor (RTV), proceed with caution since it is not possible to cancel an RTV. Receipts and Purchase Orders tied to an RTV are then affected since the receipt cannot be cancelled and the purchase order cannot be amended.

This supplemental job aid will not describe the steps in generating a purchase order, performing the receipt transaction, and creating an RTV without a Restocking Fee.

Reference: UPK PO122 – Processing Purchase Orders
Reference: UPK 132 – Managing Receiving
Reference: JA 302 Amending a PO to Delete Line(s)

Returning Goods with Restocking Fee

This supplemental job aid will use an example of goods that will require a pre-inspection by the receiving staff. Instructions will also be conveyed that if the goods are not acceptable, the Receiving Processors are to immediately contact the Buyer prior to perform a receipt transaction with a Returned to Vendor (RTV). This example will not have an RTV associated with the return. In addition, the supplier charges a 10% restocking fee. The goods arrive and nothing is acceptable. The decision is to cancel the line of the PO.

Step 1: Navigate to the Purchase Order Add Comments page: Main Menu > Purchasing > Purchase Orders > Add/Update Purchase Order > Add a New Value
Create a purchase order for several items totaling $125,000.00. The restocking fee will be $12,500.00.
Reference: UPK PO122 – Processing Purchase Orders



Step 2: Click the Receiving tab and select the Inspection Required checkboxes.
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Step 3: Click the Add Comments and Attachments hyperlink. Note: If comments are already contained in this page, the name of the hyperlink displays as View/Edit Comments and Attachments.
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Step 4: In the PO Header Comments, enter instructions to the user who will be performing the Receipt transaction. Select the Show at Receipt checkbox.
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Step 5: Click the OK button. Click the Save button, a message may display to advise an Inspection ID is required. Click the Receiving tab and enter the appropriate Inspect ID for each line where Inspection Required. Click the Save button again.
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Scenario: The equipment arrives and is not acceptable to the users requesting the items. Buyer is notified to make contact with the supplier to advise the line 1 of the order will be cancelled.
The supplier informs/reminds the buyer that there is a 10% restocking fee as advised in the quote or contract. The buyer will create a Change Order to delete the line and add amendment information in the line comments.

Reference JA 302 Amending a PO to Delete Line(s)


Step 6: Enter the Restocking Fee by adding an addition line. In the Lines, Details tab, add a line by clicking the Plus icon to the right on the last line. Click the OK button in the Script Prompt box to add the line.
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Step 7: Enter the Description, PO Qty, UOM, Category and Price (restocking fee). Ensure that this amount is not taxed. The UNSPSC selected in this example was for Administrative Fees. Click the Save button. Click the View Printable Version hyperlink to display the PO.
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