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Introduction 

Overview 
This document provides user instructions for the EFI PrintStream .Net Shipping Queue. 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream-support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 
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Overview 
This document provides information on using the Shipping module or shipping through the Estimating modules. 

Opening the Shipping Module 

Shipping from Print and Mail Estimating 
This section describes how to ship via the Mail Estimating or Print and Mail Estimating order entry systems. 

To ship from the Print or Mail Estimating 

1. Open Mail Estimating/Order Entry or Print and Mail Estimating/Order Entry. 

  

2. Open the job and expand Order Entry then select Shipping to open the Shipping module. 

  

Shipping from Print Estimating 
This section describes how to ship via the Print Estimating system. Open Print Estimating/Order Entry. Then 
open a job and click Deliv to open the Shipping module. 

 

 

 



6  EFI PrintStream | User Guide 

 
 

 

Job Shipments 
To open, edit, or add shipments on a job, click on the shipping icon. This will open the Job Shipments screen.  
Type in the job number and press <Enter>.   
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Adding a Shipment on a Packing Slip 
This section describes how to add or edit a shipment on a Packing Slip. The ‘Shipping’ module was designed for 
printers who ship their jobs immediately after completion and do not need to warehouse inventory. If you require 
warehouse transactions and need balances affected by the shipment use the ‘Ship to Customer’ module. 

Note You can also view an online demo of this feature here: 
http://www.streamlinesolutions.com/psuser/Camtasia1/S013002XX/index.html  

To add/edit a Packing Slip Shipment 

1. Select Customer Shipping Notes to view special shipping instructions. This option is set up in Master 
File > Customer. For example, always ship 2-Day Air unless otherwise specified.  

  

2. Click Add Shipment.  
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3. In the Editing Shipment screen the customer’s contact and address information is displayed. Edit it as 
needed. 

  

 Select Address: Click to choose any established address other than the default shipping address 
from Master File Customer. 

 Responsible: Enter the person responsible for the shipment. 

 Email: Enter the email address for the responsible person receiving notification of the shipment. 

 Ship Method (optional): Choose the ship method from a list of previously defined methods of 
shipment.  Prints on Packing Slip. 

 Ship Type: Choose the type of shipment (ship to or pickup). 

 Stage: Enter the current stage or status of this shipment such as first, second final shipment) from 
the user defined options. 

 Billing Type (optional): Choose the billing type such as Third Party, Prepaid or Collect.  Prints on 
Packing Slip. 

 Cost Code: Choose from a list of defined cost codes using the dropdown menu. 

 Ship Cost: Enter the cost of the shipment by clicking on the ellipsis button and entering the 
Shipping Instrument or activity code, the dollar amount of the freight or shipping charges and the 
date entered. 

 Tracking #: Enter the tracking number (i.e. tracking number assigned for this shipment by the 
shipping company). 

 Acct#: Enter the account number for billing or click on the ellipsis button to set up a third-party 
billing for this shipment. 

 Weight: Enter the weight of the shipment. 

 No. of Skids: Enter the number of skids. 

 Cust. PO: Enter the customer’s Purchase Order number if provided. 
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4. On the same screen complete the Shipment Items fields. 

 ISBN: A unique alpha/numeric code that prints on the packing slip.   

 Estimated Quantity: Enter the estimated quantity of the shipped item. 

 Actual quantity: Enter the actual quantity of the shipped item.  

 Backorder: This value is calculated by subtracting the Actual from the Estimated quantities. A 
Backorder will be created. 

 Item Type: Select an item type to prints on the packing slip. The item type is user defined and is 
set up using Report 711 in Master File Reports. 

 Labels: See the next section below for details.  

5. (optional) Click Add Ship Items to insert an additional line under Shipment Items. You can also click 
Delete Line Items to remove items. 

6. (optional) Click Add Multiple Items to add multiple components of the same job to this shipment. 

7. (optional) You can mark this shipment as the Last Shipment. Click the Internal Packing Slip Notes 
and Customer Packing Slip Notes icons to add, edit or delete those. Click Ready to Ship if this 
shipment is ready to go but is not shipping when the shipment screen is completed. 

  

 Click Save Shipment if you are not ready to complete the transaction. 

8. Click Ship and then select Yes (Final Shipment) or No (Partial Shipment). 

  

 Your Shipment has been created. 
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Printing Shipping Labels 
This section describes how you would print shipping labels. 

Note You can also view an online demo of this feature here: 
http://www.streamlinesolutions.com/psuser/Camtasia1/S013002XX/index.html  

To print shipping labels 

1. From the Editing Shipment window click Print under the Shipment Items section. 

  

2. In the Print Labels window select the following: 

 Labels Configuration: Option to print a return and/or edit address, enter label notes, and add 
the country name in the ship to address. 

 Label Formats: Select the format type for the label. 

 Preview Window: Select to print preview on screen or to send the label to the printer. 

  

Note To enter/edit packages double-click the line number next to the label Description. Enter per 
pack, # of packages, weight and click Save 
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3. In Labels# enter the number of labels you want to print per sheet and click OK. 

  

Note There is also an option to print a packing slip in the Edit Shipment window by selecting the 
Printer icon (upper right). 
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Shipping Reports 
There are several shipping reports you can print. 

Production Reports > Shipped and Mailed Pieces by Date 
This report provides information that is available in the Mailed Pieces by Date Report but includes other fields 
and was originally created as a custom report for an EFI customer. All customers have access to this report but 
cannot edit the report. You must use a password to enter the report. 

To print the Shipped and Mailed Pieces by Date report 

1. When prompted enter the password is ‘mail America’. 

2. Select a Data Range. 

3. Click Preview or Print. 
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Production Shipping Reports > Shipping Report by Due Date 
This report pulls all quantities flagged ‘partial’ or ‘final’ shipped using the ‘Shipping’ module (red truck icon).  

The report allows queries, within a date range, of all shipments, shipments for one customer or shipments for 
one job. The report can be queried for on planned shipments, actual shipments and/or non-shipments.  

To print the Shipping Report by Due Date report 

1. Select the Shipping Report icon. 

  

2. In the Shipping Report window select a Report Type. 

3. Select a Customer # or leave blank for ALL customers. 

4. Select a Job Due Date Range. 

5. Select Sorting Options and choose to include planned or canceled shipments. 

6. Select Preview or Print. 
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Production Shipping Reports > Bill of Lading 
This report collects one or more shipments, from one or more jobs, and prints a Bill of Lading. Shipments are 
listed by packing slip number, with the option to include a tracking number, number of skids and/or packages and 
weight. The report restricts the addition of a shipment to more than one Bill of Lading. There is a search tool for 
existing Bills of Lading, which searches by customer, date and job number. 

To print the Bill of Lading report 

1. Select the Bill of Lading icon. 

  

2. Select the number of the Bill of Lading or search for one using Search button (binoculars.) 

3. Choose to Delete, New BOL, or Edit BOL. 

4. (Optional) Enter Special Instructions if needed. 

5. Select Preview or Print. 
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Production Shipping Reports > Final Shipped By Date 
The Final Shipped by Date report is generated for all jobs marked Final Shipment between the selected date 
range.  

Note A job is flagged Final Shipped in the Shipping module. 

To print the Final Shipped By Date report 

1. Select the Final Shipped By Date icon. 

  

2. Select a date range for the report (Date From and a Date To.) 

3. Select Preview or Print. 
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Production Shipping Reports > Shipments By Shipped Date Report 
This report pulls all shipped quantities flagged ‘partial’ or ‘final’ shipped using the ‘Shipping’ module (red truck 
icon). 

 

The report allows queries, within a date range, of all shipments, shipments for one customer or shipments for 
one job and can be filtered by carrier or CSR. You can choose to include or exclude item details and sample 
shipments. The report also displays packing slip number, responsible party, freight cost, weight and destination. 

To print the Shipment By Shipped Date report 

1. Select the Shipment By Shipped Date icon. 

  

2. Select a date range for the report (Date From and a Date To.) 

3. (optional) Choose to filter on a particular Job# or Customer#. 

4. Select to include Partially Shipped Only, Final Shipped Only, or Both. 

5. (optional) Choose to Filter By Carrier or Filter By CSR. 

6. (optional) You can choose to Include Items Details or to Exclude Sample Shipments. 

7. Select Preview or Print. 

Without Item Details 

 

With Item Details 
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Production Shipping Reports > Shipping 
This icon provides the same shipping screen that is found in the ‘Shipping’ module (red truck icon) and in the 
Shipping tree branch in Print and Mail Estimating where job shipments may be entered. 

 

Security Event to Prevent Deletion of Shipments Marked Final 
Shipped 

There is a security event that can be set to prevent deleting shipments that have been shipped. 

Security setting ‘Delete Shipment’ – set at No Read or Write 

 

  



18  EFI PrintStream | User Guide 

 
 

 

When you try to delete a shipment that has been marked as ‘Final Shipped,’ PrintStream will generate the 
following messages and will not allow the shipment to be deleted. 

 

 

 

 

 

 

 

 

 


