Order Notes and Warnings
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Overview

Order Notes and Product Warnings are crucial for proper order fulfillment. From customization requests to safety
precautions, these essential communications can ensure a smooth and trouble-free experience for everyone involved.

In Sellercloud, you can leave special notes and instructions on specific orders or set up warnings for certain products. In
both cases, these messages must be acknowledged before the order can be shipped. They appear in two places in
Shipbridge:

e Inthe orders grid > Unshipped tab > Customer Service tab.

e |nthe Scan and Ship window, under the Customer Service tab.

Here are 3 example situations where you may need this feature:

e Customer Instructions - Add a note to pass on special requirements from the customer.
o Example: “Please engrave the initials ‘J.S.” on the back of the watch.”

e Customer Service Note - Add a note for the warehouse workers to ensure they handle a particular type of order

correctly.

o Example: “This item is fragile. Please ensure it is packed securely with bubble wrap.”

e Product Warning - Flag certain products that may have legal or safety requirements.
o Example: “The order includes hazardous materials. Ensure that the shipping carrier is aware and compliant

with safety regulations.”

Some products are subject to California’s Proposition 65 Regulations, under which you are obligated to warn consumers
of any hazardous chemicals in your products. If so, you must ensure a warning message will appear on all related orders in
Shipbridge to confirm that the appropriate warning labels exist before shipping is allowed.

Add Notes to Orders

With order notes, you can leave special information for customer service and pass on customer instructions that you
want to be acknowledged before shipping.

You can also leave general order notes, which are helpful for better internal communication and collaboration. For
example, one way to use such notes is to inform others about changes. This way, they won’t have to check the order’s
Change Log.

To add notes to orders:

1. Gotothe Order Details Page.

2. Click the Add Note plus icon in the orange Notes panel.


https://help.sellercloud.com/omnichannel-ecommerce/proposition-65-compliance/
https://help.sellercloud.com/omnichannel-ecommerce/orders-details-page/#Order_Change_Log
https://help.sellercloud.com/omnichannel-ecommerce/orders-details-page/

[ GENERAL(0) CUSTOMER INSTRUCTIONS (0)

CUSTOMER SERVICE (0)

&

No notes to display

3. Select the Note Type - General, Customer Instructions, or Customer Service.
Only notes of the Customer Service type will appear for acknowledgment in Shipbridge.

4. Type your note into the Add a Note field.

5. Click Add.
NEW NOTE
Note Type Customer Service Note v
Add A Note * This furniture order requires assembly.
Please include assembly instructions in
the package.
CANCEL ADD

Order Notes of type General allow you totag specific users, including yourself, who will receive a notification.

Sometimes, order notes can pile up, especially if there are too many system-generated ones. This could cause important
messages to get buried and potentially missed by employees. If there is an especially important note you need to make
sure is visible, you can Pin it to the top of the list by clicking the push pin icon on the right. This feature is available for all
users with the Client Admin Role or to Employees with the Advanced Order Permission Pin Order Notes enabled.
Alternatively, click the Trash can icon to delete notes that are no longer needed.

[} couna () CUSTOMER INSTRUCTIONS (0) CUSTOMER SERVICE (0) + &

Test Account 02/05/2024 09:10:37 PM

P |
Skipped executing the order post action plugin configured fer the mpmui -
‘Enable Rule Engine Action For Post Order Plugin’ is enabled. The post action plugins ¢ exm
from the Order Rule Engine when this setting is enabled.

Test Account 02/05/2024 09:10:37 PM B 'l
Mo suggestions found.
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Add Warnings to Products

You can also add product-specific warnings on the product level. These also have to be acknowledged before shipping any
order containing the product. You can add product warnings manually to one product at a time or for multiple products in
bulk:


https://help.sellercloud.com/wp-content/uploads/2023/11/order-notes-1.png
https://help.sellercloud.com/wp-content/uploads/2023/11/order-notes-2.png
https://help.sellercloud.com/omnichannel-ecommerce/accessing-the-delta-interface/#Tag_an_Employee
https://help.sellercloud.com/omnichannel-ecommerce/accessing-the-delta-interface/#User_Notifications
https://help.sellercloud.com/omnichannel-ecommerce/employee-permissions-and-roles/#Employee_Roles
https://help.sellercloud.com/omnichannel-ecommerce/employee-permissions-and-roles/#Employee_Permissions
https://help.sellercloud.com/wp-content/uploads/2020/07/PinOrderNote.jpg

Manually

To manually add a product warning to a single product:

1. Gotothe Product Details Page.

2. Click Toolbox and select Shipping Preferences

3. Click Edit.

4. Check Require Shipper to Acknowledge Warning.

5. Enter your message in the Warning box.

PREFERENCES

DropShip Mode Ship from Site v
Shipping Carrier Select v
Shipping Method Select v

Number Of Batteries Included 0

[] Require Delivery Signature
[C] Require Delivery Confirmation
[] Allow Ship By Truck

Force Ship By Truck

Require Shipper To Acknowledge Warning

Warning This item is fragile. Please ensure it is packed securely with
bubble wrap.

[C] Require Shipper To Input Information

[] Require Serial Number Scan In Scan & Ship
[] Require Transparency Sticker

[[] Hazmat
[C] Is Expirable

6. Click Save.

In Bulk

To add product warnings in bulk:

1. Follow the steps to Bulk Update Products.

2. Include these columns in your template:

a. RequireShippertoAcknowledgeWarning - Enter True under this column to ensure that the shipper must
acknowledge your warning before shipping any orders with that product.

b. ShippingCustomWarning - Enter the warning message under this column.


https://help.sellercloud.com/omnichannel-ecommerce/product-details-page/
https://help.sellercloud.com/wp-content/uploads/2023/11/product-warnings.png
https://help.sellercloud.com/omnichannel-ecommerce/bulk-update-products-overview/

Bulk Update Template

Add Columns To Template * ShippingCustomWarning x

RequireShippertoAcknowledgeWam... x

* First column will always be ProductiD
[[] Add Sample Row

CANCEL PREVIOUS NEXT

Acknowledge Notes and Warnings in Shipbridge

You can make it mandatory for order notes and product warnings to be acknowledged in Shipbridge before orders can be
shipped. Enable the following Shipbridge settings:
e Menu > Options > Batches > Order notes must be acknowledged before batch shipping - This setting makes
acknowledgment mandatory during Batch Shipping.
e Menu > Options > Scan and Ship > Require that the user marks customer note as read (if there is one) - This
setting makes acknowledgment mandatory during Scan and Ship.

With the above settings enabled, the acknowledgment can happen either in the order grid or the Scan and Ship window.

Inthe orders grid:

1. Select an order in the grid.
2. Click the Customer Service tab.

3. Click Acknowledge.

O Order 1D Rush Order Date Customer Address City State Zip CountryName Phone # SKU Carrier
| 10.24.202212:00 Colin Customerson 1115 W/ Lynn St Austin Texas 78703 United States 5124761221 USPS Priority
|:| 10.24.2023 12:00 Colin Customerson 1116 W Lynn St Austin Texas 78703 United States 5124761221 USFS Prierity
m| 10.24.202312:00 Colin Customerson 1117 W Lynn St Austin Texas 78703 United States 5124761221 USPS Priority
(4] 10.24.2023 12:00 Colin Customersen 1118 W Lynn St Austin Texas 78703 United States 5124761221 USPS Priority
4] 10.24.2023 12:00 Colin Customersen 1118w/ Lynn St Austin Texas 78703 United States 5124761221 USPS Priority
|:| 10.24.2023 12:00 Colin Customerson 1138 W Lynn St Austin Texas 78703 United Si 5124761221 USFS Prierity
] 5 10.24.202312:00 Colin Customerson 1140 W Lynn St Austin Texas 78703 United St 5124761221 USPS Prier,
< |
Ship To  Ship From Customer Service
Company: :’;;;;;;;s;a:;:ez;Tarm the correct shipping address for this order. It appears incomplete. : Acknowledge
Name: Colin Customerson

In Scan and Ship:

1. Select an order and go to Scan & Ship.
2. Click the Customer Service tab.

3. Click theicon on the left to mark it as read.


https://help.sellercloud.com/wp-content/uploads/2023/11/bulk-product-warning.png
https://help.sellercloud.com/omnichannel-ecommerce/batch-shipping-and-batch-printing-in-shipbridge/
https://help.sellercloud.com/omnichannel-ecommerce/scan-and-ship-in-shipbridge/
https://help.sellercloud.com/wp-content/uploads/2023/11/shipbridge-notes-1.png

Scan and Ship

Order # 5148347 Select order Edit address Check products  Print & Ship
Source Order # 34577345
Company: Barcode Check L[S

Ordered on 24.10.2023 .

Order Source: Wholesale Order # 5148347

Weight 4 Sllbs |6 %oz | Read Automatic weight reading from scale returned 0.
Colin Customerson
Take My Money LLC Pkg Dimensions L 14,005 W 12,000 H: 2,00/=
1115 W Lynn St Shipping Service  USPS Priority “
Austin, Texas 78703 Packaging  Default o

United States
Rate Calculator

Phone # 5124761221
[ Require Signature Confirmation

Weight: 4 |bs 6 oz
Grand Total: $125,00
Customer Paid for Shipping: $0,00 Insurance type Use default &3

() Require Delivery Confirmation

Customer did not pay for insurance
Using USPS Priority to ship.

Print Label + Invoice

Print Invoice

Customer Service

Please confirm the correct shipping address for this order. It appears incomplete.
@ 11/06/2023 10:28 AM

Mark As Requires Attention Cancel

To manage the visibility of the Customer Service panel within the grid, go toMenu > Options > General and modify the
Hide the Customer Note Tab setting as needed. Ensure this option is disabled on all Shipbridge devices that may require
access to these notes.

Overview

Order Notes and Product Warnings are crucial for proper order fulfillment. From customization requests to safety
precautions, these essential communications can ensure a smooth and trouble-free experience for everyone involved.

In Sellercloud, you can leave special notes and instructions on specific orders or set up warnings for certain products. In
both cases, these messages must be acknowledged before the order can be shipped. They appear in two places in
Shipbridge:

e |ntheorders grid > Unshipped tab > Customer Service tab.

e |nthe Scan and Ship window, under the Customer Service tab.

Here are 3 example situations where you may need this feature:

e Customer Instructions - Add a note to pass on special requirements from the customer.
o Example: “Please engrave the initials ‘J.S." on the back of the watch.”

e Customer Service Note - Add a note for the warehouse workers to ensure they handle a particular type of order

correctly.

o Example: “This item is fragile. Please ensure it is packed securely with bubble wrap.”

e Product Warning - Flag certain products that may have legal or safety requirements.
o Example: “The order includes hazardous materials. Ensure that the shipping carrier is aware and compliant

with safety regulations.”

Some products are subject to California’s Proposition 65 Regulations, under which you are obligated to warn consumers
of any hazardous chemicals in your products. If so, you must ensure a warning message will appear on all related orders in
Shipbridge to confirm that the appropriate warning labels exist before shipping is allowed.


https://help.sellercloud.com/wp-content/uploads/2023/11/shipbridge-notes-2.png
https://help.sellercloud.com/omnichannel-ecommerce/proposition-65-compliance/

Add Notes to Orders

You can add any customer service note that you want to be acknowledged before shipping:

1. Inanexisting order > Choose Customer Service Note > Enter the text > Create Note. (You can
also enter a note when first creating the order.):

=
Mo Fepment Channel Order#:
& Order Not Confinmed Marketing Source: Google
B Addmess Not Confimed View All Notes Show System Generated Notes
Invoice Mol Printad Saold To Ship To LT Paymant P&L Fraud Chack Gao IP Shipping
= Mot BackOrnder
o neh Paymeant Method
sh Order 410 Monmouth Avenue 410 Monmouth Avenue Payment Transaction id:
2 Mo Action Neede 26 Lakewood. NJ 08701 Lakewood, NJ 08701 Payment Date:
United States United States
A NotPicked Source: CWA Source: CWA e s
Status. Unkn Status: Unk il e
& unshipped i LN - sm & ”U":m UnCleared: 30.00
I— assiication hens Retunded: $0.00
B Motin PickList = Remaining Dues-: $8.52
geigel cigsesercioud com ()
A00 liems
SKU Reference tem Unit Price Qty QtyRetumed BackOrderQty Subtotal MNates Location MNetes  Picked
| [5005951001] Flywm Women 5 Long Sleeve OF Shoulder { Shin 3799 1 0 L] T ']
Tunic Tops Blouses Casual Loose Sleuchy
[ Pullover Sweatshit M Dark Gray
‘ Condition: New
Cushomer's [NSIrUCHiong: Customer Service Nofes: Codes Lised SubTotal: V.93
e none Discount: 50.00
Shigping Discount: 30.00
Tax6.625% 30.53
Shigping: 30.00
Handling 30.00
Insurance 30.00
Gilt Wrap: 30.00
Order Total 3852
Customer Sandice NoAchonMeaded
Status Date:
Add & Note: ’
Be sure to pick the correct color Drk Grey, not Grey.
4
m Append to:| Customer Service Note v
CreataiManage RMA Order Note
Customer instructions

Add Warnings to Products

A product can include a warning to be acknowledged before shipping:

1. Inventory > Product Summary >Toolbox > Shipping Preferences > Require Shipper to
Acknowledge Warning box.

2. Enter your message in the Warning box > Save.



https://help.sellercloud.com/wp-content/uploads/2020/08/acknowledging-order-notes-alpha-1.png

Home = Search > Manage Inventory = [5009951001] > Shipping Preferences
Product Name:Flywm Women's Long Sleeve Off Shoulder t Shirt Tunic Tops Blouses Casual Loose Slouchy Pullover Sweatshirt (M, Dark Gray)

&  Dropship mode ShipFromSite v
£  MaxQtyShpFromsSte [0 |
I% ship Weight 1 sp oz
Ship WidthHeightLength: 10 jn[10 fin[10 in
DIM Weight: nia
Shipping Carrier: [Select v
Shipping Method: [Select v

Shipping Cost (Normal):
Shipping Cost (Expedited):
Shipping Cost (1Day):
Shipping Cost (2Day):
Shipping Surcharge (ALHI)
Shipping Cost (Int) Canada:
Shipping Cost (Int) Ausiralia:
Shipping Cost (Int) UK:
Shipping Package Type: | Select A

Number of Batteries Included |0 |
| Max Qty per Package Enabled ’

|#* Require Shipper to Acknowledge warning

‘Wamning: Any kind of warning cam be entered
here, including one to ensure
Proposition 65 compliance.

BEaEREEREREE

This particular note was added
under the Shipping Preferences.

_ Require Shipper to Input Information
| Reguire Delivery Signature to Flag Delivery Signature
| Reguire Delivery Confirmation to Flag Delivery Confirmation
) Ship by Truck
! Force Ship by Truck
Require senal number scan in Scan & Ship

Acknowledge Notes and Warnings in Shipbridge

You can make it mandatory for order notes and product warnings to be acknowledged in Shipbridge before orders can be
shipped. Enable the following Shipbridge settings:
e Menu > Options > Batches > Order notes must be acknowledged before batch shipping - This setting makes
acknowledgment mandatory during Batch Shipping.
e Menu > Options > Scan and Ship > Require that the user marks customer note as read (if there is one) - This
setting makes acknowledgment mandatory during Scan and Ship.

With the above settings enabled, the acknowledgment can happen either in the order grid or the Scan and Ship window.

In the orders grid:

1. Select an order in the grid.
2. Click the Customer Service tab.

3. Click Acknowledge.


https://help.sellercloud.com/wp-content/uploads/2020/08/acknowledging-order-notes-alpha-2.png
https://help.sellercloud.com/omnichannel-ecommerce/batch-shipping-and-batch-printing-in-shipbridge/
https://help.sellercloud.com/omnichannel-ecommerce/scan-and-ship-in-shipbridge/

Order ID Rush Order Date
10.24.202312:00
10.24.202312:00
10.24 2023 12:00
10.24.202312:00
10.24.202312:00

10.24. 2023 12:00

Ooooogooo

10.24 2023 12:00

dl |

Ship To Ship From

Company:

Mame: Colin Customerson

Customer Address City State Zip CountryName Phone # SKU
Colin Customerson 1115 W Lynn St Bustin Texas 78703 United States 5124761221 SC-Tees
Colin Customerson 1116 W Lynn S5t Austin Texas 78703 United States 5124761221 SC-
Colin Customerson 1117 W Lynn St Austin Texas 78703 United States 5124761221 SC-
Colin Customerson 1118 W Lynn St Austin Texas 78703 United States 512476121 SC-
Colin Customerson 1118 W Lynn St Austin Texas 78703 United States 51247671221 SC-
Colin Customerson 1139 W Lynn 5t Austin Texas 72703 United 5 5124761221 SC-Tees
Colin Customerson 1140 W Lynn 5t Austin Texas 78703 United 5 5124761221 SC-Tees

Carrier

USPS Priority
USPS Priarity
USPS Priority
USPS Priority
USPS Priority
USPS Priority
USPS Prieri

Customer Service
**.**.**Please confirm the correct shipping address for this order. It appears incomplete.
11/06/2023 10:28 AM

Acknowledge

In Scan and Ship:

1. Select an order and go to Scan & Ship.
2. Click the Customer Service tab.

3. Click the icon on the left to mark it as read.

Order # 5148347

Source Order # 34577345
Company:

Ordered on 24.10.2023 r.
Order Source: Wholesale

Colin Customerson
Take My Money LLC

1115 W Lynn St
Austin, Texas 78703
United States

Phone # 5124761221
Weight: 4 lbs 6 oz

Grand Total: $125,00
Customer Paid for Shipping: $0,00

->

Select order Edit address Check products  Print & Ship
Barcode Check IR
Order # 5148347
Weight 4 bs |6 %0z Read Automatic weight reading from scale returned 0.
Pkg Dimensions L 14,0015 we 12,00/ H: 2,005
Shipping Service  USPS Priority ~
Packaging  Default —

Rate Calculator
() Require Signature Confirmation
[J Require Delivery Confirmation

Insurance type  Use default ~

Customer did not pay for insurance

Using USPS Priority to ship.

Print Label + Invoice

Print Invoice

Customer Service

Please confirm the correct shipping address for this order. It appears incomplete.
11/06/2023 10:28 AM

Mark As Requires Attention

Cancel

To manage the visibility of the Customer Service panel within the grid, go toMenu > Options > General and modify the
Hide the Customer Note Tab setting as needed. Ensure this option is disabled on all Shipbridge devices that may require

access to these notes.
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