MFG-35 Review and Validate Ship Only

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to review and validate
ship only orders in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process for reviewing and validating ship only orders in NCFS, which are used for non-billable
shipments with a $0 invoice.

Review and Validate Ship Only

There are 6 steps to complete this process.

Step 1. Click the Company Single Sign-On (SSO) button.

Step 2. Enter your @dac.nc.gov email address.

Step 3. Click Next, then enter password.

Step 4. On the Home page, select the Order Management tab.

Step 5. Click Order Management App.


https://ncosc.gov/training/ncfs-system-training/ncfs-help-documents/mfg-35-review-and-validate-ship-only
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Note: The Order Management Overview screen displays information visually, providing data for DAC. As orders
are created and progress, the diagrams and values will populate on this screen. If it is a new instance, this screen

displays with minimal information.
Step 6. Click the Create Order button.
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Note: To create a ship only order, follow the steps outlined in the MFG-28 Entering Manual Orders QRG. Be sure to
set the Order Type field to Ship Only. Once the ship only order has been created, continue with the steps below
to review and validate the ship only order details.

Once you are on the Create Order screen, the process for creating a ship only order follows the same consistent
approach used for other order types. The screen layout, header fields, and tabs remain the same. The Primary
distinction is the selection made in the Order Type field.

For this example, the Order Type field must be set to Ship Only.
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Order: NCDOA FISCAL MANAGEMENT - 252 - Closed @ Total: 0.00  Actions w m

Currency = US Dollar

A
Customer "NCDOAFISCAL MANAGEMENT (560801) Business Unit 5200 DEPARTMENT OF ADULT CORRECTION
Contact 000222 AP Bill-to Customer "~ NCDOA FISCAL MANAGEMENT
Contact Method Testing +doa fiscal ap@doa.nc.gov Bill-to Account " 116083
Ordered Date 7/30/25 10:03 AM Ship-to Customer "NCDOA FISCAL MANAGEMENT
Purchase Order PO-E2E-SCN-016 Ship-to Address 6501 CHAPEL HILL ROAD RALEIGHNC 27607 WAKE,US

I Order Type Ship Only I Sales Cradits

Saloc A

Note: Item prices on the "Ship Only" order type will be automatically adjusted to $0.00. “Ship Only” order type
follows standard scheduling, reservation, and shipping steps.

If out stock item is used for the “Ship Only” order type, NCFS reservation error will be displayed. It will not follow
manufacturing process.
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Order: NCDOA FISCAL MANAGEMENT - 252 - Closed & o |

Customer "MCDOAFISCAL MANAGEMENT (S80801) Business Unit 5200 DEFARTMENT OF ADULT CORRECTION
Contact "000222_AP Bill-to Customer " MCDOA FISCAL MANAGEMENT
Contact Method Testng +doa fiscal ap@@doa ne gov Billto Account " 116083
Ordered Date  7/30025 10003 AM Ship-to Customer "NCDOAFISCAL MANAGEMENT
Purchaze Order PO.E2E.SCHN-016 Ship-to Address 6501 CHAPEL HILL ROAD RALEIGHNC 27607 WAKE US

Order Type  Ship Only Sales Credits

Sales Agresment

g OrderLines (@

Retum | ¥ | Show  All w

view v Ly Fraez " Detach
Item Status Quantity Your Price Amount Line Type
1 0019344 - SECONDARY ROAD MARKER HOR ARROW,3 3/8X2 3/8 HI,BOW,.032 Closed 5 Sale Price 0 o000 Mo Cost Ship
»

Rows Selected 1 Columns Hidden 12

Wrap-Up

NCFS users can review and validate ship only orders by following the steps outlined above.

Additional Resources

e Instructor Led Training (ILT)
o MFG114 - Manages Sales Order 2



https://www.ncosc.gov/training/ncfs-system-training/ncfs-course-catalog/mfg114-manage-sales-orders-2

First Published

Mon, 11/17/2025

Last Updated

Mon, 11/17/2025
Printable PDF



https://ncosc.gov/print/pdf/node/5468

