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Section 1: Setting up a PO export



Setting up a PO export

A PO export will make it really easy to:

● Pull only the POs that need to be shipped

● Export the key elements of each PO that need to be included with shipment document

● Avoid manual rekeying and data entry errors

This is a one time only exercise that you just need to do the first time!



Once logged in, go to advanced export to set things up



Next you’ll land in the main export setup screen, click save as and give 
your export a name
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Once your export is saved, you’ll want to hit share so your colleagues can 
use it. Then you’ll want to start adding document filters



Now you’ll setup the filters - noted below - that will pull only POs that need 
to be shipped and therefore need tracking numbers.



Next scroll down and add the fields that need to be selected from the PO 
(left column) and exported into a CSV (right column)

PO fields CSV column names

You’ll want to give these 
columns different names so 
you don’t have to manually 
change them in the CSV 
when its exported

Once you’re done, hit 
download



Your output will look something like this



Section 2: Create + import a shipment CSV



Once you’ve exported the POs needing to be shipped, you’ll need to add 
on the required shipping inputs + static fields to the CSV

- From PO export - Req’d shipping inputs - Static fields, same each time

ReceiverCompanyId PartnerPO OrderNumber VendorNumber ShipmentLine.LineNumber ShipmentLine.Description

130259 US-IJ35SI US-IJ35SI 130904 76404 Falcon 96 Well Flat Bottomed With Lid Tissue Culture Plate ind.

130259 US-IJ35SI US-IJ35SI 130904 76404 D-Gluconic acid sodium salt

ShipFromAddress.Address1 ShipFromAddress.City ShipFromAddress.State ShipFromAddress.Zip ShipFromAddress.Country

1 Main Street Albany NY 10001 USA

1 Main Street Albany NY 10001 USA

ExpectedDeliveryDate ShipmentLine.ShipmentInfo.Qty ShipmentLine.ShipmentInfo.TrackingNumber ShipmentLine.ShipmentInfo.CarrierCode

9/21/22 2 123456 FDE

9/21/22 5 5566889 FDE



Once you’ve prepared the CSV, with the additional columns, go to 
advanced import



Once you’re in advanced import, select shipments and then click the 
middle of the page to upload your CSV file



On the next screen, just hit continue at the bottom



On the next screen, just hit continue at the bottom



Upon successful upload, you’ll see a list of one or more hyperlinks to each 
ship doc that was successfully created



If you were uploading multiple ship notices for multiple POs, you can check their 
status by following these steps
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POs that were fully 
shipped will fall into a 
ready to invoice state


