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Quick Reference Guide for Shipping in LDMS (web) 

Creating Shipments  

The Pending Shipments option in the 

Shipping menu bar allows the user to 

set up new shipping batches and to view 

other pending shipments 
By selecting Create Shipment in the Add 

New box, the user is able to define 

information for a new batch. 

The Edit/Ship button opens the Pending Shipment Preview page and is used to setup the shipment. This page is also 

used to generate the shipping file (Ship button). 

Pending Shipment Preview 

General information, Shipping 

Destination, Contact at Sending 

Lab, Shipment Notes, and Ship-

ment Contents are all in the 

Pending Shipment Preview 

page.  At the bottom of the menu 

are the Save and Ship buttons 

The Shipment Contents tab 

is used to add boxes from 

your freezer  to a batch.  

Click Add New above the 

Storage Containers grid to 

browse your freezer. 
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QA/QC 

The QA/QC process verifies the 

physical shipping container 

against the manifest prior to 

shipping Use the Edit/Ship 

dropdown menu to access the 

QA/QC Entry window.  Take 

the sample from the position that 

is displayed and scan.  For 

PBMCs, scan one random vial 

per row.  Completely scan all 

other containers. 

Shipping File and Documentation 

 

A hard copy of the Shipping Manifest and Shipping Container 

Report must accompany the physical shipment  

Notes 

After clicking the Ship button in the Pending Shipment Preview page, the shipping file is 

generated and downloaded and the shipment is moved to the Shipment History page. 

In Shipment History, the View button drop-down menu allows you to generate the Manifest 

and Shipping Container Report. You can also re-download the Shipping File, if a new copy 

is needed. 

 


