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Mailroom: Tagging a Pouch as Received

1 Click "Inbound"
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2 Click "In Transit"

3 Check the contents of the pouch by clicking its Reference Number.
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4 Check if the actual contents of the pouch match the contents of the pouch in the
Pouch Receiving System.

5 Click "In Transit" to go back to the pouch list or click "Back" button of the browser.
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6 Click here to choose an Action.

7 Click "Tag as Received"
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8 Before clicking "Proceed", make sure you verified that the contents of the pouch
match in the system, other wise tag the Pouch as with Issue.

9 After clicking "Proceed", the pouch will be tagged as "Received".


