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Sales return process  

Purpose  : ASM /RSM  would be taking HOD  approvals via work-flow  and further 

notification will be given to concern sales & commercial team . 

 Processes steps : 

1) ASM/RSM would be raising request for sales return / cancellation and provide 

below inputs in the screen : 

 Invoice number which needs to be return / cancelled 

 Reason of cancellation 

 Remarks /comments if necessary 

2) Once request is submitted by ASM , it will go to RSM & then HOD for approval and if 

request is submitted by RSM then it will be approved by HOD 

3) Post HOD approval , it will be received by commercial team who would be  validating 

the request from commercial perspective. 

4) Commercial team will decide that whether invoice needs to be cancelled or sales 

return needs to  done  

 

     Objective :       Bring transparency & visibility in the system  Objective  : Bring visibility  in the system  about sales return cases   
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Approval matrix  

Exceptions to Skelta Sales return process 

ASM RSM HOD 

 Excise invoices will be out of scope. 

 System will not be having the intelligence to identify the case of  invoice 

cancellation    ( Return in same month)  or Sales return ( Return in other months 

except same month . 
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Recommended sales return process flow 

Recommended Sales return  process flow 
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Requestor selects reason for 

return , mention remarks and 

attaches any document if 

find necessary and submits 

the request 

Once request is 

submitted by ASM then 

request will be received 

ASM/RSM 
fills up 
request in 
sales return 
process & 
add invoice 
number

As soon as invoice number 

field is filled, customer 

code, name, address , sales 

order number & invoice 

date fields will get 

automatically picked up by 

system

Post RSM approval , 

request will be 

received by HOD for 

Commercial team validates  

- Invoice date in the same month :Treated as cancellation 

- Invoice pertaining to previous months -Treated as  sales return

-Commercial team will decide cancellation / return 

-Selection of reject &  approve the request

System  will  take below actions :         

- Auto sales return order will be 

generated in SAP system

- Notification will be sent to all 
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Log-in details 

Login Credentials : 

User Id : 

Password: 

Link with LAN : 

Link with Data Card : 
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Request screen 

Please add invoice 

number to be 

cancelled/returned 
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Post submission process steps 

 Once request has been submitted by ASM/Territory in charge then it will 

go for RSM & HOD approval  

 Post HOD approval , it will be received by commercial team who will 

select whether it is a case of cancellation or sales return 

 Commercial team will take decision on the basis of case to case and 

select cancel/return as the case may be and approve in the system. 

 As soon as commercial team approves, system passes auto return sales 

order in SAP system and notification will go to all concern persons 

involved in the request 
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Request track screen 

Sales return can be 

tracked through 

this screen 
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             Thank you  


