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FOR OTHER DEPARTMENTS
AND STORES




NOTE: For deliveries of orders placed by Inventory Control,

refer to the guide on receiving POs for inventory control.

We may receive three types of deliveries outside of Inventory Control orders: fixture zone orders for

outlying stores, mattresses for outlying stores, and deliveries for other departments within the

ROC.

FIXTURE ZONE ORDERS FOR OUTLYING STORES

|deally, you should have a pallet for each order the carrier has for you. Generally, the carrier will contact

someone in inventory control ahead of time.

Before signing off on the carrier, check the total number of shipping units against the quantity on the
shipping labels. This should be the total number of boxes.

. Move the orders back to the Inventory Control cage.
. Pulland copy the packing list for the first order.
. Check off every item on the packing list. Open boxes if needed to verify every item.

NOTE: If any items are missing, contact shipping@thefixturezone.com and notify them. If it won’t take

too long, wait until Fixture Zone has resolved the issue. Otherwise, continue with notes on the copy of the

packing list.
. Sign and date the copy of the packing list you checked off.

Scan both copies to your email and save the attachment to G: >Everyone > Inventory Control > ROC

Inbound paperwork > current month. The filename should be “YYYY-MM-DD _store number-PO
number.” (Example: 2024-08-15_085_047960)

. Open a new blank Word document and label each order. The font size for the store number is 300, while

the rest is 48. Use an entire page for each label such as the example below:
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9. Open the “fixture or Supplies sign off sheet” from G > Everyone > Inventory Control.

M= envelope 9/8/2023 1:05 PM Microsoft Word D... 14 KB
E 472472024 2:47 PM Microsoft Word D... 13 KB
fixture or Supplies sign off sheet 47172024 11:13 AM Microsoft Word D... 21 KB
g 472477024 7-47 PM Microsoft Word ) 71 KR

10. Change the Store number and Date and print for each order.

Stgre: 085 Date‘ 4/25/2024 '
Bvsgnin;g you are confirming the receipt OPTRTures or Supplies. Please verify all pieces have

|abels matching your store number listed above.

1 ‘ gaylord or shrink-wrapped pallet
or
n/a totes
n/a boxes
n/a bags

11. Open the envelope file from Inventory Control at G > Everyone > Inventory Control.

1Y OT s grder movement log 472472024 11:26 AM Microsoft Excel W... 128 KB
9/8/2023 1:05 PM Microsoft Word D... 14 KB
0= em 472472024 2:47 PM Microsoft Word D... 13 KE
M= fixture or Supplies sign off sheet 41,/202411:13 AM Microsoft Word D... 21 KB

12. Change the store number and print a copy for each order.

SIGN OFF SHEET ENCLOSED
SIGNATURE REQUIRED FOR

DELIVERY TO STORE 085

13. Tape the printed label to the front of each corresponding order.

14. Place the sign-off sheets in each corresponding envelope and tape them to the tops of the

corresponding orders. Then, take a picture of each order and send it to your email.
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15. Transfer pictures to the Team's Transportation/Inventory Control chatroom.

A ' Transportation/Inventory Control / Chat Files

17. Open the master order movement log from G > Everyone > Inventory Control.

@ master crder movement log

B lanitarial 3 month order

nrtorial log

attress invoice envelo

mattress invoice envelopeb

= 00 P
6/9/2023

11:06 AM

7/13/2024 4:03 PM

7/29/2024 9:50 AM

6/25/2024 11:47 AM
2024 1:26 PM

Ul

¥

Microsoft Excel W...
Microsoft Excel W...
Microsoft Excel W...
Microsoft Word D...

Microsoft Word D...

18. Go to the sheet PO inbound to ROC. Fill in all information on a new line. Click Save.

NOTE: The placement date will be on the packing list as the ordered date. The description can be

broad as you save the packing list to a file.
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MATTRESSES FOR OUTLYING STORES

1. Vendor Contact and Preparation: The vendor will contact someone from Inventory Control beforehand.

e Quality Bedding: Ask how many stacks of mattresses are expected for delivery, and prepare
the required number of empty gaylords.

e Brooklyn Bedding: Brooklyn Bedding mattresses will arrive already wrapped on pallets.
2. Receiving the Delivery:

e Quality Bedding: Check the individual mattresses against the invoice or packing list provided

by the driver to ensure the total number of mattresses matches the list.

o Brooklyn Bedding: Check the total number of mattresses on the pallets against the invoice

or packing list provided by the driver to ensure the number matches the list.

NOTE: If any items are missing, note the discrepancies on the copy you sign before returning it to

the driver. Make a copy of the invoice or packing list for your records.
3. Moving the Mattresses:
e Quality Bedding: Move the mattresses to the Inventory Control cage.
e Brooklyn Bedding: Move the mattresses to the staging area.
4. Scan the invoice or packing list to your email.

5. Forward the email to the store. Carbon Copy (CC) InventoryControl(@goodwillaz.org. The subject

line should read vendor name mattresses for store number. The body should have the following
statement: “Your mattresses have been received and staged at the ROC. The invoice is attached to one

of the mattresses and this email.”

6. Open a blank Word document and label each order. The font size for the store numberis 300, while

the rest is 48. Print a label for each stack or pallet. It should be laid out as seen below:
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MATTRESSES FOR OUTLYING STORES (continued)

7. Open the master invoice envelope from G > Everyone > Inventory Control.

me Share Wie

» ThisPC » Goodwill (G:) » Everyone » Inventory Control

Date modified Type
ceess M fixture or Supplies sign off sheetb 7/1/2024 1:05 PM Microsoft Word D..
PP Bz Inventory Control Office Supplies 11/9/2022 2215 PM Microsoft Excel W...
oads B Janitorial 3 month order 6,/9/2023 11:06 AM Microsoft Excel W...
nents /1372024 4:03 PM Microsoft Excel W...
- 7/29/2024 9:50 AM Microsoft BExcel W...
i 6/25/2024 11:47 AM Microsoft Word D...

8. Change the store number and print.

MATTRESS
INVOICE FOR STORE

sem 085

9. Tape the labels to each stack or pallet in a visible location.

10. Place the paper invoice or packing list in the envelope and tape it to one of the stacks or pallets in

a visible location.
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ORDERS FOR OTHER DEPARTMENTS

1. Verify that the delivery is for someone at the ROC. Look for our address, company name, or the
name of someone you know who works here. Deliveries for other companies in this building may

accidentally be delivered to us.
2. Check the number of packages against any available shipping slip before signing.

3. Examine the shipping slip and any shipping label or attached packing list to determine which

person or department the delivery belongs to.

4. Scan the paperwork to your email. Preferably, use a packing list or invoice. If unavailable, the

shipping slip or a picture of a shipping label will do.
5. Save the document to G > Everyone > Inventory Control > ROC Inbound paperwork.

6. Open the master order movement log.

me Share
@ Goodwill (G:) » Everyone » Inv@ v O
A Name = Date modified Type Size
ects ROC Inbound paperwork File folder
Store Receipt of Supplies or Fixtures Out... File folder
P 8% envelope Microsoft Word D... 14KB
ents 05 envelopeB Microsoft Word D... 138
0ads ] fixture or Supplies sign off sheet Microsoft Word D... 21KEB
] fixture or Supplies sign off sheetb Microsoft Word D... 21KB
- 7] Inventory Cantrol Office Supplies Microsoft Bxcel W 19KB
B: Janitorial 3 month order Microsoft Exc 12KB
ws (C) Microsoft Exc 119KB
Microsoft Excel W... 143 KB
e Wicrosoft Word D... 47 KB

7. Email the document to the person to whom the delivery belongs. Include what you believe it is

and where you will be bringing it.

8. Go to the PO inbound to ROC sheet and fill in as many details as possible. In the description, include

who or where you will bring the delivery. Click Save.

master ordh tlog - Excel Elliott Dunham
Insert  Pagelayout  Formulas  Data  Review View Help  © Tellmewhatyou want to do
¥ — = = 3 A
Calib S KA FS=2 % B wepTet General - = 4 J | &= U)(@

D B - alibri A A = % 2 Wrap Tex eneral 2 - 5 o- ZY
Pate o |7 ou-|H-|&-A- === E Merge B Center = § + 9 5 | 4§ f4 Conditional Formatas Cell  Insert Delete Format —_  Sot&
- Formatting~ Table= Stylesw - - - Filter =
Clipboard = Fant ) Alignment ) Number ) Styles Cells Editin

K395 e 5

placement date storeorROC  vendor PO, invoiceor  receiveddate receivingIC  description of order and comments
employee who tracking number member
1 H placed order
428 ecom/Richelle  ULINE ? 7/23/2024  Elliott carton of blank white pricing labels given to lead in ecom cage « e v s e
420  7/23/2024 Elliot D HelloProma 17339 7/23/2024  Gilbert -
430 Holly for Amy KubeCosteo ? 7/23/2024 _ Elliott £ Garton of kleenex, left with person in the office next to Amy st e
431 7/23/2028 | 085 FixtureZone | 047960 7/23/2024  Gilbert d supplies I e e e 4 s o s o
432 7/33/2000 | 838 Fixture Zone | 047968 7/23/2024  Gilbert Hangers and supplies
433 7/24/2000 | 099 FixtureZone | 048072 7/25/2024  Gilbert Thermal Paper rece R
= e e 2 e 0 o 6 0 b O o0
"
| ROs supplies sent out { PO inbound to ROC 0 outbound from ROC | validation ® « ¢ e 0 0 6 6 6 0 6 0 0 0
s s s e s 00 0 000 00
.+ e s e e e s e e e 0O 00O
9. Take or bring the product to who it belongs to. T rrreseecesseee
- - s e s s s e e 000000000
s s s s 00000000000
« s v e o000 00000000
cc e s e s 00000000000
6 c s s 000000000000
e s e 0000000000000
1+ 0000000000000
e+ +0+00000000000



