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SOP SUMMARY 

Quick Refund Process Flow: - 

1. Walk In / Online (Call In) customer request for Refund  

a) Walk In – direct verification of return goods  

b) Online (Call In) – verify via phone then arrangement of return 

goods with customer by PCD forwarder  

c) Onsite collection with Free of charge to customer 

2. Create 'Credit Note' for the refund Cashbill / Invoice (Prepare to input 

the CN number into eForm) 

3. Staffs to help customer fill in the online 'Refund Request Form' 

 Link: https://pcdreams.com.sg/refund/form/ 

 Password: pcdg#1234  (*same password to check Refund Status*) 

4. For service team - Return the item/ replaced spare parts (if any) to Grace 

5. For service team - Acknowledged by Grace with items/ parts received 

6. Department Operation Manager approval 

7. Finance verification - audit the refund details via business system & etc. 

8. Account - will prepare the refund payment accordingly to customer 

directly  

9. Encourage Refund Payment mode: Paynow | Bank Transfer  

10. Optional Refund Payment mode: Cheque 

11.  Done 
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How The Process Work 

1. Customer walk in / call in to request refund 

2. Staffs to do necessary verification & help customer to fill in the request 
eForm 

3. eForm trigger Fresh desk  Slack notification / Customer & manager 

4. Auto submission mail to customer 

5. Auto notification mail to all department manager for approval & related 
managers has to update eForm for the approved amount.  

6. Auto notification mail to Finance, will verify the related document to 
confirm the refund is approved & update to eForm 

7. Auto notification mail to Account, will prepare the payment to customer 
(Paynow / Bank Transfer) & update to eForm and close case 
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Refund Request Form 

1. Invoice Information 

 

 

 

 

 

 



 

                                                           Page 6 
 

2. Customer Particulars & Refund Information 
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3. PC Dreams Peace of Mind Purchase Policy  
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4. FAQ 
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Email Notification  

 

Once application form submitted, customer will receive the 

email notification:                                                    

 

 

And managers will also receive the email notification for 

approval:  
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Layer of Completion 
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Application Approval Status 

Example:  

Manager Approved  Finance Verification done  Pending for Account to prepare cheque 

 

 

 

Password: pcdg#1234  (*same password to check Refund Status*) 

Manager Approved 

Finance Audit Completed  

Pending Account to prepare payment  
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Payment 

 

 

 

 

 

 

1. Payment: 7 days after the submission 

2. Payment Mode: Paynow / TT Bank Transfer 

 


