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How to Create Advanced Shipment Notice (ASN)

&% Who might use this Suppliers wishing to use an Advanced Shipping Notice (ASN) to notify the buyer of an upcoming
guide? delivery.

This guide provides information to assist you in creating an Advanced Shipment Notice (ASN)
which contains details of the shipment such as :
e Order information
Delivery date and time
Location information
Product details
Information about the carrier

@ What is this guide about?

Note : some fields are Mandatory and are indicated by *

Overview

What is an Advanced Shipping Notice?
An Advanced Shipping Notice (ASN) is an electronic notification of an upcoming delivery which is sent directly from a supplier to a buyer,
in advance of the shipment.

* What does the Create ASN homepage look like?

Create ASN @ [ 0one |

4 Search Advanced | Saved Search | Purchase Ordes v

** Purchase Order v ** supplier | =]
Supplier ltem Due Date v
sorch | st s
Search Results
View w | Create ASN |

Item

|
Item Dencrintion  Supplierltem | Purchase Order

Purchase Order Purchase Order Ordered
Line Scl UOM Name

hedule Dt Quantity

Mo search conductad
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System Steps of Creating an ASN

Step ‘Action

Login to the system.
1 Navigate to the Supplier Portal tab.

2 Click on the Supplier Portal app.

Good afternoon, Kaleigh Roberge!

Supplier Portal

APPS

Supplier Portal
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Step ‘Action

3

From the Supplier Portal homepage, scroll down the Task list and select Create ASN.

Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity
« Manage Orders Last 30 Days
= Manage Schedules 12 3 Orders changed or canceled

» Acknowledge Schedules in Spreadsheet

Agreements 3 .
2

» IManage Agreements 2

Orders opened

Receipts

71

Shipments

« Manage Shipments Transaction Reports

« Create ASN Last 30 Days

- Create ASEN PO Purchase Amount 1600
M Orders to Acknowledge
» Upload ASN or ASEN M Schedules Overdue or Due Today
. . Negotiation Responses
* View Receipts B Cuestionnaires

M Negoliations Closing Soon

= View Returns -
Invoices Overdue

AUD
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Step ‘Action

[0 8

Note : There are two options to search for purchase orders in the Create ASN area and both commence after step 3
(above)

Option 1
Enter a Purchase Order number into the Purchase Order (PO) field and click on Search.

Create ASN @

Supplier ltem Due Date ~
Search Results
View w Create ASN
fem " Purchase Order Purchase Order Ordered
Item Description Supplier ltem Purchase Order . Schedule Due Date Quantity UOM Name

Mo search conducted

The Search option will show all lines of the PO. Highlight the lines required by clicking on the first row and holding CTRL on
your keyboard to choose other lines

Create ASN @

4 Search Advanced | Saved Search | Purchase Order v
“* Purchase Order | EE00D09994 bl " Supplier -
e e' H —e |

View w| | Create ASN |

Item Dzrsncliplicn Supplier ltem Purchase Order Ei':_.fhase Order 22;‘;’;‘:’5'2 Order Due Date 3;:?]{33 UOM Name
6123 Termination Out. TES1284AUEE ... | EE00009996 1 1 17/01/22 1 Each
286121 Termination Out... TES1284AUEE ... | EE00009996 2 1 1701722 1 Each
286301 Termination Out. TES2484AUEE ... | EE0D009996 3 1 1701722 1 Each
QlQﬂSD Joint 240mm Re...  GLS01501AUR EE00009996 4 1 17/01/22 4 Each
999070 Joint Straight 11...  GLT1265AUEE... | EE0000999§ 5 1 1701722 2 Each
221227 Connecior Elbo 3XDTS63650-. EE00009996 6 1 17/01/22 2 Each
286364 Trifurcafion Kit 1. TRIKIT 113595 | EE00000935 7 1 17/01/22 2 Each

Click on Create ASN.

Search | Advanced | saved searcn ‘ Furchase Ordelv‘
'ch Results
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On Create ASN Details page, update the Header area where relevant noting the mandatory fields marked *. Note the
Comments field on the right for use if required
8a: Shipment - This is a unique number determined by you (you can use numbers and letters). For example, you can enter the
consignment number, delivery docket number
8b: Shipped Date - enter the day you have shipped it
8c: Expected Receipt Date - when the carrier is telling you it will arrive to Essential Energy
8d: Quantity — enter the quantity being shipped on each line. For the Lines to be included in the ASN the quantity to be
shipped must be entered. Partial shipments are acceptable
9 Click on Submit.
Create ASN Details @ e
4 Header
sa’ 8b’ “sninpenmm Packaging Code :
8c * Expctea ocapt Dt spemmmangeoss | |
Freight Terms v Tare Weight \:|
wunworor st pacengunns| | e[|
omotaang [ | e
wor || conments
4 Lines
@ Adtions v View v 4 Remove Line
Ktem '[gi's"cripﬁm Supplierltem  Purchase Order *Quantity UOMName  Ship-to Location 8&:?\{?; g:“’;"jguw 'gﬁ:;\"[ﬁ:
P 285123 Termination Out. TES1284AUE. EE00009996 \:| ‘Wagga Wagga W. 1 Each 0
b 999080 Joint 240mm Re. GLS01501AU.. EE00009996 Each ‘Wagga Wagga W. 4 Each o
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Step ‘Action

10 Click on Ok.

® Confirmation

ASM 123 was created. Number of lines:

1.
=] @

At this point Essential Energy will receive your ASN.

If you require further support, please contact suppliers@essentialenergy.com.au.
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Option 2 — commences from Step 3 (above)

Create

rch
O
Ttem
265303
285889
999070
286366
113320
959030
206366
266135
285960
286365
20529
286115
221210

ETrre]

ASN @

4 Search

| Creats ASN
n

Description

Termination Out
Joint Straight 22
Jaint Straight 11
Triturcation Kit 1
End Cap 35-70..
Joint 240mm Ry
Triturcation Kit
Termination ind
Jaint Straight 1k
Trifurcation Kit 2

Tarm Breakout

Termination Out...

Connector Tee 1

Tarm AFars bod

** Purchase Order

Supplier Rem

Supplier ltem Purchase Order Ell:::m“ Crdao g:ﬂ;ﬁ: Ordler
TES2484AUEE . | EE00010059 11 1
GLEZ4TSAUSG EEQ001005% 12 1
GLT1265AUEE EE00010059 ] 1
TRIKIT 1§22 240 | EE00010055 14 1
ELCOCARM10 EE00010059 15 1

150JAUR ... | EEOO010058 16 1

IT 1122 240 | EEQO010060 1 1
TIS1282A0RR EEQ0010060 2 1
GLSD =
TRIKIT 22 35-85 | EEQ0010060 4 1
TESO150AUEEP | EEQ0010060 5 1
TES1284ALEE ... | EE0OD10060 B 1
X DTS6I6-E-S... | EEQOD10060 7 1

TESAEL IEER

1nnan

Due Date

2401722
2ai1z2
2qmez
240122
2400122
2422
240122
280122
2410122
24022
24022
240122
240122

Qs

Ordered
Quantity

| w7 s

Note the lines highlighted showing different purchase order numbers.

UOM Name:

Each
Each
Each
Each
Each
Each
Each
Each
Each
Each
Each
Each

Each

The supplier name will automatically appear in the Supplier field. Without entering any other information, click on Search to
view all Open Purchase Orders

Agvanced | Saved Search | Purchase Order v

** suppier |

Due Date |

-
e —

Scroll down the list until the required PO and/or lines are found. Highlight the first required line and hold CTRL on your
keyboard to choose other lines.

Click on Create ASN.

** At least one |3 required

| searcn || Reset | save... |
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Click on Submit.

On Create ASN Details page, update the Header area where relevant noting the mandatory fields marked *. Note the
Comments field on the right for use if required

8a: Shipment - This is a unique number determined by you (you can use numbers and letters). For example, you can enter the
consignment number, delivery docket number,
8b: Shipped Date - enter the day you have shipped it

8c: Expected Receipt Date - when the carrier is telling you it will arrive to Essential Energy
8d: Quantity — enter the quantity being shipped on each line. For the Lines to be included in the ASN the quantity to be

shipped must be entered. Partial shipments are acceptable

Create ASN Details @ o me'
Tare Weight
— 1
4
4 Lines
Actions w View v #  Remove Line
Item " . . . Ordered Ordered eceived
@ Item Description  Supplierltem  Purkhase Order Quantity UOMName  Ship-to Location Quantity Quantity UOM Quantity
bomem  Tommnos. Teswwe. sebums || — s o
b sse080 Joint 240mm Re... GLSO1S01AL... Each Wagga Wagga W. 4 Each 0
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10 Click on Ok.

® Confirmation

ASM 123 was created. Mumber of lines:

1.

At this point Essential Energy will receive your ASN.

If you require further support, please contact suppliers@essentialenergy.com.au.
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