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S T AN DAR D File Path: S:\EEC\EEC Docs and Training\SOP Created By: Don Bolivar

Training Resources Ship8 Resource Site Department: ECOM
O PE RAT I N G . . . ) o ) o Associate Level: | Equipment Operator / Pack Station
Z;]syltailiiitg]ﬁ for more information or contact the Logistics Services and Training Department for Application Level:| Warehouse Picking App  US WH Live

P RO C E DURE S Application: Wireless & Website

Create Date Effective Date: Last Revision Date Revision Number:
11/10/2023 11/10/2023 11/10/2023 01.1
Tools Required Safety/Hazard Controls Description of Work

Wireless scanner, stylus, Order Picker or EPJ, safety vest, ! Using Wife|e'5§ DS PiFk Lab‘?' and Shipping Lapel
safety harness, user barcode, access to Warehouse printers, and a piece of industrial equipment to print the
Picking app, tote. Pack Station work station to include: Potential hazards include but not limited to: industrial equipment, motorized or automated NFC Pick Label and Shipping label while performing the

computer, keyboard, monitor, mouse, US WH Live access, | equipment, slips trips & falls, heights or elevation, inclement weather, falling objects, loud noise, DS Picking application for SFC Customer Specific
cartons, poly bags, tape gun, zebra printer, 4*6 shipping debris and dust. Attribute orders. And using a Pack Station workstation

labels, laser printer, Wireless DS Pick Label and DS

to pack and ship the NFC order with Customer Specific

Shipping label printers Attributes.

Stop 9 Note ) Look Here , Check Here v Caution A ‘

01. Change Revision Log

Rev. Date Change Description Changed By
01.1 11/10/2023 New SOP format ROLLOUT don.bolivar@jlahome.com
02. Purpose

The purpose of this Customer Specific UPC Attribute work instructions is to ensure that the original JLA item number is completely covered with the assigned pick label during the DS Picking process.
And when the order is sent to the Pack Station, the packer validates that the JLA item number is completely covered with the assigned pick label and if not, they are to properly cover the JLA item number
prior to individually packing the item for shipment to the customer.

03. Scope

These work standards apply to the DS Picker assigned to a wireless DS Pick Label printer and a DS Shipping Label printer to enable him/her to print the Pick Label and Shipping Label while picking SFC
orders, as well as the pack station associate responsible for packing the NFC customer specific attribute orders.

04. Objective

A The customer specific attribute SFC & NFC orders - if not processed accurately would impact the following conditions:

VL.

. If not picked properly, the incorrect item could be shipped in error to the customer.

. If JLA item number is not properly covered, the item would make it to the customer.

1Il. The customer could use the JLA item number to perform cost comparison shopping.
IV. Email eechelpdesk@jlahome.com to activate the ability to print the Shipping label while performing the DS Picking application for your specific warehouse location.

V. Ensure the picker is equipped and assigned a DS Pick Label type printer - if he/she is to print the NFC pick label while picking.

Ensure the picker is equipped and assigned a DS Shipping Label type printer - if he/she is to print the Shipping pick label while picking.

05. Stopping Points

Always Remember: “Do It Right The First Time” It only takes a few minutes to place the appropriate pick label over the JLA item number

@ Stop:
Stop:
Stop:
Stop:

When opening a master pack carton, make sure the inner JLA pack item matches the JLA item you are to pick from the bin.
If the inner JLA pack item does not match the JLA item to be picked, make sure to flag the bin for cycle count.

Do not place the pick label anywhere else on the insert, other than over the JLA item number label.

Do not cover the green logo on the insert with any label.

) EEC URL:
https://eecsystem.com/login.aspx

Scanner Application:
Warehouse Picking -> DS Picking

EEC US WAREHOUSE LIVE

eechelpdesk@jlahome.com
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06. Batching orders for wireless NFC Pick Label & Shipping Label printing

Step # k Description Example Guide
D it vekone: o lorajataneom B et
Drop Ship Batch Mgt
Batch No: Batch Status: ~ Pre-Prepare Ship Dec, Sort.. ¥ Order Jtem Type: v
Customer PO Ko.: EBE SO No.: Location: v
Label Filk Generated: v Created By: Shigping Labe! Format: v
Q search |31 Wi, | Bl
Step 1 Note: that the Batching process remains the same for these Customer Specific Attribute items.

<1132

Stigping
Label - Lucsion
Tormat

LabelFile Labe il
BaichNa. | Customer PO No. papsone (O S LR o g B L Croated By
[ [ Statws Daie.

Cat. Sistus | Creade Dale

b
TaThstll I M-
b 3 oty ot s D st
Lst
= [ ]
@ eecsyst /arehouse/EditPickList. .36759100373396188 Batch... @
Pick List Creation
split by Zone
(O spiit by Bin Category(Floor)
split by Conveyable
O spiit by Lift Type
Note: you will need to check the "Process SFC as FC" box at the bottom of the Pick List Creation TTEby @
Step 2 3 " n R . 8 J pick by Pallet
popup box to enable the picker to print the Pick Label while picking at the bin location. Limited bins/picks:
Sort By:
) O Auto-remove out of stock orders from batch
O print shipping Label While Picking For FC Group
Prig#Pick Label While Picking For NFC Group
E; SFCas FC
e e Baicn Nou BavasoEITIIRILL
Pk Lot 10 S50 v P
Create Date: = Ereatar: Pick Label Type: & ="
e Ful cages & rutomatan: oo o
[ vew ][ pvine o bt 22 A into, ][0 Enc |
Rerare. Poge rumaery S
Note: that the Customer Specific Attribute orders will be on their own pick lists, displaying the JLA
Item Number.
Wi
The word "Yes" will display right after the Cust. Specific Attri: on the pick list to help identify that
the all the items on the pick lists are those Customer Specific Attribute items. o e Totapanes: primsen | mmuec
Total Ordra: 353 Towi Cartone: 16 Totat ich Labeta:
Ficker: Pick Data: Batch No.: aﬁm
The Pick Type will either be FC (full case) or NFC (non full case) to distinguish whether the items on Zone:  H2_Bulk Totat e @ty 378 PlokType: 0
the pick lists are packed within an inner carton or within a poly bag. Bin Catogory: prymolar vea Sshodute StipOote: Y8203
Step 3 Lift Type: Rawork: N
. o . . . . Cust Speciic Ae: Yo Inaivigust
For those customer orders that do not require a packing list and is a FC pick type, the picker will be Pk Uist o 6202311150520841 GO
) able to print the pick label while picking. And if equipped with a second wireless printer, and the | Sesciniian I Bl il Rl el il
warehouse setting is set to allow to print shipping label while picking, will allow the picker to also e e I i i T =

print the Shipping Label, while picking. Thus bypassing the Pack Station.

Note: an [ —
See User Wireless Printer Setup instructions to assign wireless printers to the picker oo - R
Lin Type: "
S ot LR n i
S e e
| | I \ |
I [woe FzFoze [ 2‘
| il 5
Example:

Step 3a FC (full case) inner pack within a carton
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Example:
Step 3b

NFC (non full case) inner pack within a poly bag

&

DUVET SET

Data: ey Tota1 patots: Pantsort  BinLocaton
TotalOrdors: 333 TotsiCantons: 18 Total Pick Labola: 16
Prckar: Pk Data BschNo.  E2023111s082084
Zone:  Hz_Bulk Total tem Qty: 378 PickType:  FC
Bin Category: Convayabia:  ves Schedule Ship Date: 111572023
. . . . . o Lift Typo: Rawork: "
Provide the Pick Lists to the picker to begin the DS Picking process ::‘LT::: M'-‘mz‘:‘mmwwmmmm‘ I” I‘I'“Il“l”I""""“I‘IHI"“'"'“'“I
| Thom Mo, Description ‘ Fov. | Rov. Desc. | it itam Na. |m_ ‘ BinLoc. |mwwm‘
|anomc ‘wm Pulyester Waffie Comforie ‘ | Iwnc ‘Hznom I z‘
Step 3¢ Note: NFC and FC (SFC) orders that require Packing List will still be required to be packed at the
Pack Stations for shipping. — S - prucsae  oaLocasan
) Towm oracrs: 33 Total Canons: Toral Pick Labors: 1:4" .
oner iz oo ——n e
Bin Category: Convayabin:  von Behadute Ship Data: 11182025
Lift Type: L— M
[ ——— 00 AR A
e —— [ [T BT R T
o006 ol B S Wi Gar g Gamionar CEE 3
e e :
e Cator e

07. User Wireless Printer Setup

Step # Task Description Example Guide

Navigate to the Warehouse Management menu page

Step 4 Click on the Maintenance folder

Select the Printer Setup module

Select DS Pick Label from the Printer Type drop down list

Step 5 Click the Search button

) Note:

DS Pick Label printer type allows the picker to print the Pick Labels while picking
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Select the pickers email address from the User Email drop down list

Step 6
Click the Search button
T —
EET—
Select the wireless printer name you will assign to the picker from the Printer drop down list T ——
—E—E
Step 7 e
Click the Save button =
A Save Success message will appear at the top of the page
Step 8
Click the OK button
¥ Pt wdcons: dn bolapisherre.con B i
Printer Sefup
et Fype: | 05 PrcLane. v UsrEnal: | samsnogig: |  Prnter; | Wlkesst.
. N . . . . B few |3 swe |[§ sl || pomer
Step 9 The newly assigned user and printer will display in the middle of the page DT e | momt | b | oo — “‘
e i " " oy
0 AN/ 124000 donczcharhon: o
To assign a DS Shipping Label wireless printer to the user, follow steps 1 - 9 above, but select DS
Shipping Label from the Printer Drop down list in step #5
Step 9a

>

Note:
DS Shipping Label printer type allows the picker to print the Shipping Labels while picking.

08. Scanner Login, Navigation & DS Picking process for NFC & FC (SFC) Customer Attribute Orders

Step #

Step 10

Task Description

To begin, click on the Warehouse Picking icon.

Example Guide
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Step 11

With your cursor in the User ID field, scan your User ID barcode.

Step 12 Click on the DS Picking application.
Step 13 Select your Warehouse Location from the Loc drop down list.
Step 14 Click No at the change printer prompt, unless you want to change the assigned printer
Step 15 With your cursor in the Pick List field, scan the assigned Pick List barcode.
The assigned Pick List will display in the middle of your screen.
Step 16

Click on the Pick List.
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Step 17

This brings up the Picking, Item tab screen.

JLA Item number, Zone, Bin Location and Quantity to Pick is displayed.

Make your way to the assigned Bin Location.

>

Step 18

Note - prior to scanning anything:

1 - confirm you are at the correct Bin Location
2 - confirm the JLA Item Number to be picked is in the bin

3 - open the Master Pack carton and confirm the JLA Item Number matches the ltem Number to be

picked
4 - confirm the quantity needed
5 - place the item onto your pallet or in your tote

>

Picking FC (inner packed carton

Printing NFC Pick Label & Shipping Label

Step 19
With your cursor in the Bin Loc Barcode field, scan the assigned bin location barcode. ||| I|I|| | |I| |I||I|||I | I||| | ||| | I||
ASOZ-01A
Bin Scanned message will display at the bottom of the screen
Step 20
With your cursor in the UPC Barcode field
Step 21 Scan the JLA Item UPC barcode.
Step 22 UPC Scanned message will display at the bottom of the screen.
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The Shipping Label will automatically print from the assigned wireless DS Ship Label printer.

Step 23

Remove the Shipping Label from the printer.
Step 24 Apply the Shipping Label to the side of the carton.

With your cursor in the Label Barcode field, scan the Shipping Label barcode (bottom most
Step 25 -

barcode of the shipping label).

The associated NFC Pick Label (Customer Specific Pick Label) will automatically print from the
Step 26 3 X X 3

assigned wireless DS Pick Label printer.

Apply the NFC Pick Label (Customer Specific Pick Label) over the JLA Item UPC barcode.
Step 27

A

Important: Make sure the Customer Specific Pick Label covers nothing but the JLA Item UPC

barcode label on the insert label

>

Step 28

Picking NFC (inner poly ba

Printing NFC Pick Label

With your cursor in the Bin Loc Barcode field, scan the assigned bin location barcode.

02-0

AS 1A
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Bin Scanned message will display at the bottom of the screen

Step 29
With your cursor in the UPC Barcode field
2 PIECE
DUVET SET
Step 30 Scan the JLA Item UPC barcode.
The associated NFC Pick Label (Customer Specific Pick Label) will automatically print from the
Step 31 . X X N
assigned wireless DS Pick Label printer.
3 PIECE
DUVET SET
Apply the NFC Pick Label (Customer Specific Pick Label) over the JLA Item UPC barcode. =
Step 32

Important: Make sure the Customer Specific Pick Label covers nothing but the JLA Item UPC

barcode label on the insert label

3 PIECE
DUVET SET

Step 33 With your cursor in the Label Barcode field, scan the NFC Pick Label barcode (upper left barcode).
An Item picked successfully message will display at the bottom of the screen.
Step 34 Repeat Steps 28-33 until all items have been picked.

Deliver your completed NFC orders and/or full tote to the Pack Station for shipping.
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09. Performing the Packing function at the Pack Work Station

Step # Task Description Example Guide
Login to the Ship8 Packing Work Station
Ship8 Packing Work Station
Enter you valid company email address into the Email field ’
Step 35
Enter your own unique user password into the Password field ’
Click the Login button
==
Step 36 Select the EEC Packing Workstation from the menu page
Step 37 Use the directional arrow to expand the page
Step 38 If the item to be packed is an NFC (inner pack within a poly bag) item

>

[ ———

Step 39 Select the appropriate size carton or shipping poly bag from the Box/Pack Size drop down list
With your cursor in the Pick Label ID field, scan or type in the Pick Label number of the item you
will be packing

Step 40

Click Enter on your keyboard
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Step 41 Packing List (if required) and Shipping Label will automatically print from your assigned printers

f——

Step 42 An All item has been packed message will display in the middle of the page when all items have \
bee packed complete
Place the item into the shipping poly bag, insert your Packing List (if required) inside the shipping
poly bag & seal the bag

Step 43

Apply the Shipping Label to the outside of the sealed shipping poly bag

Management Approvals

By signing the below, you confirm that you have read, understand and approve the described procedures and standards to be the best practices.

Name (Printed) Signature Organization

Manager

Director

Executive
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