
Pack Out Quick Guide (8-15-23) 

The purpose of this Quick Guide is to demonstrate how to enter a packout. 

Start Pack Order 

• Select/click the Pack Lines tile 

 

 

• For regular pack-outs (non-repack), highlight the LINE 1 row and then select New Order 

• If you have a pack-out that has not been completed from earlier in the day and you plan 

to finish – you would select open active order. 

 

 



• The pack order opens to a screen view with the top part called the General header.  This 

section needs to filled out before entering the packs. 

 

 

 

1. Enter the Packer Lot field:  This field should be your pack sheds packer lot code.  IE EFG-

1001.  This field is an open text field where you can use numbers, letters and dashes.  

NYAS suggesting using a 2 or 3 digit abbreviation for your shed.  IE EFG, LO, POM, CB etc. 

2. In the Commodity Contract No. field select the grower contract that represents the 

grower and variety/variety group. 

3. In the Commodity Contract Line No. field select the variety. 

4. In the Grower Lot field enter the grower orchard or lot.  If this field is not necessary for 

the packer – enter NA plus date.  IE NA 8/18 

5. In the Storage Receipt Lot field enter the storage receipt/ticket lot.  If this field is not 

necessary for the packer – enter “NA” 

 



• Now move down to the Output section 

• Here you enter each pallet that is produced in the pack-out. 

• There are two options to fill the Item Number: 

o Click the 3 dots at the right of the field.  This will pull up a list to select the Item 

No. 

o Utilize a bar code list and scan the item in.  You can find a bar code list for each 

item on the NYAS grower website.  Go to documents and search bar code. 

 

• Below is a list of all the Gala items.  You can narrow the search by clicking the magnifier 

glass and typing in a style or size.  IE “bags” or “trays” or “totes” or “WM”

 
• Select the item you have produced by selecting the FG number (in blue) 

 



 

• After the item is selected the following fields need to be completed to finish the line. 

o Enter the quantity of cases produced for this pallet. 

o LP No. (license plate) 

▪ If you are using the BC generated LP (pallet license plate) it will 

automatically populate. 

▪ If you are using your own packer generated LP, you would inter your LP in 

the LP No. field either by scanning or keying it in. 

• After quantity and LP fields are complete, enter the Pallet Type.  Select either WW for 

white wood (or hardwood) or CHEP.   

• After pallet type is complete the line is complete.  Note the RPC type will automatically 

populate if it’s a Walmart item and will populate to your default RPC number.  You can 

manually change if needed. 

• Copying a line short-cut.  If you need to enter the same item in the next line you can put 

your cursor in the next line/Item No. field and click F8 on your key board, it will copy the 

field above.  F8 will always copy a field above in any line. 

 

 

 



 

POST FUNCTION: 

• During your pack-outs you should “Post” the packs (the lines in the output section).  By 

posting, you put the packed product in inventory. 

o If you are using your own LPs, select Post Output 

o If you are using BC LPs, select Post and Print LP 

• You can post multiple times in a pack-out.  A second or multiple posts will only post the 

lines that have not been previously posted. 

 

 

 

 

 

 



 

 

 

 

 

• When you post the lines, it will be indicated as posted when you see a check mark in the 

box. 

 

• UNPOSTING.  If you make a mistake and realize the mistake after you have posted.  You 

can un-post and correct the mistake on an individual line or delete the line entirely.  

Select the line that you want to un-post and click Undo Post. 

 

 

 

 

 

 



FINISH ORDER: 

• After finishing the pack run, entering all of the packs and posting all of the packs it is 

time to finish the order.  This completes the pack-out. 

• You must enter a consumption quantity (raw bins).  Enter the number of bins used in 

the pack run.  This field is in the General section: 

 

 

• After entering the bins, you then click the Finish Order button. 

 

 

 

 

 

 

 



OTHER FEATURES: 

Pack Out Report: 

• At any point in the pack run, you can run a pack-out report that shows the number cases 

by item that have been packed.  The report only shows what has been posted.   You can 

print to screen, print to printer or make a PDF. 

 

 

 

 

 

 

 

 

 

 

 



Reprint LP Tag 

• If you need to reprint a LP Tag you would select the output line that represents the LP 

that is needed and then click Reprint LP Tag 

 

Going Back to an Open Pack Order 

• If you don’t complete or finish a pack order and you close BC you can renter a pack 

order either through the Pack Lines tile or the Pack Orders tile 

 

 

 

 



• Click the pack order 

 

 

• It will take you into the pack order but to edit or continue you need to click the pencil. 

 

 


