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Managing Shipping Information 

Getting Started 
Step 1: Dashboard is the default screen. Click on the Welcome Screen 

 

Step 2: If this is your first time accessing this, you will need to add Manage Shipping Information to your “My 
Menu.” Click the gear icon. 

 

 

This aid is a guide on Managing Shipping Information within the Supplier Portal and assumes you have the 
proper system privileges to access the Supplier Portal.  
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• Type “Manage Shipping Information” in the search box 

• Select Manage Shipping Information (SPMSHIP) from the drop-down 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click on the “+” box, then click “Save” 
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• This will load the tile to your “My Menu” screen to access 

 

 

 

 

 

 

 

 

Managing Shipping Information 

Step 1: Click the magnifying glass to find the PO Number  

 

 
Step 2: Select applicable Purchase Order 
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Step 3: Enter the carrier, tracking information, number of containers, and specify the ship date 

 

Step 4: Click the Autoload button – This will load all applicable PO lines 
 

 

Step 5: Confirm shipped quantity, individual tracking numbers (as applicable), and include any additional 
information in the Notes field for all associated lines 

 
 

Step 6: When complete, click the “Submit” check-box and “Save” 

 
 


