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Steps to Process Oneship Order

Step 1: Click on “New Orders” under “Orders” to view new order which consists of three tabs: Print, Pack
and Handover.

Step 2: Print tab allows you to select fulfilment mode of the order you wish to process. Select Oneship. [By
default panel will reflect all order(s) in NON-SD+]. In case you wish to process all new orders click on “All”
or select the checkbox against each suborder you wish to process.

Step 3: Click on “Print” tab just above the Print Section and the order will be moved to “Pack” section. Take
prints of Pack-slips and invoices and Forms (if any) and pack the product with packaging material ready for
picked up by the rider as per the slot

You can click on “View packages” to see the details of all orders which are to be processed by a particular
rider. Also, if you wish to reprint the barcode for any order, click on Reprint button given against each
suborder entry

Step 4: Click on Add to HOS button and click on proceed. [This gives you a notification that you have
successfully added the packages to the HOS]. Click on “Handover” tab under Handover section. Click on
“Print” to print an HOS (Hand Over Sheet).

Step 5: You can see the HOS on basis of their Status i.e. Printed, Unprinted or All.

Step 6: If the pickup is done successfully, complete processing the order by uploading the signed HOS by
clicking on “Upload HOS copy” button. This opens a new tab where scanned HOS copy can be uploaded.
You can find below options —

o Upload HOS: Once the package is handed over, you can click on this button to upload the HOS

copy
e Reprint: If you wish to reprint the HOS copy

e Report Mis-Pickup: In case the courier partner has not turned up for Pickup, you should notify
Snapdeal by raising dispute within 6 PM — 11:59 PM on the pickup aligned day

By following the above steps, you will be able to process the order successfully.

Thank you!
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