
Merchandise Returns  

Returning a product is almost identical to actually selling the product with one minor 
difference.   

1) Go to the ‘Sales’ screen, and select the client who is returning the product from 
the ‘On File’ button (or ‘One Time’ if the client info was not added at the time of 
sale).  

  

2) Select the ‘Retail’ button.  

  

3) In the Retail window enter the product SKU, UPC, Vendor #, or search for the 
product to be returned. When the product information appears in the window 
change the quantity from ‘1’ to ‘-1’(negative one), showing that the products are 
coming in rather than being sold. Click the ‘Last’ button, or click ‘More’ if there 
are more products to be returned.        



       

4) Once back in the sales screen, click the “payment” button. 



  

5) Select how you will be reimbursing the client, if you will be giving them a 
“credit,” select “on account” as the method of payment and click the “accept” button.  

  



 
6) Click the final ‘Accept’ button in the sales screen. You will then be asked if you 

wish to return the product to inventory.  

   

You have completed the merchandise return. 



This document was created with Win2PDF available at http://www.win2pdf.com.
The unregistered version of Win2PDF is for evaluation or non-commercial use only.
This page will not be added after purchasing Win2PDF.

http://www.win2pdf.com

