Tag Items as with Issue Scribe -

1 Click "Inbound"

L

Dashboard

@ Dashboard

TOTAL POUCH SENDING TOTAL POUCH RECEIVING

HEAD OFFICE
67 6
q.‘) Outbound >
Q) Inbound >
SETTINGS MAILROOM CHART

E Dropdown Settings >

@®In Transit

® Received

Completed
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2  Click "Received"

Lu-l vasnpodra

TOTAL POUCH SENDING TOTAL POUCH RECEIVING
HEAD OFFICE
67 6

(,b Outbound >
Cb Inbound %

In Transit

redil MAILROOM CHART

Completed

With Issue @ In Transit

® Received

SEININGS ® Completed
E Dropdown Settings > ® \Vith Issue

3 Click this button to choose an Action.

Pouch / Inbound Head Office / List

B | X
irier Parcel Mailroom Department
me Size Department/s Sender Name Status Status Created At Action
3C N-Pouch MIS,FINANCE MARIA SAN RECEIVED 0/2 Feb 23,
Regular ATM PEDRO 2024 @
11:13am
3C N-Pouch FINANCE SHAIRA JOY RECEIVED 112 Feb 16,
Regular ATM,ADA SAJULGA/OIC'S 2024 @
NAME 11:13 am
S Express DVCD PINFRONT TEST RECEIVED 0/1 Feb 07,
Letter ENCODER 2024 @
09:45 am
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4  Click "Tag as With Issue"

B | X
Mailroom Department
Department/s Sender Name Status Status Created At Action

MIS,FINANCE MARIA SAN RECEIVED 012 Feb 23, o
ATM PEDRO 2024 @
11:13 am
FINANCE SHAIRA JOY RECEIVED 172 Feb 16,
ATM,ADA SAJULGA/OIC'S 2024 @
NAME 11:13 am

DVCD PINFRONT TEST RECEIVED 01 Feb 07, -
ENCODER 2024 @
09:45 am

SALES SHAIRA JOY RECEIVED 0/1 Feb 06,
SAJULGA 2024 @

5 Elaborate the issue/concern.

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

O

Proceed Cancel
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6  Click "Proceed"

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

Kulang yung pinadala

Proceed Cancel

7  Item will be moved to "With Issue" tab.

Edrrs

(@ Dashboard

Pouch / Inbound Head Office / List

Transmittal has been tag with issue.

HEAD OFFICE
C,‘; Outbound y
Q. Search Tracking Number/ REF # E) X
(3 Inbound v
Courier Parcel Sender Mailroom Department ‘With Issue Created
In Transit # REF Number Tracking Number Name Size Department/s Status Status Issue?  Remarks At Actiol
Recened 1 dabfbfd2- 4567892345 LBC N- MIS,FINANCE RECEVED 02 YES Kuang  Feb23,
4926-487a- Pouch ATM yung 204 @
let
Compieied 8i0d- Regular pnadala  11:13
With Issue 82112955fa56 am
2 72daBb4t- 9123 4561 059 JRS Bullit DveD pinFRON  coweieren  (NEZERED s System  Feb07,
SETTINGS d971-40d5- Box ENCODER TTEST Test 2024 @
bee7- 10:59
D Dropdown Settings > BTACADAMTT pon
3 42b3bc2d- 9123 4560 931 JRS Express DVCD PINFRON | COMPLETED YES Wrong Feb 07,
60ed-495¢- Letter ENCODER TTEST items 2024 @
baof- 09:31
ccAB2a69d08f am
_. 4 533e3040- 142001492672 LBC N- DvCD EILEENG.  COMPLETED YES Test Jan 23,
[ 8ab1-4f0c- Pouch TUAZON- Issue 2024 @
% kA =) fa'lad LN s
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