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Introduction

The WebStore Portal is a centralized system for managing goods moving in and out of the warehouse.
It allows you to submit notifications for incoming (Goods Inwards) and outgoing (Goods Outwards)
stock, check current stock levels, and track the status of your orders. This Standard Operating
Procedure (SOP) covers the main functions of the webstore and provides detailed instructions for

each task.

Access and Prerequisites

To use the WebStore Portal, you will need a valid username and password provided by your system
administrator. Before creating orders, ensure that all necessary product codes and customer delivery

details are available, as this information is required for submitting notifications.

Navigation Overview

After logging in, you will see the main menu, which is organized into three primary sections. This

menu provides access to all order management and enquiry functions.

WEBSTORE i Warehouse System

cur $2 product, The web version,

e Order Entry: Use this section to create new notifications for stock movements
e Stock: This section allows you to check inventory levels
e Movements: This section is for tracking the history and status of your orders
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Detailed Procedures
How to Submit a Goods Inwards Notification

Use this function to advise the warehouse of an incoming delivery. You will need a reference number
(such as a container number or purchase order number) and a list of the products and quantities

being delivered.

1. From the main menu, navigate to Order Entry and select Goods Inwards.

2. Fill'in the mandatory fields at the top of the form, including a Connote / Ref No, a Customer

Reference No, and the Schedule Rec. Date.

3. In the Items section, click inside the Product Code field to open a dropdown list of available

products. Select the correct product.
4. Enter the quantity of the product being received in the Cartons and/or Pallets fields.
5. To add more items, click the Add More Items button and repeat the process for each product.
6. (Optional) Add any special instructions for the warehouse team in the Notes/Instructions field.
7. Click the Process Request button to submit the notification.

8. A confirmation message, "Your request has been successfully accepted," will appear at the top of

the screen to confirm the submission.

Welcome :  Reuben Allbut
EditProfile | Print Praview | Log Out

LT Goods Inwards Notification

g detsis below and revisw the “Motes” saction before prOcaSSing your request.

e 0 07/10/2026 Schedule Rec. Date (2)
mber ¢

Motes/Instructions (7)

Items

Product Code (7] Cartons Lot/Batch () Eaches Per Outer (2) Outers Per Pallet ()
=] I I I

Submit

meseages below.

Reset oo

Do not enter expiry dates, batch or bond numbers if not required.

Submit Messages

iy messages / vaidaton requrements /o ervors wil be disolayed here.
1 any of theze meszages ‘zsbmeting you!
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How to Submit a Goods Outwards Notification

Use this function to create a dispatch order for goods to be sent from the warehouse.
Before starting, you should confirm stock availability using the Stock Enquiry function. You will need a

customer order number, the receiver's full name and address, and the required dispatch date.

1. From the main menu, navigate to Order Entry and select Goods Outwards.

2. Fill in all mandatory fields, including the Customer Order No, Receiver's Name, and the full

Receiver's Street Address.
3. Select the Date Required for the dispatch.
4. In the Items section, select the Product Code for the item being dispatched.
5. Enter the quantity to be sent in the Each and/or Outers columns.
6. To add more items, click the Add More Items button.
7. (Optional) Add any relevant information for the delivery in the Delivery Notes field.
8. Click Process Request to submit the order.

9. A confirmation message, "Your request has been successfully accepted," will appear at the top of

the screen.

ibut
EditProfile | Print Preview | Log Out

m Goods Outwards Notification Welcome : ~ Reuben Al

e orocessing your reuest.

Date Reauired (7)

Place order even if there is currently not enough stock to fil it

File Attachment Bowse...

Items

Product Product Description

AEEEE

> 0a W e

Notes Print Submit

this page may be printed st any time. Piease confim the sbove information careful bef
After submIttng your request piease review the s

Process Request Reset / Clear

< i iayed here
9 your request please

Submit Messages

an sdminearator
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How to Check Order Status

You can check the status of any submitted Goods Inwards or Goods Outwards notification using the

enquiry functions.

1. From the main menu, navigate to Movements and select either Goods Inwards Enquiry or Goods

Outwards Enquiry.

2. To find a specific order, enter a known reference such as the Customer Order Number and click

Process Request.
3. To view all orders, leave all search fields blank and click Process Request.

4. The results will display a list of orders, including the Creation Date, Reference, and current Status

(e.g., CONFIRMED or UNCONFIRMED).

Edit Profile | Print Preview | Log Out

=Tl Goods Inwards Enquiry Welcoma :  Reuben Allbut |

o4 detals below and feviev the “Notes” section before processing your request.

*

Confirmed Status (2) [ v
Indude Cancelled Orders () s}

Show Stock Detals () o
‘Show Quantities As Homs v

Notes Print Submit

+ Leave o feld blank if you do nct want to Fitar by that field Tha informaben on thiz page may be printed 3t any tme.

Print Preview

revien the 22 beion.
Process Request Reset/ Clear

Submit Messages
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Troubleshooting and Common Mistakes

e Submission Errors: If you click Process Request and the form does not submit, scroll to the bottom
of the page. The Submit Messages section will display error messages in red, identifying which

mandatory fields are missing or contain incorrectly formatted data.

BZTEl Goods Inwards Notification it irofua | vt praview | Log 0wt

Sender's Streat Addrass ()

‘Sender's Suburb, State, Postcode.

Potes/Instructions ()

Items

Product Code () Cortons Lot/Batch (7} Eaches Per Outer () Outers Per Pallet (7)

Submit

e No Live Stock on Order Screen: The Goods Outwards Notification screen does not display current
stock levels. Always use the Stock Enquiry function to check availability before creating a dispatch
order.

e Manual Address Entry: Customer and receiver addresses are not saved in an address book. You
must manually enter the full address details for each new Goods Outwards notification.

e No Bulk Upload: The system does not support uploading orders from an Excel or CSV file. Each

order and its line items must be entered manually.
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Quick-Reference Checklist

Before Submitting a Goods Inwards Notification:

° Have the Connote / Ref No and Customer Reference No ready.
° Enter the correct scheduled receive date.

° Add all incoming product codes and quantities.

° Verify the confirmation message appears after submission.

Before Submitting a Goods Outwards Notification:

° Use Stock Enquiry to confirm stock is available.

° Have the Customer Order No and full receiver delivery address ready.
° Enter the correct Date Required for dispatch.

° Add all product codes and quantities to be dispatched.

° Verify the confirmation message appears after submission.
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Check goods inwards order status

This guide explains how to check the status of goods inwards notifications within the WebStore
portal. Following this process allows you to track specific incoming orders using a reference number

or view a complete list of all incoming orders and their current status. You will need access to the
WebStore portal to begin.

1. From the main menu, navigate to the Movements section and click the Goods Inwards Enquiry
link.

WEBSTORE Ir i Warehouse

System

o cur $2 product. The Gandt Inuards

2. To search for a specific order, click the Customer Order No. dropdown menu.

3. Select the reference number for the order you wish to find, such as the Container Number.
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Welcome :  Reuben Allbut
Edit Profile | Print Proview | Log Out

LT Goods Inwards Enquiry

the “Notes” section bee

Branch (1) 9
Customer Reference (7)

Customer Order Number (7)

Confirmed Status (1)
Indude Cancelled Orders (7)

Show Stock Detalls (2)
Show Quantities As

Submit

Notes

Leave a ield blank f you do ot wank to fitr by thatfeld.

4. Click the Process Request button to execute the search.

5. Review the Goods Inwards Enquiry - Results page to see the order's details, including its current

Status.

m Goods Inwards Enquiry - Results

14256 UNCONFIRMED 07/10/2026

To view a list of all incoming orders, return to the Goods Inwards Enquiry screen by clicking the

Menu button.

Ensure the Customer Order No. field is left blank by selecting the empty option at the top of the

dropdown list.
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. Welcome :  Reuben Allbut

BCZTMll Goods Inwards Enquiry Edit profile. | print proview | Log Out
Plsse oter youe recured detas et and (evie the Notes” section before rocessing your request

Branch ()

Customer Reference (1)

Customer Order Number () v 5

om Creation Date () I

To Creation Date () i

Canfimed Status () aon =
Indude Cancelled Orders () [
Show Stock Detals (1) [a}
Show Quantites As e v

Notes Print Submit

+ Lo 3 il iy 8 ot s ke by tht T st e e page ey b e sty e "

-
proces fomst et Cowr ]

Submit Messages

esse contact an adminstrato

8. Click Process Request to generate a report of all goods inwards orders.

9. View the complete list of orders and their corresponding statuses, such as CONFIRMED or

UNCONFIRMED.

ZTl Goods Inwards Enquiry - Results Welcome:  Reuben Allbut

Edit profile | Print Preview | Log Out

5) Email Results

o
1065 I
Y

105 vanessa st
13977 CONRMED  17/owZ6 0226 PGS raverzests L
14071 CONFIRMED ~ 23/0%/2026  22/09/2026 TRANSFER 22.09.2026 TRANSPER 22.09.2026 &
e
s CONIRMED  2S0WI026 MOS0 TRANSFER 24092026 TRANSFER 24092026  Mooaert
NS
wise COWRMED  OUACZ026 020102026 eCUsIess  Hecusi2ieds
a8 CONFRMED  OSAWINE OVIOR0E AMAAGSE nB4uSLaizy ST

14256 UNCONFIRMED 07/10/2026 Container Number PO

Summary

This sub-process allows you to monitor the status of incoming goods within the WebStore portal. By
searching with a specific reference number or viewing a comprehensive list, you can effectively track
inventory receipts and confirm whether orders have been processed by the system. This visibility is

key to managing warehouse intake and inventory levels.
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