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Ship Cards ï Home Default Screen 

 Quick Tip ï From the ñHomeò screen there are 2 ways to navigate to the ñShip Goodsò 

screen. Click on the number under ñOrder Trackingò in the ñOrders expected by customer 

today (including past due)ò or click on ñShip Goodsò under ñMy Routines. In this example we 

will use My RoutinesĄShip Goods. Orders must be accepted before a supplier can ship. 

 

From the Home (Default) screen, under ñMy Routinesò, click on ñShip Goodsò 

 

 
 

 

Important ï If the items do not appear on the Ship Items List screen because this is the 

first viewing of this screen for the User, click on the Go button. 

 

 
 

 

 

 Quick Tip ï If you do not see the Ship Items List, click ñChange Filter.ò 
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If you ship to multiple plants and you want to ship to one plant at a time, if the plant selected is 

not correct, click the ñxò next to the plant name, then press the space bar to get a listing of 

available plants and select the correct one from the list.  Select any desired filter then click on 

the ñGoò button. 

 

Or type the ñSupplier Item Noò you are ready to ship in the box and then click the 

ñBinoculars.ò 

 

 
 

 

Select the item and click on ñShow Cardsò 

 

 
 

 Quick Tip ï If needed, a filter can be further refined. Click on the link below for 

detailed instructions on setting up a specific filter. 

 

 

 

 

 

 

 

Important ï When shipping a card it is very important at this time to change the quantity 

if you are not shipping the quantity stated on the card. If the Plant you are shipping to has 

Ultriva integrated with their RRP, it is critical to have the correct quantity on the card. 

 

 

 

 Ship Cards Filter Screen 
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Click  in the selection box next to ñCard IDò to select all of the cards or select the cards 

individually . If applicable - Change the ñShip QTY.  

 

 
 

 

 

Quick Tip ï Per the customer request, adding the ñTracking No.ò, ñCarrierò, ñPacking 

Slip No.ò, ñCharge No.ò and/or ñSupplier Lot No.ò may need to be added.  

 

Tool Tip ï The ñApply to Allò icons  are located on all Action screens where 

repeated data is entered. Data such as Packing Slip, Lot Size, Tracking No., are a few 

examples where this tool comes in real handy. Enter the data into a field and click on the 

ñApply to Allò icon for that field. The data will then populate for all of the selected cards 

below. 

 

Add the necessary information  for Tracking No, Carrier, Packing Slip No. and Charge No. 

Click  on the ñShipò button.   

 

 
 

Quick Tip ï If the order is Short or Over shipped it has to be confirmed at this time. The 

cards do not need to be printed at this time as they will be printed once the Master Label is 

created and Shipped. 
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The cards can be printed now or later with the Master Label, select ñClick hereò to confirm the 

orders without printing if you will be printing later.  

 

 
If a quantity was changed and it is outside of the tolerance, you will need to confirm the quantity 

changed.  Click  in the selection box at the column heading to select ñAll Cardsò. Verify that the 

ship quantities are accurate and click  on the ñConfirmò button.  

 

 
 

Click on the ñTo Master Labelò button 

 

 
 

Quick Tip ï If the supplier ships to multiple customer plants, select the plant that the 

cards are being shipped to. If you do not see this screen shot, make sure the filter is set to 

ñCreated or Updatedò. Click on the Go button. 

 

Select the Plant and select ñCreated or Updatedò in the label staus field. Click on the ñGoò 

button. Click  on the ñADDò button.  
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Click  in the selection box at the column heading to select all cards to be added to the ñMaster 

Labelò or select the cards individually . A checkmark will appear. Click  on ñCreate New 

Master Labelò 

 

 
 

The ñMaster Labelò has been created.  

 

 

Quick Tip ï Cards can be added to or removed from the Master Label by clicking on the 

ñEditò button and making the selection. 

 

To verify that you have assigned all the cards to ship on the ñMaster Labelò click  on the 

ñEditò button. Click  on ñAdd Cardsò. Click on ñRemove Cardsò if cards need to be removed 

 

 
 

All  cards have been added to the ñMaster Labelò. Click  on the ñBackò button. 
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Click  on the ñShipò button and click  on ñShip Master Labelò selection. 

 

 
  

The cards appear that will be on the ñMaster Labelò.  If needed, enter the ñTracking Noò and 

select the ñCarrierò then click  on the ñShip Master Labelò button. 

 

 
 

 

Quick Tip ï A Bill of Lading can be printed at this time. 

 

ñMaster Labelò shipped successfully. Click on the ñPrint Masterò button to ñPrintò only the 

ñMaster Labelò or click on the ñPrint Master & Child Cardsò to ñPrintò the ñMaster Label 

and Child Cardsò 

 

 
 

 

Process Complete 


















