How to Create an eReturn file to upload

Your AutcPoint system wili create an eReturn file that can be uploaded into the AutoPlusap.com site’s
eReturn program. Whenever you print a return PO, the system will ask if you want to rebuild the order
transmission file. If you answer Y to this question, the system will write out a comma delimited file that
can be uploaded into the AutoPlus eReturn. The filename of the file is bbb#fi#t#.rpo where bbb is your
branch id and ##### is the return po number with leading zeros. Example: A return PO number 333 for
branch aoa wouid be named 20a00333.rpo.

Step 1. Create a return PO,

A variety of methods can be used to create the return PO. A manual entry in PO Maintenance is one
method commanly used for just afew items. Some reports such as the Overstock Report and
Core/Warranty on-hand reports have an option to allow you to generate a return PO,

Step 2. Print the return PO

Print the return PO as you would print any PO using the Print PO option. From the main menu, select
options 3-Purchasing, 4-Print Purchase Orders, 5-Print Merchandise Return Pur. Orders. Be sure to
answer Y to the guestions “Rebuild Order Transmission file?” as this is what triggers the system to
create the eReturn file.

Step 3. Copy the file from your AutoPoint server to your PC

The FTP transfer session is used to copy files from your AutoPoint server to your Windows PC. You may
be accustomed to using ftp transfer when copying label files or eModei files from your AutoPoint. To
use the FTP transfer, while in Smarterm, click on File at the top of the screen, then click Open. Look for
the session named FTP or Transfer. Double click to open that session.

Once open, 2 windows will appear. The top window is a browser showing the Windows PC transfer
folder and the current contents of the folder. The bottom window is the AutoPoint system. Look in the
bottom window for the file named bbb##### rpo. {substitute your branch id for BBB and your PO
number with leading zeroes for #####) Once found, left click on the file and while holding the click, drag
the cursor to the top window. This will copy the file to the Windows box. Note in the address bar above
the top window’s file list what folder the file was located so that when you browse for the file later in
the eReturn process, you will know where to browse to locate the file,

Step 4. Follow AutoPlusap.com procedure to create an eReturn on their site.

At this point you are ready to create an eReturn on the AutoPlusap.com site. Follow their instructions
to perform this step. When you get to step 6 of their instructions, ctick on the browse button then
advance to the folder where the bbb#####.rpo file is located and select that file to upload.

Below is a cut from the AutoPlusap.com website showing their instructions for creating a return PO.
This is a straight cut from their site copied from AutoPlusap.com.



Creating an eReturn

1. From the myfccount mane, Select
2lrvoicing, then eReturny

2. Select “Create New gRefurm”

3. Chooss whether this is a 760 day return” or 5 "stock adiustment”,
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product from, This will be defaulted to your normat serving warehouse.
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7. After you have finished adding your part numbers or uptosding your fite, press "Submit return®. i you are riot ready
to submit the reurn at this time, or i you get interrupted, you can press *Held Return” and come back to it fater.



8. When you are ready 1o complete your held returs, vhick the "Holé” link to access and finish.
Hate: You cannetl stort o rebuen one day, gut it on hald, eod thea odd & part you gurchessd of o foler dote o the spme retur,
The systerm will net recogmize pou Fiswe purchosed § pet. The spstern works off the dote your startod the returd,
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8. O you have subritted the retumn, te status of your return will be “Peading”,

10. Periodically throughout the day, files are sent to the warehouse computer. Once this happens, the status of your
return witl be changed to " Transmitted”.

1. The returs program at the warehouse will then review your return file and send it back to the wobsite, The status of
vour return at this iime will b “Processed”.

Whea a return Fie gavters the “Processed” stage, it will appest in the eRelurn opening window, D7 you tan click the
"Processed” ink.

12. Click the word “Processed” to the right of your RGN aumber tn see the results of your retuen. This wii show you
what parts were alfowed or refected A
O YOour retin,
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This s also the streeh you reed to
“print” to send to the warehouse

13 Ciick “Print Return” af the hottam of
the serean. The printed return MUST
agcompany the merchandise back to the
warghouse,

Gnce customer sendca raceives the
merchamtlse #nd the RGN papeswvork and
approves, the credit will be Bsued to your
ALount.

Hote: You can watch for your credit vader the “Open Invoices® folder in ainvoicing.

14. In order to effectively manage your returp files, onde you know the credit has been ssued, you peed to mark it as
“Complete”, At the bottom of the “Processed” sereen is the option "Mark Complates”. This will move YOHE FRLm
to the "Completed” stage. You can keep track of yous efteturns by Tollowing the meny items (a5 shiwn In the
picture at the top of this page). The menu ltems are Hsted in the order in which they occur.

Plegse cantoct your warslnuse for specific product eligibilliy.



