[bookmark: _GoBack]Instructions for Checking and Distribution of Orders
	When your order is returned, you will receive:
· A summarized invoice
· Scan sheets that include all of the serial numbers of the cards
· Gift cards packed in the order that they are listed on the invoice. Paper certificates will be packed with the invoice and scan sheets.
Step 1:  Count the cards
BEFORE dividing the cards into each person’s order, make sure that you have the same number of cards (per retailer) that are listed on the invoice. Now is the time to find a problem. If you pack orders before you count and then discover a problem, every order will have to be opened and checked. When checking the cards, if you think that you are missing a card, check to make sure that cards aren’t stuck together.  Many cards will stick together and seem like one card. If there is any problem, now is the time to call UnitedScrip. Do Not distribute any cards if there is a problem.
	Step 2: Distribution of Gift Cards
		You will need the “Preview all Orders” report to divide the cards. To obtain this report log on 
to ScripZone.com as the group leader. Click on “New Order and Compile Order History,” then click on “Check Compilation Details.” You will see the “Preview all Orders” button in the middle at the top. Click on this button and print of the report (as seen below).
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We suggest that you cut it apart by customer and include it in the envelope with their cards. The report does not group all of the orders by participant, so you will need to pay attention to the “Order Placed By” section as you group the orders for delivery. As you fill the orders, pay close attention to the denomination of the card that you are placing in the envelope. We also recommend that you write the name of the person receiving the card next to its corresponding serial number on the scan sheets that we have included. If something happens to an order and you have the serial numbers of the cards, we may be able to help replace the card. 		
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OrderPlacedBy:  Freda Mitchell
Order Number: 30696
Notes: Online Order
Team: General Fund
DefiveryNotes: ~ Purchased by Gregory James
Comments:

Certificate

1-Domino's $10.00
2-Tackinthe Box 51000

Total Profit: $4.00

OrderPlaced On:  6/32011 6:5421 AM.
Payment Method:  Paid to Group
Phone:

Delivery Instructions: Pickup

OrderPlacedBy:  Freda Mitchell
Order Number: 30697
Notes: Online Order
Team: General Fund
DefiveryNotes: ~ Purchased by Susan McDonald
Comments:

Certificate

1-Regal Entertainment $10.00
2-Subway $10.00

Total Profit: $3.00

v | I Profit | subotal
4 [m) $320 $40.00
> O 08 000
Total Cost:$60.00
OrderPlaced On: 632011 637:09 AM
Payment Method:  Paid to Group.
Phone:

Delivery Instructions: Pickup

OrderPlacedBy:  Freda Mitchell
Order Number: 30698
Notes: Online Order
Team: General Fund
DefiveryNotes:  Puschased by Philip Haney
Comments:

Certificate

1-Lowe's Home Improvement 52500
2 Waimast $2500
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2 O 06 52000
Total Cost: $50.00
OrderPlaced On: 6372011 6:59:04 AM
Payment Method:  Paid to Group
Phone:

Delivery Instructions: Pickup
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Total Cost: $75.00





