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Returning merchandise that either did not sell, 
or was ordered by mistake is something every 
shop does.  Whatever the reason, it just hap-
pens…  However, allowing Counterman to track 
returned merchandise is a process some users 
are unaware of, or have not taken the time to 
fully understand.  In this article I will be discuss-
ing this process, and how Counterman can help 
you track your returns.  This ensures you get 
the credits due from any items you have re-
turned to the vendor(s).  Examples will be in-
cluded throughout the following detailed expla-
nation: 
 

As with most everything in Counterman, a trans-
action is necessary in order to return merchan-
dise.  The first step is to add the vendor as a 
customer.  Three important things to consider 
during this process would be to: 
1. Determine whether you pay tax for any 

items ordered from this vendor; then setup 
the vendor as “Resale” if you do not pay tax 
to them.  There is a check-box in the Cus-
tomer Add/Edit screen labeled “Resale”.  
By default, this check-box is not checked 
(meaning any added customers pay tax to 
you when you sell them a part).  However, 
vendors/suppliers/distributors (under nor-
mal circumstances) sell under a “resale” 
basis, therefore do not charge tax, as the 
end user (retail customer) is the one re-
sponsible for any sales tax (collected by 
you and paid to the state). 

2. This customer (vendor) record will only be 
used for returns.  The vendor is not going 
to credit full retail for returned merchandise. 
So setting the vendor up with a “Cost + 0” 
discount would be the way to go.  In the 
field labeled “Discount Mode”, enter 
“3” (Cost+).  Then the “Discount %” field 
should remain at “0” (zero),resulting in a 
cost+0 Discount. 

3. This is not required, but should anyone want 
to know why this customer is getting such a 
deep discount, I would recommend putting  
“Vendor Returns” in the “Member” field.  An-
other choice would be to add “VENDOR RE-
TURNS” to the end of the customer name.  
The idea is to flag this customer record to 
make it clear, it will only be used for Vendor 
Returns. 

Now you are ready to process transactions for 
returning parts to the supplier.  Anytime you start 
a transaction in Counterman and access a cus-
tomer that has been pre-setup with a “Cost+0” 
discount, Counterman will ‘assume’ the transac-
tion may be a Vendor Return.  A window will open 
asking: “If this is a Vendor Return (14)” “enter the 
Restock Charge Percent:” providing a field where 
you can enter the Restock Charge Percentage.  
The Cost+0 Discount will further deduct from the 
price displayed to reflect the Restock Charge for 
each individual item as entered into the transac-
tion.  In other words, if you entered a restock 
charge of 20%, the displayed price on the screen 
(and ultimately processed) would reflect Cost MI-
NUS the 20% Restock Charge.  So you would 
enter all the product codes (a.k.a. Part Numbers) 
and quantities you are returning, just like you 
would if you were selling them, into the transac-
tion.  To proceed with processing the transaction:  
1. Page-Down, to the accounting portion of the 

transaction, and press Tab past the 
“Payment” field, accepting the amount shown. 

2. Counterman knows this is a ‘Vendor Return, 
so a “Payment Method” of ‘14’ is automati-
cally entered for you.  This is an internal 
‘Payment Method and has no effect on the 
cash in/out of the drawer on the Cash Drawer 
Report.  It will however, be summarized on 
the Cash Drawer Report Summary page 
(under the ‘Internal Sales.)  Note: when you 
Tab from the “Payment” field, ‘14’ is entered 
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FX Fox  

GW Gardner Wescott 

HD** Harley-Davidson 

HH Helmet House 

KK KK Motorcycle 

KM** Kawasaki M/C 

KN K&N Engineering 

KA Kuryakyn Holdings 

KW Kustomwerks 

MA Marshall Dist. 

MC McDonald (cost only) 

MD Mustang Dist. 

MU Mid USA 

MP Motion Pro 

PO** Polaris/Victory 

PR Pro One 

PS P.C. Sunglasses 

PT Power Twins 

PU Parts Unlimited 

RE Rivera Engineering 

RO Romaha 

SB Sullivan Brothers 
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SI Sudco International 

SM Southern Motorcycle 

SN Sullivan’s Inc. 

SP Samson Exhaust 

SS S&S Performance 

SZ** Suzuki M/C 

TM** Triumph Motorcycle 

TR Tucker Rocky 

VH Vega Helmets 

VL Van Leeuwen 

WP Western Power 
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Contacting Counterman is EASY! 
 

Phone:  (800)937-6590 (toll free) 

Fax:  (805)929-8267 

Email:  support@counterman.net 

  ralph1@counterman.net 
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automatically and the cursor is in the 
“P” Process Transaction field.  Just 
press Enter to process it. 

3. Upon Processing the transaction, 
Counterman will display a window 
where you can enter an ‘RMA’ (Return 
Merchandise Authorization) or what-
ever ‘Authorization’ number/code pro-
vided by the vendor.  There is also a 
field that allows you to enter any credit 
the vendor may have provided, along 
with the date of the credit.  If no prior 
credit has been issued, simply enter 
the ‘Authorization’ number/code press 
Tab, then press the Esc key. 

Here is what is going on behind the scenes 
in Counterman: 
1. Inventory is adjusted and removed 

from the “Quantity Available” for all 
items being returned on the transac-
tion. 

2. Even though a transaction was proc-
essed, Counterman will not record any 
dollar amounts to the MTD (Month-To-
Date) sales history.  However, the in-
voice can be viewed from Inventory 
Maintenance/History Detail and/or re-
printed if necessary.  The idea is to 
prevent the transaction from being 
recorded as a sale, because it would 
affect your re-order levels if you “Reset 

ReOrder Points”. 
Now that the Vendor Return has been re-
corded, you can enter the credit when it 
comes in.  To enter a credit for a Vendor 
Return, access the Main Menu, 1-
Maintenance/Display, then select A-Vendor 
Returns.  Select “Find” and do a search 
under the Authorization Number, Name, 
Telephone Number, or Customer Account 
Number for the vendor you are looking for.  
Then select “Edit” to enter any credits.  If 
the credit is different from the amount you 
submitted, you can change the ’Parts 
Amount’ or ’Labor Amount’ to reflect the 
actual whole total of the credit received.  
The Vendor Return Report can be ran at 
anytime to track these returned goods.  To 
keep on top of them, we suggest running 
this report as part of your EOM (End-of-
Month) reports and processes.  The report 
will show all Vendor Returns within the date 
range requested.  We would normally sug-
gest running a very large date range, Sum-
mary level report and check the “Open 
Only” check box.  Vendor Returns will re-
main open until the Parts/Labor Amount is 
the same as the Credit Received Amount.  
Editing these to be the same would be the 
process to remove the Vendor Return from 
this report.  If you need assistance with this 
process, please contact our tech support. 
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