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1. PURPOSE 

1.1. This work instruction documents the steps for processing Unisys orders and ensuring the correct serial 
numbers and tags are reported. 

2. SCOPE 

2.1. This work instruction applies to all DHL Command Center (DCC) associates involved in processing Unisys 
orders. 

3. RESPONSIBILITIES 

3.1. It is the responsibility of DCC associates to execute the steps outlined in this work instruction. 
3.2. It is the responsibility of DCC leadership to ensure the accuracy of this document and adherence to the 
process. 

4. RISKS 

4.1. Incorrect identification of serial numbers may lead to shipment delays. 
4.2. Failure to report serial numbers may result in compliance issues. 

5. DEFINITIONS 

5.1. DCC – DHL Command Center 
5.2. FSL – Field Service Locations 

6. WORK INSTRUCTION – Handling Unisys Orders 

1. Receiving Unisys Orders 

Search within Fresh Desk with the 1st sequence of the Unisys order number.  

Example of customer order number - 15349028-83122-250517-094202  

– You would search FD by 1st sequence = 15349028 

a. Every Unisys order will receive an alert from DEPCON within Fresh Desk that highlights all part information.        
1.There will also be a customer email.   
2. Search Fresh Desk by the first sequence number of the Unisys order.  

b. Confirm part details within the Depcon Alert and SDVT. 
1. Do not forward or add the warehouse to the Unisys customer email. 
2. Send the email from DEPCON to the warehouse to ensure they have all details if requested. 
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Image: Screenshot of the DEPCON and Customer Email in Fresh Desk. 

 

Image: Screenshot of the DEPCON alert in Fresh Desk.
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2. Classifying Unisys Orders 

a. Unisys classifies typical part orders for technicians' service calls as "Emergency Picks," with three service level 
categories: 
- Same Day 
- Same Day Critical (ASAP) 
- Next Business Day 

3. Processing Timelines 

a. Every Unisys order must be processed in GLS promptly by the DCC: 
DCC cannot wait for the site to attempt to process. 

- In Office Hours (IOH): Within 1 hour of Order Creation Date/Time 
- Out of Office Hours (OOH): Within 2 hours of Order Creation Date/Time 
4. Updating GLS / Processing Unisys Orders 

a. The Command Center is responsible for ensuring GLS is updated without exception for Same Day orders. 
b. Notate any delays regarding processing, obtaining serial numbers, or tags. 

Image: Screenshot of GLS update process. 
Navigate to the correct site from the menu on the left  
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Then click on EMERGENCY PICKS – If there is an order populated, it needs processed.  

 

To Process –  
You will scroll down to below section and fill out the highlighted sections. – See image below 

• Date, Time, Carrier, Waybill 
• Return Carrier is always FEDEX 
• Return Waybill will always be the Red Tag (See images below for example) 
• The warehouse must look at the box to locate the serial numbers and advise the DCC if there is an 

indication a serial number is required. (This will show on the Depcon Alert as well) 
b. Serial numbers, IF NEEDED will populate a box in GLS under outbound ident box.  

o This will be a series of letters and numbers.  
o The warehouse must look at the box to locate the serial numbers and advise the DCC.  
o Once the below highlighted section is entered, uncheck the Print Shipping Document box and hit 

Process. The order is now processed. 
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Image: Example of Red, Green Tags. 
Red Tag –  

• Return Waybill 
• You will need BOTH numbers for this (Highlighted below) 
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Green Tag –  

• The number right under the barcode is required.  
• This will be under the OUTBOUND IDENT section 

o Labeled (Unisys Return Tag) 
 

 

 


