Quick Reference Guide

TOLL \yTol

HOW TO ADD PURCHASE ORDERS & ITEMS TO A

SHIPPING ITEM

Adding Purchase Order numbers and items to your shipment

Add Purchase Orders (PO) to shipments by selecting from an inboud list of PO submitted
electronically by your client or quickly add them manually. Quickly add or modify PO Iltems in a few

easy steps.

NOTE: The following guide is only applicable to select MyToll users who have access to extended Purchase
Order functionality; And subject to services enabled in their profile and those enabled on the billing account

number used for the shipment.

ENABLE PO
FUNCTIONALITY

ADD PURCHASE
ORDER(S)

ADD PURCHASE
ORDER ITEMS

ENABLE PO FUNCTIONALITY

To enable the PO function when CREATING A
SHIPMENT.

1. Enter an eligible ACCOUNT NUMBER
2. Enter your SUPPLIER CODE

NOTE: This field is only available if the PO-
functionality is enabled on the biling ACCOUNT

ADD PURCHASE ORDER(S)

Subject to the services enabled, you can do one of the
following:

(i) ONLY add PO manually
(iiy ONLY select from inbound PO
(iii) Both adding manually and selecting from inbound PO

3. Click on the ADD PURCHASE ORDER &
type the PO NUMBER

4. TICK to select the PO to add
5. Click OK to confirm
Repeat steps above as required.

NOTE: A maximum of 56 PO or 5000 PQI, or
whichever comes first, can be added to a
shipment.

Sender & receiver

Sender

Blackwoods

@  Receivar

zzzzzz group @

Glencore Copper Mt Isa

©  Quote number (Opticnal}

Collection depot (Optianal) Supplier code (Opticnal)

BLACKWOODS123

Shipping items

boxes

Length Width Hoight Totol cuble volume

Receiver reference (Optionol

Total weight

1,000kg

Cioar

Total cuble

1,000m*
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ADD PURCHASE ORDER ITEMS TO MANUAL PO

6. Click ADD NEW PO LINE button e
available for manual POs TIP- Click X to delete a PO

i
T
7. Update the following fields: =

e SUG imanswal) @ hema

[tem # (mandatory)

Material ID

Meaterial Description

Material no. used by supplier
Cost centre

Plant

Storage location

Quantity (mandatory)

Partwr Pt desiription Fetne ubel  Ceioete Mo e Oweniily
by sppiter Iecation e

&) Auked Mrwr Lina.

Repeat steps above as required

MODIFY PURCHASE ORDER ITEMS ON INBOUND PO

8. Update the following fields:

o Material no. used by supplier I W

e Quantity (mandatory) ’ S — —_— e —
Repeat steps above as required [ — :
TIP: Set the quantity to O to remove the PO .
from the shipment ; l—

PRINTING PURCHASE ORDER DOCUMENT
Purchase Orders

After completing other mandatory details of the it srrissetss

shipment, you can proceed to PRINT & CLOSE the R e R TR

shipment. Refer to quick reference guide “How to Purcnase order

create shipment and book pick up”for more details. PolsasTEsaITIIe Tems  meteri D N Peckaged uaniiy

anonr LI3567ESALZINMO0T George Fisher undergraund mine zinc L
000z 1234567850 12002 1K-12 Pistemste'™ 2 Bectis Gz Cutting Machine 0

NOTE: A supplementary PURCHASE ORDER provei ol R s ol

10 Plece Spanner Set

L . . . LEMSGTISLZINOOS 10V Lo Cordless 114" e impart Drve Skin 1000
document containing the list of POs included in the ooots iSOG  -Pecs Soemdruer S ol
) ; o o LIMBGPILIIANIET 10 ace Spanner Set Loan
shipment will be genera‘[ed when printing labels. prod iEeSirmTEa S 38 Lo Enelean 1/4° Mex mpmer brver i xis
s LIMSGTIIIINNGDY  L0Piece Scrmriver St Lpan

o LIMSGTIBLTINNGD]  Gaorge Fsher undergraund mins anc Loan

. X ) LTMSGTSIIINOG: K12 Platemate 2 Beetie Gos Cutting Machne s

9. Us|ng a laser pnnter to prmt labels: asarz 123S67AITIMGS Csthose and copper i concentrates Lo
o LrMseTsLzINNGs 10 s Spanner et Lo

oot LISISETABIZINONS 18V Liion Cordless 114" Hex Impact v Skin 100

L oo LTINS 1-Pisce Screncriver Set Loan

e When PRINT button is clicked, PO wois  iessenmsaizis 10 hecs speme s o

. . ; proees LYMEGMBOIZINNIDS 10V Lion Cordless /2" Hex Impact Drive Skin 100

document will be printed automatically (A4) o scewmTwee e ol

o LrMseTaSIZIMOD]  George Faher underground mine zine 1000

. When PDF download button is clicked, PO anoz LZSTASOIZIVIHODZ  1K-L2 Platemote™ 2 Beste Gas Cutting Machine s

. ) o LIMSGPIIIINGE:  Cathate s cosper i concentates Loan

document will be downloaded as a PDF file onazz 1234567aOLZIMNGDS 10 plece Spaner Set 10

proes LISUSTABIZINGDS 18V Lion Corless 144" Hex Imact Drives Skin 1000

e [P ———— Loan

H H H . 00025 12345678901 23WHO0T 10 Plece Spanner Set 1,000

10. Using a thermal printer to print labels: Gmi  imemmieme Ao ot e Hac it ok G By
froess [P ——— Loan

LrMseTasIzMOD]  George Faher underground mine zine 1000

When PRINT b is clicked, PO o LIMSGPIIIING: K12 Pabemate™ 2 Besls o Cuting Mahire s

® en Uﬁon ‘S C IC e i 00030 12345678901 23WH003 ‘Cathode and Copper in concentrates 1,000

d ill ; b b o LIISETABIZIMNOD 18V Lbion Cordless 114" Hex Impack Drive Skin 100

ocument will open in & new browser tal Gom  msetmmeen e s Lo

hich v pri ing n 1 froes P e e s

which you can print using another printer. oo LTMEGMBOIZINIGE 1BV Liion Cordless 112" Hex Impact Drve Skin 1000

o LIMBPIIIINGS L0 -Piece Scrmriver St Loan

LrMserasaizIMocs  George Faher underground mine zine 1000

e LPMBGTBIIIANGGT K12 Fatemate™ 2 Beetle Gos Ctting Machine 5

s LMSGTIBIIIMILS  Cathate s cosper i concentates Loan

LIMSETANIZIHO0S 18V Lhion Cordleas 1/a" Hex Impack Drive Skin 1000

o LTSI 1-Pisce Screncriver Set Lpan

(?) RECOMMENDATION:

Quick Reference Guide - “How to create
shipment and book pick up”

@ For more Help and Tips visit mytoll.com
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