
Creating a Delivery Note 

Step 

One 

 

To create your Delivery 

Note, go to the Order 

Overview page and 

highlight your Order. 

Click on the left hand 

side “Create Delivery 

Note” 

 

 

 

 

Step 

Two 

 

A pop up box will 

appear. Click OK 

if there are no 

Overs and 

Unders. 

 

                      

 

Step 

Three 

 

The following question 

will appear.  

Click Yes. 

 

                

 



Step 

Four 

 

A Change Order 

Amount box will 

appear. 

Click “Do not copy 

new quantity” 

 

                

 

Step 

Five 

 

 

 

Click “Save” on 

the Packing List 

pop up. 

 

       

         

 

Step 

Six 

 

The following 

question will 

appear. 

Click Yes. 

 

                

 



Step 

Seven 

 

 

 

You can now 

preview your 

Delivery Note 

or click OK. 

 

     

                

 

Step 

Eight 

 

The following 

question will 

appear. 

Click Yes. 

 

                

 

Step 

Nine 

 

Your template will come up and the settings box. 

Click OK to both. 

 


