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Shipping Document 

 

Click the Inventory Link 

 
Click the Fulfill Stock Orders Link 

 
Click the Shipping Link 

 
Click the Shipping/Issues Link 

 
Click the Add a New Value tab 

 
 

1. Enter Business Unit.  Enter “___________” 

Leave Next as Shipping ID 

Click the Add button 

 
 

2. Click the Search button 

 
 

3. Click the Select Box next to the MSR you are working 

 

4. Click the Return button 

 
 

5. Click the Select Box next to the MSR you are working 

 

6. Change the Ship Action to 1. Ship/Include  

7. Click the Magnifying Glass with Plus Sign at the end  line  

 

 

8.  Click Line Details and the end of the line on the new page  
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9. Find the line you need to change and change the Qty Shipped 

 

 
 

10. Continue until you have changed all lines needed 

 

11. Click the Save button 

 
 

NOTE: If you receive the following message simply click the OK button until all of the warnings 

have cleared. 
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Click the Print Icon 

 
Click the Report List Link 

 
Click the IN Shipping Document Link 
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Click the Printer Icon. 

 
Click the OK button 

 
Click the X on the corner of the document to close the document. 

 
 


