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Create a Return 
 
This guide will walk you through the steps needed to create a return in the 
portal.  

Unlike most other documents, returns require the involvement of both the 
retailer and supplier to process successfully. Orders must be in a Complete 
status to be returned. They include carrier, tracking, and return item 
information. See the link below for an overview of returns, settings, 
document fields and more.   
 

 
 
 

Return individual orders 
 
You can create partial or full returns for individual orders in the portal. See 
the instructions below on how to process a return.  
 
 

1. Retailer – Create a Return draft document 
 
Retailers have a few different options of letting a supplier know an item is 
being returned. They can communicate this by email, send an EDI 180 
document or create a Return document in the portal.  

The return document is created in the portal and can be submitted as either 
a Return or a Return Request. A Return Request is an optional part of the 

Returns 

https://help.logicbroker.com/hc/en-us/articles/7977749390740
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process – it is sent from the retailer to the supplier and 
is meant to establish whether or not the supplier will accept or reject the 
request. To create a return/request draft document, users have a 2 options: 
 
Option 1 
 

1. Locate the order you want to return > click on More Actions > Return 
Items 

 

 
 

Option 2 
 

1. Locate the order you want to return > click on View > More Actions > 
Return Items 
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2. Fill out the document 

1. Fill out the Return Items section to reflect the Items, Return Reason, 
Quantity Returned and Unit Price of the items the customer wants to 
return 

2. Logicbroker will populate the Return Number field but you can change 
it if you wish *make sure it is a unique value  

3. Enter in a valid Tracking Number, Carrier and if the order is being 
picked up, a Pickup Date – if you are submitting this as a Return 
Request, you can leave these fields blank – if the supplier accepts the 
request you can add tracking and carrier details later 

4. Submit 
• If you are submitting this as a Return Request, click on Submit as 

Request 
• If you are submitting this as the final Return document, click on 

Submit 
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Default Return Address and Default Return 
Reason 
Configure a Default Return Address and a Default Return Reason so 
you don’t have to specify this information on every return you create. 
See Document Settings > Return Addresses and Return Reasons.  

 

3. Supplier – Accept the Return Request  

*Only for returns that were submitted as a Return Request 
 

1. Locate the Return Request for the order 
2. Click on Accept or Reject 
 

4. Supplier – Mark items as received  

1. Once you have received the return, you will confirm this in the portal > 
locate the Return for the order  

2. Click on More Actions > Mark Items Received > Yes 

 

https://help.logicbroker.com/hc/en-us/articles/8058922786836-Document-Settings
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Need more information? 

Visit our Knowledge Base or log into Learn Logicbroker for more 
details on how to optimize your Logicbroker experience. 

 

 

Helpful Links 

 

   
 

 
 

 
 
 
 
 
 
 
 

Support  
Reach out to support@logicbroker.com  

Returns 

Document Standards 

Order Management FAQs 

https://help.logicbroker.com/hc/en-us
https://learn.logicbroker.com/
mailto:support@logicbroker.com
https://help.logicbroker.com/hc/en-us/articles/7977749390740
https://help.logicbroker.com/hc/en-us/articles/360054359431-Document-Standards-Validation-Rules-
https://help.logicbroker.com/hc/en-us/articles/7910955218324

