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APPROVALS
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Procedure Committee

1. PURPOSE

The purpose of this procedure is to outline the steps to effectively return a new part from a TEPS/AMD
customer into inventory

2. SCOPE

Entering the return Sales Order correctly and completely will enable employees to efficiently research
billing questions and transactions.

3. DEFINITIONS

Returning a new part: the returned parts are only accepted if the part can be resold as new.

4. RESPONSIBILITIES

Parts Warehouse Employees
Dock Attendant

Parts Counter Employees

Parts Supervisors
Parts Managers
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5. PROCEDURE

Begin by starting a Sales Order; refer to procedure 026.010.00 Parts Sales Order for those steps.

STEP 1. Follow the policies and steps outlined for a new part returns in 176.025.00 Parts Return
Policy and Procedure with the following changes:

Step 2. TEPS/AMD customer completes TRR form and delivers parts to the warehouse.
a. Customer Requisition is the complete TRR number
b. Customer Reference is the original Customer’s Purchase Order number or original Sales
Order number.

Step 3. When you get the Apply return policy pop up

Select the return reason code PA_Teps (Parts Teps)

b. You will need to choose the Return reason code a 2" time PA_Teps (Teps Return)
c. Click the Apply button

o

Step 4. Verify that the quantity and net amount are negative numbers on the sales order line(s)

gl Apply return policy (1) Lx

Would you like to apply or override the Return policy?

Return reason code:

| Return reasen code groups | Return reason codes | All return reason codes |

Return reason code Description Return reason code group  Return excep
- + PA_teps =
: PA Teps | Teps Return PA_teps
< m >

Note: Refer to 276.150.05 Parts Return Policy and Procedure to determine if a restocking fee should be
applied
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Step 5.
Charges button

a. Charges code is PA-ReSTK
b. Category is Percent

If a restocking fee applies, click on the Sales Order action pane and then click on the

c. Charges value is -20.00 for negative 20% (Make sure the charges value is a negative

number)
d. Click Close

Sales order (1 - mltn) - Sales order: SO00990435, New Hampshire Peterbilt - | @ x
B Salesorder | Sell | Manage  Pickandpack  Invoice  General  Interfaces  Inguiries I
gﬁ % = ‘sl Multiline discount = =) J\ B ) Apply marketing program~ ﬁ é
e @1 [ Total discount < d = B i
Crestereturn Credit | Charges Sales | Confirmed S Service Reservation  Creste
creditnote  note tax | delivery dates §§d Tiered charges agreement reservation™
Create Charges  Tax Calculate Generate Apply Joumals Trade agresments Reservation
S000990435 : 4878300 - New Hampshire Peterbilt Open order
a Sales order header New Hampshire Peterbilt
Customer Delivery date Discounts Setup
Customer account: | 4878300 [v laute reple
Name: New Hampshire Peterbilt HNew X Delete Freight charge calculati... ponsible:
Customer requisition: | TRR345678 [] Chargescede Category Keep Chargesvelue Commited  Printed on Packing s Charges cfde: | PA-ReSTK |v Juses
Customer reference: | 5000978796 h x b3 X > et E mber:
I v Percent ] -20.00 ] : eren
ontactiy [ " Charges vdlue: -20.00
Telephone: | - Generd] < group:
Invoice account; | 4873300 v Description: Restocking
Name: Mew Hampshire Peterbilt Currency: o ass:
Delivery address Restocking fee applicd: el
Name: Milton Cat Warehouse - Hopkintor » Sales tax fFPreevs
Delivery address: Milton Cat Warchouse - Hopkinton | v > Ledger al call
Address: 554 Maple Street > Intercompany al call:
Hopkinton, NH 03229
USA
Delivery contact:
< | >
Sales order lines <[ m [ >
“#Addline 5 Add lines 7 Remove 7 Salel |dengification of the charges
[ Warning SOS  Iltem number Product name / batck
0. 1614164 Compressor A -1.00 pc 33335 -333.35 §- Nota MAQ item Mon-stocked = O
0. 2696348 Cover As-Val -1.00 pe 12313 -123.13 - Nota MAQ item Non-stocked = O

e. Note the dollar amount given on the Sales order lines.
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Step 6.

to TEPS Stock

Sell Manage  Pickand pack General  Interfaces  Inquiries

Go to the Sales Order Header View from the Show group. Change the TEPS Order Type

0e

= o = = 19 7
j s Purchase order 5] Create EMR / 7 Delete i AN From all 2; E.J 'nt- ﬁ\.a 5] MJ | & e w
& 4} Create case line 5 Cancel v & From journal A
Sales .. Edit Line Totals Order class Qrdering Costfrevenueto  Backorder = Attachments | | Ermail Import | Equipment
order Lk Direct delivery view filter ~ | configuration™ be allocated ||\ notification
New Maintain Copy View Add - Attachments - - -
S000990435 : 4878300 - New Hampshire Peterbilt Open order
a4 General 4878300 | 4878300 | SO00990435 | Mew Hampshire Peterbilt | PA
Customer TEPS References
Custorner account: 4878300 |v One-time customer: RDD Type: TEPS ‘v Customner requisition: | TRR345678
Invoice account: 48728300 |v GEPS Order type: TEPS stock v| ) Campaign ID: ‘v
Contact: v ‘ TEPS Code: A79L Customer reference: | 5000978796
TEPS web-auth. status: Project ID:
Contact information
o RMA number:
Internet address: Q Storage dimensions
i 8 She oA ” Service Contract Id: [v
Warehouse: 02 % Rental Contract Id: ‘ v
Sales order 3
Store: 02 - Invoice schedule id:
Sales order: 5000990435 Release Number:
Name: New Hampshire Peterbilt Credit limit
Ordertype: cales order . Business area: PARTSERV v| Exportinformation

CKReg #

Step 7. Click on the interfaces tab

a.

b. The TEPS web-auth. Status should change to “success”.

Click on the TEPS Authentication button in the Caterpillar webinterfaces group.

Sales order Sell Manage Pick and pack Invoice General @ Inquiries 1| @
SIS main CCS Detail Stolen ingui
SIS Serial SIMS TEPS Authentication
SIS Cemponent PIS i
( Caterpillar webinterfaces ™)
S000990435 : 4878300 - New Hampshire Peterbilt Open order
4 General 4278300 | 4878300 | 5000990435 | Mew Hampshire Peterbilt | PA
Customer TEPS References
Customer account: One-time customer: RDD Type: TEPS [v Customer requisition: | TRR345678
Invoice account: 4878300 [~ TEPS Order type: TEPS stock v\ ) Campaign ID: [v
Contact: [ TEPS Code: A7aL] Customer reference: | soDD978796
TEPS web-auth. status: | Success v > Project ID:
Contact information C :l
— RMA number:
Internet address: Q Storage dimensions
et N e A ” Service Contract Id: [v
Warchouse: 02 " Rental Contract Id: |v
Sales order .
ctore: = S Inveice schedule id:
Sales order: 5000990435
Release Number:
Name: New Hampshire Peterbilt Credit limit
Ordertype: cales order . Business area: PARTSERV Export information
CKReg #
Status Local Dealer Code:
Status: Open order
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Step 8. Click on the sales order action pane, in the Show group click on Line View
a. From the View group click the Totals button. You should see a negative Invoice amount

and a positive Total charges amount if you have charged a restocking fee.

b. Also note that the customer should only be getting credit for the stock order price of the

part. That should be 5% less than the amount shown in step 4E.

[ngl Sales order (1 - mitn) - Sales order: SO00990435, New Hampshire Peterbilt, Sales responsible: Bohanan, Sarah - |0 x
L T T =)
7 % Purchase order i Create EMR / 7< Delete } %, From all = ~ -G,:.{ = 0y E = w
) Create case line B¢ Cancel~ & From journal e St iy »)
Sales o o el Edit Totals Order class Ordering  Cost/revenueto | Backorder = Attachments Emmail Import | Equipment
order [Tk Direct delivery filter ¥ | configuration™  beallocated notification
New Maintain Copy ‘ View ddd ! b
N o ) -4 Totals (1 - mltn) - Sales order: SO00990435, New Hampshire Peterbilt, Sales ... -
5000990435 : 4878300 - New Hampshire Peterbilt
4 Sales order header View sales order totals It
Cust Delivery dat,
ustomer elivery date Update @ v‘
Customer account: | 4872300 [v Promised date: ) 5 e pla:
Name: New Hampshire Peterbilt Requested ship date: | 11/6/2015 |52 i = EmEaE :|1m.mm T le:
Customer requisition: | TRR343678 Requested receipt date: | 11/6/2015 |52 Weight: 1740 Line discount: :Io‘m
Customer reference: | 5000978796 Confirmed ship date: i) CW quantity:
Contact ID: [~ Confirmed recsipt date: Volume: o BT T <A
Telephone: ‘ Need by date: 1se205 | :
General ledger Total discount: 0.00
Inveice account: 4878300 B X
N = =y Delivery Cost value: -400.73 @anhargas: 86.73 _)
ame: ew Hampshire Peterbilt _— -
Mode of delivery: Credit/Ret | v e | e 000 .
eth
Delivery address Delivery reason: Credit/Ret |+ Contribution ratic: 760 | Round-off: 000
Name: Milton Cat Warehouse - Hapkintor et et
eferences
Cust g o
Delivery sddress: | Milton Cat Warehouse - Hopkinton e S ey omer C'”"“"“m“”"t‘ _)
ustomer requisition: ’ ‘ Credit limit: 500,000.00
Address: 554 Maple Street ) Cash discount: 0.00
Hopkintan, NH 03229 Customer reference: | 5000678795 Credit available: 500,346.94
usa Division: [v
Government Order:
Delivery contact:
< mn >
Sales order lines
“#Addline 'l Addlines =% Remove Sales order line>  [5, Financials ™ Inventory™ 5 Product and supply~ 43 Update line>  Interface™  Reservation ™
[ Waming SOS  ltemnumber = Productname  Quantity ShipQty Unit  Unit price (ﬂa’tamuuntw Madeas Ordered  Stocked stat.. Returnable Replacement  Type Freeze price  Fleet/ batck
0.. 1614164 Compressor A -1.00 pec 316.70 -316.70 §- Nota MAOitem Non-stocked E] O
O 0. 2696348 Cover As-Val -1.00 pe 116.97 -11687 §-Nota MAOitem MNon-stocked = ]
< m 3>

I Line details
M2

[[E] =3 | 1 | Customer account that generated the order.

6. APPLICABLE REFERENCES

026.010.00 Parts Sales Order
176.025.00 Parts Return Policy and Procedure
276.150.05 Parts Return Policy for TEPS-AMD-ISD Dealers

|20 [ dwe ]
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