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9.02. Receiving goods back from a customer

It is important to be able to receive goods back from a

customer without it being counted as goods coming from a

supplier. If your customer issues the goods to you on a

Customer Invoice, and you then receive it through a Supplier

& : Invoice, then those goods will be counted as part of your
store's 'supply' from suppliers, which is not correct. A
Customer credit is the right way to receive goods back from
a customer.

If you have accidentally confirmed (and finalised) a Customer
- Invoice, then you should be able to cancel it to bring the
S stock back in, rather than creating a customer credit.

If one of your customers wishes to return goods to you, you should receive them back into your store
using a customer credit transaction.

You can create a customer credit manually or it can be created automatically in your store if your
customer is a store in mSupply and they create a supplier credit to return the goods to you - see the
9.01. Return goods to a supplier page for details about that.

Customer credits created automatically will have the status new (nw) and placed on hold so that they
do not affect stock in your store. When the goods physically arrive at your store, you can check them
over, verify quantities, batches, condition, etc., make any necessary adjustments to the customer
credit before taking it off hold and receiving the returned goods in to stock in mSupply.

Viewing and editing customer credits

Choose Customer > Show invoices... from the menu or click on the Show customer invoices icon on
the Customers tab of the navigator:
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This will show you the search filter window:

Find transacton

Customer ramsactions E

15| most recent transactions, or
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Lise list view il one entry Tlound

Complex Find Cancel _

Note that the drop down list at the top is set to Customer transactions. Edit the other filter selections
as required (leave the top drop down list as it is) and click on the OK button to see a list of all
customer transactions (invoices, credits etc.). The customer credits are the ones with “cc” in the Type

column:
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Double click on any transaction in the list to view or edit it.

Creating customer credits

Choose Customer > New credit... from the menu bar or click on the New credit... icon on the

Customer tab of the navigator to open this window:
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Enter the name of the customer you are receiving the goods from in the Name field by typing the first
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few characters of the name and pressing the Tab key on the keyboard to select it.

6 If the customer is on hold you will be warned and asked if you wish to proceed with
receiving the goods back from them.

Enter a reference and comment in the Their ref and Comment fields if required.
Now you need to add the goods that are begin returned to you. There are two ways of doing this:

1) Click on the New line button to add a line to the credit:
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Here you can enter the details of the first batch you are receiving. This is exactly the same as filling
out the details for a supplier invoice line. Enter the name of the item first by typing the first few
characters of the name or code then press the tab key to select the right item. Now enter the rest of
the details as required, to match the stock being returned.

Note that on the customer credit you should enter items with zero margin. This is because mSupply
uses the cost price entered to calculate the amount to credit the customer, so you must enter the
amount you charged them as the cost price for each line. Presumably you want to sell the item again
for the same price you sold it originally, hence the cost and selling price should be the same.

When you have finished entering this line's details, click on the OK button if you're finished or the OK
& Next button to add another line. When you've finished adding lines you'll be back at the customer
credit window:
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2) Click on the History button. This window will open:

L L ] History for s - R
Ciate Mumher Fresariber mem CQuamtry  Credit Qua... Batch DCirection. |
16/09/ 205D 1 AMOKICLLINE 500 MG GELULE LoD 100 s092
1B/05/2020 1 PARACETARMOL 500 MG CP 150 150 f0aTr2d
Z6/DB/Z0ZD 1372 MEWIRAPTME 110 WGC/ML FL 100 ML z 2/ LASO034T
14/0E/Z02D 1335 PARACETARMOL 1040 MG SCH 120 120 30
13/0R/Z0F0 1337 AMODIAQUIMNES  ADULTE PLOYE CF 25 25 FADELAG
1308/ 2020 7 AMODIADUINES 4 ANGI MO0 CF 50 50 CYT499065
1508/ 2050 27 AMODBHANET 1 MO ML CP 6] 10| mAga5BE
13/0B/Z020 i rrg ARTESMETHERTLL.. AMEY PLOf12Z CP k) 30 KUBlE
13/DB/Z02D 117 ARTEMETHER/LL...3ANE) PLO/E CP 10 10| FA2 3508
13/0B/Z0Z0 32T ARTEMETHER/LU.. LLTE PLOYZ4& CF 30 30 B§015DE
13/0E/203D 1320 BOITE O£ SECURIL. DEJETS SOUILLES 3 3| HEANT
13/0R/ 2020 1330 DETERMINE HIV TEST KIT/ 100 1 2| BE295K200R
1308/ 2020 1320 DOLUTEGRAMIR | mg comp. bie 50 4520 4320{ 13071711
15/0B/ 205D 2520 EFANTREME /LAMI. 3007 300 MG OF 4800 4800 J0E6204
13/0B/Z0Z0 2320 GANT DEXAMEN LATEX MB POT /103 r 2| F1208.. SLFTA
Add o credn (2,4

Whichever way you add the lines to the credit, when you have finished doing so, click on the OK
button to save the customer credit. This will automatically confirm it and put the items on it into your
stock in mSupply.

There is no need to enter negative values for quantities or
. prices in mSupply. Even when you are entering returned
.| goods from customers, or returning goods to suppliers, enter
@ positive values. mSupply automatically converts the
amounts to negative values as required to keep all the
figures in correct balance.
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