Helpful tips on scrubbing your forms before they are scanned to HQOE
Listed below you will find the most common missed items on order forms, which result in errors on your spreadsheet.  Taking the time to fix these errors before they are scanned will save you time when you receive the spreadsheet back from HQOE.
1.  Address_Error:  If any part of the address is missing, this Exception will be on your spreadsheet.  
[image: ]
[image: ]
2.  No Pose Listed, No Folder Listed:  The TSS Use box (next to the quantity box) should have the pose number you would like with the package you are ordering.  If you have only one image listed on the order form, this will automatically be selected.  If you have several images and you leave that block blank, this will result in an exception and your spreadsheet will look something like 2:??-?m9:??-?,9:??-? in the packages column.  In the example below you will see that three packages are ordered and there are also three images, but the TSS Use block is not filled in.  
[image: ]  [image: ]
3.  No Folder:  If the Camera/Folder block is left blank, this will appear in the exceptions column.
[image: ]
4.  Package/Item #,QTY:  This error means that the package number and quantity are missing on the order form.
[bookmark: _GoBack][image: ]
5.  Image:  This error means that a package has been ordered but there is not an Image listed on the order form.
[image: ]

Items to be cautious of:
-Data Entry puts only what is printed on the order form.  If you do not want preceding zeros before a package number or folder number, then this needs to be marked out on the order form before it is scanned.  
-Remember, information written outside of the boxes will not be captured by HQOE.
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