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Create a Counter Return 
 

A Counter Return is used to return stock parts to the warehouse.   

 

1. From the menu, under Inventory Management – Counter Return 

 

2. Click Counter Return hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. This will bring you to the Counter Return query screen.  If you know the Counter Release number, enter 
it in the Transaction field.  Otherwise, you can use the other fields to construct a search for the Counter 
Rlease you need.  Click:  

 

4. You will get a list of transactions matching your criteria. 
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5. Click the Transaction hyperlink for the Counter Release you are looking for. 

 

6. You will need to fill in: 

a. Returned By 

b. Returned To 

 

7. Complete the items to be returned: 

a. If all items on the Counter Release are being reutrned, click  

b. If out some of the items are being retuned, click the hyperlink for each Line. 
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c. Enter the Return Quantity and click  

 

8. Click  


	Create a Counter Return

