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You are affected by these actions as a supplier who wants to create shipping notices, add tracking and transportation information to them, and view 

receipt notices.

1 To create a shipping notice, from the purchase

order view, click the Create Shipping Notice tab
.

8 steps 

Please refer to your customer's specific instructions for what 
information to provide in the shipping notices.

2 Update your contact and shipping information if necessary by

clicking Update Address and then clicking Ok. Any field with
an asterisk (*) must be filled in.
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3 Fill in the information requested on the form. The

Packing Slip ID is a number that you use to
identify the shipping notice.

4 Select the Carrier Name from the drop-down list. This will

display the Tracking Number and Shipping Method

5 You can enter the delivery terms on all shipping notices

to give more details.
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6 You can update the items shipped in a shipping notice by

scrolling down to view the information for each item. You
can then update the Quantity Shipped, Then, click Next.

Review the review and click submit.

7 After you submit your shipping notice, the order status will be

updated to "Shipped". Submitted shipping notices can be
viewed from the Fulfillment tab or by clicking the link under

Related Documents in the purchase order view.

8 To view a receipt notice, click on the Fulfillment tab

and from the drop-down list, select Goods Receipt.
Then click on the Receipt Number to open it and view

the details.


	Slide 1
	Slide 2
	Slide 3

