
Creating a Return to Vendor (RTV) 
 
All product(s) that is returned to the vendor should be recorded in the 
PeopleSoft Financials system via the RTV (Return to Vendor) module.  
This information will be utilized by the Accounts Payable staff to ensure that 
the department receives credit from the vendor for the return.   
 
IMPORTANT:  Before creating an RTV, call the Vendor to obtain 
authorization to return goods. Many vendors will issue a Return 
Merchandise Authorization (RMA) Number. When contacting the vendor, 
be sure to note the date, name and phone number of individual who 
authorized the return. If the vendor does not issue an RMA number, the 
contact person’s name can be noted on the RTV. 
 
Navigate to eProcurement > Manage Requisitions 
 

 
 
Enter the Requisition ID 



Request Status:  user the drop down arrow to pick Received  
 

Click Search  
 
 

 
 
Requisition will be returned 
 
Click arrow on the drop down box “Select Action”, to choose Return to Vendor 
 

Click  
 
 



 
 
Enter the Quantity to be returned 
 

Click arrow on the drop down box “Action “to choose credit or replace   
 

Click on the  under Return Reason 
 
Pop up window will appear 
 



 
 
Click on the reason for your return 
 

 
Enter the RMA No obtained from the vendor if applicable 
 

Click on the RTV details icon  
 



 
 
The Receipt information is available for review 
 
Click on the link “Return to Previous Page” 
 

 
Click on the Ship Via drop down box to choose how the return will be sent 



click  
 
The following message will appear 

 

Click  
 

 
 

 Click  
 
 
 



 
 
 
Return to Vendor has successfully been created and saved. 
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