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Once you have confirmed 
your entire Purchase Order 
the ‘Create Ship Notice’ 
button will become 
available for you to access. 

Click on ‘Create Ship 
Notice’ button to start this 
process.
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Complete the relevant 
information as outlined:

Populate your delivery note 
number in the Packing Slip 
ID field, under the 
SHIPPING section

Add your Shipping and 
Delivery Date. Please 
Note: Both date fields are 
mandatory.
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Ensure that the Shipping 
Payment Method field 
always has the Account
option selected
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Scroll down to the Order 
Items section.

The line item details are 
displayed and corresponds 
with what was confirmed as 
part of the Order 
Confirmation step.

To create the FULL 
Advance Shipping 
Notification, meaning 
inclusive of all lines and 
ship quantities,  click on 
Next
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If you are ready to proceed 
then click on Submit
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Once submitted the screen 
will return to the purchase 
order view.

Note that the Confirmed
status changed to 
Shipped. The Create Ship 
Notice button is greyed out 
(not available) as you’ve 
completed this step.

Click on Done to exit this 
view.

8

HOW TO CREATE A FULL ADVANCE SHIPPING NOTICE FOR GOODS

8

9

98


