Creating a Delivery Note

Overview page and

Note”

To create your Delivery
Note, go to the Order

highlight your Order.

Click on the left hand
side “Create Delivery

Create Delivery Mote f Despatch Advice

A pop up box will A A T A A e N A S e
appear Click OK Product Name Colour / Size Available Amount Delivered Close Order Line? (No more of this product will be delivered)
. ? 600!
if there are no
Overs and
Unders.
R S
The following question T AT
will appear.
Click Yes @ Is this the last delivery?
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Step

Four
A Change Order

Amount box will
appear.

Click “Do not copy
new quantity”

o T BT T A T S I P Y S O P T S e
Own Product Mo. Order Quantity To deliver Maximum Available New Amount
> |[iLr0100 |
- LY0100 600 500 800 1

|00 not copy new quantity | |7 Copy new quantity 1

Step
Five

Click “Save” on
the Packing List

pop up.
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Quote Lines
Withdrawal quantity | Deliverable qua... | Actual delivery ... | Product Name Colour / Size Own Product No. | Supplier Product...
> -
i i 1 Flat Polyester La... One Side /2 Col... LY0100 LY0100
Assigned Cost Products
‘ |Qua'mty Product Name Colour / Size Own Product Mo, Supplier Product No.
Print || Remove product | Save | Cancel

Step

Six
The following
question will

appear.

Click Yes.
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@ The Packing-List has been saved. Would you like to save the Delivery Note(s) as well?
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Step
Eight

You can how

preview your

Delivery Note
or click OK.

Quantity

1000
iag
LARGE SQUARE FRIDGE MAGNET i, Na Colar /No Size:

2000 AFMLSO101-5
1 Carrisge Carriage Carriage o Color /No Size

[

Carriage Type [ Deiivery Date. [11/02/2015 v
Delvery Address |
(Company Name | Additonal Name [gar ays Bark i |
Address ne 1 [Ran street 11-14
lAdcress Line 2
AddressLine 3
IPost Code | City | Country GU128GY | [Guidford | [united kingdom v|
[Sex | Initials | Title Female v][or s,
|Alternative Titke | Email | [seles@bardavs.co.uc
FestName | Lost Nome & o
Telephane | Fax [+44-1252 701090 @ [+ 27103 -
Lsnguage eroh v
elivery Note v|
f Manage Address Contact Person ] [ Copy Address [—cance—]

Number Packages / Palets. VieightKg | Tradkng No. I
[-—Showpaciages—]| @ Bortdeverydata mnedtel

The following
question will
appear.

Click Yes.

Your template will come up and the settings box.

Click OK to both.




