
WEB DEPARTMENT

ADMIN & PURCHASING



WEB DEPT STORE LAUNCH

Samples: Y/N  Ecertificates: Y/N
Delivery: add special delivery notes, need by dates here
Sorting: Alphabetical, Alphabetical by Team/Class..., Bulk, Other – if 
handling fee is charged but you still just want bulk, note this here.
Profit:  Check/AR  Balance Due= AR/ Due on pick up
Pricing Checked?  Yes/No – note any special pricing here
Standard turnaround time?  Yes/No – if no, explain.
Send to salesperson to certify before closing?  Yes/No
Personalization notes – enter requirements / must haves here
Uniform package notes – enter anything regarding special cases here
SPECIAL NOTES FOR THIS WEB STORE:



WEB DEPT STORE LAUNCH

Central Processing allows us to keep things consistent from start to finish
• Go Shopping!
• Check items to make sure everything looks good

▪ Inventory 
▪ Cost / Sell prices  - Process Prices 



WEB DEPT STANDARDS & BEST PRACTICES

Standard Turnaround Times – Production Due Dates & Ship/Deliver Dates

Products – Templates & Preferred Vendors

Pricing – Auto Pricing & Standard adjustments

Communication – Store Notes & Automated emails



WEB DEPT



WEB DEPT LATE ORDERS?!?!?!?!



Admin & Purchasing
WORK ORDERS



Admin & Purchasing
ITEMS TO BE PULLED FROM STOCK



Admin & Purchasing
GLOBAL PURCHASING



Admin & Purchasing
PURCHASE ORDERS



Admin & Purchasing

You can now add 
products to be 
purchased digitally in 
the purchasing utility at 
any stage!



New In Chipply:
more vendors 

group products

Add products with notes

Looking Forward To:
Tags

Statuses

Production Management (production reports & file in Chipply

Receiving!!



PRINT ON DEMAND

CATALOG STORES / BATCHES 

PRINT ON DEMAND

Group small orders together to create 1 JOB

for purchasing, receiving & fulfillment
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