
How to create a Return Request / Adjustment Form 
 

1.) Sign into your account with your email and password 
 

 
 
 

2.) Click on your name and select “My Account” 
 

 
 
 

3.) Click on “My Orders” from LH navigation panel 
 

 
 
 
 
 
 
 
 



4.) Select “Web orders” or “All orders”, next choose the order with the item(s) you wish to request a 
return for, then select “Order Details” 
 

 
 

5.) Scroll to the bottom of the page and select “Return Items” button 
 

 
 
 

 



 
6.) Screen changes to Return / Adjustment Request form based on the order that was selected. 

 
§ Account Name, Account city, Order number, Request date, Account number, and Order 

date are all pre-filled in the form. 
§ Contact Name, contact phone, and contact e-mail must be filled in. (these are required 

fields) 
 

 
 
 

7.) A “Success” message will be pop up when your request has been successfully sent. 
 

 
 

END OF PROCESS 

SELECT REASON 

- Damaged in shipping 
- Lost in shipping            
- Defective part              
- Mispackaged part 
- Price discrepancy 
- Overage                       
- No longer wanted   
  / needed (Return     
  request) 
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Select items to return, adjust 
quantity as needed  -or – 

Delete line(s) that do not apply 
to the request 

 

 

Answer three questions 
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Add comments if 
necessary 
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