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Objective User guide 

The objective of this user guide is to present the step to print and send the commercial invoice 

1. Update the information of the item card to show it on the commercial invoice 

- Net Weight (Inventory section) 

- Gross Weight (Inventory section) 

- Tariff No. (Price and Posting section) 

- Country/Region of Origin Code (Price and Posting) 

 

2. Enter information of the Commercial Invoice (based on Posted Sales Shipments) 
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 Installation of the extension 

Before using the app in Dynamics 365, please make sure if the extension is installed. You can follow these 

steps: 

- Click on the search function from your home page 

 

- The search page opens: 

1- Enter extension in the search bar 

2- Select the related item 

 

The extension management page opens: 
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If the status of the related extension is installed, the extension is correctly installed. 

If it is Not Installed, you can: 

- Click in the extension called “Commercial Invoice” 



© Createch Group (2017) all rights reserved  End User Guide (Create Commercial Invoice) 
Page 6 on 13 

 
 

 

The Extension Installation Wizard opens: 
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- Click on Next 

 

The next step of the wizard opens: 
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- Click on Install 

 

Click on Ok.  
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The extension is correctly installed. 

 Update the information of the item card to show it on the commercial invoice 

This section describes the steps to update the information of the item card  

- Net Weight (inventory section) 

- Gross Weight (Inventory section) 

 

- Tariff No. (Item section 

- Country/Region Purchased Code (Item section) 
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 Create Commercial Invoice based on Posted Sales Shipment 

The creation of the Commercial Invoice is done on the Posted Sales Shipment. The button is on the Rubban 

in the Process Tab Home 

1. Go to the search bar and enter posted sales ship.  

2. Select the second one. 
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3. Select your Posted Sales Shipment (for example S-SHPT102031) and click on the menu Commercial 

invoice 

 

4. Create the Commercial Invoice by selecting the options based on the Sales Shipments 

a. Enter the Transportation Cost 

b. Enter the Insurance Cost 

c. Enter the No. of Parcel 

d. Enter the information of the Sender 

i. Original Sender 

ii. Sender Address 

iii. Sender Telephone 

e. Enter the Reason for export: 

i. Sale 

ii. Repair 

iii. Inter-Company 

f. Enter the Brokerage and Duty Charges Billed To: 

i. Consignee 

ii. Shipper 

iii. Other (specify in the Brokerage Other field) 

g. Enter if the Parties are Related or Not Related 

h. Enter the Country of manufacture of the final items 
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Here is an example of the printed commercial invoice 

 


