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Ingram Work Orders
Work Order Website: https://wo.ingramcontent.com/home/index

The work order portal is a tracking system to communicate to the warehouse 
specific instructions for orders that require special handling. Publishers are billed for 
the work based on their contractual rates and the activities selected during the work 
order submission process.
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Creating a New Work Order
To get started, click the Work Orders Tab on the menu bar:

1. Click  button to start a new work order.
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2. Fill in your work order details.

Please note: Fields labeled with an * are required for submission.
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A. Documents
Upload any supporting documents related to this work order request.

B. Publisher Client*
Add your publisher client by either typing the publisher number or the name.

• Please note, the 3PL field will populate based on the publisher client selected.

• Select the document(s) you wish to add and click open

• Please note, all files should be saved to your computer, the upload fields are not able 
to accept files from email attachments

• Examples include:
a.  BOL
b.  Routing Guide
c.  Packing instructions

Click                 to add files directly to the work orderClick                 to add files directly to the work order
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C. Viewers
Copy in a publisher or add additional viewers by entering their email addresses with 
a comma separating each address.

D. Reference*
Easily identifiable point of reference related to the publisher’s request –

Examples include:
•	 Outbound shipments – Order entry Number (OE#) or Purchase Order Number (PO#) 

•	 Inbound shipments – EAN, title or bundle name

•	 Publisher requested PO numbers

E. Contact Name
Name of the publisher or internal contact requesting the work order.

F. Account Name
For use on outbound shipments only. Drop ship receiver or store name. 

G. Account Number
For use on outbound shipments only. The ship to account number the order  
is submitted under. Could be the publishers DF account number or a retailer’s  
account number. 

H. Inbound/Outbound*
•	 Inbound – stock checks, bundles, destroys, etc. Inventory compliance

•	 Outbound – any order that will be prepared to ship

I. DC Due Date*
The work order deadline date for the warehouse. 

J. DC Start date
DC Start Date is used to make the order visible to the warehouse on a specific date. 
The submitter can enter the work order now, but make it visible to the DC later.  An 
example would be titles with a future release date. 

K. Do Not Ship Before Date
Hard date setting, the order is not allowed to ship before this time.

L. Earliest Ship Date
Designates the beginning of a ship window. 
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M. Latest Delivery Date

N. Special Routing Instructions
Here you can add the shipping instructions that transportation will use to ship the 
order once the work order is complete.  

Example:
• Please contact IPS Transportation to verify/confirm ship method/freight terms.

**** IPS Transportation please ship best traceable method.

• If the order is to ship via free freight; you can add that here as well

O. Recurring?
There is a recurring option that will allow you to set a work order up so that it will 
renew by setting requirements.

Using the drop-down menu, select Set Schedule to specify the frequency of the 
recurring work order request.

P. Recurring until
A date to stop the recurring work order.  Reoccurring work orders should not 
exceed a year.
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Q. Priority
There is an option set a priority based off  importance that the warehouse should work 
the work order.

• Default is 5 

• Highest priority is a 1

• If you are unsure of the priority, leave at default 

• Changes to priority need to be escalated to IPS Business Operations and DC leadership

R. Lock Unlock Stock? *
The Lock stock feature is an option that can be used to advise the warehouse to lock 
or unlock stock.

S. Hourly Workorder
Most work orders are not hourly and is something that inventory managers use most.  
This option can be used when we need to charge the publisher by the hour rather than 
by the task.

• Please note, If marking as ‘hourly’ a task option will be provided in the next section: 

Clicking on this task will allow you to enter in additional notes. 

• Hourly and no charge work orders route to IPS Business Operations leadership for approval 
prior to be submitted to the DC. Some publishers are charged hourly plus materials while other 
publishers are charged based on tasks completed.
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T. No Charge Workorder
Used to request a task for the publisher that we are doing as a courtesy.

• Please note, if marking as ‘no charge’ a task option will be provided in the next section:

Clicking on this task will allow you to enter in additional notes.

U. Minimum Charge Does Not Apply
Some clients have a minimum work order limit.

V. Distribution Centers *
Select the warehouse(s) to process the order

W. Question For Distribution Centers
Please include any questions related to the work order. The notes here will be emailed 
to the DC(s) selected and also posted in the comment section of the work order.

3. Add the EANS to the Work Order

• If entering in multiple EANs at a time, include a space between each one.

• Click                    to add 

• The Quantity will default to one.

Click                    to add 
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4. Select all Task Details and provide instructions for each selection.

Task Detail Options:
All tasks selected require additional notes, the field will be provided when the 
task is check marked.

• Applying adhesive

• Breakdown assortments/displays
• Deconstructing a display and possibly removing a product

• Carton labeling per carton

• Cartoning binders parcels per unit
• Books not in cartoons when recieved

• Clipping (per unit)
• Removing price from inside cover of dust jacket

• Construct assortments (per component unit)
• An assortment consists of various kinds of books and may require special assembly

• Construct displays per component unit

• Custom packing list

• De-stickering (per unit)

• Destroy active inventory per unit

• Hurts pull

• Insertions / attachments (per unit)

• Attaching something inside a book, such as an adhesive envelope containing a CD, 
internet access code, etc

• International outbound pallet fee

• Labeling per unit

• Lock/unlock stock only

• Other (hourly or no charge work order)
• This task is only populated when the work order is designated as hourly or no charge

• Out of cycle inventory count

• Rejacketing (per unit)
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• Repackaging cartons (per unit)

• Repalletize per pallet
• Re-palletizing product received on substandard pallets. 

• Review mailings per unit

• Shrink-wrap

• Special insertions/catalogs (per-unit)
• Inserting an additional “paper only” item (errata sheet, survey card, catalog) in a 

book or cartoon. 

• Stamping/marking (per unit)
• Marking for remainder by placing black mark across bottom pages of book, special 

remainder stamp, etc.

• Stickering (per unit ips created)

• Stickering (per unit pub provided)

• Stock checks for defects

• Stop receipt and lock stock

• Stop receipt only

5. Submit the Work Order Request.
Once ready to submit, click the  button.

The system will ask you to confirm you are ready to submit the order. 
Click OK to proceed.

If you are not ready to submit the order, click the  button. The system will 
assign it a Work order number. You must save this number in order find and 
submit your work order at a later time.
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How to Search for a Work Order
If you have the work order number, you can search for it on any screen using the 
banner search bar.

For more in-depth search options, the work order dashboard shows you all the 
current work orders that have been submitted.

Clicking on the Work Orders tab will allow you to search by filters.

The following filters may be used to search for specific work orders:

• ID – this is the work order number

• Pub ID/Name 

• Activity – tasks that may have been chosen

• Reference – any keywords used in the reference field

• Flow – inbound or outbound

• DC Due date – this is the date the DC should have the work order finished

• IPS rep – this is the rep that created the work order

• Date created

• Priority

• Status

• Distribution Centers
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You can pick one or more and click the filter button.

Click on the work order ID number to access the work order details.
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Updating a Work Order with Notes
Once a work order is submitted, you have the option to add additional comments as 
need. To access the work order, click the link in the confirmation email or login to the 
work order website and enter in the work order ID in the search field to locate it. 

Please make sure to elect which department needs to view the message by electing 
the proper check box. Those included will receive an email notification. 

Examples of comments include:

• Warehouse asks a question or requests additional information.

• Advise of any updates to the work order after it has been submitted.
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How to Copy a Work Order
Copying a work order can save you time if you have multiple orders to place for the 
same account with similar tasks. Please note, it is very important to review all fields 
before submitting the work order. 

Locate the Work Order you wish to copy and click the Copy button at the top right 
of the screen.
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How to Edit or Cancel a Work Order
Work orders can only be edited or cancelled if they are in a Saved or Submitted 
status. Any orders with an In-Progress status will need supervisor permissions 
to intercept.

To edit a work order, click the Edit button to reopen the entry screens. Make your 
changes and click Submit to save. 

If you need to cancel the work order, scroll to the bottom of the screen and click the 
cancel button.

The website will ask you to confirm your choice. Press Ok to Cancel the work order.
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Admin Functions
Admin permissions allow the user to update and add additional features within the 
work order system. There are four main responsibilities for admins to review. 

1. Adding a new user

• Locate the Admin Screen by click on your profile and selecting the Admin menu.

• Click Users in the admin task bar

• Select 

• Fill in the required fields to set up the user.
• User name will be the ICQ user name
• Fill in the term “testing” for both the Password and password conformation fields
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• Assign the roles and Distribution Centers
• Unless a specific role is needed, leave at default to allow the user to have view rights only.
• Must select at least one Distribution Center

• When completed, Click    to automatically send the new user welcome email.

Admins are also able to update roles and distribution centers for existing users by 
clicking on the users profile and selecting Edit.

2. Approve hourly and no charge work orders.

• Locate the Admin Screen by click on your profile and selecting the Admin menu.

• Review work order details to ensure accurate and complete information is provided 
and falls within business guidelines. 

• Click Approve or Reject
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3. Cancelling an existing work order

• Locate the work order using the search function and review to confirm the current status. 
Work orders can only be cancelled or edited while in a DC interruption status. 

• Before proceeding, you must confirm that the warehouse has not processed any tasks 

against the open work order – if confirmed the order can be cancelled by clicking .

• If the warehouse has open tasks, they will need to close the work order to log any details.

4. Editing an existing work order

• Locate the Admin Screen by click on your profile and selecting the Admin menu.

• Click Work Orders in the admin task bar.

• Search for the work order and click  to make changes. Header details and additional 
tasks can be added.

• Click  to submit updates.
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Transportation Documents
All Shipping Documents are to be uploaded and submitted to the work orders. These 
documents are necessary for any manual freight billing submitted to the Finance 
Workflow portal.

This includes the Bill of Lading, Customs Documents, Airway Bolls, Australia Wood 
Packing Declaration Forms, VGM Forms, and any document created for the shipment.

Locate the work order by searching for and opening it through the website.

Click  to select your file to upload then click  to save the 
document to the work order.
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Transportation Closing
Once order shipment has been confirmed, the Transportation team will update the 
order with the shipment details. 

Locate the work order and fill in the required fields for the carrier name and tracking. 
If no tracking details are available, you will put in the Bill of Lading number. 

Click on the Complete button to close and complete the work order.


