SICPA

SICPATRACE order stamps (distributor)

Distributors enter orders for one roll or more of any stamp type they handle. Stamps
should be ordered such as to avoid shortages should weather or unexpected events briefly
interfere with FedEx or UPS deliveries.

It is good practice to have a back-up for placing stamp orders, so please email Customer
Support if another person at your site (name, phone, and email) should also be set up.

Likewise if your only Delivery Option is Standard.

Orders placed by 10 AM are shipped the same business day.
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STEP 1
Go to login to the state SICPATRACE site

STEP 2

Type your username and password, then click login.

Username

disttest

Password

Forgot Password?
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STEP 3

Click on Stamp Orders...

Excise Stamping System

ORDERS

B Stamp Orders

REPORTS

K1 Shipped Order
K1 Applied Stamp

M1 Roll Usage

] Notice

STEP 4
Click on Create Order

Excise Stamping System =

ORDERS
B Stamp Orders

Manage Orders

REPORTS

W1 Shipped Order

K1 Applied Stamp

Roll Usage
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STEP 5
Click on Delivery Option...

mping System

Stamp Orders

Create Stamp Order

Manage Orders

Create Order .
Order Detail

Shipped Order
Delivery Option *

Applied Stamp

i }\Aanu!acturer PO#

Roll Usage

Distributor Information

Notice

Contact Us
ontac Name

User Guides I

STEP 6

Select a delivery option

Standard comes quickly without a charge to the distributor.

Contact Ph

55

However providing a FedEx or UPS account to customer support allows you to choose

faster Collect options charged to your carrier account.

Manage Orders

Create Order .
Order Detail

Standard - 3nd Day PM

Shipped Order

Applied Stamp

Collect - FedEx 2nd Day AM

Roll Usage

" Collect - FedEx Next Day PM

Aanufacturer PO#

Notice Collect - FedEx Next Day AM

Collect - FedEx Next Day Early AM

Product Information

Product

SICPA

Contact F

Quantity of
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STEP 7

Optional, add your PO# or similar info

Manufacturer PO#
= (Up to 20 characters| ]

‘antact Phone Account Number

STEP 8

Click to add rolls, or manually enter quantity

Create Stamp Order

Order Detail

Delivery Optior Manulacturer POS
Collect - FedEx Next Day AM ~ Up to 20 characters

Distributor Information

Name Address Contact Phone

5555551212 123456789

Product Information

Product Quantity of Unit(s) Quantity of Stamp(s)

52 - MI-STATE Roll of 1,200 Stamps e Y @ 0 L
54- MI-TRIBAL Roll of 30,000 Stamps e 0@ [

55+ MI-TRIBAL Roll of 1,200 Stamps @ @ 0
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STEP 9
Click on Create Order

1 disttest (distributor) v

Create Order Cancel

STEP 10
Type password

Confirm Order Creation

Please enter your password to complete order creation *

Create Order Cancel
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STEP 11

Click on Create Order and the order will be displayed

Please enter your password to complete order creation *

I Create Order l Cancel

STEP 12

Click on user ID if done

disttest (distributor) +

Order History
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STEP 13
Click on Logout

l disttest (distributor) v

5 G

Order History
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