Mailroom: Tagging a Pouch as Received
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2  Click "In Transit"

Dashboard
@ Dashboard
TOTAL POUCH SENDING TOTAL POUCH RECEIVING
HEAD OFFICE
64 8
(.b Outbound 3
(b Inbound v
In Transit
e MAILROOM CHART
Completed
With Issue @ In Transit
@ Received
SETTINGS » Completed
D Dropdown Settings > ® With Issue
3 Check the contents of the pouch by clicking its Reference Number.
m—— |
@ Dashboard
HEAD OFFICE Q Search Trackin ] lumber/ REF # @q x
(3 Outbound > Courier Parcel
i REF Number Tracking Number Name Size D
(3 Inbound =
1 93675ad1-837b-4415- 123456789345678 LBC N-Pouch N
In Transit 94c4-d60cad032daf Regular
Received
2 035dfcfa-c1f8-445f- 9123 4560 255 JRS Express
Completed b462-05673205247d Letter
Vit fsane 3 5aaf78bc-9dd0-49ch- 9123 4560 139 JRS Express
bdf8-8d04e82fa28d Letter
SETTINGS

Showing 1 to 3 of 3 entries
D Dropdown Settings >
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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.

Inbound Head Office Details
@ Dashboard

#93675ad1-837b-44f5-94c4-d60cad032daf

HEAD OFFICE
(3 Outbound N
Tracking #: 123456789345678 Sent From: TARLAC
() Inbound v Tracking Date: February 01, 2024 Sender Name: JUAN DELA CRUZ
Parcel Size: N-Pouch Regular Sent By: BRANCH STAGING
In Transit Courier: LBC Status:
Recipient: HEAD OFFICE Remarks: -—-
Received
Completed Item Department Quantity Status Remarks
With Issue
Printer MIS 2 2 printers are not print
SETTINGS ATM FINANCE ATM 2 ATM - JuanATM - Ped

E Dropdown Settings >

Made with Scribe - https://scribehow.com



6 Click here to choose an Action.

Pouch / Inbound Head Office / List

B X

‘ourier Parcel Sender Mailroom Department
Name Size Department/s Name Status Status Created At Action
LBC N-Pouch MIS,FINANCE JUAN DELA 0/2 Feb 01, 2024

Regular ATM CRUZ @ 09:07 am
JRS Express MIS PINFRONT 0i Jan 25, 2024

Letter TEST @ 02:55 pm
JRS Express MIS PINFRONT 0/2 Jan 25, 2024

Letter TEST @ 01:39 pm

7  Click "Tag as Received"

B X
zel Sender Mailroom Department
e Department/s Name Status Status Created At Action
uch MIS,FINANCE JUAN DELA 0/2 Feb 01, 2024
dlar ATM CRUZ @ 09:07 am
@ \View Details
ess MIS PINFRONT 0 Jan 25, 2024 E) Tag as Received
er TEST @ 02:55 pm
& Tag as With Issue
ess MIS PINFRONT 0/2 Jan 25, 2024
er TEST @ 01:39 pm
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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.

This record will be tagged as
Received. Are you sure you
want to proceed?

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

E PRS ! Mailroom Staging ~

Pouch | Inbound Head Office / List

(@ Dashboard

Transmittal has been received.

HEAD OFFICE
C‘"‘) Outbound y
QU Search Tracking Number/ REF B X
(3 Inbound v
Courier Parcel Mailroom Department Created
In Transit # REF Number Tracking Number Name Size Department/s Sender Name Status Status At Action
Recefued 1 Jecc4dc]-T43f- 23456789345678 LBC N-Pouch MIS,DVCD ENCODER JUAN DELA RECEVED 0r2 Feb 15,
4401-bd53- XL CRUZ 2024 @
let
Comgicled 0a865b0b0B4E 01:16 pm
With Issue
2 65316cce-f85f- 23456789345678 LBC N-Po\.lch\/ MIS JUAN DELA RECEVED on Feb 15,
4913-baB2- XL CRUZ 2024 @
SETTINGS 715a2c975¢ca4 01:12 pm
D Dropdown Settings >
3 Be4f1idc-8d48- 9123 4560 945 JRS Express DVCD ENCODER PINFRONT RECEIVED on Feb 07,
4a49-9155- Letter TEST 2024 @
2e6fa3964014 09:45 am
4 «dcBdc9ca-e920- 12345656 LBC N-Pouch SALES SHAIRA JOY RECEIVED on Feb 06,
4190-8fa7- Regular SAJULGA 2024 @
_. b869f1712a68 04:23 pm
L’}"J 5 93675ad1-837b- 123456789345676 LBC N-Pouch MIS, FINANCE ATM JUAN DELA RECEIVED or2 Feb 01,
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