Pallet Receiving

Pallet Receiving follows the same steps as the “Checking in Boxes” process, with one
important difference specific to pallets.

Instead of scanning individual box tracking numbers, you will scan the barcode on the
invoice provided by the delivery driver. This invoice barcode functions as the tracking
reference for the entire pallet.

(Below is an example of what a pallet invoice may look like.)
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Invoice Information

The invoice given by the driver should include all necessary information to complete pallet

receiving in FileMaker. This information is the same as what you would enter when checking
in boxes and should include:

1. Vendor
2. Shipping company
3. PO or GM number

4. Number of pallets received

If any of this information is missing, stop and contact a manager or shift lead before
proceeding.

Entering Pallet Information in FileMaker
Once you have the invoice:

1. Loginto FileMaker Pro

2. Click on the Receiving Log tab

3. Entertheinformation from the invoice into the Receiving Log



When entering pallet deliveries, you will see a Pallet field in FileMaker:

(Below is an example; the Pallet field is circled in red.)

Today Is: 12/19/2025 EDDIE R

Receive Date
Receive Tine
Vendor

Shipping Company
PO#

Ctns
Expectad

Recoiver [Eddie R

. s 1 NOTES ARE REQUIRED WHEN NO PO IS ENTERED] OPEN BOX AND DESCRIBE SHIPMENT AND/OR ENTER PO @

e SelectYes or No in the Pallet field
o This step is required for pallet deliveries

¢ You do not need to complete this field for regular box deliveries

Reminder

Aside from scanning the invoice barcode and marking the pallet field, all other steps follow
the standard “Checking in Boxes” process.

If you are unsure at any point, ask a manager or supervisor before continuing



