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A distribution list of addresses can be imported into an aACE Order by using a related
Shipment’s Duplicate to Import Action.

See PreDa rinf.{ Excel for ImDort (https://www.google.com/url?q=https%3A%2F%2Fsites.google.com%2Fduggal.com%2Fduggal-

wiki%2Faace-shipping%2Fdistribution-lists%2Fpreparing-excel-for-import&sa=D&sntz=1&usg=A0OvVaw1cL 1Bj58eFm4bGrJ b%-ic) for

instructions on formatting an Excel Sheet for importing to aACE Shipments.

First, create a Shipment from the Order (If using an address from the distribution list,
remember to remove it from the import list, else you will have a duplicate created. If not
using an address from the distribution list, remember to delete the original shipment after
the import.)

Packing List Methods

The Shipment’s Packing List will automatically be populated by all currently un-shipped
order line items (if the underlying codes were set to have “shipping enabled”). Remove Line
items from the List by clicking the X on the far right of each row. The Quantities shipped
may also be edited.
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Order: 668252 EILEEN FIS
| Shipment: 89921 EILEEN FISHER PENDING @
Production Order |  Management | |
| Outgoing | Notices ) Emails R Docs @
Overview | Billing  Procurement  Fulf
Shipped To 4  Shipping Address @
@-amml Ship Date Tite Company > Lt intrkraan
e EILEEN FISHER | Jesse Whiting { |EwEENFISHER
R 2 | shipping Terms FoB vaid |2 Bridge Street
kit bl divals S Onder> Purchase Order > Tnvoice > | Package IDs
668252 Irvingten NY 10533
4 - lusa American
— Packing List
Desciclicn Grder Purchase Order Exp Qty Quantity Weight Ref #(s) %
— Prep files, show PDFs for approval # > 668252 1» 1 0 # x-
L | Print on 2nd surface cling - 30 x 3.3208 # > 668252 a» 8 0 # %
4 Print on 2nd surface cling - 40 x 4.277 # > 668252 5 » H 0 # x
Print on 2nd surface cling - 50 x 5.233 # > 668252 2 » 32 0 # X
L | Print on 2nd surface cling - 60 x 6.189 # > 668252 14 » 14 0 # %
— Print on 2nd surface cling - 80 x 8.101 # > 668252 5» 5 0 # X
4 Print on insight heavy canvas - 35.35 x 29.25 # > 668252 3 » 0 # X
Duo - Print on insight heavy canvas - 29.35 x 39.25 || # > 668252 10 » 10 0 # =
— Single - Print on insight heavy canvas - 29.35 x 39.25§ # > 668252 3» 3 0 # =
Duo - Print on insight heavy canvas - 40.875x 57.75 | # > 668252 36 » 36 0 # =
1> W Single - Print on insight heavy canvas - 40.875 x 57.7| # > 668252 9 » 9 0 # x
Non-Receiving POs_(e.9. drop shipments) 5 2 > W Duo - Print on insight heavy canvas - 50 x 67 # > 668252 1 » 1 0 # X
PO Date Title A > WFI Single - Print on insight heavy canvas - 50 x 67 #* > 668252 q» 4 0 # %
]| Print on insight heavy canvas - S0 x 38 # > 668252 2 » 2 0 # x
15 1" diameter dowels w. eyehooks - 50" long # > 668252 17 » 17 0 # X
A 16 Packing and Handling - 57 Locations. # > 668252 57 » 57 0 # xR
1 17 > DIST Distribution Code # > 668252 57 » 57 0 # =
1 Q
00 Shipping Log o
News Edit# Deleted Print/@ Actions A
[ .
. Shipment: 89921 EILEEN FISHER 6/25/2019 PENDING @
| going Shi Notices ) Emails B Docs @
Shipped To Residential [=] # Shi Info purchased Description
Company > Contact > Courier Service Courier Account # Shipping Cost
EILEEN FISHER Jesse Whiting FedEx Ground 0.00
Shipping Terms FoB Value Package Type L w H Weight
0.00 Your Packaging 0 x| 0 (x| 0 0
Order > Purchase Order > Invoice > Courier Tracking # Ship Date Package IDs
668252 06/25/19
Packing List
Line Ttem Code Description Order Purchase Order Quantity Weight Ref #(s)
1 > DIST Distribution Code & > 668252 1 0 # e}
i @ # Den 7151 Assigned By Matthew Pelfrey Assigned To Matthew Pelfrey Tracking Status Q

There are two methods in how to set up aACE Shipment Packing Lists.
1. Assign the Actual Line Items that are in the package.

2. Assign a “dummy” line item (see the code DIST used below) to the Packing List and enter a
value (representing the value of the entire shipment) in the Declared Value field. Tax
calculations will use this value rather than the sum of the Packing List Line Item Values.

Duplicate to Import
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Regardless which Packing List method used, next populate the Shipment’s other fields. Fill in
the Courier Service and other relevant Shipment Info fields.

Once the Shipment is populated and saved, go to the Actions drop down menu and select
Duplicate to Import.

4 Record: 2 of 2 Newsp Edit#® Deleted PrintB

= 5 View Logs
Shipment: 89858 Testing Company Inc 5/6/2019 SHII
Mark Shipment as Shippad
‘ Outgoing Shipment Notices Emails B4 Mark Shipment as Void
Shipped To Residential | [=] # Shipment Info purchased Description Duplicate Shipment
Testing Company Inc John Q Public FedEx Ground 0.00 '
, 5 . ? s X - X " Transmit Shipment
Shipping Terms FO Tax Value Package Type L w Weigh
25.00 o |xl o |x| o o Update Transmitted Shipment
Order > Purchase Order > Invoice > Courier Tracking # Delivery Date Package IDs . —
668230 05/06/19 bom n::
gem Microso
Packing List faM M
Line Item Code Descriptior Order Purchase Order Quantity weight Ref #(s]
I > DCP14 Digital C Print 11X14 GLOSSY * - 668230 1 0 # -
In the pop-up Message window, select Step 1 to download the template.
Populate the template and save the file.
Message
Duplicating to import shipments requires the following steps:
1} Download the template worksheet
2} Populate your worksheet with data to import
3} Import the saved worksheet
Step 1 | | Step 3 | | Cancel
Shipping Addr Title
A ] C o] E F G H |
1 Shipping Addr Title | Shipping Addr Line 1 Shipping Addr Line 2 Shipping Addr City Shipping Addr State Shipping Addr Postal Code  Shipping Addr Country Do Tax Declared Value
2
2
B
7
8
9
10
11
12
13

Next, go back to the Actions drop down menu in the Shipment and select Duplicate to
Import again.

In the pop-up Message window, select Step 3 this time to import the address file.
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Duplicating to import shipments requires the following steps:
1) Download the template worksheet

2} Populate your worksheet with data to import

3} Import the saved worksheet

| Sten 1 ” Sten 3 | | Canrel |

In the Import Field Mapping window, check Don’t import first record (contains field names)
Select Arrange By: Matching Names

Review that Fields are matched.

Click OK.
W Open File *
Look in: | SHIPPING TAXING v| (<] ? 0
* MName - Date modified Type
. AvaTaxTaxCodeToolkit 1/31/2019 5:27 PM File falder
Hleiniies SALES TAX ORDER CALCS 4/16/201911:26 AM  File folder
- Value Field 5/6/2019 1:36 PM File folder
| COMPANY ADDRESSES- LOCATIONS 3/8/2019 3:21 PM Microsoft
Desktop B3 CourierServices 2/11/2019 10:04 AM  Microsoft
@ Import Distro Addresses 3220191213 PM - Microsoft
™ B3 shipping codes 1-17-19 1/18/2019 8:04 AM Microsoft
Libraries £ Shipping Import with Values 5/6/2019 1:41 PM Microsoft
This PC
MNetwork
< >
File name: Import Distro Addresses w | I Cpen
Files of type: Excel Workbooks (" xlsx) ~ Cancel
Remote...
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Import Field Mapping >

Source: Shipping Import with Values.xlsx Target: | Current Table ("Shippinglog|Cache

Source Fields Target Fields -
Shipping Addr Title =p # Shipping Addr Title
Shipping Addr Line 1 = # Shipping Addr Line 1
Shipping Addr Line 2 = # Shipping Addr Line 2
Shipping Addr City =k # Shipping Addr City
Shipping Addr State = # Shipping Addr State
Shipping Addr Postal Code = ¢ Shipping Addr Postal Code
Shipping Addr Country = % Shipping Addr Country
DoTax = # DoTax
Declared Value =p # Declared Value
— % Shipment Rec |D
— ¢ _RES1
— # Order ReclD
— % Company Abbr
— % Company ReclD b
‘,.‘,.Field RIS Arrange by: | matching names v

Import Action Field Mapping
@j Add new records = Import this field

Don't import this field
Match records based on this field
Target cannot receive data

() Update existing records in found set

() Update matching records in found set 2.

Add remaining da'@ as new records

Don't import first record (contains field namesD

Manage Database...

{ | K LD Cancel |

Import Options
Perform auto-enter options while importing
[modification date, serial number, lookups, etc)

Import values in repeating fields by
& Keeping them in the original record

Splitting them into separate records

Preserve external container storage

Cancel

Import

Import Summary

Import Records Summary:

Total records added / updated: 13
Total records skipped due to errors: 0
Total fields skipped due to errors: 0
Table created: <nones>

If no validation problems are discovered, a successful message window will appear. If
validation errors are encountered, an error message appears with an option to ignore and
Import anyway, or to Review.
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Clicking review will download another file to the user’s desktop with an error column at the
far right detailing the validation issue.

Message

4 shipping logs failed validations. Would you like to review the errors or
import anyway? Clicking ‘Review' will create a file on your desktop which
can be updated and re-imported.

Import || Review

Message

13 shipments were successfully imported.

Shipments List Views

Upon successful import, the Shipments will populate the window.

Note: the Shipment Address, Title, and Value can be imported. All other fields are duplicated
from the original.

% Record: 9.of 9 Neve o ¢ % Print&  Actions A

Shipments
] E -
= Shipment Title Rec Type Asgn Company L Courier Service Tracking # Cost Date Tracking Status Status
= 89859 FIFTH AVENUE T] # out MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . A -
89860 WEST BROADWAY [~ # oOuT MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . AN -
> 89861 COLUMBUS CIRCLE  [=7] o oUT MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . A -
- 89862 MADISON AVENUE [ =7 # ouT MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING @~ -
> 89863 COLUMBUS AVENUE [=7 o ouT MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . AN o=
= BoBe4 IRVINGTON J A our MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . N -
89865 WHITE PLAINS 7 # our MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING @~ -
> 8o8ee BROOKLYN 4] # our MP Testing Company Duggal VanSmall- 0.00 05/06/19 PENDING . AN -
89867 EAST HAMPTON ] # our MP Testing Company Duggal VanSmall- 0.00 06/19 PENDING o~ -
List Totals 0.00

If using an address from the distribution list, remember to remove it from the import list,
else you will have a duplicate created.

If not using an address from the distribution list, remember to delete the original shipment
after the import.
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Order: 668252 EILEEN FISHER 06/24/2019 Fen@ |

E_ Table

— Foat
Production Order | Job Costs & Approvals Notices @  Emaisii  Dos@ [ I3,
| | —
Overview Billing Procurement F Assets (YAG) * T
LE [F[G]
135/ 0 0
II §r.kwmi ai EE _" E T“ ri iﬂ M raiﬁ i “iw i L Status 0 0 0
89921 06/25/19  EILEEN FISHER [=1 out FedEx Ground 0.00 e i
=T ——
Shipping Log o

3 Record: 10f 58 + GEdit# Delete X | Print/d  Actions A
Shipment: 89921 EILEEN FISHER 6/25/2019 PENDING @
[ ] Message
- gg927 || Outgoing Shi Notices €3 Emalls B Docs @
Delete this shipment?
> 89928
-~ 89929 Shipped To Residential [ | [="] A Shipment Ini B
> §9930 | Company > Contact > Courler SQMCI_
- 89931 EILEEN FISHER Jesse Whiting FedEx Ground
> 89932 Shipping Terms FOB Value DackageType_
> 89933 | 0.00 Your Pa:lulg! |
= Order > Purchase Order > Invaice > Courier Tracking L
1 668252
> 89935 . | =
> 89936
2 Packing List
Line Item Code Description B el | Quantity Weight Ref #(s)
1 > DIST Distribution Code . 1 0 # -

e ——————

PO

After importing the distribution list, Shipments may be deleted while they are in a Pending
status. Once Shipped, they need to be Voided instead.

Shipping Log o

: Record: 1 of 56

' Sh|pment§ | Send Notice Re: List

; I Mark Shiy in List as

= Shipment Title Rec Type Asgn Company . Courier Service  Tracking #

| > 89980 HINGHAM [=7 # our MP EILEEN FISHER  FedEx Ground

| > soss1 BOSTON [=7] # our MP EILEEN FISHER  FedEx Ground

| > poss2 CHESTNUT HILL [=7 # ouT 200 Meossage 0 06/25/19 |  Reassign Shipments in List

| E 1 Update Tracking Status for List

| > 89983 WELLESLEY  [=] A ouT Delete all of the pending shipments in this list? Please type 'DELETE' 06/25/19 e e S

| > goosa GREENWICH El # ouT into the box provided. 06/25/19 - |

| > goses WESTPORT =] # our 06/25/19 R B |

| > so0es FIFTHAVENUE [=7] # ouT 06/25/19
> 89987 WEST BROADWAY [ =" # ouT 06/25/19 [ G
> 89988 COLUMBUS [=] # out 06/25/19 PENDING @~ -
> 89989 MADISON AVENUE| =" # ouT 06/25/19 PENDING o~ -
> 89990 COLUMBUS AVE [=7 # ouT 06/25/19 PENDING o X -
> 89991 IRVINGTON [=9 # our (!del‘“e F} 06/25/19 PPENDING @~ -
> 89992 WHITE PLAINS  [=°] # ouT Cancel 06/25/19 PENDING o -
> 89993 BROOKLYN [=9 # our 06/25/19 PENDING @~ -
> 89994 EAST HAMPTON [~ # ouT MP 06/25/19 PENDING @ -
> 89995 ARDMORE [=9 # out MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING o= -
> 89996 KING OF PRUSSIA [ -] # ouT MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING @~ -

| > 89997 CHEVY CHASE  [="| »# out MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING o~ -

‘ > 89998 MCLEAN [=9 # our MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING o -
> 89999 CHARLOTTE [=7 # our MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING . N =
> 90000 WINTER PARK  [=7 o ouT MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING o X -
> 90001 PALM BEACH =] # our MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING @ -
> 90002 SANIBEL ISLAND [~ # ouT MP EILEEN FISHER  FedEx Ground 0.00 06/25/19 PENDING [

Show All | Find My Pending Shipments | Find Pending Shipments | Related Records v ﬁ.
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Record: 10 of 200 Edit# Deleted Print/d  Actions R
Order: 668230 Testing Company Inc 05/06/2019 oPeN @
Production Order Management Job Costs & Approvals Notices Emails i Docs @
Overview Biling Procurement Fulfillment Shipping Assets (YAG) +
Shipments
i u Shipment Delivery Data  Title Type Courier Service Courier Tracking # Cost  Inv Shipping Tracking Status atus
i > 89857 05/06/19 Testing Company Inc [=7 our Duggal VanSmall- Manh 0.00 125.00 »* af
= 89858 05/06/19 Testing Company Inc [=7] out FedEx Ground 0.00 0.00 b 4
= 89859 05/06/19 FIFTH AVENUE 1 our Duggal VanSmall- Manh 0.00 b g .
89860 05/06/19 WEST BROADWAY [=7] out Duggal VanSmal- Manh 0.00 + @
> 89861 05/06/19  COLUMBUS CIRCLE [=] our Duggal VanSmal- Manh 0.00 + @
= 89862 05/06/19 MADISON AVENUE | our Duggal VanSmall- Manh 0.00 b g .
89863 05/06/19 COLUMBUS AVENUE [=71 out Duggal VanSmall- Manh 0.00 + @
= 89864 05/06/19 IRVINGTON = out Duggal VanSmall- Manh 0.00 * .
= 89865 05/06/19 WHITE PLAINS | out Duggal VanSmal- Manh 0.00 + @
89866 05/06/19 BROOKLYN [=7 out Duggal VanSmall- Manh 0.00 + @
E = 89867 05/06/19 EAST HAMPTON ] out Duggal VanSmall- Manh 0.00 -+ .

Validations for Shipment Declared Value

The user must be careful in using the Declared Value field. Upon marking a Shipment
“Shipped”, a validation occurs that checks if the total value assigned to the Shipments is
greater than the sum of values of the underlying Order’s Line Items.

Also, if values are assigned to Shipped Shipments, the Order’s Line Item value Subtotal will
not be allowed to be reduced below the Total Shipped Shipment value.

Record: 3 of 11 Newsj FEditg* Deleted Print/& Action

hipment: 89859 FIFTH AVENUE 5/6/2019 PENDING |
W‘ Hotices Emails Rd Doc

1ipped To Residential =1+ Shipment Info Purchased Description
ampany > Confact > Courier Service Courier Account # Shipping Cost
esting Company Inc John Q Public Duggal Vansmal- Manh 0.00
Tipping Terms FOB Tax Value Package Type L W H Weight
263.50 Package 10 |x| 10 x| 10 5
rder = Purchase Order = Invoice = Courier Tracking # Delivery Date Package IDs
05/06/19 [
icking List
Line Item Code Description Order Purchase Order Quantity Weight Ref #(s)
= DCP14 Digital C Print 11X14 GLOSSY & > 668230 1 0 #s
Message

This shipment could not be marked as shipped for the following reasons:
-Item #1: The declared value exceeds the order item total.
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