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PACKING SLIP



» Multiple age c

» The EZ/8 hardware request has a checklis
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processing sequ
The hardware shipping form is separate from the che

must be completed, printed, signed, and placed in the box for the
customer's review, once the hardware has been received.

Lets discuss the Hardware Shipping Form first:



WHICH FORM DO | PICK?

There are two forms available from the Service
Desk Sharepoint Site:

MTG Packing List:

If you select this option, you will need to
creafing the packing list by choosing to
manually save the completed form to PDF
format.

MTG Packing List PDF Sheet:
If you select this option, you will be prompted
to create the PDF packing list automatically.

Name -~
MTG Inventory
| Milage log form.xls
| MTG Packing List.docx

, M
[Z ~MTG Packing List-PDF
Sheet.docm

Mame -
MTG Inventory
| Milage log form.xls

() M MTG Packing List.docx

M
S ~MTG Packing List-PDF
Sheet.docm



THE HARDWARE SHIPPING
FORM:

Here is an example of the hardware shipping form.
Pictures of the shipped item are included, and the
item specifics can be listed in the top section.

This form is signed and printed, then placed in the
box for the customer to review upon receipt.

The electronic version of the form is also uploaded to
the hardware shipping ticket.

This form can be downloaded from

Tag#:
Tech 15.6inch, 32GE RAM,
g ports
1 Farm Rd., Mountain, AG 39399
s
Tracking No.
Frlil I
Signature:
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https://mtheorygrp.sharepoint.com/:w:/s/HelpDesk/EbI_ir79oCBFsP5sy9WuebIBceGlxZ3d1c016jh7KPPw2A?e=lzwoqB
https://mtheorygrp.sharepoint.com/:w:/s/HelpDesk/EbI_ir79oCBFsP5sy9WuebIBceGlxZ3d1c016jh7KPPw2A?e=lzwoqB

MTG PACKING LIST PDF SHEET:

From the Sharepoint site, scroll down to the
Shared Documents area. Several folders
are available here.

Select the Inventory Management folder.

+ New v 3 Page details Analytics

MTG Inventory

ﬂ Milage log form.xls

@Y MTG Packing List.docx




MTG PACKING LIST PDF SHEET: :
PART THREE

open this document on
the Sharepoint site.

Name ~

@l Open

[ Share

MTG Inventory

= Milage log form.xls

Instead, click the three dots to download a & Copy link

copy of the file to your local computer. 5| MTG Packing List.docx T Delete
Once downloaded, open the file in Word. | MG Packig st FOF

Sheetd
eerdonm =) Rename

s Pinto top

i i Edit in grid vi
Upcoming Live Courses 5 Edit in grid view

+ Add event Details



MTG PACKING LIST PDF SHEET: :
PART FOUR R

Open This M-TREORY

document on the

[ Dell Latitude 3400 |

Happy Framers 120241101.0005

Dell Latitude 3400

h 15.6 inch, 32GB RAM,
ions: 512GB SSD. HDMI & USB
ports

. . Typein Serial# or Service | Type in serial or service Gt Contrt Trachingo.
S customer/company
harepoint site. —

Delllaptop

Tpeiieinike
. Emailoftheuser: | Typeinuser'semall | Tech Type in device specs.
|ﬂSTeCId, C“Ck The Thl’ee dOTS - Specifications:

to download a copy of the

fl | e -I- '0) yo ur | oOCQ | com p U -|-e r Type in the address (stregt [with Suite/Apt 4 if applicable], city, state, zip

code) where the device will be shipped to

e O R
. . name Tracking No.
the file in Word. Soory
Signature:
Fill out all fields as indicated. temsinshipment
0 Type in hardware & check the box on the
left left

0 Type in hardware & check the box on the 0 Type in hardware & check the box on the
left left

0 Type in hardware & check the box on the 0 Type in hardware & check the box on the
left left

Wednesday, November 20, 2024




MTG PACKING LIST PDF SHEET:
PART FIVE

choose “save’” on this
document.

Design  Layout References Mailings Review View Help Acrobat  Table Design  Table Layout

Hit the X instead.

MTheory Serial# or Service | 123456789
Tag#:

THT11111.3333

, Tech ARCASE
You will be prompted to create the PDF "

' ' ShiptoAddess | BMkgile [/ |
p O C |<| n g S | | p . Ship to Address: 313 Mockingbird Lane . -

Quality Control By: w 8 :
Save as printable pdf file?

Approvedby
Once created, the packing slip will be ||
placed in the box for the customer to see. ""“"T'“*“"";“:‘ — ___
° o 5 |:| ypem araware & cnec epoxpi d@ine pox onthe
The PDF version of this document is to be . -

i
uploaded to the ficket. o
left left

Let’s discuss the shipping request template
next.



HOW TO ACCESS THE SHIPPING REQUEST TEMPLATE:

» Use the template drop down menu in the upper right hand corner:

» Select "Hardware Shipping Request”

RECENTLY USED

HD SHP - Hardware Shipping Request

00& - Printer Trouble

» This will populate the ticket with a premade
checklist. If your ticket already displays the
premade checklist, continue to the next step. [l

ZZZ001 - ZZZ Test Form DO NOT USE
COMPANY

001 - Ticket Template

003 - PC Wont Boot Up

HD SHP - Hardware Shipping Request
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hardware: merge duplic

* Verity Shipping Address listed in ticket is correct

Y%

« Verity if request needs additional supporting hardwagg” (Yor
example, cables)




« Download the Hardware Form (MTG Packing
SharePoint Site

« Complete one form for each hardware type. Be sure 1o /
include all photos and all supporting hardware (cables eiz:

* Print and sign form. Place a copy of the signed form i the box
(on top, so the customer will see the form first uponopening
the box.)




@ A

- Update ticket with tracking information and ac
relevant notes.

* Make sure that customer has been notified of ticket status
(this can be done by CCing them in the ticket update step
above.)

« Set completed/packed box out for the carrier 1o pick up.




« Once box has been delivered, folloy
make sure that hardware was delivered and is work

« Update ficket once the customer has confirmed that
hardware has arrived, has been installed, and is working

* Place ficket in "completed” status.
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