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1. Once you locate your Purchase Order and are reviewing 

its details, click Create Ship Notice.

 If you have submitted an Order Confirmation against your 

Purchase Order, you will see it under related documents 

on the right hand side of the Purchase Order. 

*NOTES

• Advance Ship Notices are optional.
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2. On the Create Ship Notice template: 

 Complete the following fields:

a) Packing Slip ID (required)

b) Ship Notice Type (optional)

– Actual

– Estimated

c) Shipping Date (required)

Delivery Date (required)

d) You may add attachments (optional)

◼ Browse for your file and click add attachment

e) Delivery and Transport Information (optional)

f) Additional Fields (optional)

3. Click Next.
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4. Review the details of your Ship Notice.

5. Once you have verified the information and 

are ready to proceed, click Submit.



Thank you.
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