rite SCAN

riteSCAN®
ORDER PICKING GUIDE

VERSION 6.50.X.X



Copyright © 2018 riteSOFT, LLC
Published September 2018
Revision 6.50.X.X

All rights reserved. No part of this document may be copied, photocopied, or reproduced in any form or by any means without
permission in writing from riteSOFT, LLC. riteSCAN is a trademark of riteSOFT, LLC. All other trademarks, service marks, products,
or services are trademarks or registered trademarks of their respective holders.

riteSOFT, LLC reserves the right to alter the contents of this document without prior notice. While every effort is made to ensure
that the contents of this document are correct, no liability whatsoever will be accepted for any errors or omissions.

This document is copyrighted work and is protected by local copyright, civil and criminal law, and international treaty. This
document further contains secret, confidential, and proprietary information belonging to riteSOFT, LLC. It is disclosed solely for
the purpose of it being used in the context of the licensed use of the riteSOFT, LLC software products to which it relates. Such
copyrighted works and information may not be published, disseminated, broadcast, copied, or used for any other purpose. This
document and all portions thereof include, but without limitation, copyright, trade secret, and other intellectual property rights
subsisting therein, and relating thereto, are and shall at all times remain the sole property of riteSOFT, LLC.

riteSCAN Order Picking Guide 1



riteSCAN® Order Picking Guide

Version 6.50.X.X

Contents
1 RITESCAN ORDER PICKING INTRODUCTION ...ccccteeuereereenereneenncrenscrnseresscrsscssssessssssssessssssssesassssnne 3
1.1 ORDER TYPES. ... eitttttttueieeeeeeerutuieeeeereesranieseeessessaneasesssssssannaesesssssssannsesessssssnsnnsesessesssnnnesessssssssnnneeesssses 3
1.1.1 Yo LR O (=3 3
1.1.2 o Lo SO = SRR 3
1.1.3 R0 LI O (=T TR Y= 4 -2 3
1.1.4 DiSPALCH INOLES....ccceeveeeeeee ettt e e et e e ettt e e et e e e ettt e e e e tsa e esssaaessasaaasastsaaeesssaessssenaan 3
2 ORDER PICKING OPTIONS ....cuutiiitiittrneeeieeerteeeensssssesseeesssssssssessesssssssssssssesssssssssssssessssasssssssssssnnnnes 3
2.1 OPTIONS IMENU ..vvvviieeeieitreeteeeeeeeesstateeeseeesessaateeesesesesaassasstesssesasssaseeesssssassasssesesssessabesesesssesssaransseses 3
2.1.1 L2 Y= =] Tol N 4
2.1.2 R Lo Y L L= 3 4
2.1.3 SPHOW PIINE DIGIOG «.oceeeeeeeeeeeee ettt e et e et e e ettt e e ettt e e et e e e s isasaeestsaaassssaessssananaanns 4
2.1.4 Lol = o LT L A O TV L SN 4
2.1.5 o] L=4 RSP 5
3 PICKING AN ORDER ....citttteeeeriieerieeennnneseesreeesnnsssssssssesssssssssssssessssnsssssssssssssnsssssssssssssnnnsssssssssssnnnes 5
3.1 PICKING SALES ORDERS ..vvvvvreeeiiiiiuuerteeeeeesisiusseeesesssesissssesesssssssssssssesssesssssssssessssssmsssseesssssssssssssesesssosnns 5
3.2 PICKING BACK ORDERS ...vvvvtreeeiiieitteeeteeeeesesiusseeeeessssssssseseeesssessstssssesssesssssssssesssssssssssssesssssssssssssesesssennns 9
3.3 PICKING SALES ORDER RESERVES ....uvvveeeeeeeieitrreeeeeeeeiesunseeeeeessesssseeesesssesssssssssessssssssssssseessemsssssssseessennns 13
3.4 PICKING DISPATCH NOTES ... iietieuituiieeeeeretttiieieseeerersrsnaeseeereessanaeseessssssnnaaesesssssssnnneesessssssnnmneesessssssnnnn 13
4  ADDITIONAL HELP AND SUPPORT ..ccuuutiitttteereneessserreeesmnnssssessseessssssssssssessssssssssssssssssssssssssssssssnnnes 13

riteSCAN Order Picking Guide 2



1 riteSCAN Order Picking Introduction
riteSCAN Order Picking can be found under the Picking tab in riteSCAN. The Order Picking module is
separate from the Sales Order Picking, Sales Order Reserve Stock and Dispatch Note modules which
are available under the Orders tab. This guide will cover the use of the Order Picking module.

1.1 Order Types
The Order Picking module supports several different Order Types. The riteSCAN Administration Guide

should be reference for more information on how to setup riteSCAN to use a particular Order Type. A
brief description of each Order Type can be found below.

1.1.1 Sales Order
The Sales Order type is used for orders that have items “Shipped” in SYSPRO. Use this if you ship items

when creating orders. Alternatively, operators can release back order from this module. This way
orders that are kept in Back Order as well as Shipped when being picked can use this order type.

1.1.2 Back Order

The Back Order type is used for orders that have items in back order in SYSPRO. Use this if you keep
your order in Back Order when creating orders.

1.1.3 Sales Order Reserve

The Sales Order Reserve type is used for orders that have items reserved when creating the order in
SYSPRO.

1.1.4 Dispatch Notes

The Dispatch Notes order type should be used if you create Dispatch Notes in SYSPRO as part of your
order process. When Dispatch Notes are created in SYSPRO, operators in riteSCAN can pick the items
that have been dispatched. When picking is completed a custom form can be updated to indicate the
order has finished picking.

2 Order Picking Options

2.1 Options Menu

The Options menu allows you to perform various functions in Order Picking.
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Order Picking - Matt Lauer

Options

Reset Pick
Show All Lines EL :%
Show Print Dialog

Increment Count
Pallets

Stock Code Clear

Complete Close

2.1.1 Reset Pick

The Reset Pick option allows an operator to Reset the picked quantities for all Order lines back to zero.
This allows the operator to begin re-picking the transaction from an unpicked state.

2.1.2 Show All Lines
The Show All Lines option will display all Order lines in the grid regardless of pick status and remaining
pick quantity.

2.1.3 Show Print Dialog
The Show Print Dialog option will display a dialog for any Print Targets you have defined in the

riteSCAN Administration application. See the riteSCAN Printing Guide for information on how to setup
Print Targets.

2.1.4 Increment Count

The Increment Count option allows the operator to count each Stock Code scan as a quantity of one.
Each Stock Code scan will add 1 to the picked quantity. This allows operators to use Order Picking in a
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manner in which each item to be picked is scanned rather than scanning once and providing a total
pick quantity.
2.1.5 Pallets

The Pallets option allows Pallet Tracking functionality to be used in the Order Picking module. Please
refer to the riteSCAN Pallet Tracking documentation for more information on Pallet Tracking.

3 Picking an Order

The process for picking an order will be slightly different for each Order Type. The process for each is
outlined below.

3.1 Picking Sales Orders

Enter or scan a Sales Order number into the Order # field. The order data is displayed.

Order Picking - Matt Lauer
Options

]
Order # [1159 B 3
Bikes and Blades - North, Comments:

Line ‘Warehouse | Stock Code | UOM| Bin | Lot Quantity Picked | Quantity Req.
o E A0 EA E 0 10
| 4 E A101 EAE 0 8
L+ 5 E LOT100 EA E 0000000500 0 1

StockCode| || Clear |

Complete

Close

You can click on the blue link label for more information about the order. The text of the link label and
the summary popup window that displays can be modified following the instructions in the riteSCAN
Screen Customization Guide.
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Order Picking - Matt Lauer

Opticns
Order # |1159 ‘ B &
Bikes and Blades - North, Comments:
Linel Warehouse = Stock Code | UOM | Bin | Lot Quantity Picked |  Quantity Requ
1 E AT00 EA E 0 10

4 E Al01 EA E 0 8
i £ LOT100 1

Order: 001159

Cust #: 000000000000002
Mame: Bikes and Blades - North
OrderDate: 2018-09-12

Status: 1

Comments:

Stock Code

Complete Close

The Sales Order type can be used for partially back ordered Sales Orders. If the order has a back order
quantity, the Back Order button will become visible.

Order Picking - Matt Lauer

Options.
Order # 1160 | E :
Bikes and Blades - North, Comments: Back Order
Line Warehouse | Stock Code = UOM | Quantity Picked | Quantity Required
4 1 E A100 EA 5 0

4 E A0 EA 9 0
o E LOT100 EA 2 0

Stock Code H || Clear |

‘ Complete

Close

To release any available quantity from back order, click the Back Order button, the Back Order Release
screen will appear.
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Select All

Post| Ling ‘Warehouse | StockCode | Back Order Quant|  Free Quantity
> | 0001 E AT00 5.000000 7230000000
0004 E AT01 9000000 75938.000000

0005 £ LOT100 2000000 204400000

Release cl
Free Qly ==

To release a specific line, click the gray box to the left of the line. To release all available quantity for all
lines, click the Select All button. Click the Release Free Qty button and then click Close.

To begin picking the order, you can either click the line you want to pick or scan the Stock Code you
are picking. The Order Pick window is displayed.

Stock Code: A101
Quantity to Pick: 8
Q: OHQ: ATSQ: TBOQ: DB:

Bin E

On the Order Pick screen, you can click on the blue link label for more information about the Stock
Code. The text of the link label and the summary popup window that displays can be modified
following the instructions in the riteSCAN Screen Customization Guide.

If you have the riteSCAN Administration option “Validate bins, lots, and serials” enabled, you will need

to provide the correct Bin for multi-bin warehouses, the correct Lot for lot traceable items and the
correct Serial Number for serialized items.
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Stock Code: LOT100
Quantity to Pick: 1
Racing Bicycle

Bin E

Lot 0000000500

Qty [ |

Pick Cancel

Enter the Quantity you are picking for this Order line.

You may also specify a Pallet to pick from by clicking the Pallets button and providing the Pallet
information.

When finished, click Pick.

The screen will now update to reflect the Quantity picked.

Order Picking - Matt Lauer
Opticns.

Order # |1159 | E :%
Bikes and Blades - North, Comments:
Linel ‘Warehouse | Stock Code  UOM| Bin | Lot Quaniity Picked | Guantity Requ
4 1 E A100 EA E 0 10
4 E A101 EA E | 3
5 E LOT100 EA E 0000000500 1

StockCodeH || Clear |

Complete Close

Note: if the line was picked completely and there is no outstanding Quantity Required for that line,
and you have the Option “Show All Lines” disabled, the line will be removed from the grid as shown
below.
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Order Picking - Matt Lauer

Opticns.
Order # |1 159 | B &
Bikes and Blades - North, Comments:
Line ‘Warehouse | Stock Code | UOM | Bin | Lot Quartity Picked | Quantity Requ
P € A0 EA  E 0 10
4 E A101 EA E 0 8

StockCodeH H Clear |

Complete Close

When finished picking all lines, click the Complete button.

3.2 Picking Back Orders
Enter or scan a Sales Order number into the Order # field. The order data is loaded.

Order Picking - Matt Lauer

Order # 1160 | E 3%

Bikes and Blades - North, Comments: Picks

Options.

Line \Warehouse | Stock Code | UGM | Quantity Picked | Quantity Required
1 E A100 EA 0 5
4 E A101 EA 0 9
5 E LOT100 EA 0 2

StockCode“ || Clear |

Close

‘ Complete

You can click on the blue link label for more information about the order. The text of the link label and
the summary popup window that displays can be modified following the instructions in the riteSCAN

Screen Customization Guide.
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Order Picking - Matt Lauer
QOptions.

Order # 1160 | =\ B

Bikes and Blades - North, Comments:

Line Warehouse | Stock Code = UOM | Quantity Picked | Quantity Required
4 1 E A100 EA 0 5
4 E A107 EA [l 9
1] E LOTI00

Order: 001160
Cust #: 000000000000002
Name: Bikes and Blades - Nerth
OrderDate: 2018-09-12

Status: 1
Comments:

Stock Code

‘ Complete Close

To begin picking the order, you can either click the line you want to pick or scan the Stock Code you
are picking. The Order Pick window is displayed.

Stock Code: A101
Quantity to Pick: 9
Q: OHQ: ATSQ: TBOQ: DB:

Bin ‘E

Pick Cancel

On the Order Pick screen, you can click on the blue link label for more information about the Stock
Code. The text of the link label and the summary popup window that displays can be modified
following the instructions in the riteSCAN Screen Customization Guide.

Provide the Bin, Lot and/or Serial as applicable. Note: These fields will be disabled if you have the
riteSCAN Administration option “Validate bins, lots, and serials” disabled, and you already assigned
Bins, Lots, and/or Serials in SYSPRO.
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Stock Code: LOT100
Quantity to Pick: 1
Racing Bicycle

Bin E

Lot 0000000500

Qty [ |

Pick Cancel

Enter the Quantity you are picking for this Order line.

You may also specify a Pallet to pick from by clicking the Pallets button and providing the Pallet
information.

When finished, click Pick.

The screen will now update to reflect the Quantity picked.

Order Picking - Matt Lauer

0rder#‘1160 | EL S
Bikes and Blades - North, Comments:

Line ‘Warehouse | Stock Code  UOM | Quantity Picked | Quanity Required
4 1 E AT00 EA 0

4 E A101 N

5 £ LOT100 EA 0

Optiens.

5
9

Stock Code“ || Clear ‘

Complete Close

Note: if the line was picked completely and there is no outstanding Quantity Required for that line,
and you have the Option “Show All Lines” disabled, the line will be removed from the grid as shown
below.
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Order Picking - Matt Lauer

Order # [1160 =Y E

Bikes and Blades - North, Comments: Picks

Options.

Line \Warehouse | Stock Code | UGM | Quantity Picked |  Quantity Required
1 E A100 EA 0 5
4 E A101 EA 0 9

Stock Code || || Clear |

Complete Close

To view the Pick records for this order, click the Picks button. This is useful if you pick a single stock
code from multiple Bins or Lots. Here you can see a single Stock Code that was picked from two
different Lot numbers.

Orders - Matt Lauer

2 %

Sales Order  Line Warehouse Stock Code Bin | Lot | Quantity Picked
000000000001160 5 E LOT100 E 1 1
000000000001160 5 E LOT100 E 500 1

Pick Close

When finished picking all lines, click the Complete button.
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Order Picking - Matt Lauer

Order # (1160 | @ %

Bikes and Blades - North, Comments: Picks

Opticns.

Line ‘Warehouse | Stock Code LUOM | Quantity Picked | Quanifity Required

StockCodeH H Clear |

Complete Close

3.3 Picking Sales Order Reserves
The process for picking a Sales Order Reserve is identical to the Sales Order process. Please review
section 3.1 for more information.

3.4 Picking Dispatch Notes

The process for picking a Dispatch Note is identical to the Sales Order process. Please review section
3.1 for more information.

4 Additional Help and Support

If you need additional assistance, we are here to help! Visit our support portal or contact our support
team.

e  Product Downloads, Documentation, Knowledge Base, and How-To Articles are available at
https://ritesoft.freshdesk.com/support/home

e  Email our support team at ritescan@ritesoft.com or call us at 1-320-252-6830, ext. 885 or
1-866-580-7483.
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