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Create Return

Overview

This job aid outlines how to create a return for a purchase. If you made the purchase through a punchout, find the
punchout supplier below and follow the steps provided. For a non-catalog purchase, start at the Create Return section
below.

For Amazon Returns
1. From the Workday Landing Page, select Menu.

2. Select the Purchases application.

% Purchases

3. Under the Actions section, select Connect to Supplier Website.

Actions

Connect to Supplier Website

Request Non-Catalog ltems

Create Receipt

Create Supplier Request

Edit Receipt
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4. On the Connect to Supplier Website page, all the fields will pre-populate based on your Workday account
details.

Connect to Supplier Website

Requester *| X Amy Wirtz

Company *| X St.Norbert College --

X USD -

Currency *

Requisition Type

Management & General
X Fund: FDOT Operating -

x NACUBO Function:
Institutional Suppert

Deliver-To x Main Hall > Main Hall-Rm =
219
Ship-To % | x 100 Grant Street De Pere, WI =
54115 United States of America
Program ‘ = ‘
Gift ‘ = ‘
Grant ‘ = ‘
Cost Center x CC300000 VP for Business ... =
and Finance
Additional Worktags x Functional Expense: =

5. Select OK to take you to the next page.

6. On the Connect to Supplier Website page, find Amazon and select Connect in the far right of the screen, to
connect to that Supplier Website.
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Connect to Supplier Website

Company Requester Currency
St. Norbert College Amy Wirtz UsD

Supplier Websites 2 items
Logo Supplier Link Name  Multi-Supplier

Armnazon

cow

&

Staples

Supplier

Amazon Capital Services, Inc.

Cdw Government Inc

Staples Business Advantage

Description

7. On the Amazon homepage, hover over the drop down that say “Hello, name” and select Your Orders.

Hella,

Account for 5t. Morbert Col... =  Lig

Account Details

Your Account

Your iders

Business Settings
Business Analytics
Business Prime

Manage Subscribe & Save
Bulk Ordering

Your Interactions

8. You may be prompted to sign in using the password you created when you first did an Amazon punchout. This
is not connected to your Workday password.
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amazon

Sign in
Switch accounts

5t. Norbert College
i@snc.edu

Password Forgot your password?

Sign in

| Keap me signed in. Details *

9. Find the order with the item you want to return and select Return or replace items.

ORDER PLACED SHIP TO FLACED BY TOTAL PO PO-10000031
June 12, 2023 v $5.99 ORDER # 113-9104845-4937619
st, Morbert College View arder details Invaice

Delivered Jun 14, 2023

‘Your package was left in the mail room.
Signed by: Mk Track package

{8 Pack) Sticky Motes 3 x 3 in, Pastel Colorful Super Sticking Power Mema Post Stickies Print packing slip

X Square Sticky Motes for Office, Home, School, Meeting, 83 Sheets/pad
k i — Sold by: Buy Pad LIS ~ Return or replace items
fieturn eligible through Jul 14, 2023
$5.99 Share gift receipt

@ Buy it again

Leave seller feedback

Write a product review

10. Select the specific item in the order you want to return.

Choose items to return e
Return by Jul 14, 2023

(8 Pack) Sticky Notes 3 x 3 in, Pastel...
Color: Pastel Colors

£6.99 Items you're retuming
Details

&

11. You will be prompted to select a reason for the return.
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12. Select Continue.

Whiy are you returning this?

Wrong item was sent

Better price available

lterm arrived too late

Bought by mistake

Missing or broken parts

Didm't approve purchase
Inaccurate website description

Mo lenger needed o

Recehved esttra itern | didn®t buy (no refund needed)

Iterm defective or doesn’t wark

Product damaged, but shipping box OK

Praduct and shipping box bath damaged

13. Select Continue on the refund page as well.

Details

Why are you returning this?

How can we make it right?

No lenger needed

Refund te your original payment methee

Estimated refund timing: Refund is issued within 30 days after we receive the item,
Onee we issue your refund, it takes up te 7 days for your financial institution to make
funds available in your account.

Items you're returning

14. Select the return option you wish to use.
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How would you like to return your items?
100 Grant Street, De Pere, W1, 54115 Change address

© Help reduce trucks on the road:

Mo box or label needed return aptians helps us reduce packaging and o fit more items inta shipmants, thus reducing trucks an

the road!
O] The UPS Store Dropoff — no box or label needed $0.00
:-h. The UPS Stare will pack, label, and ship your réturn for free, Just biring the item in its
g ariginal manufacturers packaging and disassermble the iterm (if applicable). We'll email

Datails you a QR code to ship yowr return, Show it to a store associate at any The UPS Store.

Find The UPS Store

Printer not required,

o UPS Dropeff — box and label needed $6.99

UPS Pickup — box needed $7.99

15. Select Confirm your return once complete.

Confinm your return

Return by Jul 15, 2023

Refund summary

Refund subtotal 56.99
k. Shipping ~ (The UPS Store Dropoff — £0.00

ni box or label needed)

Total estimated refund £5.99

Items you're returning

16. Your next steps will be outlined depending on the return method selected. You will also receive an email with
your next steps. The example below is for a UPS Store dropoff.

Your Return Summary

© Your Return Code is ready

Return yaur items to Amazen by Jul 15, 2023\We've emailed these details to you at laura lear@snc.edu.

i you wauld like to change your return option, please cancel and start a new return,

View return code Download Return Code

17. You must continue to the Create Return instructions below to complete the return process in Workday
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For Staples Returns
1. From the Workday Landing Page, select Menu.

2. Select the Purchases application.

% Purchases

3. Under the Actions section, select Connect to Supplier Website.

Actions

Connect to Supplier Website

Request Non-Catalog tems

Create Receipt

Create Supplier Request

Edit Receipt

4. On the Connect to Supplier Website page, all the fields will pre-populate based on your Workday account
details.
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5. Select OK to take you to the next page.

Connect to Supplier Website

Requester * | X AmyWirtz --

Company *| x St Norbert College -+

X USD -

Currency *

Requisition Type

Deliver-To x Main Hall > Main Hall-Rm =
219

Ship-To * x 100 Grant Street De Pere, Wi =
54115 United States of America

Program =

Gift =

Grant =

X

and Finance

Functional Expense:
Management & General

x

Additional Worktags

X

Fund: FDO1 Operating -

NACUBO Function
Institutional Support

X

Cost Center ‘ CC300000 VP for Business = ‘

6. On the Connect to Supplier Website page, find Staples, and select Connect in the far right of the screen, to

connect to that Supplier Website.

Connect to Supplier Website

Compan

Requester Currency
uUsD

y
St. Norbert College Amy Wirtz

Supplier Websites 3 items

Logo

&

Supplier Link Name  Multi-Supplier

Amazon

cow

Staples

Supplier Description

Amazon Capital Services, Inc.

Cdw Government Inc

Staples Business Advantage
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7. From the homepage, navigate to your profile.

Products ~ Services «

8. Select Order History to view all orders.

9. Find the item you want to return and select Return an item.
Order history & mo

Know your arder number? | = - 14 digit order & 6o

\iewing 1-2 of 2 orders

Ordes # = Crder da Total
209552273 i i'" OB12723 513.10

PrOCessing PO-10000029

%, Beturn an item

ides & = e date
209430885 OBM0G/23 38.07
&} BDF receipl

FO-100000035

=

Delivered

10. Check the item you wish to return.
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o . Rourn an fem
Return an item Heed help (7 Submit retusm
Order #: 209430685
Item return information
Contact information:* Retumn pickup address:
100 GRANT STRELT
DE PERE. Wi 54115
Edit contact Info
Humber of boxes to be plcked up:” 1 cn
Please estimate how many bases your items for retum will be -
Post-it Tabs, 17 Wide, Salid, Assorted Colars, 66 Tabs,Dispenser (586-PGO) 9
M P e e #; 462642 | Model #: GOGPGE | O #; 462642
[0l 1 retumed)
11. In the popup, select the reason for return.
Select a reason for return
¢
Reaszon for return (r=quired)
() Ordered wrong item
) Damaged
0 Manufacturer's defect
) Received duplicate
() Mot as advertised
) Product received too late
) Dissatisfied with item
) Changed my mind
) Wrong item received
12. Select Submit return.
Homg - Quderhi Sary - Return am rtem
Return an item -
Mesd help (3
Order #: 209430685 )

Item return information

Contact information:" Return pickup address:

160 GRAMT STRELT
DE PERE. W1 543115

13. You will receive an email from Staples detailing how to physically send back your return. Follow the
instructions provided in the email.

Heme + Cudarhistary + Grder detals ok

(<) Your retum request is precessing. You will receive an email detailing your return & refund information at SNC.EDU. It may take a few moments for your

return details b display on this page.

Order #209430885

Order placed: June 06. 2023 at 11:07 AM Order summary

Meschandise total 58.07
Shipy

Tax 50.00

Delivered to: (0203430885) 100 Grant Street, De Pere, Wi 54115 Dalivered on; Jun 97. 2023

Order total $8.07

order Flaced shipped out far delivery Delivored
lun 06 Jin 06 Ju &7 Jun 0T itk o
Bzt Cantesr
PO-10000003
o
Carvier: Stapkes Flest Signed by: 7 Hicrt PO-10000003
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14. You must continue to the Create Return instruction below to complete the return process in Workday

11
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Create Return Complete this step after initiating the return with the supplier.

1. From the Workday Landing Page, search for and select the Create Return task.

2. Use the menus to find your purchase order or receipt that relates to the return you want to initiate.

3. Select Ok.

|"/Q crea retuy

h

= Create Return
-

as

Create Return

() Purchase Order Eearch =
—_ J—— X & [
() supplier Contract 360 Payment Solutions LLC >
— 1 4lmprint Inc h —
) Receipt
| Amazon Capital Services, Inc. >
Big Ass Fans 2 S
n ( Cdw Government Inc p
~—— Current Electrical Services, Inc. S

Grainger, Inc
Menards

Penalty Box

4. Enter the appropriate Return Reason.

12
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Return Reason * | [pearch

() Damaged Goods
Incorrect ltem Supplied
Overshipment

() Replacement

5. Enter the date you are making the return.

Return Date * | MM/DD/YYYY [ ‘

6. Enter additional information such as the supplier invoice number if available. Enter the Supplier RMA if
provided by the supplier in the return email.

Supplier Invoice Reference

Supplier RMA

Restocking Fee 0.00

Return Ship-To Address

Pick Up Location

7. Enter additional information about the reason for return in the Memo.

Memo

8. Enter the quantity you are returning in the To Return field.

To Return

9. Select Submit.

Submit
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