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Order Management System

Welcome to the XY Retail OMS

The XY Retail Order Management System (OMS) is a sophisticated, centralized platform
engineered for the meticulous monitoring and seamless management of the entire end-to-end

lifecycle of customer orders and returns.

This robust solution offers unparalleled, real-time visibility into every granular stage of a
transaction, encompassing precise item-level details, secure payment processing, rigorous

shipment tracking, and streamlined return handling.

By consolidating complex data into a single, intuitive, and easy-to-navigate interface, the XY
Retail’s OMS empowers teams to:

. Identify and Resolve intricate operational issues with lightning speed.

. Execute Precise Corrective Actions to eliminate potential fulfillment delays.

. Ensures Efficient Fulfillment while maintaining a gold standard for customer satisfaction.

¢ Intended Audience

This guide provides a comprehensive breakdown of each dashboard within the OMS and offers
practical guidance for managing the end-to-end order lifecycle. It is designed to help the

following teams maintain XY Retail’s operational excellence:

Team Purpose

Customer Support Teams Use this guide to provide real-time
visibility to customers, manage
order notes, and handle return

requests.
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Operations Specialists Utilize this manual to monitor order
processing states, such as
allocation, packing, and shipment to

ensure timely delivery.

Fulfillment Managers Refer to these sections to oversee
warehouse tasks, track inventory
reservation, and analyze exported

order data.
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Change Management and Version History
./ Introduction

This section records all revisions made to this document, ensuring version accuracy and

alignment with OMS system updates.

R Version History

Author Date Version Description
Documentation Mar 20, 2025 1 Initial
Team Documentation
Documentation Dec 10, 2025 2 Added returns in
Team Store and
Contribution
collected by
Engineering.
Documentation Apr 22, 2026 3 Documentation
Team include UI and
details
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Copyright
© 2026 XY Retail. All rights reserved.

All content within this documentation, including but not limited to text, graphics, logos, icons,
images, user interface elements, and design layouts, is the exclusive property of XY Retail or its
licensors and is protected by applicable copyright, trademark, and other intellectual property
laws. Except as expressly permitted in writing by XY Retail, no portion of this content may be
copied, reproduced, modified, republished, uploaded, posted, transmitted, or distributed in any
form or by any means, whether electronic, mechanical, photocopying, recording, or otherwise.
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OMS User Guide: Role-Based Navigation

() How to Use This Page

Navigate the sections in the same sequence as the OMS User Guide. Expand each section to
access related topics. This structure mirrors the official guide to ensure consistency and easy
cross-reference.

v Who This Page Is For

Role What you do in OMS

Customer Support [CS] Manage customer interactions and
order-related actions, including
order status updates, shipment
address validation, note
management, cancellations, fraud
checks, payment receipts, and

price adjustments.

New Member [NM] Build foundational knowledge and
perform core customer support
activities, including signing in,
navigating OMS, searching orders
and returns, adding notes,
providing order status, processing
cancellations, and handling return

actions.

Operations Specialist [OP] Oversee operational workflows,
including monitoring order queues,
exporting reports, managing
payment updates, handling pre-
shipment dependencies, and
working with order and return line

reporting.
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v Section 1— Getting Started

Topic Roles
Sign in to OMS CS, NM, OP
XY RETAIL ORDER CS, NM, OP
MANAGEMENT SYSTEM

v Section 2 — Searching and Exporting Orders
Topic Roles
Access the Order Tab from OMS CS, NM, OP
Dashboard
Monitoring_Orders with Order CS, OP
Status Queues and Order Feed
Search Orders (OMS Dashboard) CS, NM
Search Orders (Order Tab) CS, NM
Order Built-In Filter CS, 0P
Export Order Report OoP

v Section 3 — Order Flows & Details
Topic Roles
Access Order Flow CS, NM, OP
Access Order Item Flow CS, OP
Access Delivery Flow CS, OP
Customer Classification CS
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v Section 4 — Order Actions

Topic Roles
Add Note to Order CS, NM
Add Note to Order Item CS, NM

Providing Real Time Order Status  CS, NM

Order Status Response Table CS, NM
Shipment Address Validation CS, OP
Force Edit Shipment Address CS
Cross-Country Fraud Check CS, OP
Download Payment Receipts CS
Apply Price Adjustment CS
Cancel Order CS, NM
Order Cancellation Eligibility CS, NM

Order Lifecycle Time Windows CS, OP

v Section 5 — Payments & Operations

Topic Roles

Update Authorized to Captured OoP

Payments

Authorized vs Captured Amount CS, 0P

Pre-Shipment Dependency Task OoP

v Section 6 — Return Management ’
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Topic Roles
Search Return Order (OMS CS, NM
Dashboard)

Search Return Order (Return tab) CS

Return Order Filter CS, OP
Access Return Item Flow CS, OP
Access Return Tab CS, NM, OP
Access Return Order Flow CS, OP
Add Return Note CS, NM
Download Credit Note CS

Export Return Report OoP

v Section 7 — Return Actions

Topic Roles

Enable Return for Non-Returnable CS

Item

Return Request Outcome Options  CS, NM

Update Item Return Date CS
Set Return Review Qutcome CS
Modify Returnable to Non- CS
Returnable

v Section 8 — Order Lines & Return Lines

Topic Roles
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Access Order Lines OoP
Export Order Line Report OoP
Access Order Item Feed OP
Order Line Filter OoP
Access Return Lines OoP
Export Return Line Report OP
Access Return Item Feed OP
Return Line Filter OoP
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XY RETAIL ORDER MANAGEMENT SYSTEM

. Introduction

The XY Retail Order Management System (OMS) revolutionizes retail operations by
orchestrating the journey from Order Placement to Delivery. It unifies sales channels (Web,
POS, Mobile) with fulfillment nodes (Warehouses, Stores) to ensure efficient inventory

management and product sourcing

XY RETAIL OMS LIFE CYCLE

Order Placement

Shipping &
Delivery

Owdeer is defivered 1o
the customer

Payment
Authorization
Payment details are
validated

Invoice Generation

ice i Order is assigned to &
Invoice is crested Drderis
Paj‘l‘l‘lel‘llbtaé:lp'::ri Remorse Period
Tems are packed and m -1
paid for

Reallocation Warehouse
Onder i moved if Process
needed

‘= Order Placement

Order placement is the first step that allows customers to browse the products through various
sales channels such as, websites, mobile applications, or retail stores, select the products and

add them to the sales cart.

Browse Select
Products Products Add to Cart

! = %3

I
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== Payment Authorization

Payment authorization is the process of validating the selected payment method ( such as,
credit card, debit card, digital wallets, store credits or gift cards), billing address, authorized

amount and securing the transaction from customer’s account to the retailer's account.

Payment Authorization Process

Validate Authorize

Payment Verify Billing Transaction Secure

Method Address Amount Transaction
— — ] [D fa
E3 =3) . |

§¢ Order Allocation

The system checks the ordered item’s stock against inventory and allocates the order to the

appropriate location. This process ensures efficient inventory management and product

sourcing.
Check Validate Stock Ensure Efficient Effective
Inventory Availability Allocate Order Management Sourcing
Q_@ ¢ |"._‘;- YJ\{ m
-4 40 F
) Y] A T

A 3

7 Remorse Period

The Remorse period is time period provided by the system to the customer to cancel or finalize

= Remorse
"~/ Period

their order placement.

> Order
® Canceled

[\,g Order Placed

f

@f Order
Finalized

m Warehouse Process

The warehouse process begins after an order is allocated and focuses on the physical handling

and validation of items before shipment.
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Order Availability Preparation for
Allocation Itermn Picking Confirmation Packing
& o i
Oim le . 11

Reallocation

When the originally selected fulfillment location lacks sufficient inventory after availability

confirmation, the order is reallocated to an alternate eligible location.

Alternate Location

Order Placement Inventory Check Sourcing
-8 B

?
= 5,
Reallocation

e . Order Fulfillment
Initiation

Fulfillment Location
Selection

T Packing and Payment

The packing and payment capture process ensures items are securely packed before payment

is captured and the order is prepared for dispatch.

Capture Prepare for
Gather ltems Pack Items Payment Dispatch

Ca )

&

Invoice Generation

An invoice is generated for the completed order. This document includes details of the

transaction, such as item descriptions, quantities, prices, and payment confirmation.

Order Invoice Transaction Payment
Completion Generation Details Confirmation

Co S
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& Shipping and Delivery

After packing, the order is scheduled for carrier pickup. The selected shipping provider collects

the packages from the warehouse for delivery to the customer.

Packing Shipping
Process Arrange Carrier Provider Packages Delivery to
Complete Pickup Arrives Retrieved Customer
"... ) C;
o N 9 &
© ol A olo
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OMS User Guide

/ Overview

The OMS Customer Service Guide is a comprehensive reference designed to help customer
service professionals manage customer orders confidently and consistently throughout the
entire order lifecycle. Its primary purpose is to provide clear, step-by-step procedures and best
practices that reduce handling time, minimize errors, and promote accurate, auditable updates
within the Order Management System (OMS). By following this guide, users will be equipped to
deliver precise information and professional communication to customers while maintaining the

integrity of order data across channels and handoffs.

¢ Scope and Audience

This guide applies to anyone who performs customer service activities within OMS, including
contact center agents, store support associates, back-office operations teams, and supervisors
responsible for oversight and quality. It is suitable for new team members who are learning OMS
fundamentals as well as experienced users who need a reliable reference for less common

scenarios or policy-sensitive updates.

~ Outcomes

The OMS Customer Service Guide is designed to translate standards, workflows, and policy into
tangible business results. The outcomes below reflect what teams can expect when the guide is
adopted consistently across channels and shifts. They are written to be specific and measurable
where possible, enabling supervisors and process owners to monitor progress and adjust

training or procedures as needed.

Outcome Description

Reduced average handle time (AHT) Standardized steps and prompts
shorten navigation and decision
time, targeting a measurable
reduction in AHT for order status,
modification, and cancellation

contacts.

CONFIDENTIAL - INTERNAL USE ONLY Page 16 of 155 XY Retail OMS



Fewer errors and rework Checklists, field validations, and
required notes reduce data entry
mistakes and follow-up contacts,

lowering defect and reopen rates.

Improved auditability Consistent note templates and
disposition codes create a clear
activity trail, enabling faster case

reviews and better root-cause

analysis.
Consistent customer Plain-language macros and
communication guidance align tone, content, and

policy across agents and channels,
improving CSAT and reducing

escalations.

Smoother handoffs Defined ownership, SLAs, and
escalation paths reduce delays
when cases move between front-

line, store support, and back-office

teams.
Improved compliance and policy Embedded rules and examples help
adherence agents apply policies consistently,

decreasing exceptions and audit

findings.

Faster onboarding Role-based sections, annotated
screenshots, and practice flows
help new hires reach proficiency

sooner and reduce coaching time.

¢ Sign Into OMS

o Order Management Overview
o Access the Order Tab from the OMS Dashboard

o Monitoring Orders with Order Status Queues and Order Feed
o Searching for an Order From OMS Dashboard

o Searching for an Order in the Order Tab
= Order Built In Filter

o Exporting Order Report
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o Accessing Order Flow
o Accessing the Order Item Flow

o Accessing the Delivery Flow
= Customer Classification in OMS

o Manually Updating Authorized Payments to Captured
= Authorized Amount and Captured Amount

o Adding a Note to an Order
o Adding a Note to an Order Item

o Enabling Return for Non-Returnable Item
= Return Request Outcome Options

o Updating an Item Return Date
o Setting Return Review Outcome

o Providing a Real Time Order Status Report
= Order Status Response Table

o Modifying a Returnable Item to Non-Returnable
o Shipment Address Validation

o Force Editing the Shipment Address

o Cross-Country Fraud Check

o Pre-Shipment Dependency Task

o Downloading Order Payment Receipts

o Applying Price Adjustment to an Item

o Canceling an Order
= Order Cancellation Eligibility

o Order Lifecycle Time Windows

* Return Management Overview
o Search for a Return Order in the OMS Dashboard

o Searching for a Return Order in the Return Tab
= Return Order Filter

o Accessing the Return Item Flow

o Exporting Return Order Report

o Accessing the Return Tab from OMS Dashboard
o Accessing the Return Order Flow

o Adding Return Order Note

o Downloading Credit Note

e Order Lines Overview
o Accessing Order Lines from the OMS Dashboard

o Exporting Order Line Report

o Accessing Order Item Feed from Order Lines
= Order Line Filter

e Return Lines Overview
o Accessing Return Lines from the OMS Dashboard

o Exporting Return Line Report

o Accessing Return Item Feed From Return Lines
= Return Line Filter
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Sign In to OMS

Introduction

This topic explains the procedure for authenticating and accessing the Order Management

System (OMS) application using your account credentials.
Steps to Sign in to OMS

1. Navigate to OMS sign in page.

2. Enter the email address in the box.

Continue

3. Click Continue.

admin168E

Continue

4. Enter the password in Password field.
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https://stylist-oms.xyretail.com/

SIGN IN

admin16&

Continue

5. Click Continue.

admin168

Continue

6. After entering your password, you will be redirected to the OMS home page.
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=, Order = Order Feed
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Order Management Overview

© The Order Management section is your central hub for tracking and managing customer
orders from start to finish.

%¢ What you can do here

Action Description

Search and filter orders Quickly locate specific orders using
filters and sorting options to focus

on the data that matters most.

Review order details Access key information including
customer details, payment status,
shipment details, and overall order

progress.

Take action on orders Add notes, update shipment
information, enable returns, and
review return outcomes — all from

one place.

Track order status Monitor each stage of an order's
lifecycle to provide accurate
updates and resolve customer

requests on time.

© Whether you check a single order or manage many, this section gives you the visibility and

control to keep orders moving smoothly.

o Access the Order Tab from the OMS Dashboard
* Monitoring Orders with Order Status Queues and Order Feed
o Searching for an Order From OMS Dashboard

e Searching for an Order in the Order Tab
o Order Built In Filter

o Exporting Order Report
* Accessing Order Flow
o Accessing the Order Item Flow

* Accessing the Delivery Flow
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o Customer Classification in OMS

* Manually Updating Authorized Payments to Captured
o Authorized Amount and Captured Amount

* Adding a Note to an Order
« Adding a Note to an Order Item

« Enabling Return for Non-Returnable Item
o Return Request Outcome Options

« Updating an Item Return Date
o Setting Return Review Outcome

¢ Providing a Real Time Order Status Report
o Order Status Response Table

* Modifying a Returnable Item to Non-Returnable
« Shipment Address Validation

« Force Editing the Shipment Address

o Cross-Country Fraud Check

o Pre-Shipment Dependency Task

+ Downloading Order Payment Receipts

* Applying Price Adjustment to an Item

« Canceling an Order
o Order Cancellation Eligibility

o Order Lifecycle Time Windows
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Access the Order Tab from the OMS Dashboard

Introduction

This topic explains how to access the orders tab from OMS dashboard to view the centralized

view of all customer orders, including their current status and key details.

Steps to Access the Order List

1. Click Order to access Orders tab.

wy

OMS Dashboard

Order Feed

WG4

WPELARTT

W

o

ABTE

WPEITIRE

The system displays the master list of all customer orders and their current status.
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Monitoring Orders with Order Status Queues and Order Feed

Introduction

The Order Status Queues provide your team a live view of every order needing attention. Each
dashboard widget shows a real-time count for a specific fulfillment stage—such as pending
allocation, on hold, or awaiting review—so Customer Support can spot bottlenecks, prioritize
urgent issues, and keep orders moving toward delivery. The Order Feed complements the

queues by streaming live updates, letting you track individual order statuses as they change.

Review Orders with Order Status Queues and Order Feed

Pending Allocation: Click the Pending Allocation widget (for example, the screenshot below

shows 9 orders) to filter and find transactions not assigned to a warehouse or fulfillment center.

wr

'OMS Dashboard

On Hold: Click the On Hold widget (for example, the screenshot below shows 74 orders) to view

transactions paused by credit checks, address verification, or customer requests.
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OMS Dashboard

=, Ordor

o Retun

9

wmaTaN

T

a0

ReTIOOEE 04

Pending Fulfillment: Click the Pending Fulfillment widget (for example, the screenshot below
shows 1,416 orders) to monitor orders allocated and awaiting pick-and-pack. Use this queue to

track warehouse processing speed and identify aging orders.

oy
OMS Dashboard

=, Order

o et
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AENREANRNE

Pending Review: Click the Pending Review widget (for example, the screenshot below shows
72 orders) to see transactions flagged for potential fraud or manual validation. Verify the order

details and approve or cancel the transaction based on security requirements.

ay
OMS Dashboard

=, Ordor

ELEn
o) Return

PRSI
g
w2
TS

msaTIie

WPEITIZE

Order Feed: Click Order Feed to view real-time order updates and current status (for example,
Allocated, Shipped).
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Searching for an Order From OMS Dashboard

Introduction

This topic explains how to find an order on the OMS Dashboard using the Order ID search box.

Steps to Search For an Order

1. Enter the Order ID in the search box.

(7]

OMS Dashboard

2. Press Enter to display the order details.
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Searching for an Order in the Order Tab

Introduction

The Order dashboard allows users to locate orders using the Search box or Filter options.

Steps to Search an Order

1. Click Order.

v

OMS Dashboard

. Order = Order Lines Order Feed

o Retumn

2. Select one of the following options in Order dashboard.
a. Search Box
i. Enter the Order ID in the Search by Order ID field.

ii. Press Enter to display the order details.

CONFIDENTIAL - INTERNAL USE ONLY Page 30 of 155 XY Retail OMS



b. Filter
i. Click the Filter icon.

ii. Select one of the following Filter category:
Order ID

Customer Email

Customer First Name

Customer Last Name

Customer Phone

Tracking Number
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iii. Click Apply to view the filtered results.

3. Click the Order ID to verify the order details.

AU NNNRANNL
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Order Built In Filter

Introduction

Built-in filters enhance the search experience with the drop-down menu filter category. You can
tailor and sort the results to meet your precise requirements by selecting and applying specific

criteria.

Sorting

Sorting Criteria Description

Latest
Select the Latest option to view

orders from the most recent date to
the oldest.

Earliest
Select the Earliest option to view

orders from the oldest date to the

most recent.
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Filter Options

Filter Category Description

Region . . :
Customize the order list by entering the

region name in the Search by Region field
or selecting the relevant region checkbox.

Countr
y Customize the order list by entering the

country name in the Search By Country
field or selecting the relevant country

checkbox.

Channel Type . : :
Customize the order list by entering the

channel type in Search by Channel Type
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field or selecting the relevant channel type
checkbox.

Channel
Customize the order list by entering the
channel name in Search by Channel field or
selecting the relevant channel checkbox.

Order Date

raer Customize the order list by selecting the
date range for when the orders were placed.

Order ID

raer Customize the order list by entering the
order id in the Search by Order ID field or
selecting the relevant order id checkbox.
Order Status

Customize the order list by entering the
order status in the Search by Order Status
field or selecting the relevant status

checkbox.

Customer Email
Customize the order list for a specific

customer by entering the email address in

the Enter Customer Email field.

Customer First Name
Customize the order list for a specific

customer by entering the customer’s first
name in the Enter Customer First Name
field.

Customer Last Name
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Customer Phone

Payment Type

Currency

Order Value

Shipping Method

Fulfilment Center Type

Fulfilment Center Details

Customize the order list for a specific
customer by entering the customer’s last
name in the Enter Customer Last Name
field.

Customize the order list for a specific
customer by entering the customer’s phone

number in the Enter Customer Phone field.

Customize the order list by entering the
payment type in Search by Payment Type
field or selecting the relevant payment

gateway checkbox.

Customize the order list by entering the
order status in the Search by Currency field
or selecting the relevant status checkbox.

Customize the order list by selecting the
monetary value range for orders to display

those within specified ranges.

Customize the order list by entering the
shipping method in Search by Shipping
Method field or selecting the relevant
shipping method checkbox.

Customize the order list by entering the
fulfilment center type in Search by
Fulfilment Center Type field or selecting

the relevant fulfilment center checkbox.
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Customize the order list by entering the
fulfilment center in Search by Fulfilment
Center Details field or selecting the

relevant fulfilment center checkbox.

Tracking Number
g Customize the order list by entering the

tracking number in Enter Track Number
field.

Action Buttons

Action Buttons Description

Appl
PPYY Click the Apply button to apply filter

criteria and display the customized

order list.

Reset ]
Click the Reset button to remove all

the applied filters and return to
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default view.
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Exporting Order Report

Introduction

This procedure explains how to export order data from the Order tab.

Steps to Export Order Data

1. Click Order on the OMS dashboard.

y

OMS Dashboard

w, Order = Order Lines Ordler Fued

RIMGETOR

o Return Lines

3. Click Export in the upper-right corner of the Order tab to export order data to an Excel file.
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4. Click OMS Orders Queue-Queue to export the Excel report.

A B c ] ; P G

Orderid |Order Date Customer C

"10591502: Apr-21-20:Giulia
"53545774 Apr-20-20:Andrea

ner Customer G

giulia.terrs * 3934025000 Hald

OMS Orders Report +

omer Order Stat Region

Romanc Lal'.Ole'v"Sgil',ll ALLOCATEEU

Country  Channed TiGhanmel  Fulfiiment Fulliiment Fulfillment Carrier

=

| K L M 7]

Website Ty DHL
Website Raty TestVRetail Glorgio Arr SANT-TES1DHL

o

P Q i g
Shipping M Tracking MQTY, Purct Payment T Pa
Express Dt 1 CreditCan ds

Express D 51 CreditCarme

a
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Accessing Order Flow
Introduction

This topic explains how to access order flow in the OMS. Order Flow tracks an order's journey
through the OMS from placement to fulfillment. It records each stage: creation, payment
processing, picking, packing, shipping, and delivery. Monitoring order flow lets you track real-

time status, identify delays or exceptions, and confirm each step's completion.

Steps to Access Order Flow

1. Click Order.

v

OMS Dashboard

=, Order = Order Lines Order Feed

o Retumn

2. Select an option in the Order dashboard.
a. Search Box
i. Enter the Order ID in the Search by Order ID field.

ii. Press Enter to display the order details.
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b. Filter
i. Click the Filter icon.

ii. Select one of the following filter categories.
« Order ID

Customer Email

Customer First Name

Customer Last Name

Customer Phone
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« Tracking Number

iii. Click Apply to view the filtered results.

3. Click the Order ID to verify the order details.

e
s
s
A
e
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s
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s
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5. Review the Order Flow task status, associated error messages, and dependencies, then take

the appropriate action.
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© 1f the task status is active, the system runs the Order flow task every 15 minutes. Each run
records the task's start and end times. Cardinality shows how many times the task has run

until completion.
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Accessing the Order Item Flow
Introduction

This topic explains how to access Order Item Flow. Item Feed in the Order Profile provides a
detailed, item-level audit trail of all actions performed on an order item. It displays the sequence
of processing steps, along with their status and timestamps, from order creation through
fulfillment.

Steps to Access the Order Item Flow

1. Open the Order Profile.

3. Click the Expand row.
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4. Review the activity details displayed for the item:

a. Date — When the activity occurred.

b. Task — The action performed (for example, Return Received, Review Accept, Credit Memo
Request, Auto Complete).

c. Description — Additional context or reference details.

d. Status — Current state (Active or Complete).

nuanuuunnunt

5. Verify that all tasks are completed and no activity remains in an incomplete state.
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Accessing the Delivery Flow

Introduction

This topic explains how to access Delivery Flow. The Delivery Flow shows an order’s journey in
the OMS from fulfillment to delivery. It covers shipment creation, carrier handoff, in-transit
updates, and delivery confirmation.

By reviewing the Delivery Flow for an order, you can:

« Track the shipment’s real-time delivery status.
. Identify the order’s current stage in the delivery journey.
. Spot delays, exceptions, or failed delivery attempts.

. Confirm all delivery milestones completed as expected.

Steps to Access Delivery Flow

1. Click Order.

v

OMS Dashboard

Order Feed

2. Select one of the following options in Order dashboard.
a. Search Box
i. Enter the Order ID in the Search by Order ID field.
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ii. Press Enter to display the order details.

b. Filter
i. Click the Filter icon.

ii. Select one of the following Filter category.
« Order ID

e Customer Email
o Customer First Name
o Customer Last Name

Customer Phone
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« Tracking Number

iii. Click Apply to view the filtered results.

3. Click the Order ID to verify the order details

e
s
s
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e
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175000 €

COMPLETE Apr-17-2006 18833 - Apr-21-2006 033035
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Customer Classification in OMS
Introduction

The OMS classifies customers based on two aspects:

. Customer Roles — defines billing responsibility and delivery details.
. Customer Types — defines how customer information is captured and managed in the

system.

This combined classification ensures accurate order processing, billing, and fulfillment.

Customer Types

Customer Type Description

Registered Customer A customer with a saved profile and order

history in the system.

Guest Customer A customer who places an order without a

saved account.

Customer Roles
Customer Role Description

Bill-To Customer The account holder responsible for
payment, billing address, invoices,

and refunds.

Ship-To Address The recipient and delivery location,
including name, address, and

contact details.
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Manually Updating Authorized Payments to Captured
Introduction

The authorized amount may not update to the captured amount due to network or integration
issues during payment processing. This mismatch leaves the payment authorized after
shipment. This topic explains how to manually update the payment status to captured using the
Mark as Paid option to keep payment records accurate when the system fails to update

automatically.

Steps to Manual Update Captured Amount

1. Navigate to the Shipment Summary section.

CONFIDENTIAL - INTERNAL USE ONLY Page 53 of 155 XY Retail OMS g%



3. Select View Shipment.

4. Click the Payment Summary tab.

Shapment Mo Shipment Method

Express Defvery EUR

S0000749060

Card Type

CreditCard - sy 1] Visa

5. Click the Kebab menu within the Payment Summary section.

Sapment Ha Ship Date Shipman? Mathod

Express Dicfvery EUR

26
S0000749060 R

Paxcking Details

Method Card Typst

CreditCard - =111 Visa

Payment Summary

Ship From

Ship From

EU Test Warehouse

Full Hame Payment Seanus

hor moon CAPTURED

Shipment Details

Payment SEstun

L st Warehouse

Payment Summary

Full Nams Payment Status

SakOr MOon CAPTURED

Ivwoice Status Statun/Tracking 1D

SHIPPED

minmm

Rarlereesce Mumber Aushorised Amount

LRMENMSHISSETS 175000 €

Inwoice Status Status/Tracking ID

SHIPPED)

nmmmnm

Reference Number Asshorised Amount

LAMENMSHIS56TS 175000 €

Captured Amoaunt

175000 €

Capharnd Amount

175000 €

Captured Amwount

175000€
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6. Click Mark as Paid to update the status from authorized to captured.

Ship Fram e Stat Status Tracking 1D Shigamcnt Amount

SHIPPED
EL Test Warehouse 175000€
nmmm

Payment Surmmary

Date et Card Type Full Name Payment Statun Reference Number Authorised Amount Captured Amoustt

Apr.23.2006
083502

CreditCand - *esas]]] Viza sailor moon CAPTURED LRMBNM SHISSETS 175000 € 175000 €

7. Verify that the payment status is updated successfully to reflect the captured amount.

© To learn the difference between authorized and captured amounts, refer to Authorized

Amount vs Captured Amount
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Authorized Amount and Captured Amount

Introduction

In payment processing, the OMS distinguishes between authorization and capture to control
when funds are verified and when they are actually collected. This separation ensures secure
transactions and flexibility in order fulfillment.

Key Differences

Aspect Authorized Amount Captured Amount

Definition Amount approved and  Amount actually
reserved by the charged and collected
payment provider from the customer.

When it Occurs At the time of order At the time of shipment
placement or fulfillment.

Fund Movement No money is Money is transferred

transferred; funds are from customer to

only held merchant.

Purpose Confirms sufficient Finalizes the payment.

funds are available
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Adjustments Can be partially Reflects the final

captured or voided charged amount.
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Adding a Note to an Order

Introduction

The Notes section allows users to record and store additional information related to the selected
order. It is used to capture remarks, instructions, or context that support order processing and

communication.

Steps to Add a Note

1. Open the Order Profile.

2. Go to Notes.

1750,00 €

3. Enter the note in the Enter Note field.
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4. Click Save Note.
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Adding a Note to an Order Item

Introduction
This topic explains how to add a note to an order using the Add Note option. Notes help capture

additional information or context related to the order.

Steps to add a note to the Order

1. Open the Order Profile.

2. Go to Order Summary.

3. Click the Kebab Menu.
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Customer Informaticn

5. Enter the note in the Enter Note* field.

Add Note

Select Note Group

Select Note Type

6. Select a option from Select Note Group dropdown.
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Add Note

Select Note Group

Select Note Type

5. Select a option from Select Note Type dropdown.

Add Note

Select Note Group

Select Note Type

6. Click Save Note.

Add Note

Select Note Group

Select Note Type
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Enabling Return for Non-Returnable Item
Introduction

This topic explains how to set the return option for an item using the Return Override feature.

This option allows users to override return restrictions and proceed with the return process.

Steps to Enable the Return of the Item

1. Open the Order Profile.

2. Go to Order Summary.

3. Click the Kebab Menu.
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3. Select one of the available options from Return Override Reason list.

Returmn Override Reason
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4. Click Proceed to enable the return.

Returmn Crverride Reaton

ENT IM PICTURE
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Return Request Outcome Options

Outcome Option When to Use

Always Accept Applied when the customer qualifies
for a return and all criteria are met.
No further review is needed.

Always Reject Applied when items are non-
returnable.
Manual Review User must manually review the

returned item when further
evaluation is needed, such as for
high-value items or conflicting

information.

Default Rules System-defined return policy rules
apply.
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Updating an Item Return Date

Introduction

This topic explains how to update an item's return eligibility date within an order. The return date

sets the period during which the item can be returned, based on the return policy.

Steps to update an item return date

1. Click the Kebab menu.

iy

107056969 omwmme =

2. Click Update the Return Date.

iy

107056969 | camms
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3. Select a date.

Select Date

4. Click Save to update the return date.

Select Date
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Setting Return Review Outcome
Introduction

This procedure explains how to define the return review outcome for an order item. It allows

users to determine how a return request is processed based on predefined options.

Steps to Enable Return Review Outcome

1. Open the Order Profile.

3. Click the Kebab Menu.
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Customes informatien

5. Select an option from the Set Return Review Outcome list.

Set Return Review Outcome

Aly

Manual Review

Default Rules

6. Click Proceed to confirm the selection.
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Set Return Review Outcome

Albways Aecept

Abways Reject

Manual

Default
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Providing a Real Time Order Status Report

Introduction

This topic explains how to communicate the latest order status to a customer using the Order

Profile.

Steps to Provide Order Status

1. Enter the Order ID in the search box.

]

OMS Dashboard

3. Navigate to the Order status bar.
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iy

TE20115!

4. Identify the current order status.

-y

T690115!

Customer Information

6. Refer to the Status Response Table and communicate the appropriate update to the

customer.
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Order Status Response Table

Order Status What to Tell the Customer

PENDING / ALLOCATION The order has been received and is
currently awaiting stock
assignment. No action is required at

this stage.

ALLOCATED The order has been confirmed and
stock has been reserved. It is
currently being prepared for

dispatch at the fulfillment center.

CONFIRMED The order has been confirmed and
is progressing through the
fulfillment process. Dispatch is

underway.

PACKED The order has been packed and is
ready for carrier pickup. A shipping

notification will be shared shortly.

SHIPPED The order is in transit. Share the
tracking number to enable real-time
tracking.

DELIVERED The order has been marked as
delivered. Confirm receipt with the

customer.

UNDELIVERED There was an issue delivering the
order. Review the details and

arrange the next steps.

RETURNED The order has been returned. A
return review is in progress; check

and provide an update.
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CANCELLED The order has been cancelled.
Review the reason and advise on
next steps, including refund details
if applicable.
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Modifying a Returnable Item to Non-Returnable
Introduction

This procedure explains how to update the return eligibility of an item within an order. In certain
scenarios, an item that is initially marked as returnable may need to be changed to non-

returnable based on business rules, product conditions, or policy decisions.

Steps to Change Item Return Status to Non-Returnable

1. Click Order Summary.

Payment Summary
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3. Click Edit Return Status.

Payment Summary

4. Select Make Non-Returnable to mark the item as non-returnable.

Update Return Status?

This will apply one return status to al

salected items.
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Shipment Address Validation

Introduction

This topic explains how to check address handles when an order is ON Hold due to an incorrect

delivery address.

Steps to address validation check

1. Click Order.

=y

OMS Dashboard

=, Order = Order Line Order Feed

RITAGETOR01

o Retam

aresETeS

2. Click the Filter icon.

3. Select ON Hold.
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4. Click Apply.

5. Click Order ID.

Rt Filters
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6. Click the Order Flow icon.

Paymend Summary

7. Verify the Address Validation Task shows Error.

Order Flow

8. Contact the customer to get the correct delivery address.

9. Click Edit to update the shipment address.
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107492894 [owwas =

G TIRD

Shipment Summary

Shipmant Method Ship Frem Paymant Ststus

10. Enter the required address details in the search field to locate the correct address.

[Edit Ship To

11. Click Save new address to apply the changes.
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Edit Ship To

First Mame *
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Force Editing the Shipment Address

Introduction

This topic explains how to update the shipment address for an order using the Force Edit option
in the Shipment Summary section. Use this action when the delivery address is technically valid,
but the customer wants to correct or refine the address details (for example, fixing spelling, unit

number, or other minor errors).

Steps to Modify the Shipment Address

1. Go to Shipment Summary.

3. Enter the required address details in the search field to locate the correct address.
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Edit Ship To

4. Click Save new address to apply the changes.

Edit Ship To

© Add a Order level note to record the address change: "Address updated using Force Edit

as per customer request.
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Cross-Country Fraud Check
Introduction

This topic explains how the system validates cross-country orders by comparing the locations
of the warehouse, billing address, and delivery address. The goal is to detect unusual or

high-risk combinations before the order proceeds further in the fulfilment flow.

How the Fraud Check Works

For cross-country orders (for example, an order placed in Germany to be shipped from Italy),

the system automatically performs a fraud check using three location maps:

uy

80000000152 |eskes =

the , Washington , US ,

. Source Map: Identifies the location of the fulfilment warehouse.
. Bill-To Address Map: Identifies the location of the customer’s billing address.
. Ship-To Address Map: Identifies the location of the delivery (shipping) address.
. Location Comparison
o The system compares these three locations.

o If the combination appears unusual or high risk (for example, widely separated regions or
known fraud patterns), the order may be flagged for review before it can continue in the
fulfilment process.
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Pre-Shipment Dependency Task
Introduction

Before an order proceeds to shipment, the system validates a set of predefined dependencies to
ensure the order is accurate, compliant, and ready for fulfillment. These checks are
automatically executed as part of the order flow and must be completed successfully before

downstream activities such as allocation, picking, and delivery tracking are initiated.

This section outlines how to review and confirm that all required dependencies are completed
prior to shipment.

Steps to Review Dependencies Before Shipment

1. Navigate to the Order Flow section within the order details screen.

2. Go to the Pick Ticket Task.

COMPLETE Apr-17-2026 11:80:30 - Apr-21-2026 03:20:38

3. Identify the following dependency tasks in the list:

o Address Validation Task — Confirms the shipping address is valid and deliverable.

[¢]

Duties Task (if applicable) — Calculates applicable duties and taxes for cross-border

shipments.

[¢]

Customer Notification Task — Sends the order confirmation to the customer.

o

Remorse Period Task — Ensures the cancellation window has expired or is completed.

o

Manual Approval Task (if applicable) — Verifies that orders requiring additional review are

approved before processing.
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4. Review the State column for each task:

&
L
]
o
o
L]
]

Q

<]

Confirm the status displays Complete for all mandatory tasks.

o

o Verify Skipped is shown only for tasks that are not applicable.

5. Validate that no task displays an error or incomplete status.
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Downloading Order Payment Receipts

Introduction

This topic explains how to download payment receipts from the Documents tab in the Payment

Summary section.

Steps to Download the Payment Receipts

1. Go to the Documents tab in the Payment Summary.
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Nr. Nota Credito: 3751000018

Data Nota Credito: 01.04.2025

Nr. Ordine: 7T1580080XL4
Partita VA di gruppo: IT10085020064
GA S.p.A Codice fiscale: 02342990153

Via Roma, 123 Via Roma, 123
Milano 20121 Milano 20121
iT MIIT
RSSMRABOADTF205X

Descrizione Articolo Codice Articolo | Qta | Prezzo Sconto Base Imp| % IVA Importo Prezzo Valuta
Lordo VA Totale
| r BOSEE43186276 1] 1.048,25 0,00 850,22 22% 188,03 | 1.048,25 | ELR
IVA 22%
Base Imp. Importo VA Totale Valuta

Prezzo Lordo 85023 180,03 1.048.25 EUR

Sconto 0,00 0,00 0,00 EUR

Prezzo Totale 859,22 189,03 1.048,25 EUR

STAMPA PRIVA DY VALENZA GILURIDICO-FISCALE Al SENS! DELL'ARTICOLO 21 (DFRE3372), TRANNE CHE PER | SOGGETTI NON
TITOLARI Df PARTITA IVA EFO NON RESIDENT! Al SENSI DEL COMMA 509
ART.1 L. 2052017
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Applying Price Adjustment to an Item
Introduction

This section explains how to apply a price adjustment to items in an order from the Action Pod.
You can select the relevant items, choose an appropriate reason, and update the adjustment
percentage so the system recalculates the adjusted price accordingly.

Steps to Apply Price Adjustment to an Item

1. Navigate to Action Pod.

2. Click Price Adjustment.
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3. Select the items checkbox.

110300 €

4. Click Next.

5. Click Select Reason dropdown menu to choose an appropriate return reason.
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s Select Reason > Pay

* Salect Reason > Payment Detals » Pric

sivg

[

Shipping Amount
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7. Adjusted price tab displays the adjusted price

77131693

Sripping Amourn

110500 €

9. Click Next.
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77131603 swws : Order Summary

* Seloct Reason

Price Aduriment Asdacn

000 €

10. Click Confirm in the Alert popup.

11. Click Price Adjustments tab.

7731693

Price Adustmants

.
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12. Verify the adjusted price is reflected in the Adjusted Price value.

110300 €

Customer Informartion
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Canceling an Order
Introduction

This topic explains how to cancel an order in the OMS. When an order needs to be cancelled —
whether due to a customer request, inventory issues, or other reasons — you can do so directly

from the Action Pod by selecting a cancellation reason.

Steps to Cancel the Order

1. Navigate to Action Pod.

y

77131603 wwen =

110300 €

2. Click Cancel Order.

uy

THINEGS e =

3. Click a appropriate cancel reason from the Cancel Reason popup
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4. Click Proceed to cancel the order.

© sce Order cancellation Eligibility for details on order cancellation eligibility conditions.
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Order Cancellation Eligibility
Introduction

An order can be canceled only when it is in specific processing states within the order lifecycle.
These states indicate that the order has not progressed to fulfillment or shipment, allowing

cancellation without impacting downstream operations.

This section defines the order line states in which cancellation is permitted.

Eligible Order States for Cancellation

Order State Description

PENDING_ALLOCATION The order is created but not yet

assigned for fulfillment.
PENDING_CONFIRM The order is awaiting confirmation.

PENDING_ACK The order is awaiting
acknowledgment from the system

or external service.

CONFIRMED The order is confirmed but not yet
processed for allocation or
shipment.

ALLOCATED Inventory is reserved, but fulfillment

has not started.

CANCELLED The order is already canceled.
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Order Lifecycle Time Windows
Introduction

The OMS defines specific time windows within the order lifecycle to control when certain
customer actions are allowed. These windows ensure clear boundaries for order cancellation,
returns, and post-delivery adjustments, supporting both operational efficiency and customer

experience.

Time Window Overview

Remorse Period : A short configurable duration immediately after order placement (for example,
30 seconds to 15 minutes). During this period, the order can be canceled directly before further

processing begins.

107517356 [ssams =

Return Period A longer duration after order delivery during which a return can be initiated. Price
adjustments also become available during this period based on policy.
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Total

Action Pod

o

BASERALL HAT

Customer information

Paymetet Summary
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Return Management Overview

© The Return Management section is your central hub for tracking and managing customer

returns from initiation to completion.

{3+ What You Can Do Here
Action Description

Search and filter return orders Quickly locate specific return orders
using search, filters, and sorting

options to focus on relevant data.

Review return details Access key information such as
return items, reasons, return
location, financial summary, and

current return status.

Track return processing Monitor each stage of the return
lifecycle through the Return Order
Flow and Item Feed, including
receipt, review, and refund

processing.

Take action on returns Add notes, review return items,
generate credit notes, and manage
return-related updates from a single

interface.

Export return data Download return order data for

reporting, analysis, or reconciliation.

© \Whether handling a single return or managing a high volume of return requests, this
section provides the visibility and control needed to ensure accurate and efficient return

processing.

e Search for a Return Order in the OMS Dashboard

o Searching for a Return Order in the Return Tab
o Return Order Filter
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* Accessing the Return Item Flow

o Exporting Return Order Report

o Accessing the Return Tab from OMS Dashboard
* Accessing the Return Order Flow

o Adding Return Order Note

+ Downloading Credit Note
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Search for a Return Order in the OMS Dashboard

Introduction

This topic explains how to access return order from the OMS Dashboard using the Order ID

search box.

Steps to Search For a Return Order

1. Enter the Return Order ID in the search box.

W
OMS Dashboard

=, Order = Order Line

£y Return = Retum Line

Rufundable Amourt -2053,00 €

Rt Dhipment Tracking

EL Tt sturn Warehouse,
Giarchni, 1324, Baggiavar
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Searching for a Return Order in the Return Tab

Introduction

The Return dashboard allows users to locate return orders using the Search box

Steps to Search a Return Order

1. Click Return.

v

OMS Dashboard

2. Select an option in the Return tab.

a. Search Box
i. Enter the Return Order ID in the Search by Return Order ID field.

ii. Press Enter to display the order details.
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b. Filter
i. Click the Filter icon.

ii. Select one of the following filter category:
Return Order ID

Customer Email

Customer First Name

Customer Last Name

Customer Phone

Return Tracking Number
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iii. Click Apply to view the filtered results.

3. Click the Return Order ID to verify the order details.
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Refundable Amourt

Action Pod

Prae i

Returm Shipeent Tracking

FRetsam in Stoee Gistance

I 5151 -
i

U Tk Retuam Warsbhoune, Via Pietro
Ghneind, 1134 . Ragglovars, A, 1T, 1138
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Return Order Filter

Introduction

Return order built-in filters improve search by letting users refine the return order list with

multiple criteria. Apply filters to narrow results and quickly find relevant return orders.

Sorting

Sorting Criteria Description

Latest Select the Latest option to view
orders from the most recent date to
the oldest.

Earliest Select the Earliest option to view
orders from the oldest date to the

most recent.

Filter Options
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Filter Category

Region

Country

Channel Type

Channel

Description

Customize the return order list by entering
the region name in the Search by Region
field or selecting the relevant region

checkbox.

Customize the return order list by entering
the country name in the Search By Country
field or selecting the relevant country
checkbox.

Customize the return order list by entering
the channel type in Search by Channel
Type field or selecting the relevant channel
type checkbox.

Customize the return order list by entering
the channel name in Search by Channel
field or selecting the relevant channel

checkbox.
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Return Creation Date

Return Order ID

Return Order Status

Customer Email

Customer First Name

Customer Last Name

Customer Phone

Payment Type

Customize the return order list by selecting
the date range for when the return was

created.

Customize the return order list by entering
the return id in the Search by Return ID
field.

Customize the return order list by entering
the order status in the Search by Order
Status field or selecting the relevant status

checkbox.

Customize the return order list for a specific
customer by entering the email address in

the Enter Customer Email field.

Customize the return order list for a specific
customer by entering the customer’s first
name in the Enter Customer First Name
field.

Customize the return order list for a specific
customer by entering the customer’s last
name in the Enter Customer Last Name
field.

Customize the return order list for a specific
customer by entering the customer’s phone

number in the Enter Customer Phone field.

Customize the return order list by entering
the payment type in Search by Payment
Type field or selecting the relevant payment

gateway checkbox.
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Return Tracking Number  Customize the return list by entering the
tracking number in Enter Track Number
field.

Customize the return order list by entering

transaction currency in the Search by
Currency

Currency field or selecting the relevant

currency checkbox.

Customize the return order list by selecting
the monetary value range for orders to

Return Order Value
display those within specified ranges.

Return Point Type Customize the return order list by entering
the sreturn location type (for example,
Warehouse, Retail) in Search by Return
Point Type field or selecting the relevant
return point type checkbox.

Return Point Customize the return order list by entering
the return point in Search by Return Point
field.
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Action Buttons

Action Buttons Description

Apply Click the Apply button to apply filter
criteria and display the customized

return order list.

Reset Click the Reset button to remove all
the applied filters and return to

default view.
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Accessing the Return Item Flow

Introduction

The Item Feed section within the Return Order Profile provides a detailed, chronological view
of all actions performed on a specific return item. It enables users to track the progress of return
processing at the item level, including receipt, review, credit memo generation, and completion
status.

Steps to Access the Return Item Feed

1. Navigate to the Return Order Profile.

3. Click expand in the Item Feed below the selected item.
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4. Review the activity timeline for the item, including:

o Date — Indicates when the activity was performed.

[¢]

Task — Displays the action performed (for example, Return Received, Review Accept,

Credit Memo Request, Auto Complete).

o

Description — Provides additional context or reference details.

o

Status — Shows the current state (Active or Complete).

5. Verify that all tasks for the item line are marked as Complete.
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Exporting Return Order Report

Introduction

This procedure explains how to export order data from the Return tab.

Steps to Export Return Order Data

1. Click Return on the OMS dashboard.

v

OMS Dashboard

=, Order

o Retum

aaTaN

e

SN0

AT 04

3. Click Export in the upper-right corner of the Return tab.
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Accessing the Return Tab from OMS Dashboard

Introduction

This topic explains how to access the return tab from OMS dashboard to view the centralized

view of all return orders, including their current status and key details.

Steps to Access the Order List

1. Click Return to access Return tab.

wy

OMS Dashboard
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Accessing the Return Order Flow
Introduction

This topic explains how to access the Return Order Flow in the OMS. The Return Order Flow

tracks a return order's journey through the OMS from initiation to completion

Steps to Access Return Order Flow

1. Click Return.

L]

OMS Dashboard

2. Select an option in Return tab.
a. Search Box
i. Enter the Return Order ID in the Search by Return Order ID field.
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ii. Press Enter to display the order details.

b. Filter
i. Click the Filter icon.

ii. Select one of the following filter category:
« Return Order ID

Customer Email

Customer First Name

Customer Last Name

Customer Phone

Return Tracking Number
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iii. Click Apply to view the filtered results.

3. Click the Return Order ID to verify the order details.
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5. Review the Return Order Flow task status, associated error messages, and dependencies,

then take the appropriate action.

© 1f the task status is active, the system runs the Order flow task every 15 minutes. Each run

records the task's start and end times. Cardinality shows how many times the task has run
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until completion.
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Adding Return Order Note

Introduction

The Return Order Note feature allows users to add internal notes to a specific return order
directly from the Return Order Profile. These notes help capture important context, such as the
reason for return, inspection details, customer communication, or follow-up actions. Return
order notes are stored with the order and can be viewed by other team members to ensure

consistent handling and clear communication throughout the return processing lifecycle.

Steps to Add a Return Order Note

1. Open the Return Order Profile for the relevant return order.

3. Enter the note in Enter Note field.
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4. Click Save Note.
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Downloading Credit Note
Introduction

The Downloading Credit Note feature allows users to generate and download a credit note PDF
for a return order directly from the Return Order Profile. Credit notes serve as the formal
financial document recognizing a refund or price adjustment for accepted return items. Once
generated, the credit note PDF can be downloaded for record-keeping, compliance, or sharing

with the customer.

Prerequisites
« The return order must have been reviewed and accepted.

. A credit note record must exist under the Credit Notes tab in the Return Payment Summary
section.

Steps to Download a Credit Note

1. Open the Return Order Profile for the relevant return order.

2. Navigate to the Credit Notes tab in the Return Payment Summary section.
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3. Click the Kebab Menu.

4. Click Generate Credit Note.

CONFIDENTIAL - INTERNAL USE ONLY Page 126 of 155 XY Retail OMS g%



CONFIDENTIAL - INTERNAL USE ONLY Page 127 of 155 XY Retail OMS



Order Lines Overview

[=]Overview

The Order Lines section is your central view for tracking and managing individual items within
customer orders. It provides detailed, item-level visibility across all orders, enabling efficient

monitoring of fulfillment progress and validation of order data.
£} Key Capabilities

What you can do here:
Capability Description

Search and filter order lines Quickly locate specific items using
Order ID search and filter options to
refine results based on customer,

tracking, or order attributes.

Review item details Access product-level information
such as item name, UPC, model,
size, color, category, and quantity
for each order line.

Track item status Monitor the current status of each
order line (for example, Allocated or
Shipped) to understand its position

in the fulfillment lifecycle.

Analyze fulfillment and shipment View region, country, channel,
details fulfillment center, shipping method,
and tracking information associated

with each item.

Review customer and payment Access customer details, payment
information status, invoice status, and applied
promotions or discounts linked to

the order line.
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Export order line data Export order line information for
reporting, reconciliation, or

operational analysis.

© Whether reviewing a single item or managing high-volume orders, this section offers the

visibility and control needed to track order fulfillment in detail.

o Accessing Order Lines from the OMS Dashboard

o Exporting Order Line Report
o Accessing Order Item Feed from Order Lines
o Order Line Filter
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Accessing Order Lines from the OMS Dashboard

Introduction

This topic explains how to access the Order Lines tab from OMS dashboard to view the

centralized view of all customer order line, including their current status and key details.

Steps to Access the Order Lines

1. Click Order Line to access Order Lines tab.

The system displays the master list of all order lines along with their current status and
associated details.
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Exporting Order Line Report
Introduction

This procedure explains how to export order line data from the Order Lines tab.

Steps to Export Order Data

1. Click Order Line on the OMS dashboard.

OMS Dashboard

3. Click Export.
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Accessing Order Item Feed from Order Lines

Introduction

This procedure explains how to view the item status from the Order Lines tab using search and
filter options. The Order Lines dashboard enables users to locate specific orders and review
item-level status and details efficiently.

Steps to Access Order Item Feed

1. Click Order Line.

]

OMS Dashboard

2. Select an option in the Order Lines tab.
a. Search Box
i. Enter the Order ID in the Search by Order ID field.

ii. Press Enter to display the order details.
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i. Click the Filter icon.

ii. Select one of the following Filter category.
« Order ID

e Customer Email

Customer First Name

Customer Last Name

Customer Phone

Tracking Number

iii. Click Apply to view the filtered results.
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3. Click the Order ID.

4. Click Order Feed tab.

ey Summary

5. Navigate to Item Feed to verify the item status.
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Order Line Filter

Introduction

The Order Lines Filter provides a powerful set of tools to help you quickly locate and manage

specific order lines within the Order Management System.

Sorting

Sorting Criteria Description

Latest Select the Latest option to view
orders from the most recent date to
the oldest.

Earliest Select the Earliest option to view
orders from the oldest date to the

most recent.
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Filter Category

Region

Country

Channel Type

Channel

Description

Customize the order list by entering
the region name in the Search by
Region field or selecting the

relevant region checkbox.

Customize the order list by entering
the country name in the Search by
Country field or selecting the

relevant country checkbox.

Customize the order list by entering
the channel type in the Search by
Channel Type field or selecting the

relevant channel type checkbox.

Customize the order list by entering

the channel name in the Search by
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Channel field or selecting the

relevant channel checkbox.

Order Date Customize the order list by selecting
the required date range to display
orders within the specified period.

Order ID Customize the order list by entering
the order ID in the Enter Order ID
field.

Order Line Status Customize the order list by entering

the order line status in the Search
by Order Line Status field or
selecting the relevant status
checkbox.

Customer Email Customize the order list for a
specific customer by entering the
email address in the Enter

Customer Email field.

Customer First Name Customize the order list for a
specific customer by entering the
customer first name in the Enter

Customer First Name field.

Customer Last Name Customize the order list for a
specific customer by entering the
customer last name in the Enter

Customer Last Name field.

Customer Phone Customize the order list for a
specific customer by entering the
customer phone number in the

Enter Customer Phone field.

Payment Type Customize the order list by entering
the payment type in the Search by
Payment Type field or selecting the

relevant payment type checkbox.
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Currency Customize the order list by entering
the currency in the Search by
Currency field or selecting the

relevant currency checkbox.

Item Price Customize the order list by selecting
the price range using the slider or
entering minimum and maximum

values.

Shipping Method Customize the order list by entering
the shipping method in the Search
by Shipping Method field or
selecting the relevant shipping

method checkbox.

Fulfillment Center Type Customize the order list by entering
the fulfillment center type in the
Search by Fulfillment Center Type

field or selecting the relevant option.

Fulfillment Center Details Customize the order list by entering
the fulfillment center in the Search
by Fulfillment Center Details field
or selecting the relevant center

checkbox.

Tracking Number Customize the order list by entering
the tracking number in the Enter
Tracking Number field.

UPC Customize the order list by entering
the UPC in the Search by UPC field
or selecting the relevant UPC

checkbox.

Model Customize the order list by entering
the model in the Search by Model
field or selecting the relevant model

checkbox.
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Fabric Customize the order list by entering
the fabric in the Search by Fabric
field or selecting the relevant fabric

checkbox.

Action Buttons

Action Buttons Description

Apply Click the Apply button to apply filter
criteria and display the customized

return order list.

Reset Click the Reset button to remove all
the applied filters and return to

default view.

CONFIDENTIAL - INTERNAL USE ONLY Page 141 of 155 XY Retail OMS



Return Lines Overview

t»Overview

The Return Lines section is your central view for tracking and managing individual items within

return orders. It provides detailed, item-level visibility into returned products, enabling accurate

monitoring of return processing and validation of return data.

£} Key Capabilities
Action

Search and filter return lines

Review return item details

Track return status

Analyze return and fulfillment details

Review customer and financial

information

Description

Quickly locate specific return items
using Return Order ID and
advanced filter options such as
customer details, return status,
tracking number, and item

attributes.

Access product-level information
including item name, UPC, model,
size, color, category, and both

ordered and returned quantities.

Monitor the return line status (for
example, Created or Accepted)
along with the original order line
status to understand the progress of

each returned item.

View return point, return location
type (Retail or Warehouse), region,
channel, and return shipment

tracking information.

Access customer details, payment
capture status, refund status, credit
note status, and applied promotions
or discounts associated with the

return.
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Export return data Export return line data for reporting,
reconciliation, or operational

analysis.

© Whether reviewing a single returned item or managing high volumes of returns, this
section provides the visibility and control required to efficiently manage the return lifecycle

at a granular level.

o Accessing Return Lines from the OMS Dashboard
o Exporting Return Line Report

o Accessing Return Item Feed From Return Lines
o Return Line Filter
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Accessing Return Lines from the OMS Dashboard
Introduction

This topic explains how to access the Return Line tab from OMS dashboard to view the

centralized view of all customer return line, including their current status and key details.

Steps to Access the Return Lines

1. Click Return Line to access Return Lines tab.

OMS Dashboard

The system displays the master list of all return order lines along with their current status and

associated details.
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Exporting Return Line Report

Introduction

This procedure explains how to export return line data from the Return Lines tab.

Steps to Export Order Data

1. Click Return Line on the OMS dashboard.

3. Click Export.
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4. Click oms-return-order-orderlines to export the report in Excel file.
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Accessing Return Item Feed From Return Lines

Introduction

This procedure explains how to view the return item flow from the Return Lines tab using
search and filter options. The Return Lines dashboard enables users to locate specific return
orders and review item-level status and details efficiently.

Steps to Access Return Item Feed

1. Click Return Line.

&

OMS Dashboard

2. Select an option in the Return Line tab.
a. Search Box
i. Enter the Return Order ID in the Search by Return Order ID field.

ii. Press Enter to display the order details.
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b. Filter
i. Click the Filter icon.

ii. Select one of the following Filter category:
« Order ID

« Customer Email

« Customer First Name
« Customer Last Name
« Customer Phone

« Tracking Number
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iii. Click Apply to view the filtered results.

3. Click the Order ID.

4. Click Order Feed Tab to verify item status.

5. Navigate to Item Feed to verify the item status.
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Return Line Filter
Introduction

The Return Lines Filter provides a comprehensive set of sorting and filtering options to help you

quickly locate and manage specific return lines within the Order Management System.

Sorting

Sorting Criteria Description

Latest Select the Latest option to view
orders from the most recent date to
the oldest.

Earliest Select the Earliest option to view
orders from the oldest date to the

most recent.
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Filter Options

Filter Category Description

Region Customize the return list by entering
the region name in the Search by
Region field or selecting the
relevant region checkbox.

Country Customize the return list by entering
the country name in the Search by
Country field or selecting the

relevant country checkbox.

Channel Type Customize the return list by entering
the channel type in the Search by
Channel Type field or selecting the

relevant channel type checkbox.
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Channel Customize the return list by entering
the channel name in the Search by
Channel field or selecting the

relevant channel checkbox.

Return Creation Date Customize the return list by
selecting the required date range for

when the return was created.

Return Order ID Customize the return list by entering
the return order ID in the Enter
Return Order ID field.

Return Line Status Customize the return list by entering
the return line status in the Search
by Return Line Status field or
selecting the relevant status

checkbox.

Order ID Customize the return list by entering
the order ID in Enter Order ID

associated with the return.

Order Line Status Customize the return list by entering
the order line status in the Search
by Order Line Status field or
selecting the relevant status

checkbox.

Customer Email Customize the return list for a
specific customer by entering the
email address in the Enter

Customer Email field.

Customer First Name Customize the return list for a
specific customer by entering the
customer first name in the Enter
Customer First Name field.

Customer Last Name Customize the return list for a

specific customer by entering the
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customer last name in the Enter

Customer Last Name field.

Customer Phone Customize the return list for a
specific customer by entering the
customer phone number in the

Enter Customer Phone field.

Payment Type Customize the return list by entering
the payment type in the Search by
Payment Type field or selecting the

relevant payment type checkbox.

Return Tracking Number Customize the return list by entering
the tracking number in the Enter
Tracking Number field.

Currency Customize the return list by entering
the currency in the Search by
Currency field or selecting the

relevant currency checkbox.

Return Item Price Customize the return list by
selecting the price range using the
slider or entering minimum and

maximum values.

Return Point Type Customize the return list by entering
the return point type or selecting

the relevant option.

Return Point Customize the return list by entering
the return location in the Search by
Return Point field or selecting the

relevant return point checkbox.

UPC Customize the return list by entering
the UPC in the Search by UPC field
or selecting the relevant UPC

checkbox.
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Model Customize the return list by entering
the model in the Search by Model
field or selecting the relevant model

checkbox.

Fabric Customize the return list by entering
the fabric in the Search by Fabric
field or selecting the relevant fabric

checkbox.

Action Buttons

Action Buttons Description

Apply Click the Apply button to apply filter
criteria and display the customized

return order list.

Reset Click the Reset button to remove all
the applied filters and return to

default view.
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