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Create Pouch with one or more Items
inside.

1 Click "Outbound"

https://scribehow.com
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2 Click "Pending"

3 Click "Create Pouch"
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4 Enter the name of receiver.

5 Select type of Item.
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6 Select the department of receiver.

7 Enter the number of items.
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8 Write a detailed description in Remarks then click "Submit".

9 The item is now added inside the pouch!

10 Click here.
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11 Click here to remove the item from the pouch.

12 You can enter as many items as you want.
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13 Input your name in the "Sender Name" field.

14 Click "Submit", the Pouch status will now be "Pending".


