
Finance - Purchase Return Bills 
 
The Purchase Return Bills Tab plays a crucial role in managing purchase returns, 
vendor relationships, and financial tracking. This tab allows users to efficiently 
monitor and process purchase return bills, offering detailed insights into 
payment status, vendor information, and outstanding balances. Below is a 
comprehensive guide to help you navigate and utilize the features of this tab 
effectively. 
 

Navigating the Purchase Return Bills Tab 

To access the Purchase Return Bills Tab, follow these steps: 

1.​ Log into your ERP system.​
 

2.​ Navigate to the Finance section.​
 

3.​ Click on the "Purchase Return Bills" tab to view all relevant transactions 
and information.​
 

Once you're in the tab, you'll find a list of records related to purchase return bills. 
Each row corresponds to a unique purchase return entry with various data points 
and actionable options. 

 
 

 



Key Fields and Sorting Options 

Here are the key fields you'll encounter in the Purchase Return Bills Tab, along 
with options to sort or filter them: 

1.​ Payment Status: Displays the current status of payment (e.g., Paid, Pending, 
Overdue).​
 

2.​ Purchase No.: A unique identifier for each purchase return entry.​
 

3.​ Delivery Date: The date when the purchase return was delivered.​
 

4.​ Vendor: The name of the vendor associated with the return.​
 

5.​ Amount: The total amount for the purchase return bill.​
 

6.​ Collect Amount: The amount to be collected from the vendor.​
 

7.​ Charge Amount: Any additional charges related to the return.​
 

8.​ Discount: Any discount applied to the return.​
 

9.​ PO# (Purchase Order Number): The associated purchase order number for 
the return.​
 

10.​Remaining Days: Displays the remaining number of days for the return bill to 
be paid, sorted by Latest/Oldest by clicking the column header.​
 

11.​Due Date: The due date for the payment of the purchase return bill.​
 

12.​Order Date: The date the purchase order was placed, which can be sorted by 
Latest/Oldest by clicking the column header.​
 

13.​Payment Type: The method used for payment (e.g., Credit, Debit, Online 
Transfer).​
 

14.​Invoice Remark: Any remarks or notes related to the invoice.​
 

15.​Notes: Additional notes for further context.​
 

Sorting: You can easily sort data by clicking on column headers such as Remaining 
Days, Order Date, and Due Date, allowing you to organize your entries based on 
your preferred criteria. 



 

Search and Filter Options 

To quickly find specific records, the Search Options at the top of the tab allow you to 
narrow down your search. Use the following filters: 

●​ Search Refund/Purchase Number: Enter the refund or purchase number to 
locate specific transactions.​
 

●​ Billing Period: Filter by the date range of the billing period.​
 

●​ Require Date (Begin/End): Specify a range for required dates.​
 

●​ Search by Status: Filter records based on payment status (e.g., Paid, 
Pending).​
 

●​ Search Vendor: Locate purchase return bills associated with a specific 
vendor.​
 

●​ Refund Date (Begin/End): Specify the range for the refund date.​
 

●​ Search by Is Overpaid: Filter based on whether the return has been overpaid 
(Yes/No).​
 

●​ Pay Up Date (Begin/End): Filter records by a specific payment date range.​
 

The Purchase Return Bills Tab is a powerful feature for managing purchase returns 
and ensuring accurate financial reporting. By understanding the sorting options, key 
fields, and search capabilities, you can streamline your workflow and gain valuable 
insights into the status of your purchase returns. Use the search filters to quickly find 
specific records, and sort columns to stay on top of payments and due dates. 

By leveraging these tools, your team can effectively track purchase returns, 
resolve discrepancies, and maintain smooth vendor relationships, contributing 
to overall financial efficiency. 
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