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	                             Fulfillment - Work Instructions
Owner/ Department: IBU-BAH, Operations



	Overview
	Fulfillment staff must ensure the following steps are followed for receiving & processing shipments. 

	Person Affected
	Applicable to all SMSA Employee working with fulfillment department

	Instruction
	Fulfillment receiving procedure:

Fulfillment staff should be responsible for the below:
· E-mail communication with the customers & data upload.
· Fulfilment Agent/Clerk should confirm, add the stock & inform customer within 48 hrs. Upon receiving the inbound stock.
· Counting, scanning & checking the SKU quantity, printing the SKU labels & adding the quantities on the system.
· Receiving & checking the SKUs quantity before storing & storage on the racks
· Receiving the RTS shipments, opening the shipments, applying COD RTS scan after getting confirmation of adding to stock with comment “Fulfillment Project Added to Stock”.
· COD RTS scan will be accessed only by assigned/authorized staff in Fulfillment. It will be the responsibility of assigned staff to maintain the secrecy of his password and not to share with anyone to avoid misuse of the scan. Manager to send request to Service Quality to get access of COD RTS scan for his staff. 


Receiving Shipments:
· Shipments received from customers directly & RTS shipments from station
· Open the shipment & sort the items as per SKU number
· Print the barcode label for SKU number & paste on the items if the product doesn’t have SKU number.
· Physically check the quantity.
· Add the quantity to STAX system per SKU number & assign the location for each SKU.
· Sort the shipments according to SKU number & move to the assigned locations on Racks
· For RTS shipments apply COD RTS scan with comment “Added to stock”
· Send email to the customer, informing them the received quantity & update stock status report.



Fulfillment Dispatching Procedure:
Fulfillment staff should be responsible for the below 
· Receiving the orders from the customers, adjusting & uploading data onto system using STAX template.
· Printing the Master Pick Ticket, packing slip & generating AWBs
· Picking the SKUs from racks, counting & checking the SKU’s quantity
· Pasting the AWB to the packages & applying proper scans & handing over to station
· Supervisor should be responsible for ensuring the proper scans & process are followed by fulfillment staff

Dispatch Process: 
· The excel file of orders for dispatch is sent by customer 
· The file is uploaded into STAX system to locate the SKU, Location & quantity 
· The excel file is then adjusted to upload in SECOM for AWB printing 
· The AWB’s shall be attached by checking the same reference for the order number on the AWB.
· Prepare handover manifest.
· Once the order is packed, Apply Proof of Pick-Up (PUP) with comment scan in core system “Handover to station”
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