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Return Quotes for Costco

1 Email comes in from account manager

https://scribehow.com
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2 Copy PO number

3 Open NetSuite and paste order number in the "Search" field
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4 Click on Sales order

5 Copy Sales order
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6 Click "Transactions"

7 Click "Search Shipments"
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8 Click the Seach For dropdown.

9 Select Order Number then paste the order number in the Search Value field hit
enter
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10 Copy the Delivery Order number

11 Click "Transactions"
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12 Click "Shipments"

13 Click in the "Search for" field and paste the delivery number
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14 Click the "From Ship Date" change the date to a past date
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15 Click the select delivery number

16 Click "Return Shipment"
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17 Click "Special Services"

18 Deselect "Residential Delivery" & "Lift Gate"



Made with Scribe - https://scribehow.com 11

19 Select what applies to the pick up
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20 Click "Rate Shipment"
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21 Take screenshot of the quote received

22 Go back to email and reply with screenshot of return costs and Click "Send"


