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Step-by-Step Instructions for Creating a Return

1 Log in to Ohio Buys. From the Main Menu Navigation Bar, click Procurement and then select 
Browse Orders from the drop-down menu.

2

Use the available search functionalities or scroll through the list of purchase orders and click 
the Pencil (     ) icon next to the relevant purchase order to open it. 

3

a) On the purchase order page, click the Receipts tab.

b) A list of receipts associated with the purchase order is visible. Click the receipt number 
hyperlink of the associated receipt you want to create a return for.

▲ A receipt must exist for a return to be created. 
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4

a) Within the Receipt pop-up box, click Create Return. 

b) Review the pre-populated fields (i.e., Label, Delivery Date, Supplier, Order) for accuracy 
and edit them as necessary. These fields are automatically populated based on information 
from the purchase order and the day the return was created.

c) Populate the Return Reference ID and mandatory Shipping Place fields:

• Return Reference ID: The packing slip number and/or bill of lading.

• Shipping Place: The location the goods were sent from.

d) Click Save.

5

a) Validate the saved information in the Header box and scroll to the bottom to view the 
available line item(s). 

b) Click the Pencil ( ) icon next to the line item you want to create a return against.
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6

a) Within the Edit Delivery Item pop-up box, change the To Be Returned field based on your 
specific needs. 

b) Click Save & Close.

7

a) On the Return page, click Schedule Return to complete the return.

b) You are redirected to a similar page except the Shipping Return button is replaced with 
Confirm Shipping. 

• If you are not ready to ship the return to the Supplier, click Save & Close. 

• If you are ready to ship the return to the Supplier, click Confirm Shipping. 
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If you have clicked Confirm Shipping, your return is automatically validated and approved. A
notification is sent to the Supplier informing them about the return. Click Save & Close to exit 
the return. 

▲ You are redirected to the Receipts tab where you can validate whether or not you 
successfully created a return or just click Save to exit. 

If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 
via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).
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