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Original Shipment Information
Q: What do you do if you receive the original order and some of the items are missing?
A: Select Discrepancy next to the module or pallet that was incomplete. Adjust the quantity received on the form.
Q: What do you do if you receive the original order and some of the items are damaged?
A: Select Discrepancy next to the module or pallet that was damaged. Adjust the quantity received on the form. After receipting for the shipment, adjust the correct quantity up at the damaged goods location.
Item Breakage or Missing
Discovered broken/missing when part of an issue order
Q: What do you do if an item breaks while the warehouse team picks the item?
A: Adjust the item up at the damaged goods location. Provide the warehouse team another location to pick the replacement item from and adjust down at that location.
Q: What do you do if it is reported to you that an item to be picked was broken and thrown away?  This item was supposed to be picked according to a pick sheet.
A: Provide the warehouse team another location to pick the replacement item from and adjust down at that location. Since the item is thrown away, there is no need to adjust the item up at the damaged goods location.
Discovered broken/missing when not part of an issue order
Q: What do you do if an item breaks and is thrown away and the item is not on a pick sheet?
A: Adjust the item down at the original location. There is no need to adjust up at damaged goods since it was thrown away.
Q: What do you do if an item breaks, but still may be useable and the items is not on the pick sheet?
A: Move the item from the original location to the damage goods location. 
Q: What do you do if you find an item and you confirm with the warehouse team that it was not misplaced from another location? 
A: Adjust the item up at the appropriate location where it will be stored.
Pick Sheet Editing
Q: What do you do if you printed a pick sheet, the order has been staged, and a request comes in to remove an item from the order?
A: Adjust the item up at the warehouse storage location where it was picked from. Note in the adjustment up form that the item was removed from the pick sheet.
Q: What do you do if you printed a pick sheet, the order has been staged, and a request comes in to cancel the order?
A: From the main screen, select Issue Orders. Select the Pick Sheet Management tab.  Select the issue order from the top section and then select the Delete Issue Order button. 
Q: What do you do if there are items on backorder for an order that are no longer required?
A: From the main screen, select Issue Orders. Select the Pick Sheet Management tab.  Select the issue order from the top section and then select the Cancel Backorders button. 
Q: What do you do if there are items on backorder that need to be filled?
A: From the main screen, select Issue Orders. Select the Edit Items for Pick Sheet tab. Select the issue order you wish to edit on the top screen.  On the bottom screen, enter the quantity to pick in the Quantity Issue column.  
Purchase Orders
Q: What do you do if the purchase order changes after I’ve printed it?
A: Select Purchase Orders on the main menu. Select the Edit Items for Purchase Orders tab. Select the purchase order you wish to edit by click on it on the top of the screen.  In the bottom of the screen enter purchase order quantities.  You are not able to change the order amount to below what has already been received for that purchase order. 
Other
Q: What do you do if you receive an order for an item but you only have kits on hand and no individual items?
A: Select Break Kits.  Select the item you want to remove from the kit and the warehouse location where the kit is currently stored.
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