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1. ABOUT

u
J

0
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The Shipment Builder for Dynamics 365 Business Central app is a tool for distributors to
expedite their process. The application is designed for users with a high-volume of orders to
process as it groups sales orders into shipments for mass posting and shipping. Users can mass

print bill of lading documents as well as a Bill of Lading Per Sales Orders and Commercial

Invoices.

For more information, please visit: https://www.websan.com/shipment-builder
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2. CONFIGURATION

This section covers the configuration required to start using the Shipment Builder for Dynamics
365 Business Central. The steps outlined in this section should be completed before using the

application.
To configure the application using a guided step-by-step wizard:

1. Use the magnifying glass tool to go to the Assisted Setup window.
2. Inthe Assisted Setup window, go to the section “Get ready for business”, and select the

Shipment Builder Configuration Wizard.

Assisted Setup

SO Search 4 Start Setup @ General Videos
Title Completed Leam mare

[ | :
Connect to a payment service Read
Migrate business data Read
Set up Cloud Migration Read
Vender Contract Management Read
Easy Custom Field Extender Configuration Wizard Read
EasyPost Service Connector Configuration Wizard Read
Supply Chain Accelerator Configuration Wizard Read
Electronic Check Signature Configuration Wizard Read
Landed Cost Validator Configuration Wizard Read
Shipment Builder Configuration Wizard Read
Order Pick Wave Builder Configuration Wizard Read

Set up a bank statement file import format

3. Follow the instructions in the wizard. You will be ready to start using the application.

Shipment Builder Setup 7S X

Welcome

Thank you for using Shipment Builder by Web5an Seolutions Inc. Please contact us via
support@websan.com if you have any questions.

Let's go!

To manually configure the application, refer to the remaining topics of the Shipment Builder

Setup section in this user guide.
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Shipment Builder Setup
To manually setup the application, use the magnifying glass tool to search for the Builder Setup

page.

shipment builder setup

Go to Pages and Tasks

> Shipment Builder Setup Administration D

In the Shipment Builder Setup page, complete the setup of the application as needed. The

configuration settings found in this window include:

e No. Series — Used for creating Shipment Records.
e UDF Text # Label — Display name for user definable field. Populating this value will
enable the field.
e UDF Date # Label — Display name for user definable field. Populating this value will
enable the field.
Shipping Agents
User can create a code for each shipping agent and input their details. When setting up
shipping agents on sales orders, users can indicate the specific services offered by each agent.
Each shipping agent can have multiple services defined, with a designated shipping time for
each service. To set up a shipping agent:
1. Search for Shipping Agents
2. Complete the fields as required. Hover over any field for a brief description.
3. Select the Shipping Agent Services action.

4. In the Shipping Agent Services section, complete the necessary fields.

+ N BF EditList  [i] Delete | Shipping Agent | Synchroni More options =T
pled
to EasypostShipping  Shopify Tracking
Neme 4 Packege Tracking URL Datave..  EasyPost Shipping Carrier Carrier Senvice Default Carrier Account No. Charge Markup ~ Company
- UPs i United Parcel Service of America. ... wwwapps.ups.com/tracking/tracking.cgi. UsPs Express CA_BSFCETABASS...

ROSEDALE Rosedale - Over 10 Boxes

PUROLATOR Purolator - Under 10 Boxes

OWN LOG, Own Logistics

FEDEX Federal Express Corporation www.fedex.com/egi-bin/track_it?trk_nu...

DHL DHL Systems, Inc. www.dhl.com/track/track.post-track?aw...
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3. FUNCTIONALITY

Creating a New Shipment
The Shipment Builder app allows users to mass update and post sales orders assigned to

Shipments.

To create a New shipment, start by searching for shipment builder list.

|shipment builder

Go to Pages and Tasks

> Shipment Builder Setup Administration

|> Shipment Builder - Shipment Load List Lists [] |

In the Shipment Builder — Shipment Load List window, select New. A new Shipment Builder —

Shipment window will open.

Shipment Builder - Shipment Load List N o A
&~ /0 E'J —|— New | Manage = Y =
Shipment

Load ID T Status Customer Mo, Customer Name Description

Entering a Shipment’s Basic Information

In the Shipment Builder Card, users can find all the fields required to properly set up a
shipment. Here, users must enter important details, such as Shipment No., Customer No., and
more.

To enter shipment basic details, users must:

1. Complete the Overview section. Start by entering a Shipment No. and providing a useful
description. The status of a newly created Shipment is defaulted to New; however, as
transactions are entered, its status will update automatically. If enabled in the Shipment

Builder Setup page, UDF Text Fields will appear in the Overview section.

Overview

Shipment No. $B_000000001 UDF Text 2

Description ‘TransrA(IanU( West ‘ UDF Text 3

Status New UDF Text 4 ‘ |

INSTR. FOR CARRIER ‘ Handle with Care ‘ UDF Text 5
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2. Inthe Tracking section, select a Customer No. for the current Shipment. Set the Ship-To
address to one of the following options: Default (Sell-To Address), Alternate Shipping
Address, or Custom Address. Enter additional Tracking details as needed, including

Tracking Number, Seal Number, Confirmation Number, and more.

Tracking

Customer No. €00380
Customer Name Contoso Electronics 5839

Default (Sell-to Address) nfirmation J8k3R

7PNSQGSRE

Seal Number 583904217 Manifest Number

3. Inthe Partner and Dates sections, enter a Shipping Agent, Shipping Agent Service, and
Relevant Dates for the current shipment, such as Shipment Date, Planned Delivery Date,

Due Date, among others. User Defined Dates appear in this section.

Partner

uPs v Customer Carrier Account No

6/25/2024 ] REQUIRED BY

e} ]
6/27/2024 m UDF ]
6/27/2024 ] UDE s}
s} UDF =
m| UDF Date 5 i}
Adding Sales Order Lines
From the Container Card, users will add Sales Order Lines and manage their shipments.
To add a new Sales Order Line, from the Shipment Builder page:
1. Scroll down to the Assigned Orders section, then click the Add to Shipment button.
Assigned Orders XRemD'/eFromSmpment = B

5 Order No. Order Status External Document No.

2. The Order Pick List window that appears will show a list of the Sales Orders for the current
shipment’s Vendor that have not been assigned to a shipment and that are Open. Here

users may choose to:
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a. Add a single Sales Order or simultaneously assign multiple Sales Orders to a

shipment. To perform a mass assignment, press and hold the CONTROL key and

select all the SOs that will be added to the shipment.

Note that all the SO lines found in the selected SOs will be added to the

shipment.

Order Pick List - C00380 - Contoso Electronics .°

Mumber of Orders selec... 2 Total Sales Order
External
Document
° Ma. T Mo, Your Reference Status Shipment Load
@ s-OrD1071S... Open
- @ 5-0RD1019. Open

41

Shipment Shipping
Date Agent Code
6/25/2024 UPS

12/31,/2025

Shippin
Agent £
Code

EP

»

b. In the Shipment card you will notice that the sections Assigned Orders and Lines will

be automatically populated based on the SO selection from the previous step.

Assigned Orders + Add to Shipment X Remove From Shipment [l View Order

&
3 Open
56 Oper
Lines
o Exc

$-ORD101948 920-5 ANT P Conference Table 1 PCS 97320 ON
S-ORD101348 896-5 ATHENS 2 CASE 3758500 ON
5-ORD101949 980-5 MOSCOW 1 PCS 28550 ON
D 99 ATLANTA 1 PCs 2099.10 ON
1980-5 1 PCS 8550 ON
19365 3 PGS 28960 ON
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Sales Orders may also be assigned one by one from at the header or line level of each individual
order. This is an alternative to the simultaneous assignment (explained in the previous point)

that assigns all the lines on the SO to a shipment. To assign a single SO:

a. Go to the Sales Orders List; select a SO number from the list. Note that only SOs
made for the customer specified in the shipment are eligible.

b. In the General section, expand the Shipment Load drop-down list and locate your
shipment. With your shipment selected, go back to the Shipment Card. Here, you

will notice that the SO lines have been added.

N\
Sales Order. w‘\//‘w = t W + Saved [

S-ORD101950 - Contoso Electronics

Home Prepare Print/Send RequestApproval Order Report Synchronize EasyPost More options @

Order Packing [ Post.. [+ [3 Release & Create Warehouse Shipment [ Create Inventory Put-away/Pick.. @ Archive Document [0} Calculate Order Fulfillment. 8
General Show more
Customer Name ‘ Contoso Electronics ‘ External Document No. | |
Contact ‘ Calvin Conte ‘ Status Open
Document Date ‘6/25/2024 ] ‘ | Shipment Load | | v |
Posting Date ‘5/2512024 ] ‘ Exclude From Order Management Run

Shipment Load ID 1 Description

Order Dat ‘s/zszoza ﬂ‘ Auto-Rout

rder bate /. = uto-Routed SB_000000001 Trans- Atlantic West
Due Date ‘7/15/20@ i ‘ Agent Updated
Requested Delivery Date ‘ ] Routing Status

+ New Select from fulllist

Posting Shipments
Sales documents can be posted on mass from the Shipment Card. To post the documents in a

shipment, scroll to the top of the Shipment Card, click Home > Post.

A
I Shipment Builder - Shipment I L&) & T o}
Ry

5B_000000001

Print Automate Fewer options
[if POST | B set Loaded Status

The native Business Central receiving window will appear. Select the option that best fits your

business process and click Ok to continue.

@ ® Ship

() Invoice

() Ship and Invoice

Ca “(el
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Confirming the receipt will populate the Posted Sales Shipments section and Posted Sales

Invoices.

Posted Sales Shipments. [&: View Shipment

2 B
Sales Shipment No. T External Document No. Your Reference
- 5$-SHPT102780 11122333
S-SHPT102781 111223
S5-5HPT102782 11122
Posted Sales Invoices [ View Invoice © =
Sales Invoice No. T External Document No. Your Reference
= S-INV112005 11122333
S-INV1120086 111223
S-INV112007 11122
Posting the shipment will update the Shipment Card status to Shipped.
Qverview Show |
Shipment No. $B_000000001 UDF Text 2
Description Trans-Atlantic West UDF Text 3
Status Shipped UDF Text 4
INSTR. FOR CARRIER Handle with Care UDF Text 5

If required, before posting the shipment, users can update the Shipment Card status to Loaded

by selecting Home > Set Loaded Status.

Shipment Builder - Shipment

SB_000000001

g rost :

D)
B
t
&

+ Saved Y

‘ UDF Text 5

Overview Show I

Shipment No, 5B_000000001 UDF Text 2 ‘ |
Description ‘Trans-At\anl\( West ‘ UDF Text 3 ‘ |
Status | Loaded | UDF Text 4 ‘ |
NSTR. FOR CARRIER ‘ Handle with Care ‘ |
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4. REPORTING

The Shipment Builder app allows users to print various reports, including Master Bill of Lading,
Bill of Lading Per Sales Order, or Commercial Invoice. Documents may be attached to the

Shipment Card to keep all information centralized and for a more convenient reporting.

Printing Shipment Card Reports
To generate a Container Card report, open the Shipment Builder page. At the top of the
Shipment Card, select the Print menu. This will display the documents that are available for

printing. Select any of the documents available for printing.

|SI“'prﬂe1t Builder - Shipment | V2 1= T T

SB_000000001

Home | Print Automate Fewer options

| [E Master Bill of Lading = Bill of Lading per Sales Order [ Commercial Invoice |

In the window that appears, select Preview and Close to generate a PDF report file.

Attaching Files to a Shipment Builder Card

To attach files to a Shipment Card:

1. Select the “i" button that appears at the top of the window to expand the FactBox pane.

Shipment Builder - Shipment VZa = } jof

SB_000000001

[ Master Bill of Lading ¥ Bill of Lading per Sales Order @ Commercial Invoice 58

a
Attachments

2. Inthe FactBox pane, click on the number that appears next to Documents.

3. Click on the text that reads “Attach File(s)...” and drag and drop files to the window that

appears.
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Attach a document.

Drop a file here to upload, or
click here to browse
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5. SECURITY

The Shipment Builder for Dynamics 365 App, along with the rest of WebSan Inc.’s Dynamics 365
apps, have a built-in Auto Permission security functionality. When a user with the proper
credentials installs an App, the Auto Permission function automatically triggers and assigns or

updates the user’s permissions. No other action is needed from the user.

When a user without the proper credentials installs an App, the Auto Permission function
allows the installation, but user permissions are not changed. In this case, a user with the

proper security credentials can change the user’s permissions later.

To change user permissions, search and go to the User list.

Tell me what you want to do ¢ X
USEers

Go to Pages and Tasks Show all (21)

» Users Administration L]

In the Users window, select Assign WebSan Permissions to assign all users the WebSan

Permission Set.

= Users
Users:  All ~ O Search  + New Manage Home Navigate Moare options
2% Update users from Microsoft 365 ﬂ,_-? Effective Permissions & Invite external accountant =] Send Email ‘E‘ Assign WebSan Permissions
User Name T Full Name Status Authentication Ema
ADMIN : Enabled

Page | 13



WebSan SOIULIONS INC. woviviiriieieie et st s User Guide: Shipment Builder

6. REGISTRATION

To register a WebSan Inc.’s application, in Business Central, search WebSan Client Information

and select WebSan Client Information — Administration.

Tell me what you want to do s X

websan client information

Go to Pages and Tasks

% Web5an Client Information Administration D

In the WebSan Client Information window, enter your company’s contact and billing

information. After your information is complete, select Transmit Data.

& -+ T + Saved o A

WebSan Client Information

:,r"h'g Transmit Data

General

MS Client ID On Hold o

Active c)

Contact Information

[Company * ‘ ‘ PostalCode / ZipCode * ‘ ‘
MName * ‘ ‘ Country * ‘ ‘
Acddrass E ‘ ‘ Phone ‘ ‘
I\ddress2 ‘ ‘ Email “ ‘
ity % ‘ ‘ Email CC ‘ ‘
Province / State * ‘ ‘ Billing is Same as Co... o

Page | 14



