
From Hi‐
Speed 

 
> Pick Tickets for the day will be emailed by warehouse to ar@gohispeed.com and 
saved in folder:  S/InventoryAnalysis/EODDailyShipments 

> Process orders shipped by the end of the day of shipment 

> Communicate any issues with Inside Sales rep immediately 
 

> Distribution 

> Processing 

> Invoice Entry 

> Enter customer number 

> Enter Order Number 

> Click Yes to confirm correct order 

 
 

> Confirm if final invoice for the order 

> If backorder items are listed, click no 

> if order is shipping complete, click yes 

 

 
 

 

> Enter ship date as indicated on shipping label 

> Confirm PO Number is present. 

> If missing ‐ review sales order folder for customer contact. 

> Click OK, bottom left of screen 

> Confirm qty shipped and item number match what is indicated on Picking List 

> Items indicated below on the Picking List must match which is listed in ACS 
 
 

mailto:ar@gohispeed.com


 
 

 

 
> Verify price has carried over/displayed correctly to the extension field 

 

 
 

 

> Enter M (Memo) line code 

 

 
> Enter Tracking Information indicated on the shipping label on the description field 

 

 

> Click OK twice when complete 
 

> Confirm Ship Via method on Picking List corresponds to 



shipping label and instruction within body of Picking List 

> EX: Ship Via UPS PPA ‐ Indicated to ship Prepaid & Add Freight Charges to 
invoice 

>Instruction within the Picking List indicates sale shipping instruction 

>If freight from vendor must be included as well, it will be indicated on Picking 
List 

 
 

 
Shipping label indicated shipping charges apply 

 

> If shipping charges are applicable: 

  >Ground Shipments: divide total charges listed by .4 

>EX. Shipping charges to customer are 9.98/.4 = 24.95 to customer 

>Air Shipments: add 40.00 to total charges 

>EX. Shipping charges are 135.00 + 40 = 175.00 to customer 

>Truck Shipments: add 20.00 to total charges 

>EX. Shipping charges are 135.00 + 20 = 155.00 to customer 

 
>If “B” is written under warehouse employee initials this indicates a special packaging 
charge applies.  Add additional $20.00 to the shipping charge 
 EX. Shipping charges to customer are 9.98/.4=24.95+20.00=44.95 to customer  
 



 
 
 
> Enter final shipping charges in the Freight field 

 
 

> Click Print 

 
 

> Invoice Export will appear 

 
 
 
 

> Click PDF 



> Click Execute 

 
> Once pdf is generated; save to sales 

order folder located in path below: 

Z:\firms\firm01\images\salesord 

 
> If invoices are to be mailed; print and mail accordingly 

> If to be emailed, save invoice pdf to desktop folder 

> Once invoicing is complete for daily shipments 

> email invoices to customer with AP email address available 


