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ADDING SAMPLE 

REQUEST: Find the 

correct sample type you 

need to add. Enter 

Agent, Vendor, Color 

Size and Qty and click 

“Save”.

The newly added request 

will appear on the 

Sample Tracking Page. 

Go there and enter 

received date.

MISSING SAMPLE 

REQUEST: If  a sample 

request is missing. Click here 

to add one.

SAMPLES TAB: This 

shows all samples 

requested for the 

style including Fit, 

Photo, SMS, TOP, 

Catalog, etc

Find the sample and 

enter the date 

received.
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