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Receiving Returned Orders
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This guide explains how to mark returned orders as Received. It is intended for general
users.

After a return shipment arrives, you must mark it as Received so the item will be logged back
into inventory.

1. Navigate from Main Menu > Order Management > Shipping Log.

2. Usethe QUiCk Search bar http://aaceé.knowledgeowl.com/help/using-the-quick-search-bar) tO locate and select
the shipment you want to work with.
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[ I N ] Shipping Log 2]

Delete 3  Print @ Actions A

Shipments
Montbero B-
& Shipment Date Tithe Asgn  Compamy Carrier Service Tracking & Cost Tracking Status Status
> 50015 472720 Montbern Scheol District KH Mantbors School 0.00 SHIPPED o -
> S00&0 /14720 Montborn School District KH Manthore School 000 SHIPPED Ao =
= SO0 121620 Montborn School District K Douglas: Fairbanks: 0.00 SHIPFED n -
> NS 12716/20 Montborn High School West H Manthors High 000 SHIPFED A -
= 50300 LTl Montborn School District KH Maontbere Schocl FadEx Ground .99 SHIPFED o, =
> 50208 02r24/21 Montbons Sohool Thetrict KH Montbors School FdEx Ground 29.99 SHIPPED o -
> 50232 0371921 Maontbors School Chstrict KH Mantbors School FedEx 2 Day IMT1658263 2 000 SHIPPED M -
= 50253 0472321 Monthorn High School East KM Manthoro High 000 SHIPPED A =
= 50330 05714721 Maontboro School District L] Hanthors School 0.00 SHIPPED A o=
> 50333 05714721 Montbere High School East KH Mantbere High 000 SHIPFED A -
- 50382 o7l Monkbors School Diskrict KH Maontbere Scheol 000 SHIPPED o -
> 50394 0Ff16/21 Montbors High School West KH Montbors High 000 SHIPPED A -
= 50445 DEr2721 Maontboro High School 'Wiest KH Manthoro High 000 SHIPPED o -
= 50658 De418/22 Monthor High School West KM Monthoro High FedEx Ground 92614854896 [ 26.84 SHIPPED n o=
= SOER7 051122 Maontboro High Schodl East KH Manthore Higho FedEx Ground 12.99 SHIPFED A -
> 0712 D520/22 Montbern High School East KH Monthors High' 0,00 Reacy to Pick SHIPPED o -
> G005 1722 Montbors School District KH Maontbers School 000 SHIPPED o -
> G00E1 1722 Retum; Montbono School District KH Montboro School FedEx Ground 16467461344 2 7.99 PENDING . A -
List Totals 87.80
Show All Find My Pending Shipmants  Find Panding Shipmsants Constrain ta Qutgoing Constrain to Inceming More Finds Refated Records ¥ Q—

[

Note: You can also navigate directly to the shipment via Main Menu > Order
Management > Orders > Management tab > Shipping & Receiving tab > select the
desired shipment.

3. At the shipment's detail view, review the shipment info.

4. Click Actions > Mark Shipment as Received.
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‘Shipping Log

S Record: 10f 1

Shipment: 60061 | Return; Montboro School District

Incoming Return Shipment

Ship From Please use extra bubble wrap? Shipment Info
Comparry > B 9 Shigenert Type Carier Carrier Service
Mantbaro School District Inconing Returm FedEx FedEx Ground
mp:ﬂmm Ship Tem's  Ship Paint Carriar Tracking #
Maontbaro, CO 80508 164674613444131
Declared Vakoe ‘Weight L
300.00 2 8 5
Packing List
Code Deenption Orcler Purchass Order
- TELT-8 Student Tablet, 8" Screen = 4 - 60148
#  Dept AIShipping Asgn To KH Tracking Status Purchase =

5. At the confirmation dialog, click Yes.

Account ¥
9BT45154
Dubvery Diaite
2 oefi7zz O
Shipping Cost

7.99

WView Logs

Mark Shipmant a5 Wosd
Motices T
Duplicate Shipment
B iptian | Duplicate to Impeet.
Returning tablet w ¢ Generate Purchase for Shipmenit

Package Type

FedEx Small Bax

ty Wisight Bin
1 0.15

Package [Ds

HEHBEEE18

aACE generates a Shipment Received notice and sends it to the relevant personnel.
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