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Objectives 

• Discuss the Shipment to Stores Process 

• Discuss the Shipment to DC process 
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Fixtures/Visuals to Store 

 All Fixtures/Visuals vendors will login with their own user ID (Fixtures/Visuals ID) and password 

i.e. User ID – RC3.V123456, Password – Temporary Password  (see page 16) 

The screen name will reflect your department either as Fixtures or Visuals. 

Fixtures/Visuals to Stores 



Fixtures/Visuals to Store 

 
• Upon logging in, select Create Shipment to Store from the home menu 

• The order release finder page will be displayed 

• Click New 

• On the order release page, enter the following information into the corresponding fields 

• Order Release ID - Leave blank 

• Pickup Date – Enter the date in which the shipment is to be picked up 

▪ Pickup Date Must be 72 business hours from the day the order release is created. The 72 
business hours do not include weekends or Academy holidays 

• Order Configuration - Do not change 

• Source Location - Enter your vendor ID or clear the Ship From field, then click on the 
magnifying glass to search for your location. 

• Carrier – Leave RBLT as the carrier 

• Destination Location ID - Choose the destination location from the drop down list or type 
the store location by entering “ST” and the number 

• Comments – On Site Date – Enter the date in which the shipment should arrive at the 
destination 

• Reference Number Qualifier ID – click drop down select NMFC Class (class of the shipment 50.0) 

▪ The NMFC needs to be in the following format: 50.0 

▪ The decimal followed by a zero or number is necessary 

• Reference Number – Enter the value for the class 

• Click Save to the right of the Reference Number 

• Click the Ship Unit Button 



 
 

 
 

 
 

 

 

 
                    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5



Fixtures/Visuals to Store 

• Click the New Line Item button to enter specific PO information and enter the following information into 

the corresponding fields: 

▪ Leave Blank – Do not change 

▪ Total Package Count – Enter the carton count for the individual purchase order 

▪ Weight – Enter weight for the individual purchase order 

▪ Volume – Enter volume for the individual purchase order 

▪ Type – Do not change 

▪ PO Number – Enter the purchase order number 

▪ Pack with Group – Do not Change 

▪ Reference Number Qualifier ID - Click the pull down arrow and select PALLET_COUNT and 

Reference Number (the number of pallets) 

▪ Click Save to the right of the Reference Number 

• Click Save once the information is entered at the bottom 

 
• Then Finished or New Line Item for new PO and repeat the above steps 
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Fixtures/Visuals to Store 

• If shipping multiple POs, click the New Line Item tab to create additional POs 

• Click the Finished button at the top of the screen once all the information for the shipment has 

been entered 

• To create another shipment, click the Create Another button or repeat the option below. 
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Fixtures/Visuals to DC 

• All Fixtures/Visuals vendors will login with their own user ID (Fixtures/Visuals ID) and password 

▪ i.e. User ID – RC3.V122348, Password – Temporary Password (see page 16) 

• The second process is Fixtures/Visuals to a DC 

• Upon logging in, select Create Shipment to DC from the home menu 
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Fixtures/Visuals to DC 

 
• Upon logging in, select Create Shipment to DC from the home menu 

• The Order Release Finder page will be displayed 

• Click New 

• On the order release page, enter the following information into the corresponding fields 

▪ Order Release ID - Leave blank 

▪ Pickup Date – Enter the date in which the shipment is to be picked up 

- Pickup Date Must be 72 business hours from the day the order release is created. The 72 
business hours do not include weekends or Academy holidays 

▪ Order Configuration - Do not change 

▪ Source Location - Enter your vendor ID 

▪ Destination Location ID - Choose the destination location from the drop down list. 

▪ Contact Name – Enter the Contact Name 

▪ Comments – On Site Date – Enter the date in which the shipment should arrive at the 

destination 

▪ Reference Number Qualifier ID – click the drop down select NMFC Class (class of the shipment 50.0) 

- The NMFC needs to be in the following format: 50.0 The decimal followed by a zero or 

number is necessary 

▪ Click Save to the right of the Reference Number 

▪ Click the Ship Unit Button 
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Fixtures/Visuals to DC 

• On the Order Release page, click the New Line Item button to enter specific PO information and enter 

the following information into the corresponding fields: 

▪ Leave Blank – Do not change 

▪ Total Package Count – Enter the carton count for the individual purchase order 

▪ Weight – Enter weight for the individual purchase order 

▪ Volume – Enter volume for the individual purchase order 

▪ Type – Do not change 

▪ PO Number – Enter the purchase order number 

▪ Reference Number Qualifier ID - Click the pull down arrow and select PALLET_COUNT and 

Reference Number (the number of pallets) 

▪ Click Save to the right of the Reference Number 

• Click Save once the information is entered 

 
• Then Finished or New Line Item for new PO and repeat the above steps 
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Fixtures/Visuals to DC 

• Select the New Line Item option to enter specific PO information and enter the following information into the 
corresponding fields: 

▪ Leave Blank – Do not change 

▪ Total Package Count – Put in carton count for individual purchase order 

▪ Weight – Enter weight for individual purchase order 

▪ Volume – Enter volume for individual purchase order 

▪ Pack With Group – Leave Blank 

▪ Type – Do not change 

▪ PO Number – Enter the purchase order number 

▪ Reference Number Qualifier ID - Enter PALLET_COUNT and Reference Number (the number of pallets) 

▪ Click Save to the right of the Reference Number 

• Click Save once the information is entered 
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Fixtures/Visuals to DC 

• 

• 

 
• 

If shipping multiple POs, click the New Line Item tab to create additional POs 

Click the Finished button at the top of the screen once all the information for the shipment has been 

entered 

To create another shipment, click the Create Another button or repeat the option below 
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Questions? 

 
 

Contact Domestic.Logistics@Academy.com for any questions. 
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Objectives 

• Discuss the Shipment to Stores Process 

• Discuss the Shipment to DC Process 
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Shipment to Store 

 

 

 

 

All Supplies vendors will login with their own user ID and password. 

 i.e. User ID RC3.V123456, Password – Temporary Password (see page 16) 

Select Create Shipment to Store from the home menu  

The order release finder page will be displayed, then click New 

 



Shipment to Store 

On the order release page, enter the following information into the corresponding fields 

Order Release ID - Leave blank 

Pickup Date- Enter the date in which the shipment is to be picked up. 

▪ Pickup Date Must be 72 business hours from the day the order release is created. The 72 business 
hours do not include weekends or Academy holidays 

Order Configuration - Do not change 

Source Location ID – Enter your vendor ID or clear the Ship From field, then click on the magnifying glass to search 

for your location, click the white dot on the left then click finish 

Destination Location ID - Choose the Store destination location from the drop down list or type in the store 

location by entering “ST” and the store  number. 

Contact Name - Enter contact name which will be the vendor ID. This will allow a message to be sent to the vendor 

contact when the shipment has been accepted by the carrier. 

Comments – Provide additional comments in this field 

Reference Number Qualifiers – 

• Enter NMFC_CLASS and value. The NMFC needs to be in the following format: 50.0. The decimal followed by 

a zero or number is necessary – 

Click Save next to the Reference Number 

Upon completion of the fields, click the Ship Unit button at the bottom of the screen 



I 

Shipment to Store 
 

 

I Order Release  Ship Un Line Item 

Order Release ID    Order Base ID    Source Location ID     Destination Location ID 

 

Order Release ID Order Release Name 

SUPPLIES_STORE 
 

Pickup Date 

112/08/2017 15:45:00 

Payment Method 
COL 

 

• Order Configuration Earliest Estimated Pickup Date 

PREPACK •    6o 

• Source Location ID 

 
 Comments 

 
 
 
 
 
 
 

 
• Destination Location ID 

ST213 fo,Ga 

IJOE SMITH 
 

1890-247-2596 

 
A Reference Numbers 

 
• Reference Number Qualifier ID • Reference Number 

 
• bd   

E:J /X
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Shipment to Store 

• Select the New Line Item option to enter specific PO information and enter the following information into the 
corresponding fields: 

▪ Leave Blank – Do not change 

▪ Total Package Count – Put in carton count for individual purchase order 

▪ Weight – Enter weight for individual purchase order 

▪ Volume – Enter volume for individual purchase order 

▪ Type – Do not change 

▪ PO Number – Enter the purchase order number 

▪ Reference Number Qualifier ID - Enter PALLET_COUNT and Reference Number (the number of pallets) 

▪ Click Save to the right of the Reference Number 

• Click Save once the information is entered 
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• 

• 

• 

 
• 

Shipment to Store 

If shipping multiple POs, click the New Line Item tab to create additional POs 

Click the Finished button at the top of the screen once all the information for the shipment has 

been entered 

To create another shipment, click the Create Another button or repeat the option below 
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Shipment to DC 

 

 

 

 

All Supplies vendors will login with their own user ID and password  

i.e. User ID RC3.V123456, Password – Temporary Password (see page 16) 

Select Create Shipment to DC from the home menu  

The order release finder page will be displayed, then Click New 



Shipment to DC 

On the order release page, enter the following information into the corresponding fields. 

Order Release ID - Leave blank 

Pickup Date: Enter the date in which the shipment is to be picked up 

Pickup Date Must be 72 business hours from the day the order release is created. The 72 business hours 
do not include weekends or Academy holidays 

Order Configuration - Do not change 

Source Location ID – Enter your vendor ID or clear the Ship From field, then click on the magnifying 

glass to search for your location. 

Destination Location ID - Choose the destination location from the drop down list. The list for shipments 

to a DC will show both DC’s available. 

Contact Name - Enter contact name which will be the vendor ID. This will allow a message to be sent to 

the vendor contact when the shipment has been accepted by the carrier. 

Comments – Provide additional comments in this field 

Reference Number Qualifiers – 

Enter NMFC_CLASS and value. The NMFC needs to be in the following format: 50.0. 

The decimal followed by a zero or number is necessary 

Upon completion of the fields, click the Ship Unit button at the bottom of the screen, then click new line item 



I 189,- 

Supplies Shipment to DC 
 
 

Order Release Ship Untt  Line Item 
 

Ordlear B.ase ID Soul"'ce ll.Jocat:ion ID Oes.tination   Location  ID 

 
Order Release ID 

 
 
 
 
 

Payment Method 

 
Order Release Name 

SUPPLIES_DC 

 

• Order Configuration 

PREPACK ..- 6i'l 

 

 

 

 

 

 

 

A Reference Nuimbers 

 
• Reference Numb&r Qualifier ID 

... 16<} 

Earliest Estimated Pickup Date 

 
 
 
 

 
Comments 

1869-547-5286 

 

 

 

 
• Refernnce Numb&r 

 

EJ 

 
 

Order Release l of  I 

 
Order Release     S11ip Unit 

 
 

 

 
ID     Packaged Item ID      Item Name derived from Packaged Item 

 

I New Line Item I 
 

   0,.,sa+     Save 

 
 

 
• Destination !Location ID 

Ka.ty TX ..- 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 
Save 
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Supplies Shipment to DC 

• Select the New Line Item option to enter specific PO information and enter the following information into the 
corresponding fields: 

▪ Leave Blank – Do not change 

▪ Total Package Count – Put in carton count for individual purchase order 

▪ Weight – Enter weight for individual purchase order 

▪ Volume – Enter volume for individual purchase order 

▪ Type – Do not change 

▪ PO Number – Enter the purchase order number 

▪ Reference Number Qualifier ID - Enter PALLET_COUNT and Reference Number (the number of pallets) 

▪ Click Save to the right of the Reference Number 

• Click Save once the information is entered 
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Shipment to DC 

• 

• 

 
• 

If shipping multiple POs, click the New Line Item tab to create additional POs 

Click the Finished button at the top of the screen once all the information for the shipment has 

been entered 

To create another shipment, click the Create Another button or repeat the option below 



 

Print a Bill of Landing (BOL) 

• Select the Print BOL icon on 

the home screen. 

• Select the shipment by 

selecting the option box on 

the left side of the screen. 

• Select Print BOL - Vendor 

• Follow the Windows steps to 

open the PDF file 
 

 **Please note this is not a complete 
                                Bill of Lading on the website 
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Questions? 

 
 

Contact Domestic.Logistics@Academy.com for any questions. 
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