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How to Create an Advanced Shipping Notice (ASN)

Why night use this Suppliers wishing to use an Advanced Shipping Notice (ASN) to notify the
guide? buyer of an upcoming delivery.

This guide provides information to assist you in creating an Advanced

Shipment Notice (ASN) which contains details of the shipment such as:
¢ Order information

Delivery date and time

Location information

Product details

Information about the carrier

&(—L Who might use this
guide?

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?

ﬁ
essential
energy

Create ASN @

4 search [Agvanced | saved searcn | purcnase Order |

** Al least one Is required

s e
Search Results
View v | Create ASN (6)
Item :;i's“criplicr\ Supplieritem | Purchase Order fi‘:\f"“" Order ';2;2"‘11": Order pye pate gﬂgf\{fs UOM Name

No search conducted.
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‘Step ‘Action

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

Click on the Supplier Portal app.

Good morning, Accounts NA

Me My Team Supplier Portal Procurement

+

Supplier Portal

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

G UE
energy
Supplier Portal

Tasks

Orders

Requiring Attention Recent Activity Transaction Reports
« Manage Orders Last 30 Days Last 30 Days

+ Manage Schedules

Agreements changed or canceled 3
« Acknowledge Schedules in Spreadsheet

Agreements
No data available

« Manage Agreements
93 . ]

Channel Programs L L}

+ Manage Programs N =
shipments
+ Create ASN

+CTeate ASEN

M Orders to Acknowledge

I Schedules Overdue or Due Today
Negofiation Messages

M Invoices Overdue

« Upload ASN or ASEN
« View Receipts

« View Rems
Supplier News
Contracts and Deliverables
Thank you for your continuing support of Essential Energy’s Oracle Fusion system

« Manage Contracts ‘ .
Over the last few months understanding and awareness of the system has improved both for you
+ Manage Deliverabies our valued suppliers and within Essential Energy.
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There are two options to search for purchase orders in the Create ASN area and both commence after

4 step 3 (above)
5 Option 1

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

[Pavanced | save scarch [ Purctecoorer

* Atleast one is required

e Order Ordered e
Due Date Quantity UOM Name .

chas
Schedule

Purchase Order | prchase Order Bur

Supplier ltem H

6 The Search option will show all lines of the PO. Highlight the lines required by clicking on the
7 first row and holding CTRL on your keyboard to choose other lines.
Click on Create ASN.
essential
energy
Create ASN @
b Search
Search Results
View v || Create ASN o
Item I[t)zr;criplion Supplier Item Purchase Order EiL:]::hase Order ';zgce':ﬂ"i: Order Due Date glzgﬁ{ﬁ‘; UOM Name
G 51Q0029 Test Lamp 25W ... TM12695 |EEDD-JD'333 1 1 13/09/21 1 Each
8

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
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== —=
essential
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Create ASN Details ®

4 Header

e[ ] s

Expece ResomtOn [ 7P 8] swcttinamocose ||
Shipping Method \:E\ Tare Weight UOM \:E\
e vvovon [ 7]

)

8c

4 Lines

Actions v Veww /' RemoveLine

Item - . " - Ordered Ordered Received
1 0 Item Description Supplier ltem  Purchase Order Quantity UOM Name  Ship-to Location Quantity Quantity UOM Quantity
> siQoo2e TestLamp 25W ... TM12695 EE00001333 E | 1 Each [

Click on Ok.

® Confirmation

ASM 123 was created. Mumber of lines:

1.
[ox]| @

At this point Essential Energy will receive your ASN.

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

Option 2 — commences from Step 3 (above)

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

(206 IE N

Note the lines highlighted showing different purchase order numbers.

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.

7 Click on Create ASN.

4 search | Agvancea | savea searcn | purcnase orcer v

“ Atleast one is required

[ Seare [t ave- |
Searc
v « | [craensn |

®
Item Severmion  Supplieritem | Purchase Order Purchase Order Purchase Order pe Date g;:f\{i: UOM Name .
276150 MSR-Platform P. TM12200 EE00046999 1 1 14/07/23 5 Each |
276150 VSR-Faom . TM12200 eeooosstos 1 1 2023 s Eacn
sia00s2 Single Phase Te... TH12055 eeooossws 1 1 anozs 1 Eacn
51Q0042 Single Phase Te. ™ == 1 Each
siao0ss Underground Te... Thidh4se Eeooossiso 1 1 700823 1 Eacn
5100029 Test Lamp 25W TMP695 EE00055701 1 1 6110123 1 Each
51Q0042 Single Ph TMP055 EE00055701 2 1 6110123 1 Each
s100033 Tester 1brss eeoousass? 1 1 mon2s 1 Eacn
S1Q0029 Test Lal 1695 EE00054658 1 1 27107123 1 Each
51Q0029 Test Lamp 25\ TMR695 EE00054850 1 1 31107723 1 Each
sia0033 Tester Linssme 1 Eacn
S1Q0042 Single Phase Te. TM12055 EE00054510 1 1 6110123 1 Each
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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
8 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.

=~
essential
09y

Create ASN Details @

T Z v |
e R wowonwon| v
T O
monao [ ] veowooon | [v]
wen[ ]

o Is
4

4 Lines

Actions v View v #  Remove Line

Ordered Ordered Received

ftem Quantity Quantity UOM Quantity

:;:';‘C,ip“m Supplier ltem ~ Purchase Order’ “Quantity UOMName  Ship-to Location
Ea

b 276150 MSR-Platiom P...  TM12200 EE00051277 Each Grafton Warehouse 5 Each o

2 Each o

10 Click on Ok. 00
® 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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