SHIPMENT — PLANT AND

MFG

APEX

QuIcK REFERENCE GUIDE

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to
conduct the Shipment process in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of Shipment — Plant and Apex. This process provides information on

how to manage shipment of items from a plant to a customer, manage the shipment of items from
APEX Warehouse to a customer, provide visibility into the status of shipments at each stage of the
shipping process and generate and manage necessary shipping documents and reports.

Plant Shipment

Once logged in to NCFS, follow these steps:

1. Begin from the Home page, or click the Home icon.
2. Onthe Home page, select Supply Chain Execution.
3. Within the Supply Chain Execution tab, select Inventory Management.

® 0 ©
o@
0O © ©

4. Click the Tasks icon.
5. Inthe Show Tasks field, select Shipments from the drop-down.
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MFG-38: Shipment — Plant and Apex

6. Select Manage Shipments.
5
Shipments 6

« Manage Shipment Lines

« Manage Shipment Message Interface
+ Create Pick Wave

« Confirm Pick Slips

« Create Outbound Shipment Request

» Manage Shipping Transaction Corrections in Spreadsheet

,O|IEE

7. Click the Add Fields drop-down.
8. Select Order.

Search | Reset | Save..

A~

Add Fields v || Reorder

FOB

Fiscal Document Status

Freight Terms
Initial Destination 2
Initial Ship Date
. . . Equipme!
| Logistics Service Provider Customer Type
v

Mode of Transport

‘ Order Type

Packing Slip

»

Packing Slip Status
Pick Wave
Planned Delivery Date

Service Level

9. Enter the Order Number into the Order drop-down.
10. Click Search.

Manage Shipments &

4 Advanced Search

&

Shipment | Equals Actual Ship Date | Fquel 1o

I Order | Equals v| 125 Shipping Priority | Equals v

Initial Ship Date | Equal to Ship.from Or n | 4281368

Exce

Carrier | Equals

Shipment Status.

10

T

Saved Search | All Sipments

m Reset | Save.. AddFields ¥  Reorder
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11.

12.
13.

14.

15.
16.

17.

18.

Select the shipment number.
Manage Shipments [+ -]
» Advanced Search Saved Search | Al Shipments ~

Search Results

nw Veww S

Shipment
Ship-trom Logistics Service
Organization  Customer s Catoaer Ship-to Location supplier shipment Status  Planned
DOT EDGECOMBE MAINT DIV 4 420529 - 3916 R. 0. COLEMAN RD/SURLINGTONNG, 27215 ALAMANCE US pen
 — ,

Select the appropriate shipping method from the Shipping Method field drop-down.
Click Save.

Note: For a plant shipment, you can go through Pick Confirm process once you pick the
materials physically from the storage location and move it to the staging area within the
plant. Run the Pick Release Rule.

[ T &

4 Shipment

On the Edit Shipment screen, click the Plus (+) icon in the Total Shipping Cost Recorded
field.

Inventory Grganiaton 1 Changs Organizaion
Edit Shipment: 2152969 m mm
4 Shipment

The Record Shipping Costs window appears, select the Shipment number.
Click the Plus (+) icon.

Record Shipping Costs: Shipment 2338243

Aaers v Vi v Fomay omaeh
Comversion  Coaversion Comversion
cont Ameunt. Guneney G o o
- o

The Create Shipping Cost Record pop-up window will appear. In the Cost drop-down,
select NCCE Shipping Cost.
In the Amount field, enter the shipping amount.

11/12/2025
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19. Click Save and Close.

Create Shipping Cost Record x

Cost Component Shipment 2152969
17

* Cost | NCCE Shipping Cast v
Category Shipping costs
I’ Amount | USD v | 15.0

Conversion Rate Type v J

Conversion Date | m/d/yy
Conversion Rate

4 Additional Information

Context Value | v
‘ 19

20. On the Record Shipping Cost screen, you will now see the NCCE Shipping Cost amount.
Click Done.
Inventory Organization ‘ Change Organization 10
Record Shipping Costs: Shipment 2152069
Actions w View v Formatw Freeze [ Detach Wrap
Cost Category Amount Currency :x"";‘:" S:,’:’"""" C"""’;'x

21. Review the information in each line for accuracy. Click the Save drop-down.
22. Click Save and Close.

Edit Shipment: 2143951 @

4 Shipment
Shipment 2143661
Shipping Method v

Waybil

&

..... 1 $hip Date | /1725 5:14 AM

Grass Weight

Weight UOM  miligram v

23. Once you save and close, you return to the Inventory Management Home screen. Click
the Tasks icon.
Note: For repair and Return orders, once the Plant/APEX receives the order at the plant,

there is no need to perform Ship Confirm for the RMA order shipment lines. Once
receiving is completed, the RMA shipment line will be automatically closed.

24. Select Shipments from the Show Tasks drop-down.
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25. Select Manage Shipments.

24
Show Tasks
Shipments
« Manage Shipments

+ Manage Shipment Lines

+ Manage Shipment Message Interface

lua « Create Pick Wave
El + Confirm Pick Slips

+ Create Outbound Shipment Request

\
hl,

26. In the Order field, enter the order number or shipment order.
27. Select Search.

Manage Shipments & mm

4 Advanced Search

Saved Search | All Shipments
T

Order | Equals |1

tnital STip Date | Equal o

Corrier | Equals . Excoptions

Shipment Satus - 27

m Sowe [ Aaretes < || oo

28. Once plant is ready to deliver to the customer, select the Shipment.
29. Click Ship Confirm.

Manage shipments @ [T ]
Searen Hesurs 29
o
‘Shipment Aniaged. T Automats Enatle  Man
s Cobtmant B OO IO Gttt ity T i o T,
fo Rontie & o o
3 . - -

30. A Confirmation pop-up will appear. Click OK.
¢ Confirmation

Number of shipments confirmed: 4

oK

31. Select Actions drop-down.
32. Select Reopen.
Note: This is for a specific shipment line versus multiple.
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Edit Shipment: 2152969 @

4 Shipment
Shipment 2152969
Shipping Method  CE-Warehouse Truck

Waybill

nventory Organization A nization
eview Shipping Exceptions

— ¢

PIck elease

Shipment Status  Confirmed

Exceptions in Shipment
Pack Automatically

hinds 4201968

33. Once you reopen you will return to the Inventory Management Home screen. Click the

Tasks icon.

34. Select Shipments from the Show Tasks drop-down.

35. Select Manage Shipments.

33

Show Tasks
Shipments
+ Manage Shipments

+ Manage Shipment Lines

+ Manage Shipment Message Interface
+ Create Pick Wave
« Confirm Pick Slips
+ Create Outbound Shipment Request

36. In the Order field, enter the order number or shipment order.
37. Select Search.

Manage Shipments &

4 Advanced Search

37

.1 swe- || aaariios » | oo

38. The orders appear on the Search Results screen. Shipment status should say Confirmed.

Manage Shipments @

» Advanced Search
[Search Results

Actons w Veww ST

Saved Search | APEX Ship Confimed v

Shipment
Ship-from Logistics Service
Orgenization  Customer e Ship-to Location Supplier
DT EDGECOMBE MAINT DIV 4 428628 - 3916 R D GOLEMAN RO, BURLINGTONNG, 27215 ALAMANGE US
CITY OF ROANOKE RAFIDS 428629 - 3916 R D, COLEMAN RD, BURLINGTONNG, 27215 ALAMANCE US
« —

39. Select Actions drop-down.

11/12/2025
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40. Select Close.

Edit Shipment: 2152969 @
4 shipment
Shipment 2157969
Shipping Method | e Werehouse Truck
waybin
Initial Ship Date 10721725 279 AM
Gross Waight
Weight UON  maligram
Volume
Volume UOM e
b ShowDetals
4 Lines
Actons v View w57 | Record Shipping Costs | ecord Seral Numbers Lines |l
Summary  Camier  inveriony Detads | Sowce Reference  Ofer

Shpmen 2152063 | |

Shipment Stotus Coriried
Excagtions in Shipmant ¢
Ship-from Organizaton 438135R

Customer
Shipeto Locaton
Tots! Shipping Cost Recorded 1500 USD 4

Number of fems:

Number of Quter Packing Units 0

— stion 1 | Change Organization

39
=T EmEm

a0

Pk Autamaticaly

Seng Outbound Message

DOT EDGECOMBE MANT DIV 4

Backorder A8

428625 . 3916 R D. COLEMAN RD.{

St All for Cyete Count
Resen Weight or Volume
Generate Loaing Sequence

Ghange Ship Confim Opiions

Review Document Job Set

41. The Close Shipment notification appears, select OK.

Close Shipment

x

D Defer sending inventory updates to integrated applications

* Actual Ship Date | 8/6/25 5:39 PM

fe
a1

APEX Shipment — Pre-Shipment Reports

1. Click the Home icon.
2. Within the Navigator, click Tools.

« Show More

(1) Home

@ Qusity Management
B, inveniory Management (Classic)

£, CostAccounting

Supply Chain Execution ~

Product Management v

Procurement v
Enterprise S |

Tocls v

Good moming, |

Supply Chain Execution

QUICK ACTIONS

Create Quakity Inspaction

Quality Inspections

Im Cancel ‘

Product Management Procurement

My Enty

11/12/2025
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3. Select Reports and Analytics.

D Home

Supply Chain Execution

Quality Management

% Cost Accounting
Product Management
Procurement

My Enterprise

Tools

& Set Preferences
Worklist

m Inventory Management (Classic)

A_

Good morning,

Supply Chain Execution H
v = ——a—n e
v
QUICK ACTIONS
v
A Create Quality Inspection
Quality Inspection:

Reports and Analytics

4. Click the All Folders drop-down menu.

5. Select Shared Folders.

Reports and Analytics @
4

Filter

All types Q, | Clear Filters.

Create v

"“@ No results found.
Search for analysis, report, or dashboard. Click the star icon to favorite an object

6. Click the Custom folder.

Al Folders

Filter | Altypes v

Create v

Reports and Analytics @

Shared Folders

Favorites 3, | Clear Filter

7. Click the FBR Custom folder.

Reports and Analytics @
Al Fidars

[ P T—  —

Croste v

Shared Feiders

o

11/12/2025
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8. Click the Report folder.

Reports and Analytics @
All Folders Shared Folders Custom FBR Custom
Filter Al types | |Favorites ) | Clear Filters
Create w
Conversion
Integration
9. Click the Order Management folder.
Reports and Analytics @
Al Folders Shared Folders Custom FBR Custom
Filter | Alltypes v | | Favorites
Create v
cpen

10. Select APEX.

Reports and Analytics @

Al Folders Shared Foiders

Fiter Altypes v | Favortes

Create v

&

11. Select the NC DAC APEX Delivery Route and Sequence Report (RPTOTC044).

Reports and Analytics @
Al Foiders

Shared Foiders

Fitter | Alltypes | | Favorites

Create ¥

Custom FBR Custom Report rder Management

12. Select the NC DAC APEX Delivery Route and Sequence Report (RPTOTC044).

ne P @

Reports and Analytics @
Al Foiders Shared Folders

Filter [ ANtypes v | | Favorites

Creats ¥

FBR Custom » £ Report Order Management APEX NC DAC APEX Delivery Route and Sequence Report (RPTOTC044,

=|xll  NcDAC APEX Delivery Route and Sequence RepordRPTOTCO44).xde |

Gromed By CHEQUITA MARTIN

LastUpdseamy 71825201 PM

11/12/2025
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13. The NC DAC APEX Delivery Route and Sequence Report (RPTOT044) displays and gets
updated on shipment.

# NC DAC APEX Delivery Route and Sequence Report(

North Carolina Financial System

*’CORRECTION Department of Adult Corrections
APEX Delivery Route and Sequence Report
ok A i . Mok B (RPT-OTC-044)

‘OBIDA2025 D5:04:58 AM
2142955 | Route # 12 :‘

14. The interface will update the shipment route information in the Dock field as per the
report NC DAC APEX Delivery Route and Sequence Report (RPTOT044).

Note: Once route is updated Shipment will no longer be visible in the report.

Other
Shipment . Manual Problem
4By CODRemitTo ConfirmedDate ConfimedBy powebe'™i°" Descripion  Dock A o, Weightor ~(roanization  ggngacy
P Volume Reference

2152065 midlyy home -'.o - ‘Rnuleﬂl v v - ENTERPRISE

P
2153850 midlyy hmm (g v | Route # 4 7 & ENTERPRISE

41

15. Once you are done viewing the report, the Report and Analytics page displays. Select the
NC DAC Trip Ticket Zone Report (RPTOTC019).

NCFS3

Reports and Analytics & ==

16. The NC DAC Trip Ticket Zone Report (RPTOTC019) displays.

o Fovrtes = Dashbonds = Grele = Open =

aaaaaaaa v Stipment Number Al oy

| vom Pat

sz
STAINLESS
al

2115287 1142043 | fAREHC
Station Road
EUSE - FOOD
WAREHOUSE-
2115287 142043 | WAREHC Roue#4| 5| 3|CA |DISHWASHING

GALCAN
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APEX Shipment

The APEX Shipment process is comprised of five sub processes:

e APEX Shipment

e Record Shipping Costs

e Packing and Shipping Instructions
e Reopening a shipment

e Closing a shipment

APEX Shipment
Once logged in to NCFS, follow these steps:

1. Begin from the Home page, or click the Home icon.
2. Onthe Home page, select Supply Chain Execution.
3. Within the Supply Chain Execution tab, select Inventory Management.

4. Click the Tasks icon.
5. Inthe Show Tasks field, select Shipments from the drop-down.
6. Select Manage Shipments.

5
Shipments
+ Manage Shipments

+ Manage Shipment Lines

+ Manage Shipment Message Interface
« Create Pick Wave

« Confirm Pick Slips

« Create Outbound Shipment Request

« Manage Shipping Transaction Cormrections in Spreadsheet

L0 g?

|

7. Inthe Shipping Method drop-down, select CE-Warehouse Truck. Pick Released
Shipments that are ready for APEX warehouse will be visible by the search results once
the field is added to the search form.

8. Inthe Shipment Status drop-down, select Not yet staged.

11/12/2025 North Carolina Office of the State Controller 11
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9. Click Save.

Manage Shipments @

4 Advanced Search

lavantary Organizstion A1 | Change Organization

CmEm

oy P

10. Once you select Save, the Create Saved Search notification appears. Save as APEX Pick
Released Order.

11. Click OK.

Create Saved Search X |
i 10

APEX Pick Released Order

[] setas Defaut

[ Run Autematid B §

12. Click the Add Fields drop-down.

13. Select Order.

Note: These steps are used to search for an order number. Have the necessary order

information available before beginning.

[ |
| search | Reset | save... | Add Fields ¥ | Reorder

A

FOB
Fiscal Document Status
Freight Terms

Initial Destination &

Equipme

Initial Ship Date
Logistics Service Provider Customer Type

Mode of Transport v
’
13 Drder Type
Packing Slip
Packing Slip Status
Pick Wave

Planned Delivery Date

Service Level

14. Enter the Order Number into the Order drop-down.

11/12/2025
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15. Click Save.

Manage Shipments @) E Eacel
s
pmnc
e [ | 7 ==
16. The search results displays the shipment for the order.
Other
Shipment . Manual k Problem
By CODRemitTo Confirmed Date Confirmed By ;’:.";ﬂ":"’""“ Description Dock ‘m;‘“ f;‘;‘::ip wv:lrrnor g:‘,'“'."‘"“" ;:'n::'et
ume nce
2152065 midlyy hmm (g v Route # 4 v v ENTERPRISE
[ P
2153859 midfyy hom ""“‘ﬁ v o Route # 4 v v ENTERPRISE

Record Shipping Costs
17. Select the shipment number.

18. On the Edit Shipment screen, click the Plus (+) icon in the Total Shipping Cost Recorded

field.
Note: The line needs to be selected prior to clicking record shipping cost button.

Edit Shipment: 2152069 @

19. The Create Shipping Cost Record pop-up window will appear. In the Cost drop-down,

select NCCE Shipping Cost.
20. In the Amount field, enter the shipping amount.

11/12/2025 North Carolina Office of the State Controller 13
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21. Click Save and Close.

Create Shipping Cost Record

Cost Component Shipment 2152969
19
* Cost | NCCE Shipping Cost v
Category Shipping costs.
v | 15.00

v
o

| * Amount | USD

Conversion Rate Type
Conversion Date | m/d/yy
Conversion Rate

4 Additional Information

Context Value | v

21

P ] e

22. On the Record Shipping Cost screen, you will now see the NCCE Shipping Cost amount.

Click Done.

Record Shipping Costs: Shipment 2152969

Inventory

Actions w View w Format w == Freeze (o’ Detach Wrap
o i
Cost Category Amount Currency Rate Type Date Rate
4 [ Shipment 2152969 1500 USD
& NCCE Shipping Cost Shipping costs 1500 USD
B "em 0020771 (1) 000 USD

23. Review the information in each line for accuracy. Click the Save drop-down.
24. Click Save and Close.

Edit Shipment: 2143851 @

4 Shipment

&

Packing and Shipping Instructions
25. To enter shipping and packing instructions click on the shipment line.

26. Select the Notes icon.

Edit Shipment: 2152060 @ o e smmen| | mu ==
4 Shipment
,,,,,,
—— .
- =
" - Maxiemoem Parcar Matoc Secial
S owne o W TR e

27. The Create Note notification appears, in the Type drop-down select Packing instructions.
28. Enter appropriate packing and shipping instructions in the notes section.

11/12/2025 North Carolina Office of the State Controller 14
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29. Click OK.

Create Note

[* Type | Packing instructions v

Helvetica ~

- - - E

Handle with Care

30. To add additional instructions, click on the notepad icon in the Notes column.
31. Click the Actions drop-down.

32. Select Create.

Notes

b Search

+ /7 X F sorsy .Da(edescendmg v| Date | Al ~v| Type |All v

32

Create S ¥ Author Type Visibility Note Text
Edit

14 PM testinvwarehou Packing inst External Handle with Care
Delete

33. The Create Note notification appears, In the Type drop-down select Shipping
Instructions.

34. Enter appropriate shipping notes.
35. Click OK.

Create Note

X
* Type | Shipping |nslruclxonsv‘
Helvetica vH 2‘ ~ | v‘ rS) CRER .L ‘E
B I U § §& § &H=E = = @ 34
Ship from APEX]

36. After adding the instructions, they will display in the Search section.
e These instructions will be printed on the APEX Manifest and Pick List report

b 8/8/25 2:14PM

u

Packing

External

Handle with Care

Notes
» Search
Actions v |Vieww 4 # ¥ @ sortBy | Datedescending v| Date Al v| Type AN v| @
Creation Datex ¥ Author Type Visibility Note Text
b 8/8/252:15PM testinvwarehou... Shipping instructions External Ship from APEX

37. Review the information in each line for accuracy. Click the Save drop-down.

11/12/2025
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38. Click Save and Close.

Edit Shipment: 2143951 @

4 Shipment

APEX Shipment
Once logged in to NCFS, follow these steps:

39. Begin from the Home page, or click the Home icon.
40. On the Home page, click the Navigator icon.

Good afternoon,

€ Supply Chain Execut

41. Within the Menu, click Tools.

(] Home
Supply Chain Execution

@ Quality Management
HEY inventory Management (Classic)
K, Cost Accounting

Product

&« Show More

Good morning,

Supply Chain Execution

Procurement
ly Enterprisa

Tools

v

QUICK ACTIONS

AppS

Product Ma + o ot My Ent

e Procurement

11/12/2025
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42. Select Reports and Analytics.

() Home

Supply Chain Execution 5

Quality Management
BE Inventory Management (Classic)

£G3, CostAccounting

Product Management v
Procurement v
My Enterprise v
Tools A

@y’ Set Preferences

Good morning,

Supply Chain Execution

o
Worklist
q Reports and Analytics

QUICK ACTIONS
Create Quality Inspecti
Ualr specton
Show More

43. Click the All Folders drop-down menu.
44. Select Shared Folders.

Reports and Analytics @
43

My Folders

44

O, | Clear Filters

Create v

45, Click the Custom folder.

Reports and Analytics @
All Foldars: Shared Folders

Filter | Aitypes v | Favores

Craate ¥

""@ No results found.
Search for analysis, report, or dashboard. Click the star icon to favorite an object

Common Gontent
Cusiom

46. Click the FBR Custom folder.

Reports and Analytics (&

Al Foiders Shared Folders
[ ertes
Greate v

11/12/2025
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47. Click the Report folder.

Reports and Analytics @
All Folders Shared Folders Custom FBR Custom

Filter | Alltypes | Favorites

Create w

48. Click the Order Management folder.
Reports and Analytics @

All Folders Shared Folders Custom FBR Custom Report

49, Select APEX.

Reports and Analytics &
Al Folders Shared Folders Custom FER Custom

Fiter | Altypes | Favorites

Create ¥

49

50. Select the NC DAC APEX Delivery Manifest Report (RPTOTC020).
0w P& I
Reports and Analytics @ =

51. Select the NC DAC APEX Delivery Manifest Report (RPTOTC020).

Reports and Analytics @
Al Folders Shered Folders Custom FBR Custom Report Order Management APEX

Filter | Alltypes v | Favorites

Create w

52. In the Route Number field, enter the route number.
53. In the Report field, select Pick List.

11/12/2025 North Carolina Office of the State Controller

18



MFG-38: Shipment — Plant and Apex

54. Click Apply.

# NC DAC APEX Delivery Manifest Report (RPTOTC020)

I' Route Number Route # 4 v From Sequence All v

Trailer v Truck v
Departure Date 07/23/2025 e Report Pick List V|| Apply
é o

NC DAC APEX Delivery Ma...

Note: The Pick List Report will show information about transfer orders or sales orders for that

particular route (i.e., sequence numbers, addresses, etc.) in a reverse sequence. The APEX team will

load the truck based on this report.

= ¢ - Yow. & @ & -+ @ ar | @ CRICI- -2

55. Once all the orders have been confirmed, return to the Inventory Management Home

screen, click the Tasks icon.

Note: For repair and Return orders, once the Plant/APEX receives the order at the plant,

there is no need to perform Ship Confirm for the RMA order shipment lines. Once

receiving is completed, the RMA shipment line will be automatically closed.

56. Select Shipments from the Show Tasks drop-down.
57. Select Manage Shipments.

56

Show Tasks

Shipments
I + Manage Shipments

« Manage Shipment Lines

« Manage Shipment Message Interface
» Create Pick Wave

« Confirm Pick Slips

+ Create Outbound Shipment Request

58. Pick confirmed orders will be visible by the search results. In the Shipping Method drop-

down, select CE-Warehouse Truck.
59. In the Shipment Status drop-down, select Ready to Ship.

11/12/2025 North Carolina Office of the State Controller
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60. Save this search for future references by clicking Save.
61. Click Search.

Manage Shipments @

4 Advanced Search

Saved Search | APEX Pick Confimed

Order | Starts with ~

hipping Method | Equals

~|| CE—Warehouse Truck

Initial Ship Date | tqual 10 || midlyy himm a

| Shipment Status. | Ready to ship - F

Shipping Prierity | Equals v

‘e Ship-from Organization b
Customer v Exceptions v
Ship-to Location v Dock

60
Search | m Add Fields v | Reorder

Note: The Description field will be manually updated with the sequence number by the

APEX Warehouse team.

62. The shipments appear on the Search Results screen. Select the shipments that APEX is

ready to deliver to the customer.
63. Click Ship Confirm.

Manage Shipments @

[ ] o
Searcn Kesuns 63
Sunmacy | Carier | Shppiog Cost | Ottr
Other
Shipment Man
Autopacl Transportation Automati Enable
Assmius USRS opuount CODCumency CODPadBy  CODRemitTo  ConfimedDats ConfimedBy  NAMDO Description  Dack e Sy W
4
2147948 - I ~ Roue # 12 v v
2152065 - 1 R v v
2152060 L4 ~ Rous v v
2152910 0 Y - Route: v v
anse - Y -] = g @
215 - n ~ 12 | |Rouer 4 v v

64. A Confirmation pop-up will appear, click OK.

¢ Confirmation

Number of shipments confirmed: 4

65. Begin from the Home page, or click the Home icon.
66. On the Home page, click the Navigator icon.

Good afternoon,

11/12/2025 North Carolina Office of the State Controller
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67. Within the Menu, click Tools.

— Show More

() Home

Supply Chain Execution

@ Quality Management

B menoymamapemenicise) | 300 MOINING, _

[QF, Cost Accounting

Supply Chain Execution Product Management Procurement My Ent
Product Management v
Procuremen
s . ¥ | auick actions APPS.
My Enterprise v
Tools 0% Create Quality Inspection @

68. Select Reports and Analytics.

Q Home
Supply Chain Execution ~

Quality Management

m Inventory Management (Classic) G OOd m O rn | ﬂ g,

@J Cost Accounting

Supply Chain Execution A
Product Management v
Procurement v

QUICK ACTIONS
My Enterprise v
Tools ~ Create Quality Inspection
Sy setreterences

Qu Inspections

Worklist
q Reports and Analytics Show More

69. Click the Custom folder.

Reports and Analytics @

Al Folders Shared Folders.

70. Click the FBR Custom folder.

Reperts and Analytics &

11/12/2025 North Carolina Office of the State Controller 21



MFG-38: Shipment — Plant and Apex

71. Click the Report folder.

Reports and Analytics @

All Folders Shared Folders Custom FBR Custom
Filter | Alliypes | | Favorlles ) | Clear Fiters
Creats v
Con

72. Click the Order Management folder.

Reports and Analytics @

Al Folders Shared Folders Custom FBR Custom

Fiter [Alpes v | Favaries

Greate ¥

73. Select APEX.

Reports and Analytics @

All Folders Shared Folders Custom FBR Custom Report

Filter | Alltypes | | Favorites

Creats ¥
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75. Select APEX Delivery Manifest Report (RPTOTC020).

Reports and Analytics @

Favaries , | Cear Fine
Creste ¥
I I NG DAG APEX Delivery Manifest Report (RPTOTCO20) xdo

Note: The NC DAC APEX Delivery Manifest Report should be run with the "Manifest"
parameter to generate a list of shipments in ascending order. This sequenced list will be
provided to the driver to enable efficient and organized customer deliveries.

# NC DAC APEX Defvery Mandest Raport (RPTOTCO20)

e
* CORRECTION Trip Manifest

e s g e
North Carolina Dopatiment of A Carmection
Comecton Enterprses
Prons - 018.716-300
Emad eporders crcersBaac nc gov.

76. Once all of your orders have been confirmed, return to the Inventory Management
Home screen. Click the Tasks icon.

77. Select Shipments from the Show Tasks drop-down.

78. Select Manage Shipments.

77

Show Tasks

Shipments 78
« Manage Shipments

+ Manage Shipment Lines
+ Manage Shipment Message Interface
» Create Pick Wave

« Confirm Pick Slips

« Create Outbound Shipment Request

= ~NCFS3

Reports and Analytics &
Al Foiders Shared Folders FBR Custom Report

Finer [aatypes | [Fovornes

Create ¥ ?
APEX
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80. Select NC DAC Delivery Ticket Report (RPTOTCO016).

Reports and Analytics &
All Folders Sharod Folders Custom FBR Custor Report Order Managament APEX

Fiter | Altypes | | Favertes

Create ¥

81. On the Reports and Analytics screen, select the NC DAC Delivery Ticket Report
This report is generated for a specific order and provided to the truck driver for customer
delivery. The driver will also use the report to obtain the customer’s signature as proof of
delivery.

Reports and Analytics @ Browss Catsiog
A Snared Folders Custom om eport Onter Management APEX NG DAG Dolwery Tiket Report (RPTOTCO16)

82. In the From Ship Date field, enter the from ship date.
83. In the To Ship Date field, enter the to ship date.

84. In the Route Number field, enter the Route Number.
85. Click Apply.

# N7 DAC Delivery Ticket Report (RPTOTC016) Home Catslog Favorfes v Dashboards w Creste w

82

~From Ship st 00292025 %] [ reseom oz A 83

* Route Number Route # 12 v * Status Confirmed v

Shipment Number All Deliver To ANl

85
Sales Order 58 - Transter Order Al e

NC_DAC_Delivery_Ticket_... o & -—;' o e
=¥ v Voaw v Q@A -+ 81 |a|® Qe B ®,

Note: The NC DAC Delivery Ticket Report will appear.

APEX Shipment
2 .DuNu(PinanmsMal Received the abiove material in good order
Bottom of Report

Top of Report
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Reopening a shipment
86. Select Actions drop-down.
87. Select Reopen.
Note: This is for a specific shipment line versus multiple

Edit Shipment: 2152969 @

4 Shipment

Shipment 2152969

hipping Method  CE—Warehouse Truck
Shipping Method  CE-~Warehouse Trucl e

Waybill Pack Automatically

APEX Shipment — Closing a shipment

88. You will see the Shipment Status field as Open.
89. You will see the Line Status field as Staged.

4 Shipment

wpa Sl PackingUnt  oraer OrderLine  Ordor Schedule Order Type

90. Ship confirmed orders will be visible by the search results. In the Shipping Method drop-
down, select CE-Warehouse Truck.

91. In the Shipment Status drop-down, select Confirmed.

92. Save this search for future reference by clicking Save.

93. Click Search.

Manage Shipments ENED
4 Advanced Sesrch p

%‘ﬁ M

94. The shipments appear on the Search Results section of the Manage Shipments page.

Search Results
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95. Shipment status should say Confirmed.

Manage Shipments

b Advanced Search

|Search Results

Summary  Carier | Shipping Cost  Other

Actons v Viewy  # 8 Record ShippingCosts  Ship Confi  Review Document Job Set

Saved Search | APEX Ship Confimed v

srement o eon  Customer Loslatcs Serice . Ship-to Location Supplier
96. Select the Actions drop-down.
97. Select Close.
Note: This is for a specific shipment line versus multiple.

Edit Shipment: 2152969 &

4 Shipment
Shipment 2152069
Shipping Method  GE—Viarehousa Truck
vyl
Initial Ship Date 10721725229 Al
Gross Weight
Weight UOM _rslgram
Volume

Volume UOM  milire

b Show Detsile

4 Lines

Actions w View v

Summary  Carier ctoey Detals | Source Referer

Shipment 2152960 |, Shin

Shipment Status  Confi

Pick Release

Exceptions in Shipmes
PackAutomaticaly
Ship-from Organization 425136

‘Send Outbound Message
Customaer  DOT EDGECOMBE MAINT D1V 4
Backonser Al
Ship-to Location | 428629 - 3016 RD. COLEMAN RD§
‘Submit Al for Cyele Caunt
Total Shipping Cost Recorded 1500 USD 4
Reset Weight o Volume
Humber of tems 1
Generate Loading Sequence

Mumber of Outer Packing Units 0 Change Ship Confirm Cphions.

Review Document Job Set

98. The Close Shipment notification appears, select OK.

Close Shipment

[:] Defer sending inventory updates to integrated applications

x

* Actual Ship Date ’ 8/6/25 5:39 PM f“o

Wrap-Up

OK ||| Cancel

NCFS users can reference the Shipment processes using the steps above.

Additional Resources

Virtual Instructor Led Training (vILT)

e MFG109: Manage Inventory 2
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