
CORE & RETURN MODULE 

The Core & Return Module has been developed to assist in notifying both Techs and Office staff of parts that need 

to be brought back to the office to return to the manufacturer.  These would be core parts, defective parts, pre-

diagnose parts that are not needed, or parts that were incorrectly ordered. 

CORE & RETURN SETTINGS 

• Franchise Setup 

o Return Location 

▪ After the tech returns the part to the office, but before it is sent back to the 

manufacturer, the part will be held in a “Default Return Location” to prevent it from 

being seen in the tech’s location, but still show it as being in the office.  If a Default 

Return Location is not selected, the part will remain in the Tech’s location until returned 

to the manufacturer. 

o It is recommended to create a new Return Location for this purpose if you are not already using 

Return locations. 

 

 

• Vendor 

o Return Policy & Core Return Policy 

▪ This field is used in the Core & Return module to identify the time remaining before a 

part can no longer be returned.   There may be different policies for Cores and regular 

returns.   The fields are defaulted to 30 Days.  SW will look at the PO date for the part 

and count down to 0 from there according to the number of days entered in the Return 

Policy field. 

• 14 days prior to reaching the Return policy limit, based on the PO date, the row 

will turn yellow.  



o Example: PO date is 10/1/18, Return Policy is 30 days.  On 10/16/18 

the row will turn yellow. 

• 5 days prior to reaching the Return policy limit, based on the PO date, the row 

will turn red. 

o Example: PO date is 10/1/18, Return Policy is 30 days.  On 10/26/18, 

the row will turn red, meaning there are only 5 days left to return the 

part. 

 

 

OFFICE IDENTIFICATION OF RETURN PARTS 

The office can notify the tech that a part needs to be returned by clicking on the “Tag” button on the PO.  Once the 

button is clicked, it will change to an ‘x’.  Clicking the ‘x’ removes the “Tag” from the part.  Sometimes a 

manufacturer requires the old part to be returned when providing a replacement part.      

 



INITIAL RETURN MESSAGE 

If a part is “Tagged” by the office, when the tech goes Active on a job, a Return screen will open, showing the part 

that the office has tagged, reminding the tech that the old part needs to come back.   

 

 

INSTALLED SCREEN 

After the Tech has taken a payment and selected a status (Completed, Promised or Office Schedule), an Installed 

screen opens.  

This screen shows parts that: 

1. Are “Tagged” by the Office 

2. Are on the Work Order 

3. Are on a PO associated with the Work Order 

Core parts show in red.  

The Tech is required to either check a box to show that the part was installed OR select a reason that the part was 

not installed.  The reasons that a part is not installed are: 

1. Ordering  

2. Defective 

3. Not Needed  

4. Wrong Part # 



Once all parts have been categorized, the tech pushes the ‘Next’ button.  If there are parts that need to be 

returned, the Final Return message opens.  If no parts need to be returned, the iPad goes backed to the Scheduled 

Jobs list.  

 

 

FINAL RETURN MESSAGE 

The Final Return Message only opens if parts need to be returned to the office.  The Final Return Message shows 

parts that: 

1. Are a Core part and marked as Installed. 

2. Are not installed and have any reason selected other than ‘Ordering’ (Defective, Not Needed, Wrong 

Part#) 

3. Have been “tagged” by the office on the PO. 

RETURN LIST – COMING SOON! 

The Return List will be implemented in March.  All of the parts that are on the Return messages for each job will 

show in the Return List located in the Tech Info button. 



CORE & RETURN MODULE 

• All parts that are on the Return Messages (Core parts, tagged parts and parts with Not Installed reason of 

Defective, Wrong Part#, Not Needed) show in the Tech Returns Needed section of the Return & Core 

module. 

 

• Clicking the green checkmark in the Done column: 

 

o Moves the part to the “Return to Distributor” section.  

o Removes the part from the Tech’s inventory location and places it in the Return location selected 

in Franchise Setup.  If no Return Location is selected, the part will stay in the Tech’s inventory 

location. 

o Logs the name of the employee who clicks the button and the date it was clicked. 

 

• Clicking the red ‘X’ removes the part from the return screen without moving it through the return process. 

 

 

• Clicking the green button in the ‘Return to Distributor’ section means that the part has been shipped back 

to the Distributor.   At this point, the part is completely removed from your inventory and moved into the next 

section, “Receive Reimbursement.” 



• An RMA# field has been added to the PO and will show in this section.

 
 

 

• After the reimbursement is received, either by check, credit or reciept of new part, clicking the green       

button on the Receive Reimbursement screen removes the part from the Core & Return module. 

 

 

 

CORE & RETURNS ON THE WORK ORDER 

The work order has a new option to show parts that need to be returned.  When reviewing a work order, if there 

are parts that need to be returned, a yellow message shows at the bottom of the screen stating parts need to be 

returned.  At the same time the Core & Return section opens to show which parts are needed.  The job will remain 

“Reviewed”, these are just for notification purposes.  



 

 

 

 

 

 


