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How to Ship a Northrop Order 
 

Log onto http://www.glovill.com.ryder/ng/iss/ib/menu.cfm located in ‘My Favorites’ using the account 
name and password provided by your supervisor.  Fill in the screen as explained below. 

 

 
QUICK REFERENCE 

SCATS© SUPPLIER INSTRUCTIONS 
 

STEP 1:  ENTER SHIPMENT WEIGHT 

 
• Enter the approximate shipment weight in the required field shown above. 
• Key the PO number(s) that are being shipped. 
• Click GO. 

 
STEP 2:  SELECT PO/LINE ITEM(S) 

  
• Click the box in the first column for the PO-line item number(s) being shipped. 
• Key Carton ID if small parcel shipment (not shown above). 
• To view the delivery schedule, click the blue radio button. 
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• Click GO. 
 
STEP 3:  ENTER QUANTITY/PACKING INFORMATION 

  
• Enter quantity (first field only if decimal qty does not apply;  if decimal qty 

applicable key decimal portion in second field). 
• Enter CNTRS (containers) – the number of containers or shipment packages that 

the receiving dept at NGC will see on the dock. 
• If this is a hazmat shipment, key the HAZMAT UN code or select the code from 

the alphabetical list.  NOTE:  SELECTION OF HAZARDOUS MATERIAL 
DESCRIPTIONS, DEFINITIONS, CODES, AND CLASSIFICATION ARE MADE 
SOLELY AT THE USER’S DISCRETION AND RESPONSIBILITY. 

• Enter the packing slip number. 
• Click GO. 

 
STEP 4:  ENTER SHIPMENT AND PACKAGE DETAIL INFORMATION 
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• Confirm SHIP FROM and SHIP TO name and address.  NOTE:  THIS IS THE 
PHYSICAL ADDRESS AT WHICH THE CARRIER WILL PICK UP AND 
DELIVER THE SHIPMENT.  NO PO BOXES. 

• Key the CLOSE TIME.  Use 24 hour clock.  For example: 1700 is 5 PM. 
• If the shipment is going to be delivered by your truck, click the box next to 

VENDOR TRUCK. 
• If cartons are not stackable, uncheck the box. 
• Key the READY TO SHIP date and time.  Use 24 hour clock. 
• Key the number of pieces for each package type. 
• Key the total WEIGHT of the packages on each line. 
• Key the DIMENSION of the packages on each line. 
• Click GO. 

 
STEP 5: YOUR SHIPMENT IS NOW BEING TENDERED 

• If your shipment is a small parcel or LTL, SCATS will provide your shipping 
documents within a few seconds. 

• If your shipment is heavy air or truckload, SCATS will provide your shipping 
documents at the conclusion of routing, which will be approximately 15 minutes – 
1 hour.  Once your shipment has completed tendering, you will receive an email 
confirming tender and providing shipment details, including shipment 
authorization (SA) number; you can print your shipping documents at that time. 

• Or, you can find out if a shipment is ready to ship by clicking the blue button next 
to LIST SA READY FOR SHIPPING.  When the carrier has accepted the 
tendered shipment, you SA number will be listed as ready to print.  

NOTE:  You must click ‘READY TO SHIP” to complete the shipment process and print 
your shipping documents.  Following these steps will ensure that NGC can receive your 
material and speed payment process. 
 
ONE TIME BROWSER SET UP FOR BEST RESULTS: 

1) Wave cursor over TOOLS; click POP UP BLOCKER. 
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2) Click POP UP BLOCKER OFF. 
3) On browser command line, click TOOLS. 
4) Click INTERNET OPTIONS. 
5) Click ADVANCED. 
6) Under PRINTING, click PRINT BACKGROUND COLORS & IMAGES. 
7) Click APPLY. 
8) Click OK. 


