Quick Reference Guide — Sending Shipping Notice

How to Send Shipping Notice

1. Once logged in, click on Orders tab.

2. Search and click on the PO number.
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Select Customer Commercial Metals Company v
Purchase Orders

Click the = Action to Invoice from a Purchase Order

PO Number Order Date « Status Acknowledged At Items Unanswered Comments  Total Assigned To Actions

00089 j02/22/22 Issued None 10 each of HP Printer No 2,000.00

w

[CTCCR (]

7600000157 02127722 Issued None 1 each of 3 Mhz Ultrasound Therapy ~ No 600.00
Equipment, Size/Dimens
Repair Service

w

3. Click on Add.

Purchase Order #7/600000089
General Info 9 Shipping
Status Issued - Sent via Email Ship-To Address 901 CANTRELL STREET
WAXAHACHIE, TX 75165-3120
Order Date 02/22/22 United States
Revision Date 02/22/22 Location Code: 2900
n Attn: Jane Williams
Requester Janc Williams Legal Entity CMC Steel Fabricators, Inc.
Email roncatindig+123@gmail.com
Terms None
Payment Term Z000
- ¥ Shipment Tracking 9"
Attachments None
Acknowledged (J No shipment tracking.
Assigned to

4. Complete the tracking details. Then, click on Save.

Create Shipment Tracker

Enter tracking number for entire PO. To ship PO partially, create ASN.

* Tracking Number |RC12345678 |

* Carrier
I Fedex
Note UsPs
UPS
DHL
OnTrac

Stamps.Com
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