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GlobalShip — Open and Close Manifest

Introduction

Purpose

Open
Manifest

GlobalShip is a software product used by the Distribution Centers (DC) Discount Tire
works with for distributing products to stores.

The purpose of this document is to show the steps DC employees need to perform at
the beginning and end of their shifts in order to be able to ship products. Otherwise,
products will not ship. This document includes steps used for additional tasks related
to reprinting labels and looking up shipments.

Follow these steps to open the Manifest at the beginning of the shift:

Step Action
1 After logging into GlobalShip, use the navigation pane on the left-hand
side of the screen; then click Manifest.
2 From the dropdown list, select Open/Close Manifests.
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GlobalShip — Open and Close Manifest

Open
Manifest
(continued)

Click Open.

GlobatShip™ . TMS

& Manilests

The current date shows in the date field. The List Of Carriers table
shows all the carriers being used by the Distribution Center. All carriers
need to be chosen. To select them, click the checkbox next to Carrier.

List Of Carriers

TEEDXCWOIL 01

ROADIE_WDILO1

Open  Close

Open Manifests

Manitests ar 10 store shipments for each carrier on a specific pickup date. Befors shipments can be processed for any given carmier and date 3 mantfest must first ba opened. To open a manifest, select the carrers to open,

anifosts are used to stor eachc
opecity the date to use and click Open Manifests.

0482022

List Of Carriors
Descrption Gpened Manifes(s)
T T e
© ROADIE_WDILOY AL 12022
B we_woi Wil Cat w1202

Open Mandosts

Click Open Manifests.

Open  Close

Open Manifests
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GlobalShip — Open and Close Manifest

Open
Manifest
(continued)

Close
Manifest

Click X to close the Process Complete pop-up window.

Process Complete %

Opening FDX_WDILO1 for 2022.04-11

Manifest opened successfully

Opening ROADIE_WDIL01 for 2022-04-11
Manifest opened successtully

Opening WC_WDIL01 for 2022-04-11
Manifest opened successfully

Note: If you don’t select the carriers before clicking Open Manifests, the
system will give an error message stating “Unable to ship order, please
open manifest”. The error message is not shown here. But if you receive
it, close it out and go back to Step 4.

Follow these steps to close the Manifest at the end of the shift:

Step

Action

1

Click Close.

L]
Open Clos%.

Open  Close,
¥

Close Manifests
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GlobalShip — Open and Close Manifest

Close 2 Click the checkbox next to Manifest.
Manifest
(continued) orebatsnp 5 T

I

& W

m ©

Open Close

o
&

Close Manifests

Closing a manifest will prevent users from processing additional packages under the specified manife
few minutes o close each carmier

[w#] Inclade Empty Manifests

List Of Opan Carriars

04172022 FOX_WDiLoY
0 L0AD D

42022

0411172022 WC_WDILOY

3 Check all the information in the List of Open Carriers table including
Carrier and Volume. Click Close Manifest.

Open  Close

Close Manifests

Note: This needs to be done every single day at the end of shift to be
able to ship. If they don’t do this, they won’t be able to ship.

4 Click X to close the Process Complete pop-up window.

Process Complete %

Closing FDX_WDILO01 for 04/11/2022
Manifest dosed successhully

Closing ROADIE_WDILD1 for 04/11/2022
Manifest cosed successfully

Closing WC_WDILO01 for 04/1172022
Manifest dosed successfully

Note: This screen can error out. In that case, click Close Manifest
again, and the process should complete showing the Process Complete
pop-up window.
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GlobalShip — Open and Close Manifest

Follow these steps to reprint labels or look up a shipment:

Action

Click Shipments.

GlabalShip "* ™S

Shipments

)] o

Close

Open

Reprint
Labels or
St
Look Up a 1ep
Shipment
2

Click Query.

Auto Ship

] L 3
Shop Rate

m
INTL Pack

©
LTL Pack

o
AutoShip  INTLPack LTLPack Shop Rate Ship Quary Resat

@ Shipment Details

@ Addre

8 Bowso

-
Ship

Quary

%

" * -

& Special Services * 7
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GlobalShip — Open and Close Manifest

Reprint 3 In the Shipment Query we need to apply a filer. In order to apply a filter,
Labels or click the arrow in the field ‘Field to filter’. Then select Delivery Number
Look Up a from the dropdown list. This will apply a filter to the Shipment Query
Shipment pop-up window.

(continued)

@ GlobalShip 4.0 - Google Chrome. - o e
& gsswp01.tric.com:1000/Core/Query/transfer.aspx

shipmentquew Theex tabike Inbow displays information sbout shipments you have mude. You mary dick on columnn beaders 1o change the display order o chamge
the number of shi displayed per page. For additional i iom please contact your malroom admisistrator.

RESULTS FILTER {optional)
Date Field Current Filters
Created | Shipped ' Volded -
Start Date v ~ -
End Date el h o
(Leave End Date blank for single day fier) Package Cour
Display | 10 | rowes per page. | Change Count Use Archive g"-"f'“ L:-‘

Shipment 11 '['[-:' P,

4161 LL] 472022

TITHZ PW Tt Boade

4161 9815 A0z (] LT WA ROADIE_WOOMOL | STD
3702 P Tett Roade

4161 9808 o702 L Na Na ROADGE_WOOHO1 | STD
1702 PN Tt Roade

4101 809 A72022 L N Na ROADGE_WOOM01 $TD
HINCIPM | Teit Roade

4161 810 w2022 L] L} L} ROADGE_WOOMO1  STD
x L] Test Roadi

4161 LU AT/2022 L] L) L) ROADME_WOOHO1 | $TD
2702 PN TeR Roade

4161 L H AT2022 L] L} L} ROADIE_WOOMO1 | STD
LIT0L MM Test Roads

161 9813 4712022 ] na N ROADGE_WOOHO1 | STD
TATOZPM | Test Roade

Py (o000 | wmmem2 s wa [hoa | nosote_woorar | sto |
2007 P Tet Roadee

4160 L) 472022 L] L NA ROADGE_WOs01 | STD
EINOTPM | Test Roade

| pageronza

<< Prew Mt >

4 Enter the Delivery Number in the ‘Search for’ field.

@ GlobalShip 4.0 - Google Chrome. - =] x
@ gsswpO1.tric.com:1000/Core/Query/transfer.aspx
Shipment Query The table below displays information about shipments you have made. You uy dlick on column headers to change the display ordes or change
the number of shi displayed per page. For additional i iom please contact your malroom administrator.
RESULTS FILTER (optional)
Date Field e =0 Current Filters
. A o
Delivery Number v | Like Filter
Start Date - v -
End Date ¥l .
(Leave End Date blank for single day fiter) . -
oisplay | 10 | rows por page. | Change Count Use Archive

Shipment 11 'l'[':' D00 | o ind

4161 LLL] 472022 L] A L ROMDGE_WODOMO1 | STD

5 | Click Filter. '

@ GlobalShip 4.0 - Google Chrome. = o x
& gsswpO1.tric.com:1000/Core/Query/QueryDefault aspx
SllipmentQuerv Tt talshe e clisplanys bt yosts s eradhe., Yioul ey cficl on Dok hisaders 1o Chamges the Saplay erter of chafge
the number of shipments displayed per page. For additional information please contact your malirmom administrator.
RESULTS FILTER (optional)
Date Field e Current Fiters |
o O e e (N TS |
Bt Date vl[ v v LBE 1995 ©
Search for: Remove Fiter
End Date vil v hat
{Liie End Date blank for single day fiter)
[Display | 10 | rows por page.  Change Count U Archive

4141 92 /62022 JAMES 4 vz WA }q}u_mlo: o ITITIINING | OORNIS
LIS26PM | AMES 1:35:30 PM | |

4141 o0 A'6/2022 JAMES 4 4/62022 WA FOX_WOGAD] =D INTINNS ORI
1:35:26 P JMES 1:25:30 P |

141 9 4/6/2022 JAMES 4 A WA | Fox_wogan: | ko ITITISI0 | 0OKIS2IMNO '
EISISPM | ANES 13531 P

4141 703 462022 JMES | 4 4wz A FOX_WDGA | HO risenses | oo |
13526 PM MMES | 1:28:30 P

[ | Page 1ol 1 ]

oo Prey Mext > |
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GlobalShip — Open and Close Manifest

Reprint 6 On the Shipment Query screen, you will find a Shipment ID that needs
Labels or to be reprinted or a shipment that needs to be voided.
Look Up a Click the Shipment ID.
Shipment
(continued) i - o x
& gsswpO1.tric.com:1000/Core/Query/QueryDefault.aspx
ST ery et (iptared par o Fo st ions ndermation pase contac vous matrcem combarase,
RESULTS FILTER (optional) .
m::-a ) shipped  Voided T e — I
Start Date v s v Doy Nmmboes LINE TRz )
Soarch for: Remove Filter

End Data el v w
{Liive End Date blank for single day fiter)

[Display | 10 | rows per page.  Change Count Usn Archive

INTISININS

| coRX92199%

!

OORIIZI 99
FTITISLD i ORI

ORI 199 ]

J. 135026 P JAMES [ .'.35.13"‘-'-‘” '*.-']
7 In the Shipment ID Details pop-window opens.
At this point, you have a choice to reprint the labels or void the

shipment.

To reprint the labels, click Reprint Labels. This will send the labels to
the local printer.

To void the shipment, click Void Shipment.

lHl:nldIHeleaseI!-ﬂ IFLEI:-nntEt]L

= a e i

@ GlobalShip 4.0 - Google Chrome —_ o =
& gsswpl.tric.com: 1000/ Core/Cuery/querydetail.aspx
Shipment 4141 Details:

Shipment 1D 441 " o0E2
Created AB022 1:35:26 PM Reference 2 WA
Carrhor Codha [FO0_WOGA01 Rederonce 3 LY
Servios Code HD Reference Mumber 4 N2
Paymant Type PREFAID Reference Mumber 5 WA
T 2

Tracking Number 271735102429
Package Count 4

Adddress Detalls

Diighn Address Return Addrews
Company: GA Discount Tiew Direct Compary: GA Désgount Tuw Dinect
Contact: WA Contact: (GA Descount Taw Dinect
dddress 1 7780 SPENCE RD s 12 7780 SPEMCE RD |
Maldross 3 Sute B Aubcbress 3 Sute B
Address 3 WA Address 3 WA
aledress 4 WA ke 4 Wa ‘
city: Fairkarn ity Fasriurny
Sate: (=1 State: o |
b M2L3-IH7 F M0213-2947
Country Code: us Country Code: us
L 555-585-1204 Phicsrwiz: 5555551204 ‘
Fax: WA o WA
Tl [T il WA
Carvbor Aocoamt; My Carvbor Aocoumi: Oy
(et bration Ackbross Payoe Ackleoas A
Company: LAMES -
Contact:. 1AMES,
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GlobalShip — Open and Close Manifest

Reprint After making the choice to reprint the labels or void the shipment, your
Labels or steps are complete, there are no other screens that open.
Look Up a Click X to close the window.
Shipment
(continued) @ GlobalShip 4.0 - Google Chrome - Dg
& gsswpl.trtc.com: 1000/ Core/Cueny/quenydetail.aspx
Shipment 4141 Details:
Shipment Details Hold I Release l 1-4 I Reesprint BOL I Reprnt Labels I oad Shipment |
Shipment 1D 4141 Delivery Humber 0052921999
Croated 482022 1:35:26 PM Rederence 7 Wa
Carrber Code FOO_WOGAN] Rederace 3 Wa
Service Code HD Reference Mumber 4 WA
Payment Typse PREPAID Rederence Mumber 5 WA
Zone 2
Tracking Number 271735192429
Packasge Count 4
Adddress Detalls
Ovigin Address Returmn Addmes
Compary: CA Discount Tiew Direct Compary: A Disourt Tiew Direct
Contact: Hia Contact: A Dincourt Tire Direct
Address 1: 7780 SPENCE RD pr— 7780 SPEMCE RD !
Aadelress 2 Sulte B e 2 Sute B
Addresa 1 ik Address 1 W
falelress 4 & Address 4; Wik
city: Fairtuan ity Fairburn
Stato: [ State: [ |
P WZLITAT Fi 302132947
Country Code: us Country Code: us
e SH5-335-1204 Prharee: SEREIS 1M
Fax: Hia Fax: Wis
Emall: HiA il Wa
Carrber Account: COmpany Carrbor Aooousit: Ty
Derstinuation Addiness Payes Ackiress MM
Compary: JAMES -
Contact: ___JAMPS
Contact Contact the Service Desk at support@discounttire.com or 800-366-4399.
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