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*Check emails for any release order email see below. Subject should say order release ALWAYS. Please
print out email. 2 copies : 1- Office 1- Floor (These emails will let you know what orders to process for
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*Print out load plan from traffic you will need a load plan always except for loose cartons. Print 1 copy
for the floor only.
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*Click “DISTRIBUTION” tab on left side of the screen, to drop down menu.
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*Click “Wholesale Batch Mgmt” option in the drop down menu.
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You will then select on “New”
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You should then see your OLLIIX order you will then check on the box on the left corner to select the

order and click on “Release”
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After clicking on Release below should pop up and if inventory is OK then select OK
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Once clicking OK below should pop up Release Successfully and then click OK
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You should see the order in release status for you to process
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You will then click on Pick List
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Below should pop up you will then have to select the left top corner check box to select ALL and click on
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Below should pop up you will then click OK
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Select a printer to print out Pick List (print 1 copy floor)
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You will then change the Batch status to “PL Created” and click on Search
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You will then click on routing sheet
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You will select your printer to print out routing sheet
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You will then go back into the wholesale routing sheet management and select the left corner box and
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Below will pop up and you will have to click OK
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You will then have to select the printer to print out your labels and click OK
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You should see the order number you were working on and you will select the order on the left corner
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Below should pop up and then you will have to click OK
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Will Call Orders

They will NOT release an email you will follow the steps below
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If you don’t have a release email you will send out an email to ana.torres@oalogistics.com and
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Once they give you the OK you will print out the email with Carrier/Contact information (print 2 copies)
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**Sometimes Ana Torres and Mellissa Brown will ask you to process a will call order**




*Login to EEC

https://192.168.0.94/EECSystemUS/Default.aspx

0 et
€« cn

L('zu

Who We are ...
EBECo. Ldppgickaty
Izemyie From Home b G st es v
tucontor o e Frem Remember User Hame
toreese totned preoi. o e 166 ok o] [—heswt—]
ek il U BOme 10 S £ ST ETOARIE 1T 6T O et tha chiervs Butcoramensy. Foraot v woed 7

tleivar srong proStating.

Fourrled 1855,
deprh aabity ey, Our 2 bring
o igraity dd Eestaes % g menker erdltrerd
tremon Fom iceng o wen
b o Usirg e [
® T gt uezing

*Click “DISTRIBUTION” tab on left side of the screen, to drop down menu.

L2 (Sl & htips /i eecsystem.com Defautisspr B~ & C Y & EECsysemus
EECSystemUS Menu | 5= W pmocnt  Welior lertmtareiaconoitcs com




*Click “Wholesale Batch Mgmt” option in the drop down menu.
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Below should pop up you will then change the sort by: Bin Loc and click OK
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You will then click on routing sheet
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You will then select on Print Rtg Sheet
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You will select your printer to print out routing sheet
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Below will pop up you will print 3 copies of your packing list 1- office; 1-floor and 1- Outbound Scheduler
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You will then go back into the wholesale routing sheet management and select the left corner box and
select Print ctn label
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Below will pop up and you will have to click OK




You will then have to select the printer to print out your labels and click OK
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***Please note for OLLIIX LTL orders you will need to provide the carrier the Bill of Lading provided
from Traffic see below***
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You will give the outbound scheduler the copy of the packing slip and email with contact information
and write on the top of the packing list WILL CALL.
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The shipping department will be responsible to turn in Pallet specs to the outbound scheduler as soon as
possible to contact the carrier for pick up.



