STANDARD OPERATING PROCEDURES
ALKO OUTLET — GALLO CLOTHING — SCRUB PRO UNIFORMS

RECEIVE SHIPMENTS FROM ALKO WAREHOUSE

1. Login to “Home Office Receiving”
2. “Role Center — Retail Store Shipping and Receiving” will open.
3. Click on “Receive Line Scanning”
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“Receive Line Scanning” will open.

The curser should automatically appear

in the “Input” box.

A) Scan the “Document #” on the sticker
attached to the “Transfer Shipment”.

B) After scanning the barcode the transfer
number will appear in the “Input” box.
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A) Scan the “Package #” on the sticker :

attached to the “Transfer Shipment”. s
B) After scanning the barcode the “Package #”

will appear in the “Input” box.
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Scan “Close Package” Barcode
Scan “Close Order Print Force” Barcode.
A “Transfer Receipt” will print out. Staple

the “Transfer Receipt” to the “Transfer Shipment”.

Keep these sheet in a file at your store, you do not
to send them back to Home Office.

RECEIVE LINE SCANNING

Scan the barcodes to close Transfer Shipments and Purchase Orders that are going into your store.
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