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Introduction  
²ŜƭŎƻƳŜ ǘƻ .ǳǊƭƛƴƎǘƻƴΩǎ 95L DŀǘŜǿŀȅ ƻƴƭƛƴŜ ƘŜƭǇ ǎȅǎǘŜƳΗ hǳǊ EDI Gateway system is a free, web-based 
ǎƻƭǳǘƛƻƴ ǘƘŀǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǾƛŜǿ ŀƴŘ ŀŎƪƴƻǿƭŜŘƎŜ ȅƻǳǊ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ƻƴƭƛƴŜΦ ¢ƘǊƻǳƎƘ DŀǘŜǿŀȅ ȅƻǳΩǊŜ 
ŀƭǎƻ ŀōƭŜ ǘƻ ǎǳōƳƛǘ !{bΩǎΣ ƎŜƴŜǊŀǘŜ ƭŀōŜƭǎΣ ŀƴŘ ǎǳōƳƛǘ ƛƴǾƻƛŎŜǎΦ ¢ƻ ƎŜǘ ǎǘŀǊǘŜŘΣ ƭƻƎ ƛƴ ǘƻ ȅƻǳǊ 95L 

Gateway Inbox. 
 

 Gateway Requirements  
The following application features are required for the EDI Gateway system:  

¶ Windows 7  

¶ PDF (Adobe Reader) current version  

¶ Internet Explorer 7.0 or newer  

¶ Laser Printer to print the UCC-128 labels  
 

 Logging Into the Gateway Mailbox  
Go to https:/edi.coat.com/ ǘƘŜƴ ŜƴǘŜǊ ȅƻǳǊ ¦ǎŜǊ L5 ŀƴŘ tŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ άDƻέΦ 

 

Next, enter the appropriate company name or vendor number.  
 

Note*Based on your setup you may see one or multiple companies that you can access. 

 
 

Select the appropriate vendor name. Then click on the EDI Gateway button in the bottom right corner. 
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Changing Your Password  
You may choose to change the password that the system has automatically generated for you by clicking 
on the ά/ƘŀƴƎŜ tŀǎǎǿƻǊŘέ link on the login page.  

 
LŦ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άCƻǊƎƻǘ tŀǎǎǿƻǊŘέ ƭƛƴƪ ǘƻ ƘŀǾŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ǎŜƴǘ ǘƻ ȅƻǳΦ 
LŦ ȅƻǳ ŦƻǊƎŜǘ ȅƻǳǊ ¦ǎŜǊ L5Σ ȅƻǳ Ŏŀƴ ƘŀǾŜ ƛǘ ǎŜƴǘ ǘƻ ȅƻǳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCƻǊƎƻǘ ¦ǎŜǊ L5έ ƭƛƴƪΦ 
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Inbox  
 
 Email Notification of a Purchase Order  

When your buyer submits a Purchase Order, the Gateway system will email you a notification. This 
message will be visible when you log into Gateway. Below is a sample email: 

 
 

View Purchase Order  
 
When you receive a new purchase order from Burlington, you can access it from the Gateway inbox. 
Burlington Stores currently supports the following types of purchase orders:  

¶ Pack by Style/Bulk  

¶ Pre-Packs  

¶ Ship-to Mark-for **note- thiǎ ǿƻǳƭŘ ƴŜŜŘ ǘƻ ōŜ ŘƛǎŎǳǎǎŜŘ ŀƘŜŀŘ ƻŦ ǘƛƳŜ ǿƛǘƘ ȅƻǳǊ ōǳȅŜǊ ŀǎ ƛǘΩǎ 
more recommended for 3rd party EDI. 

¶ Direct to Store  

¶ GOH (Goods on Hanger) **note, GOH orders would need to be discussed ahead of time with your 
buyer as this type of order would need to be directed to a specific DC as GOH is transported in a 
special vehicle to allow for hanging racks. 

 
It is expected that the goods arrive packed as ordered. If there is a question regarding the order type, 

please contact the Vendor Relations department at vendor.relations@burlington.com. 

mailto:vendor.relations@burlingtonstores.com
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To view your purchase order, click on any of the 9 digit document ID numbers that are within the 7 
ŘƛƎƛǘ ƳŀǎǘŜǊ th ǎŜǊƛŜǎ όϝǇƭŜŀǎŜ ƴƻǘŜΣ .ǳǊƭƛƴƎǘƻƴ ǎŜƴŘǎ thΩǎ ŀǘ the 9 digit PO level; this is the 7 digit 

master PO + the 2-3 digit line PO number) 
 

/ƭƛŎƪ ƻƴ ŀƴȅ ƻƴŜ ƻŦ ǘƘŜ т ŘƛƎƛǘ thΩǎ ƛƴ ǘƘŜ ǎŜǊƛŜǎ ǘƻ ǾƛŜǿ ŀ ƘŀǊŘ ŎƻǇȅ ƻŦ ȅƻǳǊ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊΦ tƭŜŀǎŜ 
carefully review the order type, ship window, pricing, destination, and if your PO requires price 

tickets. 
 

 If you have any questions or concerns about your order, please reach out to your buyer to make any 
appropriate revisions. 

 
 All changes must be updated and retransmitted in Gateway by your buyer, (even if it is a quantity 

adjustment within our 90% fill rate.) 
 

** *Note, if your PO is written as pack by store, this is where you would see the store numbers. This 
would need to be agreed upon with your buyer before the order was written*** 
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***note, the other pre-pack type is inners- multiple pre-packs of the same color/style/pack within 1 

master carton 
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Packing your Order ɀ Order types (see PO example on previous page, order type is notated 
on your purchase order)  
 
 
PACK BY STYLE/BULK ORDERS  

Orders generŀǘŜŘ ǘƘŀǘ ŀǊŜ ŎƻŘŜŘ άǇŀŎƪ ōȅ ǎǘȅƭŜέ ŀƴŘ ŀǊŜ ǘƻ ōŜ ŘŜƭƛǾŜǊŜŘ ǘƻ .ǳǊƭƛƴƎǘƻƴ {ǘƻǊŜǎΩ 
distribution center for allocation by style, color, and size are defined as bulk.  

¶  A carton can only contain one SKU/UPC. This means one style, one color, and one size packed 
loose in a carton.  

¶ Do not combine or mix purchase orders in the same carton.  

¶ Do not mix sizes, styles, or colors in the same carton.  
 
 

¶ PRE-PACK ORDERS  

¶  All "pre-pack" orders must be packed as defined on your PO. Broken packs are not acceptable.  

¶  Cartons must be marked with the pre-pack detail/breakout printed on the UCC-128 labels.  

¶  Pre-packs must be packaged in poly bags and bundled as one unit (bundle hangers with string, 
twine, or rubber bands).  
 
Burlington generates two types of pre-pack orders:  
 
Inners  

¶  Defined as multiple pre-packs packed in a master carton  

¶  Cartons can contain as many bundled pre-packs that will fit in the carton without exceeding 
carton dimensions.  
 
Shippable  

¶  Defined as one pre-pack packed in a master carton  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Page 11 of 50 
 

Acknowledging Your Purchase Order  
You can view your purchase order under the Inbox heading. 

 

 
 
1. The Status column under the Inbox tab lets you know the exact standing of your shipment at any 
given time. The most common Status options are: Submitted, Acknowledged, Resubmitted, and 
Replaced.  
 
2. The Shipment Status column provides further detail on the progress or your shipment. The Shipment 
Status is assigned based on the shipment entries in the Gateway system, not on the physical receipt of 
the goods in our distribution center or stores. Status options are:  Not shipped, Fully Shipped, and 
Partially Shipped. 
 

 
3. The Turn Around column allows you to navigate to the appropriate Shipments area for you to process 
your orders. Use the link in this column to proceed to your next step in the process.  
*** Please note; it is not necessary to create a shipment for every PO line in your 7 digit master PO. 
¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ΨƴŜǿ ǎƘƛǇƳŜƴǘΩ ŀǊŜŀ ƻƴŎŜ ŀƴŘ ǘƘŜƴ ƭƻŀŘ ŀƭƭ ƻŦ ȅƻǳǊ th ƴǳƳōŜǊǎ ŦƻǊ ǘƘŜ ǎŀƳŜ т ŘƛƎƛǘ 
master into 1 shipment. 
 
/ƭƛŎƪ ƻƴ ǘƘŜ ά5ƻŎǳƳŜƴǘ L5έ ƴǳƳōŜǊ ǘƻ ǾƛŜǿ ȅour order. The Document ID is the PO number. Clicking on 
ǘƘƛǎ ƭƛƴƪ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ȅƻǳǊ ƻǊŘŜǊ ƛƴ .ǳǊƭƛƴƎǘƻƴΩǎ ƛƴǘŜǊƴŀƭ ƻǊŘŜǊ ǎȅǎǘŜƳ ǘƻ ά!ŎƪƴƻǿƭŜŘƎŜŘέΦ 
You must acknowledge every PO that you receive from Burlington so that Burlington is aware you have 
accepted the PO. 
 
The POs are in a PDF format. You can save the file to print and view later, or to send it in an email. 
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 View Purchase Order Events ɀArchives Tab  
If you would like to view the events of your purchase order, you will also click ƻƴ ǘƘŜ ά5ƻŎǳƳŜƴǘ L5έ 
ƴǳƳōŜǊ ǳƴŘŜǊ ǘƘŜ LƴōƻȄ ǘŀōΦ /ƭƛŎƪ ƻƴ ǘƘŜ ά!ǊŎƘƛǾŜǎέ ǘŀōΦ 
 

 
Here you can see when the PO was transmitted as well as other details. 

 
 

Replacement/Cancellation of Purchase Orders  
If the PO is changed and retransmitted, the system will ŦƭŀƎ ǘƘŜ ƻƭŘ ǘǊŀƴǎƳƛǎǎƛƻƴ ŀǎ άwŜǇƭŀŎŜŘέ ŀƴŘ ǘƘŜ 

ƴŜǿ th ŀǎ άwŜǎǳōƳƛǘǘŜŘέΦ ¢ƘŜ άwŜǎǳōƳƛǘǘŜŘέ thǎ Ƴǳǎǘ ōŜ ŀŎƪƴƻǿƭŜŘƎŜŘΦ 
 

 
***Note: If a PO has been replaced and the original has already been included on a shipment ID, the 
PO within the shipment needs to be manually replaced. ¢ƻ Řƻ ǎƻΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ άIŜƭǇŦǳƭ ¢ƛǇǎέ 

section at the end of this document; starting on pg 46. 
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 Drafts Tab  
 
¢ƘŜ ά5ǊŀŦǘǎέ ǘŀō ƛǎ ƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ {ƘƛǇƳŜƴǘǎ ƘŜŀŘƛƴƎΦ ¢Ƙƛǎ ǘŀō ŀƭƭƻǿǎ ȅƻǳ ǘƻ ƻǇŜƴ ŀƴŘ ǾƛŜǿ ƻǊŘŜǊǎ 
that are currently in progress.  

¢ƘŜ ŘŜŦŀǳƭǘ ǾƛŜǿ ƻŦ ǘƘŜ ά5ǊŀŦǘǎέ ǘŀō ŘƛǎǇƭŀȅǎ мл ǎƘƛǇƳŜƴǘǎ ŦǊƻƳ ǘƘŜ ƭŀǎǘ ол ŘŀȅǎΦ  
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Note**If you have a shipment that is greater than 30 days old, you will need to change this setting to 
ǾƛŜǿ Ψ!ƭƭΩ ǎƘƛǇƳŜƴǘǎ ŀƴŘ ǎƘƻǿ Ψ!ƭƭΩ ǎƘƛǇƳŜƴǘǎ ǇŜǊ tŀƎŜΦ 
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New Shipments Tab  
 
/ƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ {ƘƛǇƳŜƴǘέ ǘŀō ǘƻ ōŜƎƛƴ Ŝƴǘering your shipment information for a new shipment. 

 

 
Select whether you are sending Shipment with Cartons or Shipment with Garments on Hangers.  
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Note** LŦ ȅƻǳ ŀǊŜ ǎƘƛǇǇƛƴƎ ά5ƛǊŜŎǘ ǘƻ /ǳǎǘƻƳŜǊέ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ȅƻǳǊ 9/ƻƳƳ ŎƻƻǊŘƛƴŀǘƻǊ ŀǎ ƻǊŘŜǊǎ 
should not be shipping via Gateway. 

 
 
 
 

 
 

1) Choose shipping type. 
2) Web Shipment ID ς Automatically generated by Gateway once you complete and save this page. 

3) ASN Shipment ID ς You may leave this field blank. 
4) Shipping Date ς The date you are expecting the order to leave your warehouse. **Note - Must 

be within your ship window stated on your PO; if you need an extension, please contact your 
buyer. Date cannot be in the past. 

5) Transportation Method ς SŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ǘƘŀǘ ōŜǎǘ ŦƛǘǎΤ Ƴƻǎǘ ŎƻƳƳƻƴ ǎŜƭŜŎǘƛƻƴ ƛǎ [¢[ ƻǊ ΨƭŜǎǎ 
ǘƘŀƴ ǘǊŀƛƭŜǊ ƭƻŀŘΩΦ 

6) SCAC Code ς This code is provided by the carrier. If you are unsure of the SCAC code you may 
ǎŜƭŜŎǘ ά¦bYb ς ¦bYh²bέ  

7) Carrier- LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀ ŎŀǊǊƛŜǊ ȅŜǘ ƻǊ ŀǊŜ ǳƴǎǳǊŜΣ ȅƻǳ Ƴŀȅ ǘȅǇŜ Ψ¦bYbh²bΩΦ 
8/9) Bill of Lading/PRO Number ς ̧ ƻǳ Ƴŀȅ ŜƴǘŜǊ ά¦bYh²bέ ƛƴǘƻ ǘƘŜǎŜ ŦƛŜƭŘǎ  
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!ŦǘŜǊ ŀƭƭ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎ ƘŀǾŜ ōŜŜƴ ŜƴǘŜǊŜŘΣ ǇǊŜǎǎ ά{ŀǾŜέΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά{ŜƭŜŎǘ Purchase 
hǊŘŜǊǎέ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǎŀǾŜŘ Řŀǘŀ Ŏŀƴ ōŜ ǊŜǘǊƛŜǾŜŘ ŦǊƻƳ ǘƘŜ ά5ǊŀŦǘǎέ ǘŀō ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ ǿƻǊƪ ƻƴ ȅƻǳǊ 
shipment at a later point. 
 

 
 
*Please note, for Edgewater Park, DC # is 053 and for San Bernardino, DC # is 512 
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Adding a Purchase Order to the Shipment  
LŦ ǘƘŜ ŀǾŀƛƭŀōƭŜ thΩǎ ǘƘŀǘ ƳŀǘŎƘ ǘƘŜ ŎǊƛǘŜǊƛŀ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ bŜǿ {ƘƛǇƳŜƴǘ ƘŜŀŘŜǊ ǎŎǊŜŜƴ ŀǊŜ ƴƻǘ 
ŘƛǎǇƭŀȅŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŜŀǊŎƘ tǳǊŎƘŀǎŜ hǊŘŜǊǎέ ǘŀō ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀƴŘ ǎŜƭŜŎǘ ȅƻǳǊ ƻǊŘŜǊǎΦ 
 

 
***Please note; it is not necessary to create a shipment for every PO line in your 7 digit master PO if 
ŀƭƭ thΩǎ ŀǊŜ ǎƘƛǇǇƛƴƎ ǘƻƎŜǘƘŜǊ ƻƴ ǘƘŜ ǎŀƳŜ ǘǊǳŎƪ. You may load all 9 digit PO numbers that are within 
your 7 digit master PO into the same shipment ID. 
 
Once you have found the PO(s) you are looking for check the box fƻǊ ǘƘŀǘ thόǎύ ƻǊ ŎƘŜŎƪ ŜŀŎƘ ά!ƭƭέ 
/άbƻƴŜέ ǘƻ ǎŜƭŜŎǘ each PO numberΦ /ƭƛŎƪ ǘƘŜ ά!ŘŘ {ŜƭŜŎǘŜŘ ōǳǘǘƻƴέΦ ¢Ƙƛǎ ǿƛƭƭ ŀŘŘ ǘƘŜ th(s) to your 
shipment.  
After you have added at least one purchase order to your shipment, click ǘƘŜ ά{ŜƭŜŎǘŜŘ tǳǊŎƘŀǎŜ 
hǊŘŜǊǎέ ǘŀōΦ 
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 Creating a Carton Definition  
 
Shipments with Cartons  
LŦ ȅƻǳ ŀǊŜ ǎƘƛǇǇƛƴƎ ƛƴ ŎŀǊǘƻƴǎΣ ȅƻǳǊ ά{ŜƭŜŎǘŜŘ tǳǊŎƘŀǎŜ hǊŘŜǊǎέ ǘŀō ǿƛƭƭ ƭƻƻƪ ƭƛƪŜ ǘƘŜ ǎŎǊŜŜƴ ōŜƭƻǿΥ 
 

 
 

       ¶ Complete / Partial 
 
The first ƻǇǘƛƻƴ ƛǎ ǘƻ ǎŜƭŜŎǘ ŜƛǘƘŜǊ /ƻƳǇƭŜǘŜ ƻǊ tŀǊǘƛŀƭ ǎƘƛǇƳŜƴǘΦ Lǘ ƛǎ ǎǳƎƎŜǎǘŜŘ ǘƻ ǎŜƭŜŎǘ άPartialέ 
regardless if you are actually shipping partial or complete. This reduces the likelihood of receiving a 
quantity error when creating your carton definition. 
 

¶ Shipping Information  
 
This option describes how you will be packing your shipment. While there are many available options, it 
ƛǎ ƘƛƎƘƭȅ ǎǳƎƎŜǎǘŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ƭŀǎǘ ƻǇǘƛƻƴΣ ά/ǳǎǘƻƳƛȊŜŘ ǉǳŀƴǘƛǘƛŜǎ ŀƴŘ ŎŀǊǘƻƴǎΦέ This ensures that 
you will be able to enter your desired values into the shipment without receiving an error.  
 
 

¶ Packaging Code  
 
This describes how the shipment is packed. {ŜƭŜŎǘ άCorrugated or solid cartonέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ {ŀǾŜΦ  
Note: Cartons can be shipped on pallets; however, each carton on the pallet requires a UCC-128 label. 
This is because when the shrink-wrap is removed from the pallet, the label is no longer available and 
the cartons are off-loaded and each one is scanned. 
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After you have entered these 3 options; cƭƛŎƪ ά{ŀǾŜέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ /ŀǊǘƻƴέ ōǳǘǘƻƴΦ ϝbƻǘŜΣ 
ƛŦ ȅƻǳ ƘŀǾŜ ƳǳƭǘƛǇƭŜ thΩǎ ƛƴ ǘƘŜ ǎŀƳŜ ǎƘƛǇƳŜƴǘ that are shipping together on the same truck, repeat 

the above steps for each PO line. 

 

 
 
¸ƻǳ ǿƛƭƭ ƴƻǿ ōŜ ōǊƻǳƎƘǘ ǘƻ ǘƘŜ ά{ŜŀǊŎƘ LǘŜƳǎέ ǘŀō ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƛǘŜƳǎ that you will 
ship within each carton. 
 

Search Items  
/ƘŜŎƪ ƻŦŦ ǘƘŜ ƛǘŜƳǎ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ǘƻ ȅƻǳǊ ŎŀǊǘƻƴ ŀƴŘ ǇǊŜǎǎ ά!ŘŘ {ŜƭŜŎǘŜŘέΦ 

 
 



 

 

Page 21 of 50 
 

 
 
*Order notes: 

¶ If your order is written as bulk, the PO line may look like the above example, 
but you should only be loading 1 x color, 1 x style, and 1x size per carton as this 
fits our bulk packing requirements.  

 

¶ If your order is written as pre-pack, the PO line can pull with multiple colors 
and sizes. (Can also pull multiple styles or assorted, depending on how the pre-
pack is written) 

 

¶ If your order is written as pack-by-store, multiple styles can be loaded into the 
carton, as you are creating a pre-pack per store. 

 

¶ ***To confirm exactly how your PO is written as well as the store(s) you are 
shipping to, please see pg 5-9 to view/print a copy of your PO. 

 
 

              Search Sites Tab  
¸ƻǳ ǿƛƭƭ ƴƻǿ ōŜ ōǊƻǳƎƘǘ ǘƻ ǘƘŜ ά{ŜŀǊŎƘ {ƛǘŜǎέ ǘŀōΦ /ƘŜŎƪ ƻŦŦ ǘƘŜ ǎƛǘŜǎ ȅƻǳ ǿƛǎƘ ǘƻ ǎŜƴŘ ȅƻǳǊ 
ǎƘƛǇƳŜƴǘ ǘƻ ŀƴŘ ǇǊŜǎǎ ά!ŘŘ {ŜƭŜŎǘŜŘέΦ hƴŎŜ ȅƻǳ ŀŘŘ ǘƘŜ ǎƛǘŜǎ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ to 
modify the quantity of each line item as well as select the number of cartons per site that will be 
shipped. 
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Select Items Tab  
The Gateway system will not allow you to ship over the quantity ordered. If you plan on shipping 
over/under the quantity ordered, please contact your buyer to have your PO updated or a new PO 
created for additional units.  
*Please note, you must contact your buyer to update your order and retransmit even if the quantity 
you are ǎƘƛǇǇƛƴƎ Ŧŀƭƭǎ ǿƛǘƘƛƴ .ǳǊƭƛƴƎǘƻƴΩǎ фл҈ Ŧƛƭƭ ǊŀǘŜ ŀƭƭƻǿŀƴŎŜΦ ** Not updating your PO quantities 
with your buyer to retransmit, may result in a compliance chargeback and will not allow you to invoice 
for the correct amount. 
 

You must enter in the quantity you wish to ship to each site. Do not use the Auto Populate 
button, as this may provide inaccurate quantities. 
 
 
 

BULK ORDERS  
LŦ ȅƻǳǊ ƻǊŘŜǊ ƛǎ ǿǊƛǘǘŜƴ ŀǎ ά.ǳƭƪέ ǘƘŜ ά¦ƴƛǘ ƻŦ aŜŀǎǳǊŜέ ǿƛƭƭ ōŜ ά9!έ ǿƘƛŎƘ ǎǘŀƴŘǎ ŦƻǊ ά9ŀŎƘŜǎέΦ 
This means that you are shipping one style, size, and color packed loose in a carton. 
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LŦ ȅƻǳǊ th ƛǎ ŀ ά.ǳƭƪέ ƻǊŘŜǊΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ  

¶ Qty Ordered ς This is the total number of units on order. This number will be populated for you.  

¶ Qty Per Carton ς The number of units that are packed in each carton  
Á ** The number entered into this field multiplied by the total number entered 
ƛƴǘƻ ά/ŀǊǘƻƴǎ tŜǊ {ƛǘŜέ ǎƘƻǳƭŘ Ŝǉǳŀƭ ǘƘŜ άvǘȅ hǊŘŜǊŜŘέΦ  

¶ Cartons Per Site ς The total number of cartons that you are shipping to each location  
 
ϝtƭŜŀǎŜ ƴƻǘŜΣ ƛŦ ŀƭƭ ǳƴƛǘǎ ŘƻƴΩǘ Ŧƛǘ ŜǾŜƴƭȅ ƛƴǘƻ ȅƻǳǊ ŎŀǊǘƻƴΣ DŀǘŜǿŀȅ ŀƭƭƻǿǎ ŦƻǊ м Ψh55Ω ŎŀǊǘƻƴ ǘƻ ōŜ 
created.  See below for example. 
 
 
 
 
 
 



 

 

Page 24 of 50 
 

*Carton 1- the amount of units that you can fit should go into QTY per carton. Then, fill in your cartons 
per site. In this example, 120 units out of 132 can fit into 1 carton. (132 units divided by 120 = 1.1) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


