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User Guide for Using Pick-It
Note: Before doing these steps, you must first perform an order or inventory
download. To do so, click on the Download button and choose Download from
DMS. Click Okay on the next pop up.

Step 1. Click on the Pick-It Step 2. Click on the To Be
tab located in the blue Picked Button
navigation bar on the left.
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Step 3. Click on the Picking Process Icon. It will be red, however, when you click

=

it, the color will change to green.
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Step 4. After it's finished downloading, your screen should get filled up with
invoices. If not, try to close and reopen PartsWizard and go back to the To be
picked screen. If they still don't show up, give Scansolutions support a call.

Step 5. Select each invoice that needs to be picked by clicking within the check box
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TO BE PICKED
Selecied Inwoice Number
Check Al o
51187255
51197249
51197248
51197245
51197244
51197243
51187241
51197240
51197238
51197236
51187233
51197232
51197229
S119T27
51197224
51197216
51187215
51197214
51187183
1197206
51197203
s1197212
51187211
51197208
51197207
51197205
51197204
S1197202
stiaram
51197200
51187168
51197198
S11AT1RT

ORE D

1000000000000
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o
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Onginal invaice
LY

S1E7073

Yes

[

& Gusbomer Name

LY

CALIBER CULFEFER

PAYPAL ACCT

PAYPAL ACCT

LAYMAN'S AUTOMOTIVE
HIGHWAY MOTORS INC.

BAANCON DILLWY Na340

BLUE RINGE AUTO PROS LLC
HARRISONBURG HYUNRDAI
COSNER BROTHERS BOOY SHOF
CALIBER CULPEPER

LAYMAN'S AUTOMOTIVE

4 D REWMAN INC

COLONWL AUTO CENTER
DESIGN ELECTRIC INC

CWILLE AUTD BODY
HARRISONBURG HYLIRDAI

BLUE RIDGE AUTO PROS LLC
BLUE RIDGE AUTO PROS LLC
ACE COLLISKON CENTER
ENDURANCE AUTO REPAIR & TIRE
ACE COLLISION CENTER
PITTMANS TREE

OJWEAVER & SONS

TAYLOR'S AUTO BODY SHOP
FOURTH ST MOTOR COn

COSHER BROTHERS BODY SHOP
CWILLE AUTD BODY

MACS SERVICE CENTER

CURB APPEAL AUTOMOTIVE PAINT
CURB APPEAL AUTCMOTIVE PAINT
COSNER BROTHERS BODY SHOP
‘COSHER BROTHERS BODY SHOP
ARAGGS RONY SHOP

Shreel Address

&
15368 BRADFORD ROAD

701 JEFFERSON STREET
3182 N VALLEY PIKE

3400 ROSSNEY ROAD

4572 SOUTH SEMINOLE TRAIL
28115 MAIN STREET

1536 E HIGH 5T #ATT

15388 BRADFORD ROAD

701 JEFFERSON STREET

P O BOX 290

PO BOX 7823

PO BOK 5772

104 MEADE AVE

2611 5 MAIN STREET

4872 SOUTH SEMINOLE TRAIL
4072 SOUTH SEMINOLE TRAIL
16 CAMPGROUND LAHE

4522 CAMPBELL AVENUE

16 CAMPGROUND LANE
10358 STONEWALL JACKSON HWY
#844 N BLUE RIDGE TPKE
ACCOUNTS PAYABLE

P.O. BOX 482

1538 E HIGH 5T # ATT

104 MEADE AVE

PO BOX 1538

2431 JOHN WAYLAND HWY
2831 JOHN WAYLAND HWY
1538 E HIGH 5T #ATT

1538 E HIGH 5T #ATT

50T RAINRRINGF ST 2ATT

Ciy

L%
CULFEFER

HARRISOMEL
HARRISONBL
DILLWYN
MADISON
HARRISOMEL
CHARLOTTES
CULPEPER
HARRISONELU
ELKWOOD
CHARLOTTES
CHARLOTTES
CHARLOTTES
HARRISONEL
MADISON
MADISON
MADISON
LYMCHBURG
MADISON
FROMT ROYAL
MADISON
CHARLOTIES
FARMVILLE
CHARLOTTES
CHARLOTTES
ASHAND
HARRISONEU
HARRISOMNEL
CHARLOTTES
CHARLOTTES.

e

CHARLOTTES .

Step 6. \With all the invoices selected, click on the print button. This will print all
your Pick-It invoice labels from the designated label printer that has already
been setup. It's printed in efficient order, according to the zone map. You will

start from the top label and work your way down.
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Step 7. Start the scanner up and choose the Pick-It button

scanWizard 0 [[J] €+ Y. < @m 8:37

Step 8. Click the drop-down arrow to select the proper Login ID., This will reflect

the user picking the order for the day, then click Sign-in.
scanWizard [l Jl| @» Y, «¢ @0 8:38 W scanwizard [l [ & Y, ¢ @& 8:30 [JScanwizard [l g} @» Y < @@ 8:38

Login ID Login ID Login ID

| ] g/ I o)
123,john muhlenkamp
148, Thomas Roach
Sign In 274,Kevin Meadows Sign In
312,Ray Rowley
418,Jerry Halfant

scanWizard (il [l @» Y% ¢ @m s:41
You will see a screen similar
. . . . 'l
to this after signing in:
| 52 MNeeded
) Qv:1 {1~
Invoice Mumber e | Invoice No: sC: Py I....--'
Customer: PO:[ --r—-"l 0,32?,.'}3:,‘19, I
lCustomer Namsr‘ 'T

Bin Location

- »Zone: | | Bin: | 0{"".

Issues:

| -

Issue Selection
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Step 9. You can now start picking your parts. Start from the top label printed
out, and work your way towards the bottom. When you find a part, attach the
label to that part and then scan the label for Pick-It to keep track of the parts
you have picked. Do this until you have all your parts accounted for and labeled.

9a. If there are multiple quantities of the same part, the scanner will say
"Quantity". This means you should look on the roll of label printed to see how
mMany parts you need to grab. You can scan each label individually, or you can
type the amount you pulled in the quantity field. Attach each label to each part.

9b. If there are multiple quantities of the same part, but your inventory is either
short, or some of the parts are damaged, you will be able to scan that printed
label, and then click on the drop down arrow next to "Issues" and choose the
issue you've come across. Hit Enter. This will reflect in the Errors Report when
you're finished.

Step 10. When you're finished, you will want to review your Pick-It report so that
you understand what invoices are still in progress, what invoices had errors or
issues, and what invoices have been successfully completed.

10a. The In Progress tab reflects Invoices that have been started but has not
been completed due to certain parts not being scanned in or picked yet.

i = 53|
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10b. The Errors tab reflects all invoices that o e

had issues when getting picked. This could be
due to a shortage or a damaged part found.

scanned, things like shortages or part

Errors tab will show any part numbers
scanned and had an issue reported while
damage will show here.

TowrsacionDnte | Ikt Humber & Newllwoice. Customer Name | SteetAddress City Stale Dip PO.# GPID SID Temor

10c. The Completed tab reflects all the
invoices that have been successfully
completed and picked.

Completed tab will show all the invoices that you
successfully scanned in, and completed.

This will detail each transaction's original invoice, new
invoice, customer name, street address, city, state, zip,
purchase order number, CPID, SID, Territory, Route, and
Status(Completed)
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Customization options for Pick-It

When you navigate to the To Be Picked Screen, you may want to customize the
view, or even add new invoices added within the DMS, to the To Be Picked screen.

-With the Picking Process enabled, it should be green. Pick-It will be continually
checking to see if any new invoices have been added. If Pick-It detects an
updated invoice, it will download it, and you will notice the Refresh button
flashing. To update the screen, simply click on the refresh button it will display
the new invoices at the top of the list.

4 Home - ¥ Downkoad - [F23) Syne Scanner - (SR [P Reconcile - [I_]ﬁmphsnng'.mm:mrs-@ﬂw' =53

-You may want to sort the list. To do so, you simply click on a column heading,
and it will sort that column from ascending to descending. If you click on it
again, it will sort it from descending to ascending.

{23 Print - s Expandal W Colapseal Vabe: SB4,6T2.74 Lines: 40 [ Column Headers ] G
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Ilnmrce Hurmier almpnalhmce |sor | customer name | [— ]Cuqr I.
(i oy (3 [ (3 (3
51196763 Mo AUTO DOGTOR
51106815 ™ TROY'S AUTOAND DIESEL
51106623 ™ TROY'S AUTO.AND DIESEL
51106868 ™ GM SPO SPRINT DIV
51106860 Mo GM SPO SPRINT DIV

-You can also filter the list by clicking on the "A" icon within right underneath a
column header. Doing this will give you some options to filter the list by. For
instance, if you were to select the "Starts With" option, anything you type
afterwards will filter the list to only show items that start with those letters or
numbers typed. For example, if we typed "1234" in the Invoice Number column,
it will only display invoices that start with 1234.
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SN 1o BE PicKED
Invesce Number & Orniginalinvesce | SOR Customer Name Streel Address City 2
“Bw [ [y i [
Ho AUTO DOGTOR
M TROY'S AUTOAND MESEL
: Ho TROY'S AUTOAND DIESEL
[0 Doy ot st i o GMSPOSPRINT DIV
B 0643 et Sl Ho GMSPO SPRINT DIV
Mo GMSFO SPRINT DV
Ho GMSPO SPRINT DV
5] Ho PAYPAL ACCT
8] Ho PATPAL ACCT
o No PAYPALACCT
o Ho CAC SHELL
o He CALIBER CULPEPER
0 Ho MARTIN'S PAINT AND BODY SHOP
o Mo MASTERS AUTO BODY INC
] Ho TONYS BODY SHOP
o Mo WHITESELL SERVICE INC
u] Ho CALIBER CULPEPER
o He HARRIS GARAGE
o Ho NEALE'S AUTO REPAIR, INC
o Mo NEALE'S AUTOREPAIR. ING
u] Ho R & MAUTOMOTIVE
o Mo ACE COLLESION CENTER
8] Ho HARRIS GARAGE




