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If a sales order is dispatched or partially dispatched, you can create a “quick 

resend” or you can create a “return/credit sales order.” 

• A “Quick resend” is when you want to send an item to a customer 

without waiting for the faulty item to come back. 

• Creating a “Return/credit sales order” is when you want the customer to 

send back the item before giving them a refund or sending them a 

return. 

 

How to create a Quick resend 

 

1. First, we go to the SO (Sales Order) with the item we would like to 

resend to the customer. 

2. Click the red setting icon at the top of the SO page. 

3. Click Quick resend. 

 

1. You will then be shown a screen where you can choose which item/s to 

resend. 

2. You can either fill in the quantity manually for the item/s or you can 

click all and it will fill all the items on the SO 
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3. You also have a check box to confirm the SO which would save you time 

having to go into the order and confirm it. 

 

When you press continue it will take you straight to the Return/credit sales 

order which you have just created, and you will see a red box at the top saying 

“resend” 

You can confirm the return/credit SO from here if you did not automatically 

confirm it before. 

 

Notes….(When the return SO is confirmed it re-runs the carrier rules other 

than taking the carrier from the original SO) 
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If you scroll down on this return/credit SO, you can see the related documents 

(the original SO). 

 

 

When you are on the original SO you will see a purple box at the top saying 

“Resent” 
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(you cannot undo a “Quick resend” return/credit sales order but you can 

delete it.) 

(you cannot add any other items to a “Quick resend” return/credit sales order) 

 

How to create a “Return sales order” 

 

1. First, we go to the SO with the item/s that we would like to resend/refund to 

the customer. 

2. Click the red setting icon at the top of the SO page. 

3. Click create credit SO 
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1. You will then be shown a screen where you can choose which item/s to 

resend/refund. 

2. We can then input the Credit SO reference e.g. the original SO number. 

3. You can then either fill in the quantity manually for the item/s or you can 

click all and it will fill all the items on the SO 
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1. At the bottom you will then have to input an option for “return 

action”. You can choose either Resend/Refund.  

2. And you can choose whether you want to confirm the 

return/Credit SO and/or create an RCT with the return/credit SO 

or not. 
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After choosing Either refund/return and press continue you will then be 

taken onto the new Return/credit SO screen. 

 

On the Return/credit SO screen you will be able to see the “Action 

status” which is pending and the “Return action” which in this case was 

refund. 

 

 

 If you did not confirm the SO or create RCT when creating the 

return/credit SO you will then be able to confirm the SO and create an 

RCT whenever you’re ready. 
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If you are resending the item to the customer, and not just refunding 

them - after you have confirmed the SO and created a RCT you can then 

re-send the item/s as shown below. 

 

1. Click the red settings icon and click “Resend” 

 
 

2. You will then be able to choose how many items you want to send 

back to the customer. 

3. At the bottom you set the “Action status” as complete and you can 

confirm the SO you are sending to the customer. (Action complete 

will be auto checked) 
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After you press continue it will take you to the “Resend SO” 
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If you go back to the Credit/return SO you will see the action status as 

complete. 

 

 

If you scroll down to the bottom of the page you will be able to see the 

“Related documents” for this Return/credit SO (the original SO). 

 
After it has all been confirmed you can manage returns by going to Sales 

orders > Manage returns. 
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After clicking “manage returns” you will able to see your “Open 

returns”. 

In open returns you can see the, 

• Return/credit SO number 

• The Status 

• Date 

• Origin 

• Received status 

• Reference 

• Return action 

• Action status (in actions status it will be pending and when you receive 

the item/s you can click the purple tick to confirm the return/refund 

and it will move off your open returns page. 

 

 

 

 

 

 

 

  


