How to reprint case labels for Stock Purchase orders. 
1. Have the purchase order number that reprints are needed for.
2. Log on to Vendor Net. 

3. In the order services box type in your purchase order number and click “Go”
· If this is for a Frontgate or Travel Smith order, please drop the first zero in your order number. The order number should be nine numbers long.
4. When the screen refreshes click on the link that says “shipments” which should be around the middle top portion of the screen

5. When the screen refreshes, to the right of the screen you should see a link that says “cases”; click “cases” so that the arrow points up. 

6. Locate the ship date that the labels are from.
· If you need just one label, scroll through the list of carton labels and click on the carton ID of the carton you need the label for.  This will generate only one label

· If you need all labels on an order, click “Reprint Cases” for the appropriate ship date.

7. Your labels should open in a new internet window. It this does not happen, make sure your pop-ups are turned off. 

· To do this in IE, go to Tools-Pop Up Blocker-Turn OFF Pop Up Blocker

· For Firefox, got to Preferences (or options)-Content-Uncheck block pop-up window

Please contact VTG@cornerstonebrands.com if you require further assistance.

513-603-1271

