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1. Reserve Stock Requests 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Stock Requests Link 

 
Click the Reserve Materials Process 

 
Click the Add a New Value Link 

 
 

Enter the Run Control ID.  Enter “RESERVATIONS” 

Click the Add button. 

 
Enter the Process Frequency.  Enter “Always” 

Enter the Request ID.  Enter “RESERVE” 

Enter the Descriptions.  Enter “RESERVATIONS” 

 

Enter the Business Unit.  Enter “_______________” 

Enter the Use Lead Days.  Enter “Ignore Lead Days” 

Enter the Demand Source.  Enter “IN” 

Enter the Source Unit.  Enter “________________” 

 

Enter the Order Number.  Enter “________________” 

Click the Save button 
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Click the Run button 

 
Click the Reserve Materials check box 

 
Click the OK button 

 
Click the Process Monitor Link 

 
Periodically Click the Refresh button until Run Status equals Success 
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2. Print Pick Plan 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Picking Link 

 
Click Picking Plan Report 

 
Click the Add a New Value tab 

 
 

Enter the Run Control ID.  Enter “PICK_PLAN” 

Click the Add button. 

 
 

Enter the Request ID.  Enter “PICK_PLAN” 

Enter the Unit.  Enter “___________” 

Enter the Picking Selection.  Enter “Specific” 

Change the drop down box to “Order” 

Enter “IN” 

Enter the Unit.  Enter “_________” 

Enter the Order No.  Enter “__________________” 

Click the Save button. 
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Click the Run button 

 
Click the Select box for IN Picking Plan 

 
Click the OK button. 

 
Click the Process Monitor Link 

 
Click the Refresh button periodically until the process is successful. 

Click the Go back to Picking Plan Link 

 
Click the Report Manager Link 

 
Click the Administration Tab 

 
Click the IN Picking Plan Link 
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Click the Printer Icon. 

 
Click the OK button 

 
Click the X on the corner of the document to close the document. 
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3. Material Picking Feedback 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Picking Link 

 
Click the Material Picking Feedback Link 

 
 

Enter the Unit.  Enter “__________” 

Click the Search Link. 

 
Enter the Pick Batch ID.  Enter “_________” (Pick Batch ID is the last line of the center header on 

the Pick Plan) 

Click the OK button. 

 

 
 

Make any necessary changes to the Order Qty Picked.  
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To confirm all line: 

Click the Confirm All icon 

 
 

To confirm each line individually or disconfirm a single line: 

Click the Confirm Select box. 

 
 

Click the Save button. 
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4.  Picking Confirmation 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Picking Link 

 
Click the Picking Confirmation Link 

 
Click the Add a New Value tab 

 
 

Enter Process Frequency.  Enter “Always” 

Enter Request ID.  Enter “CONFIRM” 

Enter Description.  Enter “PICKING CONFIRMATION” 

Enter Business Unit.  Enter “______________” 

Enter Confirm.  Enter “Range of Pick Batches” 

Enter From.  Enter “____________” 

Enter To.  Enter “_____________” 

 

NOTE: To confirm only one Pick Batch put the same number in From and To fields 

 

Click the Save button. 
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Click the Run button 

 
Click the OK button. 

 
Click the Process Monitor Link 

 
Click the Refresh button periodically until the process is successful. 
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5.  Shipping Document 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Shipping Link 

 
Click the Shipping/Issues Link 

 
Click the Add a New Value tab 

 
 

Enter Business Unit.  Enter “___________” 

Leave Next as Shipping ID 

Click the Add button 

 
 

Enter the Pick Batch ID.  Enter “___________” 

Click the Search button 

 
 

Click the Select All icon to ship all lines 

 
Click the Return button 

 
Click the Select All icon to ship all lines 

 
Change the Ship Action to 1. Ship/Include 

Click the Save button 

 
 

NOTE: If you receive the following message simply click the OK button until all of the warnings 

have cleared. 
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Click the Print Icon 

 
Click the Report List Link 

 
Click the IN Shipping Document Link 
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Click the Printer Icon. 

 
Click the OK button 

 
Click the X on the corner of the document to close the document. 
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6. Depletion 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Shipping Link 

 
Click the Deplete on Hand Quantity 

 
Click the Add a New Value tab 

 
 

Enter the Run Control ID.  Enter “DEPLETION” 

Click the Add button. 

 
Enter the Process Frequency.  Enter “Always” 

Enter the Request ID.  Enter “DEPLETE” 

Enter the Description.  Enter “DEPLETION” 

Enter the Unit.  Enter “______________” 

Enter Deplete.  Enter “Specific” 

Enter the Shipping ID.  Enter “____________________” 

Click the Save button 
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Click the Run button 

 
Click the OK button. 

 
Click the Process Monitor Link 

 
Click the Refresh button periodically until the process is successful. 

 

 


