	RTV Usage


A Return to Vendor (RTV) is used to return non-eBuy 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:
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	Navigate to the RTV Page


Go to Purchasing, Return to Vendor, Add/Update RTV.

Click the Add button to create a new RTV.

[image: image1.png]E Add/Update RTV - Microsoft Internet Explorer ; E
He B uew Faortes Dok tep C-© [

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

< Return To Vendor =] New Window | Help | B,

= Dispalch RTVs
A Return To Vendor
- ReviewRTVs

- PrniRTVs Find an &

- Documeni Stalys
- Detals Report :

Detals Repot Businessuni:  [BNL QU
Return To Vendor I: NEXT

g Value | AddaNew Value

- Credis Report
> Pracurement Cards
b Supplier Schedules
b Analyze Procurement
1 ePracurement
1 Senices Procurement
b Program Management
1 Accounts Payable
1 esetiements
1 Banking
1 VAT and Intrastat
1 Data Exchanges
b Set Up Financials/Supply

Chain [vl<] m J
(@ ooe B G Localtranet

Add

Find an Existing Value | Add a New Value





	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.

· Refer to the RTV Usage Chart on page 1 of this guide for rules on when to create an RTV Adjustment Voucher.
· For returns for Replacement, set RTV Adjustment Voucher field to No Adj and set RTV Debit Memo to unchecked.

· For returns for Credit where you want to create an RTV Adjustment Voucher, set RTV Adjustment Voucher field to Create and set RTV Debit Memo to checked  OTHERWISE set to No Adj and unchecked.
· Click OK.
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	Save the RTV


· Click the Save button.

· An RTV ID number is assigned.
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Shipping will complete the RTV by entering the Ship Qty, Carrier ID, Bill of Lading, Header Comments, and Ship Date.
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Procurement

Web: http://procurement.lbl.gov
E-mail: ProcurementHelp@lbl.gov
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Notes:





For returns:


Division Obtains an RMA: For all returns of material to vendors, contact the vendor and obtain a Return Material Authorization (RMA) number. Visit the � HYPERLINK "http://www.lbl.gov/Workplace/CFO/pro/LBNL/eBuy/ebuy_returns.html" �eBuy Returns� webpage for RMA contacts.


Division Creates Netship Traveler: The division creates a Netship Traveler to initiate and document the shipment of property leaving LBNL. It is required for all DOE-tagged property. (Items with no property tag returned to Staples, VWR, or S&S do not require a Traveler.) To create a Traveler, go to � HYPERLINK "http://shipping.lbl.gov" �http://shipping.lbl.gov�. This website provides access, training, and help for using the Netship system. Enter the RMA number on an address line of the Netship system so the vendor can track the return’s purpose. Also, write the RMA number on a copy of the packing slip, if available, and include it in the box. You can reach Shipping at x5084.


Division Creates a Work Order to have Transportation pick up the material and take it to Shipping (Building 69): Go to the � HYPERLINK "http://workrequest.lbl.gov/" �Work Request Center website�, click the "Transportation Move Request" link, and fill-in the online form. You can reach Transportation at x5404. (After the Netship Traveler is created and the material arrives at Bldg. 69, Shipping will return the package to the vendor.)


Shipping Document forms are used instead of Netship Travelers for shipping large items to vendors via truck (shipments not going through FedEx, UPS, etc.). You can order Shipping Document forms from Creative Services Office at x6787. 


Procurement & Receiving Actions:


Return To Vendor (RTV):  An RTV is created in FMS by the Procurement buyer for return of non-eBuy items. (RTVs are not used for return of eBuy items.) Shipping completes the RTV form after shipment.


RTV 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


RTV Adjustment Voucher:  Create when 1) the vendor invoiced/will invoice LBNL, 2) agreed to give us a credit and, 3) we do not want the item, we did not order the item, or the item is not satisfactory/defective. Do not create an Adjustment Voucher for warranty repairs or replacement items that will not be invoiced.


PO Line Note:  When the "Procurement Buyer Creates a PO Line Note" column above is “Y,” the Procurement 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.)


Receipts: Receiving will create an FMS receipt for items that require DOE tags. Closed POs will be temporarily reopened by Procurement to receive DOE property tag items.
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