HOW TO: Create RMA

SALES ORDER MODULE

-Bring up the job you want to create RMA

-Go to RMA'’s tab:
-click on the plus sign
-enter the invoice #, due date, RMA Qty, etc...
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WORK ORDER MODULE

Creating a new work order:

-Click on the plus sign and click on the RMA Number button to create the work order

from the RMA #
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Modify the existing work order:
-Bring up the existing work order
-Change the status to Open

-Click on Release W.O.

-Click on Rework Router to make the changes

SHIPPING/INVOICING MODULE

-Bring up the invoice

-Go to Invoice Line Items tab:
-Click on the small plus sign at the bottom and enter the job #
-This will create a new line item for credit and put in the RMA # in the credit field
-Enter the quantity and negative dollar amount

-You can print the credit memo by click on the small printer button at the bottom
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