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1 Introduction/Overview

August 30, 2010

What is fulfillment management?

Once an order has been checked for compliance and entered into
ShipCompliant, you can use Fulfillment Management to ensure the order
is shipped and that it will appear on your reports. Whether you fulfill in
house or through a third party shipper, Fulfillment Management can be
used to process orders, view any changes to your orders and track your
shipments.

The image below describes a typical fulfillment process for orders being
processed internally or via a third party. Order information is first entered
into any order management system for payment collection and order
processing. Once there, the information is then committed to
ShipCompliant either via web services/API link, a spreadsheet upload, or
manual entry. That order information is then available for fulfillment via a
third party, in house, and reporting as necessary. Then, orders can be
passed from ShipCompliant to the eventual fulfillment location (In House
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or via a Third Party). When the orders have been shipped, tracking
information is then added to ShipCompliant either by an external
fulfillment location or internally to ensure accurate reporting moving
forward.

Order Workflow Diagram

@rder Management systenD /\( ShipCompliant ) /\( Fulfillment Location )

(Payment Collection, Order Processing) (Compliance Checks, Reporting) (Handling, Inventory, Shipping)

Tracking Information

<+ >

Below is an example of what a typical fulfillment management page would
look like with important sections highlighted and notated:

« Fuifiiiment Location Settings
 Fulfiliment Settings

| View or Update Frevious Fuifiiiment ﬁai’chesi
i

[#] Filter Sattings (advancad)

i reany for fuifiliiment. f
Dicolaving 1 - 3 of 3|« =« «Draylawt= === | 3. See FAQ's below for options, like clearing exception and adding
Displaying 1 - 3 of 3| === =Previaxt===- g

i !
Use this functionality to tracking numbers, when you select "View/Update".
gs&ﬂ;idsﬁrséenn;ig ?;Itgleand Batch Account Shipments Club Daily 2T Exceptions % Track Processed By
fulfilled into batches. S———— 126/
256  JamesEdwardFulfillment 1 - 1 - - 0% 5/26/2010 Jason |
T 3:53 AM  Eckenroth ViSmALPaE
e 255  InHouse 50 - s - - 0%  5/25/2010  Jim R e/ Update
Sildi=t 12:59 FM Agger - -
Use t_hese. tools to update 254 InHouseFedEx III% 5/25/2010 Jim A View/Uodate
tracking numbers, mark 12:47 PM Agger View/ Upaate
exceptions, and review Indicates when all tracking numbers are uploaded
fulfillment progress.

You can use the fulfillment management page to help you:

¢ Send orders to your fulfillment locations, process shipments into a
UPS World Ship format and use our FedEx integration to print
packing/shipping labels.
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¢ Ensure tracking numbers are getting added to your orders so
shipment status and actual order ship dates are updated, so each
shipped order is populated on your reports accurately.

2 In-House Fulfillment Workflow Process
In a typical in-house fulfillment workflow, you must first locate the orders
ready to be fulfilled. Then, you must make sure the orders ready to be
fulfilled have a shipment status of “Sent to Fulfillment” and a fulfillment
location of “In House”, “In House UPS” or “In House FedEx” to make
them visible on the main Fulfillment Management page.

1. First, ensure that the orders which you would like fulfilled have
been committed to ShipCompliant from any order management
system and have a shipment status of either “In Process”,
“Payment Accepted” or “Sent to Fulfillment” - in other words,
any order not already considered shipped or delivered. You can
verify that they have been committed by searching on the order’s
invoice number (or other criteria) via the “Search Orders” tab.

i.  Though we recommend fulfilling your orders directly from
the Fulfillment Management page, you can also begin the
fulfillment process from the “Search Orders” results pages
by locating the order, clicking that order’s selection
checkbox, then clicking the green “Fulfill Selected
Shipments” button and updating the order’s fulfillment
location appropriately.

[ T T - T - TS|
| Fulfill Selected Shipments |

ii.  If an order that has been committed has already been
shipped, simply click the checkbox which states “Mark
selected shipment as already shipped” to skip the fulfillment
management process.

2. Once you have verified the orders requiring fulfillment exist within

ShipCompliant (and have not already been fulfilled), click the
“Fulfillment Management” sub-tab located under the “Orders”
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main tab. Then, on the left hand side of the screen in the yellow
instructional box, click the “Search Shipments” button.

You will then see a table containing all orders with a status of “In
Process”, “Payment Accepted” or “Sent to Fulfillment”
orders with no fulfillment location specified.

Manage Enter Direct Enter Tracking Search Manage Fulfillment

Orders Orders Wholesale Orders Numbers Orders Tags Management
Search Shipments ] ]
i Click "Fulfill Selected Shipments" when an
< Back to Management Page "In Process" or "Payment Accepted"” order
is ready to be fulfilled.

| Filter Settings

Actions for Selected Shipments

[ S<iCorer Servics JUndate fnsinuctions | ~Expor Sciecied Shiment= NN T SSET
Select: [2ll] [MNone] [This Page Only] (1 shipment(s) selected) Displaying 1 - 50 of 3077|<<<<PrevNext>=>=|
Fulfillment Invoice Requested Carrier Shipment Special Total
Location # Shipment # Ship Date Type License Service Ship To Status Instructions Tags Items Quantity Selection
InHouse 1882-1 AutoShipmentkKey00 4/23/2009 Daily Supplier to Ups CA Payment 1 1 D [

Consumer 095443-3942  Accepted

3. Select the orders ready for fulfillment, then click the green “Fulfill
Selected Shipments” button and select the appropriate in-house
fulfillment type from the dropdown menu. The selected orders will
then be placed into an in-house fulfillment batch.

4. To access an in-house fulfillment batch to begin order processing,
first, click the “Process” icon on the right.

AP Process

i.  For orders sent to a third party fulfillment location, this will
appear as a View/Update icon. Please note: orders being
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processed by a third party fulfillment location can be pulled
for shipping at any time by the fulfillment location once
they have been batched.

a Viewy Uposie

ii.  Orders may require changes to carrier service,
management of temperature analyses, or marking or
clearance of specific fulfillment exceptions. To access order
modification options, select the order(s), then click “More
Actions”

Clicking "More Actions" Mark Fulfillment Exception

allows the following
actions for shipments
awaiting fulfillment.

—»

Clear Fulfillment Excepticn

g ¢ %

Set Carrier Service

[1 UpdateInstructions

Change Fulfillment Type

&

© Change Fulfillment Location

[H)

Export Selected Shiprments

iii.  You may modify order details or exceptions for in-house
orders even after they have been pulled into a batch.

5. You will then select which orders are to be processed by clicking
their selection box(es), performing any additional temperature
analyses, carrier or special instruction changes, then clicking
“Fulfill Selected Shipments” again. You will be prompted to select a
file format into which you will download the selected shipments
and include an optional batch comment, which you can use to
indicate any specific notes about the batch processing.
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Create Fulfillment Batch

You are about to create a new batch from the selected
shipments. Flease confirm this action. You will be
redirected to the fulfillment management page after the
file is downloaded.

File Format:

: ShipCompliant 1011 (Excel)

=]

Bacchus Fulfillment (Excel)
Controller Report (Excel)
CopperPeak Logistics (Excel)
Fedex Ship Manager (Excel)
Invoice List (PDF)

Pack N Ship Direct (Excel)

UPS World Ship (Excel)
VinLux (Excel)

Wine Business Engine (Excel)
Wine Shipping (Excel)

Wine Tasting Network (Excel)
WSN 202 (Excel)

WSN 204 (Excel)

WSN 205 (Excel)

WSN3 Tie
D

f (Excel)

6. The batch will appear under “View or Update Previous Fulfillment
Batches” on the main fulfillment management page and
ShipCompliant will automatically assign a batch number. As an in-
house batch, you can download the orders again, add tracking
numbers, run a second temperature analysis, and perform other
actions. Within a batch, click the “Add Tracking” link to add
tracking information to an order that has shipped.

View or Update Previous Fulfillment Batches

# Filter Settings (advanced)

Displaying 1 - 1 of 1|<<<<PrevNext=>>>
Batch Account Shipments Club  Daily
56211 InHouseFedEx 1 - 1

Test
fest

Once all orders in the batch have been processed, shipped, and
received tracking information, this column will read 100% with a
green highlight to indicate a completed fulfillment batch.

Datea Processed
3T Exceptions % Track Processed By
- - 100% 8/25/2010 S View/Update
5:48 PM '

i.  Alternatively, you can perform a batch upload of tracking
information from the “Tracking Numbers” sub-tab located
under the “Orders” main tab. Please see the “Iracking
Numbers” sub-tab for additional detailed instructions.

ii.

Adding tracking numbers, when available, is critical to

accurate reporting for in-house shipments. When added to
an order, tracking numbers will ensure that an order has
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the appropriate date of shipment and shipment status so it
will appear on any state report where necessary.

7. Repeat steps 1 through 6 as necessary for any additional batches
you wish to process. Remember that while adding tracking
information to your orders is not required, it is highly
recommended to ensure accurate reporting.

3 Third Party Fulfillment Workflow Process

1. In a third-party fulfillment workflow, the process of making orders
available to an external fulfillment location is very similar to the
process of fulfilling orders in house. First, the orders must be
committed to ShipCompliant, then, made available to the third-
party fulfillment location.

1.  Remember: orders to be fulfilled must be committed to
ShipCompliant and have a shipment status of either “In
Process”, “Payment Accepted” or “Sent to
Fulfillment” - in other words, any order not already
considered shipped or delivered.

ii.  Some third party fulfillment locations may require specific
credentials to be added to your ShipCompliant account
before they are able to pull orders or add tracking
information. Please inquire with your fulfillment location if
this is required.

2. Once you have verified the orders requiring fulfillment via a third
party exist within ShipCompliant with the appropriate shipment
status (and have not already been fulfilled), click the “Fulfillment
Management” sub-tab located under the “Orders” main tab. Then,
on the left hand side of the screen in the yellow instructional box,
click the “Search Shipments” button.
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3. You will then see a list of orders available for fulfillment displayed.
To make the orders available to the third party fulfillment location,
select the appropriate orders via the selection boxes on the right,
then click the green “Fulfill Selected Shipments” button. Then,
simply make sure you have selected the appropriate fulfillment
location from the available choices in the dropdown menu and click
the green “Next” button.

i.  Please note: If you click the “Mark the selected shipment as
already shipped (skip fulfillment management)” option, the
order will be marked as shipped and will not be available to
any third party for fulfillment.

Manage Enter Direct Enter Tracking Search Manage Fulfillment
Orders Orders Wholesale Orders Humbers Orders Tags Management

Search Shipments

Click "Fulfill Selected Shipments" when an

"In Process" or "Payment Accepted” order
is ready to be fulfilled.

< Back to Management Page

[l Filter Settings

Actions for Selected Shipments

RS R | ruin Selecied Shipments
Select: [All] [Mone] [This Page Only] (1 shipment(s) selected) Displaying 1 - 50 of 3077| <= <<PrevNext=>>x>|
Fulfillment Invoice Requested Carrier Shipment Special Total
Location : Shipment # Ship Date Type License Service Ship To Status Instructions Tags Items Quantity Selection
InHouse 1882-1 AutoShipmentkey00 4/23/2009 Daily Supplier to uPs CA Payment 1 1 [
Consumer 95448-3942  Accepted

Fulfill Selected Shipments

Update the selected shipment's fulfillment location to
PackNShipDirect?

Mark the selected shipment as already shipped (skip
fulfillment management).
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4. The order(s) will then be available to the third party fulfillment
location and appear under the “Process Shipments Ready for
Fulfillment” section. You will still be able to make changes to
specific order details by clicking the “View/Update” icon and
utilizing the “More Actions” button before the fulfillment location
pulls the orders into a batch.

Clicking "More Actions" | | 3¢ Mark Fulfillment Exception
allows the following
actions for shipments « Clear Fulfillment Exception
awaiting fulfillment.
=0 Set Carrier Service
|1 Update Instructions
=l

. Change Fulfillment Type
[ Change Fulfillment Location

¥£| Export Selected Shipments

i.  Please note: in a third party fulfillment workflow, once
orders have been pulled into a batch you are no longer able
to use more actions to make order changes. If further order
changes are required, it is recommended that you contact
the fulfillment location directly.

5. Once these orders have been pulled into a batch by a fulfillment
location, the fulfillment location will then begin processing. You
will be able to see who pulled the batch, when the batch was pulled,
how many shipments were in the batch and how many of the
shipments have received tracking information. Moving forward,
you will be able to monitor your batches that have been pulled in
real time and see where your orders are in the shipping process.
“Completed” batches read “100%” in the “% Track” column (after all
orders have received tracking numbers).

Displaying 1 - 1 of 1|<<=<<Prev Next=>==|

Date Processed
Batch Account Shipments Club Daily 3T Exceptions % Track Processed By
319 PackNShipDirect 1 - 1 - - 100% 8/30/2010 b v
Test 12:04 PM
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4 Frequently Asked Questions

1. Why can’t I view all my orders when I select
“View/Update”?

If you cannot see orders that you know to be a part of a
fulfillment batch, they may be marked with a different license
relationship type, or may have future ship dates specified. To
view any orders with future ship dates, you will need to use your
“Filter Settings” to adjust the “Requested Ship Date” to a point in
the future when you believe the orders are specified to ship. To
view any orders with a different license relationship type, you
will need to select the appropriate license relationship type from
the dropdown menu then click “Filter.

2. What is a fulfillment exception? How do I mark an
exception? How do I clear an exception?

Fulfillment exceptions are specific issues marked for orders
awaiting fulfillment. Your fulfillment location may handle orders
with exceptions differently than orders without exceptions - we
recommend establishing a process with your fulfillment location
on how to handle specific exceptions. Fulfillment exceptions are
noted with a red highlight and a value beneath the “Exceptions”
column on the fulfillment management page.

Exceptions can occur as a part of the fulfillment process (e.g.,
when processing an order for fulfillment that was noncompliant)
or generated manually (marking an order with a temperature
exception). You can mark an exception by selecting the order,
clicking “More Actions”, then clicking “Mark Fulfillment
Exception” and choosing the appropriate type. To clear an
exception, select the order, click “More Actions”, then click “Clear
Fulfillment Exception.

3. Is there a way that I can confirm that all of my fulfilled

orders have received tracking information at the end of a
reporting period?
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Yes. This is most easily done by navigating to the “Search Orders”
page, choosing appropriate date criteria (if applicable) selecting
Jfrom the tracking status dropdown “Zero Tracking Numbers” and
searching. Any orders with no tracking information will then be
displayed. Additionally, any fulfillment batches which have been
processed that are incomplete (where not all orders have tracking)
will also not display the green highlighted “100%” value.

5 Help and Support
For any additional questions, concerns or issues with fulfillment or the
fulfillment management process, please contact ShipCompliant Support by
emailing support@shipcompliant.com or by calling (303) 996-2356.

Alternatively, from within the ShipCompliant portal, you can click the “Contact
Support” link at the bottom of any page to quickly and easily create a case for
ShipCompliant Support.

6 Copyright and Trademark

Information in this document is subject to change without notice. Companies, names,
and data used in examples herein are fictitious unless otherwise noted. No part of this
document may be reproduced or transmitted in any form or by any means, electronic or
mechanical, for any purpose, without the express written permission of Six88 Solutions.
This document and the software it describes are furnished under an end user license
agreement, and may be used or copied only in accordance with the terms of the license
agreement. © August, 2010, Six88 Solutions. All rights reserved. Information in this
document is subject to change without notice. Six88 Solutions, LLC assumes no
responsibility or liability for any errors, omissions, or inaccuracies that may appear in
this document.

ShipCompliant and ShipCompliant Web Services are trademarks of Six88 Solutions,
LLC. ZIP Code and ZIP+4 are registered trademarks of the United States Postal Service
(USPS). All other brands and products are trademarks of their respective holder(s).

SIX88 Solutions, LLC

1700 Broadway Ste 703

Boulder, CO 80302

Phone: 303-996-2356

Fax: 720-528-7942

E-mail: support@shipcompliant.com
Website: https://www.shipcompliant.com
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