
 

 

 

 

Data Entry Menu Path: 8,1,1 
 

1. Hit 8 for Order Entry System 
2. Hit 1 for Order Entry System Menu 
3. Hit 1 for Enter and Update Orders 
4. Once in the New Order Checklist, locate the Hazardous Materials section. Change ‘N’ to 

‘Y’, by entering in Y. 

5. Enter all data as a normal shipment, until you get to the (T) section. This is where you 
enter PCS, HAZ, & COMMODITY/ CHARGE DESCRIPTIONS.  
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6. Enter PC (Piece Count) and under Commodity, you will enter the UN# provided. Press F5 
for Hazmat Code.   

 F5 will populate the proper 
Hazmat name. 

  
  
  
  
  
  
  
 

7. Enter the weight of the shipment and enter through to the next line.  
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8. Enter EM to manually enter the emergency phone # and any additional data needed for 
shipping instructions of DG DEC.  

 
9. If additional UN#s are present, repeat the same steps above. If no other UN#s are 

needed, press F9 to Finish.  
 

10.  After F9, complete 
the rest of the data 
entry process. 
Press F4 for 
reference number 
entry. Enter all 
required reference 
numbers. (MAWB, 
HAWB, Shipper 
Reference 
Numbers, etc.)  Also 
see Figure 10.b. 
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11.  Press F9 to complete the data entry and exit.  
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Figure 10.b  


