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Warehousing Tasks 

Goods Receipt 

Put-Away 

Stock Relocation 

 

Physical Inventory 

• Work w/ Physical Inventories 

 

Product Tools 

• Product Review 

• Product Kardex 

• Stock Location 

 

 

 

 

 

Picking Tickets 

• Printing (Print Station) 

• Generating & Printing 

• Verifying 

 

Pending Shipment Register 

 

Shipping Setup 

• Delivery Routes 

• Shipping Vehicles 

• Trip Templates 

 

2 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

The Warehouse Scenario The Warehouse Scenario 

Shipping/Receiving 

Put Away 
Inventory/Sales Picking/Packaging 
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Goods Receipt 

Warehousing 

Module Menu 

Goods Receipt 

Option 
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Goods Receipt – Lookup 

Click Lookup 

Enter Search 

Criteria 

Click Lookup 

By Default, Displays Goods 

Receipt for the Current Date 
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Goods Receipt – Verify 

Return to Lookup Page 

Popup 

Menu 

Popup Menu: 

View: View goods receipt information 

Edit: Edit goods receipt (Received Doc # & WH cannot be edited) 

Delete: Delete goods receipt 

Verify: Verify receipt (check for errors) 

Complete: Complete goods receipt process 

Print: Generate pdf file of goods receipt 

Putaway Ticket: Generates pdf file of putaway ticket 

Vendor Wrong/Sub Report: Generates pdf file of items received in 
error or substitute 

Short/Over/Dmg Report: Generates pdf file of items received 
damaged or wrong quantity 

Click 

Add New 
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Goods Receipt – Add New 

Complete Goods Receipt Header 

Click Continue 

Click to view all 

open 

documents for 

Vendor or WH 
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Goods Receipt (Edit Items) 

Lists Items 

In Doc.  

Click on an 

Item to Edit, 

Will Move 

Item to Line 

Detail 

Portion of 

Page 

Click to 

Save Any 

Changes 

Receipt # 

Click Verify then Exit 
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Goods Receipt – Post 

Select 

Complete 

Click 

Submit 
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Goods Receipt – (Put-Away Ticket) 

Print 

Close Item Types 

• X = Seasonal 

• T = Temporary (When Stock Item flag = N --> Checked at the 
product level only) 

• P = Permanent (all other cases) 
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Goods Receipt – (Short/Over/Dmg Report) 

Print 

Close 
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Goods Receipt – (Vendor Wrong/Sub Report) 

Print 

Close 
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GR – Certification 1 

1. Lookup Goods Receipt 

2. Enter Goods Receipt 

• Pending Qty 

• Zero Qty 

• Receive in Short / Over 

• Wrong Items 

3. Print GR Reports 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

Put Away Ticket 

Warehousing 

Module Menu 

Put Away 

Option 
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Print Put Away Ticket 

Click 

Print 

Select Put Away Method: 

By Receipt or By Location 
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Print Put Away Ticket 

Tickets – Item Groupings 

• Group 1: Products received that are already committed to a sales 

order or to a transfer order. 

 

• Group 2: Products with no stock location assigned (these can be 

stock type P or T). 

 

• Group 3: Products with a stock location already in the system (either 

because they are in stock or predefined).  These are further printed 

by Zone.  For example, your warehouse has five zones, and you GR 

has five items, each of them stocked in a different zone.  When you 

go to print the put away ticket you will generate five pages, one for 

each item that is located in a different zone. 
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Print Put Away Ticket 

Item Types 

• X = Seasonal 

• T = Temporary (When Stock Item flag = N --> 
Checked at the product level only) 

• P = Permanent (all other cases) 

Click on the 

Print Icon 
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Put Away Item 

Click 

Continue 

Click to Select Location 
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Put Away Item 

Click on 

Location 

Click 

Save 
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Put Away – Certification 2 

1. Print Put Away Tickets 

• By Specific Goods Receipt 

• By Location 

2. Put Away Items 

• For Specific GR 

• For Location 
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Pick Tickets & Picking 

Printing: 2 Ways: 

1. Setup Print station to automatically print out generated pick tickets 

(computer that will create the pdf file and send that file to the 

printer) 

2. Call Out pick tickets one at a time using the Queue Control 

 

Generating & Picking: 

• Generate pick tickets for Sales Orders, Transfers and Goods Issues 

as well as print or reprint generated tickets. 

 

Verifying: 

• Verify the picking of goods and close the pick ticket. 
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Setup Print Station 

Warehousing 

Module Menu 

Print Ticket 

Option 

Picking Submenu 
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Setup Print Station 

Click Continue’ 

Note: Will only generate pdf for tickets that HAVE NOT been printed. 
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Setup Print Station 

Note: Closing this page will close the print client.  

Any tickets that were sent to the client that did not 

generate pdf due to client being closed prior to the 

pdf being generated WILL be MARKED as 

PRINTED. 

DO NOT Close Page 
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Print Pick Ticket 

If ticket did not 

print automatically, 

click the Print icon 
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Picking Queue Control 

Warehousing 

Module Menu 

Picking Queue 

Control Option Picking 

Submenu 
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Picking Queue Control (Mngrs) 

Tickets are sorted by Date (ascending order) and then by Priority level. 
  
Example: 
 Date  Ticket#  Priority 
 08/01/12  2  High 1 
 08/01/12  1  Low 2 
 08/05/12  4  Low 1 
 08/07/12  5  High 2 
 08/07/12  7  High 2 
 08/09/12  10  High 1 

Can 

Change 

Priority 

Click 

Print 

27 
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Print Pick Ticket 

If ticket did not 

print automatically, 

click the Print icon 
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Generate/Print Pick Ticket  

Warehousing 

Module Menu 

Generate/Print 

Ticket Option 

Picking 

Submenu 
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Generate Pick Ticket 

Select 

Warehouse 

Click Generate 

Generate Picking Tickets 

Portion of Page  

Priority Given to BO Fulfillment: 
1. Sales Orders 

•By Line Need by Date 
•By SO Header Need by Date 
 

2. Transfers 
•By Line Need by Date 
•By Transfer Header Need by Date 
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Print Pick Ticket 

Select 

Warehouse 

Click 

Print 

Print Picking Tickets 

Portion of Page  
Enter Data in ONLY 

ONE Section 
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Print Pick Ticket 

Click the 

Print Icon 

to Print  
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Verify Picking 

Warehousing 

Module Menu 

Verify Picking 

Option 
Picking 

Submenu 
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Note: By default, this page displays tickets for: 

• Status = Not Started 

• Default WH set by employee 

Verify Picking – Ticket List 

Click Back to go to Lookup 

Pick Ticket Page 
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Verify Picking - Lookup 

Click Lookup 

Enter Search 

Criteria 
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Verify Picking – Verify 

Select Verify 
Popup Menu: 

View: View pick ticket information 

Verify: Verify picking of items. 

To be Printed: Resend ticket to printer (option only for WC Counter SO). 

 

Trip #: Link to Shipment Packaging Information page. 

Doc #: Link to Document. 
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Verify Picking – Verify 

Click 

Continue 

Packaging Info can be entered at Shipping 

Time or after Picking is complete 
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Verify Picking – Verify 

Click on Item 

Being Verified 

Quick verification if items are 

only stocked in one Location 
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Verify Picking – Verify 

Enter Picked Qty. 

Enter BO Qty 

Click Save 

Picking Finished for Item 

 

Qty Picked + Qty Canceled/BO 

= Qty to Pick 
*Note: If picking for a Transfer there 
is a Cancel Qty field available 
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Verify Picking – Verify & Packaging 

Click Edit Shipment to enter 

Packaging Information 
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Enter Packaging Info 

Complete Shipment 

Information 

Click Save & Print Labels 

Also Number of 

Labels that Will 

be Generated 

From SO 

Header at Time 

of Ticket Gen. 

Enter Staging Location 
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Shipping Label 
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Picking Certification 3 

1. Setup Print Station 

• By Zone 

• No Zone 

2. Generate Pick Tickets 

• All Document Types 

• By Document Type 

• Specific Document 

3. Print Pick Ticket 

• Print Client 

• Generate/Print Ticket Option 

• For a Specific Document 

4. Re-print Pick Ticket 

5. Re-send Ticket to Printer 
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Shipments 

3 Options to Manage Shipments 

1. Trips 

• Shipments are being shipped/delivered to: 

• Customer 

• Employee 

• Warehouse 

• Vendor 

2. Dispatch 

• Shipments are being dispatched at the WH 

• Will Call 

3. Pending Shipment Register 

• Used to: 

• View all shipments that have been picked 

• Un-enroll & Enroll Shipments (picked) into trips 

• Dispatch Will Call Shipments (picked) 
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Trips 

• Automatically generated by the system 

• Shipments get automatically enrolled into trips. 

User can manually add or remove shipments from trips 

• Trips can be manually created and shipments added manually 

 

Conducting a Trip Consists of: 

1. Edit trip header (Edit) 

2. Edit Shipments (Shipments) 

• Packaging Information 

• Print labels 

3. Start Loading (items for all shipments must have been picked) 

• Print Packing Slip 

• Print Shipping Manifest 

• COD Amount is calculated at time Trip status changes to ‘Loading’ 

4. Depart 

5. Confirm/Close 

6. Deposit COD 
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Trips 

Warehousing 

Module Menu 

Trips Option 

Shipping 

Submenu 
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Trips – Lookup 

Click Lookup 
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Popup Menu 

Select Edit 

Trips Page 

Popup Menu: 

View: View trip information 

Edit: Edit trip header 

Shipments: Edit/Add/Remove shipments in a trip (Enter Packaging Info & 
Print Labels) 

Start Loading: Start loading (changes trip status) 

Merge Into: Merge ALL shipments from Trip A to Trip B 

Delete: Delete trip 

Print Manifest: Generate pdf file of trip manifest 

Print Packing Slip: Generate pdf files of all packing slips for trip 

Cancel: Cancel trip 

Depart: Change status of trip to show it has departed 

Confirm/Close: Close/Confirm the trip 

Multimedia: Add or view Multimedia 
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Trips – Edit (Header) 

Click Save 

Note: Shipping route is only required if the shipping 
method uses the company’s vehicles 
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Select 

Shipments 

Trips – Shipments (Edit) 

Notice Information 

Added/Changed 
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Trips – Shipments (Edit) 

Shipments 

in Trip 

Select 

Edit 

Search System for 

Shipments Not 

Assigned to a Trip 

Add Shipments 

to Trip 

Shipment 

Warning 

Signs 
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Trips – Shipments (Edit) 

Edit 

Shipment 

Information 

Change or 

Add S&H 

Charge 

Close Window & Return to Trip Shipments 

Page w/o Saving Changes 

Also Number 

of Labels that 

Will be 

Generated 

Click: Save or 

Save & Print Labels 

52 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

Trips – Shipments (Ship Labels) 

Select 

Ship Labels 
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Trips – Shipments (Ship Labels) 

Click to 

Print 

Close 

Window 
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Trips – Shipments (Edit) 

Click 

Exit 
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Trips – Start Loading 

Select 

Start Loading 
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Trips – Print Packing Slip 

Select 

Print Packing Slip Status of Trip 

Note: Packing Slips can only be printed for Trips whose 
status has already changed to Loading. 
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Trips – Print Packing Slip 

Click the 

Print Icon 
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Trips – Print Manifest 

Select 

‘Print Manifest’ 

Note: Manifests can only be printed for Trips whose status 
has already changed to Loading. 

Status of Trip 
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Trips – Print Manifest 

Click the 

Print Icon 
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Trips – Departure 

Select 

Departure 

Click Submit 

If Using 
Company 
Vehicle 
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Trips – Confirm/Close 

Select 

Confirm/Close 
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Trips – Confirm/Close 

Enter Date & Time 

Location Rejected 

Items Will be Placed In 
Click Reject to 

Enter Any 

Rejected Qty 

Remove Shipment 

from Trip 
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Trips – Confirm/Close (Reject Qty) 

Enter Qty Rejected 

Click ‘Save’ 
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Trips – Confirm/Close 

Click Submit 

Note: Only items received by customer will be invoiced.  Briefcase notice will be sent 
to Sales Person informing them that shipment for their SO has rejected items.  SO is 
put on Hold and must be released prior to any changes being made to it. 
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10:00 
12:00 

$ 50.00 

$ 50.00 
$0.00 

12 

0 
60 

Trips – COD Received 

Completed Shipping 

Manifest 
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Dona Smithe 

Trips – COD Received 

Packing Slip 

Needs to be 

Presented to 

Cashier Along 

w/ Collected $$ 
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Manually Create New Trip 

Click 

Add New 
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Manually Create New Trip (Header) 

Click 

Continue 

Complete Header 

69 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

Manually Create New Trip (Shipments) 

Enter Search Criteria to Search for Specific Shipment 

(Not Enrolled in Trip /  Shipping Method/Priority Does 

Not Matter) & Click Search 

Search for Shipments: Will List ALL Shipments that Fit Trip 

Criteria AND ARE NOT Enrolled in a Trip 

Select Shipment(s) to 

Add to Trip & Click 

Add Shipments 
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Manually Create New Trip (Shipments) 

Shipment that was 

added to the new trip 
Close 

Page 
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Trips Certification 4 

1. Manually Enter a Trip 

2. Edit Shipments 

• Stop Numbers, Packaging information 

• Change S & H 

• Change Ship to Address 

• Print Labels 

• Add & Remove Shipments 

3. Print Manifest & Packing Slips 

4. Depart Trip 

5. Close Trips 

• Reject Items 

• Remove Shipments 
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Pending Shipments Register 

Warehousing 

Module Menu 

Pending Shipments 

Register Option 
Shipping 

Submenu 
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Pending Shipments Register 

Click Lookup 

Enter Search Criteria 
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Pending Shipments Register 

Return to 

Lookup Popup 

Menu 

Click to view Non Will Call Shipments 
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Pending Shipments Register (un-enroll) 

Select 

Unenroll 
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Pending Shipments Register (enroll) 

Select Enroll to Trip 
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Pending Shipments Register (enroll) 

Select Trip # 

Lists ALL pending/planned Trips 

Click to View 

Next Page 

78 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

Pending Shipments Register (Dispatch) 

Select Dispatch 

Click Submit Enter Dispatch Qty. 
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Pending Shipments Register (Dispatch) 

Click to Print 
Close PDF 
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Dispatch/Register Certification 5 

1. Dispatch Shipment 

• Using Dispatch Option 

• Using Pending Shipments Register 

2. Lookup Shipments 

• From Dispatch Lookup 

• From Pending Shipments Lookup 

3. Un-enroll & Enroll Shipments 
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Stock Locations 

Warehousing 

Module Menu 

Reports 

Submenu Stock 

Relocation 

Option 
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Stock Locations 

Enter Search Criteria 

Click Search 

Click Add 

Predefined 
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Stock Locations – Add Predefined 

Click 

Save 
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Stock Relocation 

Warehousing 

Module Menu 

Adjustment 

Submenu 
Stock 

Relocation 

Option 
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Stock Relocation 

Select Location & 

Qty to Relocate 

Click 

Continue 

Click 

Continue 

Select Item 
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Stock Relocation 

Select Relocation 

Location & Qty 

Click Submit 

*Note: Will Call locations will be displayed in Yellow  
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Adjust WC Location 
Warehousing 

Module Menu 

Adjustment 

Submenu 
Adjust Will 

Call 

Option 
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Adjust Will Call Location 

Click Add New 
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Adjust Will Call Location 

Click Save 
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Stock Relocation Certification6  

1. Relocate Item 

• Relocate to a Location item is already stored in 

• Relocate to a new Location item is not stored in 

• Adjust Will Call location 
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END Warehousing Overview 
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