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Tips & Tricks
Inventory: How to account for returned items

1.	Click on the “Add Return” button located in the Inventory section.
 

2.	Enter the item number and click on “Search”.
 
       	

3.	Select your item, validate the quantity and date, enter an authorization number, as well as a reason for the 
	 return, and click on “Save” to end the transaction.

4.	The return will appear in the “Return” tab.


