. Work Instruction
WBS(MJ Create Advanced Shipment Notification (ASN) Manual
Process - External

PROCESS OVERVIEW

Purpose

The purpose of this transaction is to submit an Advanced Shipment Notification (ASN) from the Supplier
Self Service Portal. An ASN is an electronic notification of pending deliveries.

The ASN is used to list the contents of shipped goods as well as additional information relating to the
shipment.

For purchase orders (POs) containing a large number of line items or wanting to create ASNs for multiple
POs, users may want to create ASNs through a CSV file. Use the Upload Multiple ASNs Template to
assist in the upload.

Process Trigger

An ASN is a follow-on document that is required before a user can submit an invoice. The ASN should be
generated before the product has been shipped from the plant or shipping point location. An ASN can be
generated for partial shipments, up to the goods quantity on the Goods Receipt (GR), and for
replacement International shipments above the PO quantity due to damages, partial rejections or
shortages (however, payment is only made for the line item quantity).

Prerequisites

o Purchase Order must exist in WBSCM.
. Must have either the Corporate Vendor Admin or ASN Dispatcher role assigned in WBSCM to
create an ASN.

Portal Path
Follow the Portal path below to complete this transaction:

. Select Suppliers tab & Supplier Self-Service tab 2 Supplier Self-Service link to go to the
Supplier Self-Service screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) - a mandatory field necessary to complete the transaction
o  Optional (O) - a non-mandatory field not required to complete the transaction
o  Conditional (C) - a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field.
. Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Suppliers tab 2 Supplier Self-Service tab
= Supplier Self-Service link.

Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help
Supplier Self Service Bid intain O
Suppliers > Supplier Self Service > Supplier Self Service Full Screen || Options +

Shipment Processing Worklist
~

CCR Expires: | 00/00/0000 W

Home | Find | Help | FAQ | Log off T w
Shipment Dashboard »  Start Page . .

8 O s
IPurchase Order No. [{g_s_e_?[!:}!__

Advanced Search

Enter Shipment Receipt

=)

Inspection Results Entry

Sunniiar €
International Shipment Rec... WPPLICT 2

e g All Goods Recei
o 177 All Purchase Orders </ —'i" QU el
< New (54 2%

Ay In Process (11)
Confirmed
%
1 All Invoices
All ASNs v % Rejected
Sr?‘?;% file (Create Multiple ASNs) 1 gl Ci“cﬁge[?A
X X | ’-‘r . l‘ C;bezr;;\gendur
e L i =
2. Click = (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done on

any transaction in WBSCM.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Management Maintain Organization

Suppliers > Supplier Self Service = Supplier Self Service Full Screen || Options ¥
~
ABC OFFI PMENT COMPANY C v
sﬂﬁpigéf self-Services Home | Find | Help | FAQ | Log off P w ~
» Start Page

a Own Data

Purchase Order No.

Advanced Search

All Goods Receipts
All Purchase Orders

New (54)
In Process (11)
Confirmed
r All Invoices
All ASNs Rejected

Create Cancelled
Upload file (Create Multiple ASNs) by USDA

by Vendor

Create
N
3. Click All Purchase Orders (the All Purchase Orders link) to display a list of Purchase Orders.

@ (Note) An ASN is a follow-on document that must be created in reference to a PO. To begin the
transaction, search for the appropriate PO.

Image: Supplier Self-Service Screen

Home: Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Supplier Seff Service > Supplier Self Service Full Serean || Options *
~
A I AN v

Supplier Self-Services Home|Find| Help|FAQ] Log off /

P Siari Page = List of Purchase Orders

List of Purchase Orders

| Extemal Referen... humber Name Date Total Value Status
4100009666 3100006062 12-3J14-19-C-0144-P0O0002 11/06/2018 164,000.00USD  Confirmed
4100009665 3100006061 12-3J14-19-C-0143 11/06/2018 240,130.00USD  Confirmed
4100009664 31000086060 12-3J14-19-C-0142 11/06/2018 12,240.00USD  New
4100009663 3100008059 12-3J14-19-C-0141 11/06/2018 480,000.00USD  Confirmed
4210001435 3100008058 12-1NTP-19-C-0025 11/05/2018 270,004 80USD  Confirmed
4210001445 3100008057 12-INTB-19-C-0032 11/05/2018 2,2T0.00USD Confirmed
4210001443 3100008055 12-1NTB-19-C-0030 11/05/2018 90,000.00USD  Confirmed
4210001437 31000086054 12-1NTP-19-C-0027 11/05/2018 150,002.40USD  Confirmed
4210001433 3100008052 12-INTP-19-C-0023 11/05/2018 60,004.80USD Confirmed
4210001439 3100006048 12-INTB-19-C-0026 11/05/2018 30,000.00USD  Confirmed
4210001441 3100006048 12-INTB-19-C-0028 11/05/2018 120,000.00USD  Confirmed
4100009662 3100008047 12-3J14-19-C-0140 11/05/2018 659,000.00USD  New
4100009661 3100006046 12-3J14-19-C-0139 11/05/2018 15,300.00USD New
4100009660 3100006045 12-3J14-19-C-0138 11/05/2018 21,420.00USD  New >
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4, Select the PO number in the External Reference column. In this example, PO Number
4100009665 was selected.

9 (Note) If the PO is not visible on the screen, click ¥ (the Down arrow) to view additional

entries. If necessary, click 4Back 1 2 3 4 5 Forwardy (the Page Navigation links) to

navigate to additional pages.

Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain On

Suppliers > Supplier Seif Senvice > Supplier Self Service

Full Sereen || Opfions =

Home | Find | Help | FAQ | Log off W
b, & ~

» Siard Page > List of Purchase Orders > Display Purchase Order
Purchase Order: 4100009665
[Create ASN | Display History || Display Document Flou| | & Pint | Downioad|

=  Communication and Collaboration

= General Information

Basic Data Terms of Payment

Purchase Order ID: 4100009665 Payment in Days Discount in %

Number 3100006061

Name: 12-3014-19-C-0143

Date: 11/06/2018

Status Confirmad Terms of Delivery

Follow-On Documents: Incoterm Location

—A— 2 —a B
g Not ¥ woice ¥ v
W
5. Click | Create ASN | (the Create ASN button) to create an Advanced Shipping Notification (ASN).
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Seif Service Bid Maintain Cn
Suppliers = Supplier Seff Service > Supplier Self Service

Home | Find | Help | FAQ | Log off

» Start Page > List of Purchase Orders > Display Purchase Order = Process ASN
Display ASN: 6100018692

= General Information

Basic Data Delivery Information
Number: 6100013692 Delivery Date (Expectedy. 127152018
Name: 12-3J14-18-C-0143 Shipping Date: 11/06/2018
Date 1110612018 Means of Transport
Status: Created Railcar / BOL /Conveyance |
Establishment Number.
Filter: @,
Comments Schedule Line
= Hem Overview
| Select All || Deselect All | Propose Outstanding Quantities |
Number Description Product Quantity Unit of M Purchase Order No
6. Click % (the Down arrow) to scroll to the bottom of the screen.
7. Perform one of the following:
If Then
The domestic shipment does not contain Go to Step 8.

variable weight materials

Full Screen || Opfions +

~

CCR Expires: | 000010000 hoed

B ~

1 |06:00
T 06:00

Purchase Order ltem (b2 v

The domestic shipment contains variable
weight materials

Go to Step 10.

9 (Note) Variable weight materials do not apply to international ASNs.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reporis Help

Supplier Self Service Bid Maintain O

Suppliers = Supplier Seff Senvice > Supplier Self Service

Full Screen || Opfians ~

EQ A
Basic Data Delivery Information Y
Number: 5100013692 Delivery Date (Expected).  12/15/2018 | 06:00
Name: 12-3J14-19-C-0143 Shipping Date: 11/06/2018 @ 06:00
Date 11/06/2018 Means of Transport ﬂ
Status: Created Railcar / BOL /Conveyance |
Establishment Number:
Filter: Q
Comments Schedule Line
item Overview
[ Select All | Deselect All| | Propose Outstanding Quantities |
Mumber Description Product Quantity Unit of M. Purchase Order No. Purchase Order ltem I
10 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 1 o :_
20 BEEF ROAST ROUND F 130166 40,000.000 = US pound 4100009665 2 1 |
30 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 3 wm| O
40 SWEET POTATOES W/ 130316 1,530.000 Case 4100009665 4 WO
50 SWEET POTATOES W/ 130316 1,530.000 Case 4100009665 5 m O
60 SWEET POTATOES W/ 130316 1,530.000 Case 4100009665 6 m O ot
8. As required, complete/review the following fields:
Field R/O/C Description
Quantity R Commodity PO line quantity to be routed or
shipped on the ASN.
Example:
530
_,_@ (Note) Quantity field should be
completed for each required non-
variable line item. In this example, the
Quantity field for Line item 40 in the
Number column was updated from
1,530 to 530.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reporis Help

Supplier Self Service Bid Maintain O
Suppliers = Supplier Seif Service > Supplier Self Service Full Screen || Opfions +
~
EC 0 v
Basic Data Delivery Information A
Number: 5100018692 Delivery Date (Expected) 127152018 /0600
Name: 12-3J14-19-C-0143 Shipping Date: 11/06:2018 & 06:00
Date: 11/06/2018 Means of Transport: | v]
Status: Created Railcar / BOL /Conveyance |
Establishment Number:
Filter: @,
Comments Schedule Line
= Hem Overview
[Select All|[ Deselect All | [Propose Outstanding Quaniities |
Number Description Product Quantity Unit of M. Purchase Order No Purchase Order ltem [z
10 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 1 i MR
20 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 2 i MR
30 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 3 m O
40 SWEET POTATOES W/ | 130316 530.000 Case 4100009665 4 | R
50 SWEET POTATOES W/ | 130316 1.530.000  Case 4100009665 5 m| O
60 SWEET POTATOES W/ | 130316 1,530.000  Case 4100009665 G wm| O v
9. Skip to Step 15 to continue creating an ASN for a non-variable weight material.
Image: Supplier Self-Service Screen
Home Suppliers Admin Reports Help
Supplier Self Service Bid Maintain On
Suppliers > Supplier Seff Senvice > Supplier Self Service Full Sereen || Opfions =
~
] v
~
Basic Data Delivery Information
Number: 6100018692 Delivery Date (Expected) 1271572018 //06-00
Name: 12-3J14-19-C-0143 Shipping Date: 1110672018 &1 06:00
Date: 11/06/2018 Means of Transport: | Iv]
Status: Created Railcar / BOL /Conveyance |
Establishment Number:
Filter: @
Comments Schedule Line
ltemn Overview
| Select All || Deselect All| | Fropose Outstanding Quantities |
Mumber Description Product Quantity Unit of M. Purchase Order No. Purchase Order ltem b
10 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 1 m| 0
20 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 2 m|
30 BEEF ROAST ROUND F 130166 40,000.000 US pound 4100009665 3 i |
40 SWEET POTATOES W/ | 130316 530.000 Case 4100009665 4 m O
50 SWEET POTATOES W/ | 130316 1,530.000  Case 4100009665 5 W O =
10. If the material is a variable weight, select the line item number to enter the variable material

shipping quantity. In this example, Line item 10 was selected under the Number column. This
correlates to Purchase Order ltem 1.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service  Bid Management  Maintain Organization

Suppliers > Supplier Self Service > Supplier Self Service Full Screen || Options ~

~
W

SADE

Home | Find | Help | FAQ | Log off

»  Siari Page > Lisi of Purchase Or;jers > Dis?play Purch_ase Order > Pm;ess ASM = Process ltem

@ @ Item 1, BEEF ROAST ROUND FRZ CTN-38-42 LB

Back to ltem Overview

= | General Information

Item Data
Number Description Product Quantity  Unit of ... | Purchase Order No Purchase Order ltem
10 BEEF ROASTR... 100166 40,000.000 US po.. 4100012767 1
Filter: dy
Correlation |D Start Delivery Date
11/01/2018
11/01/2018
11/01/2018
11/01/2018
11/01/2018
11/01/2018
11/01/2018 v
; W
1. Click (the Down arrow) to scroll to the bottom of the screen.
Image: Supplier Self-Service Screen
Home Suppliers Admin Reporis Help
Supplier Self Service Bid Maintain O
Suppliers = Supplier Seff Service > Supplier Self Service Full Screen || Opfions +
~
BC OFFICE EQUIFME] WIF. = v
PIIITPATITS
12/01/2018 ~
Mass Terms of Delivery
Shipping Quantity (Required 0.000 Incoterm Location
Shipping Units: |Case 3 ZFD
Net Weight: 0
Gross Weight: 0
Unit of Weight: | Tv]
Volume: 0
Volume Unit: | Tve]
Partner Information
Pariner Mumber Name Strest H... Post.. City Telep... | Fax E-mail
Sold-to Party 1000000 United States Dept of A... Washington
Goods Recipient 3011031 Dev2 Unit Test SDA 1 Dev Unit Test SDA 22207  DEVUNITTE..
Ship-To Address 4102819 Viva Ship To 06 12500 Fair Lakes Circle 22033  FAIRFAX
Vendor Plant 1140297 Plant street 22033 Fairfax 11122, test@test.com »
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12. As required, complete/review the following fields:

Field R/O/C Description
Shipping Quantity R The actual quantity shipped.
(Required)
Example:
1000
Shipping Units: R The unit in which the commaodity is shipped.

Example:
Case

_._@ (Note) For variable weight materials, the
Shipping Units field is pre-populated
by WBSCM based on the Purchase

Order.
Image: Supplier Self-Service Screen
Home Suppliers Admin Reports Help
Supplier Self Service Bid Maintain O
Suppliers > Supplier Seif Service > Supplier Self Service Full Screen || Opfions +
~
v
ISy
12/01/2018 ~
Mass Terms of Delivery
Shipping Quantity (Required 1,000 Incoterm Location
Shipping Units: Case [~ 7FD
Net Weight 0
Gross Weight 0
Uniit of Waight ™
Volume: 0
Volume Unit: ﬂ
Partner Information
Partner Number Name Sireet H... Post. City Telep... Fax E-mail
Sold-to Party 1000000  United States Deptof A Washington
Goods Recipient 8011031 Dew?2 Unit Test SDA 1 Diev Unit Test SDA 22207  DEVUNITTE
Ship-To Address 8102819 Viva Ship To 0§ 12500 Fair Lakes Circle 22033 FAIRFAX
Vendor Plant 1140297 Plant street 22033 Fairfax 1112... test@test.com v
H F
13. Click (the Up arrow) to scroll to the top of the screen.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Seif Service Bid Maintain Cn
Suppliers = Supplier Seff Service > Supplier Self Service

Home | Find | Help | FAQ | Log off
» Start Page > List of Purchase Orders > Display Purchase Order = Process ASN > Process ltem

@ @ Item 1, BEEF ROAST ROUND FRZ CTN-38-42 LB

= General Information

Full Screen || Opfions +

~

CCR Expires: | 000010000 hoed

B ~

Back to ltem Overview

Item Data
Number Description Product Quantity Unit of M... = Purchase Order No. Purchase Order ltem
10 BEEF ROAST ROU_. 130166 40,000.000 US pound 4100009655 1
Filter: ay

Correlation 1D Start Delivery Date

12/01/2018

120172018

12/01/2018

12/01/2018

120172018

12/01/2018

v
Mass Terms of Neliverv
14. Click Stz lia m a (the Back to Item Overview link) to return to the /tem Overview
screen.

15. Repeat Step 8 for each non-variable weight line item and Steps 10 - 14 for each variable weight

line item in the shipment.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain On
Suppliers > Supplier Self Service > Supplier Self Service

Full Sereen || Opfions =

~
EEQ v
Basic Data Delivery Information -~
Number: 6100012692 Delivery Date (Expected). 12572018 ] |06:00
Name: 12-3J14-19-C-0143 Shipping Date: 11/06/2018 1 06:00
Date 11/06/2018 Means of Transport: | v
Slatus: Created Railcar / BOL /Conveyance |
Establishment Number:
Filter: @
Comments Schedule Line
= Item Overview
[Select All|[ Deselect All | [Propose Outstanding Quaniities |
Mumber Description Product Quantity Unit of M. Purchase Order No Purchase Order ltem [
10 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 1 i MR
20 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 2 i MR
30 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 3 1 M|
40 SWEET POTATOES W/ | 130316 530.000 Case 4100009665 4 m O
50 SWEET POTATOES W/ | 130316 1,530.000  Case 4100009665 5 wm| O
60 SWEET POTATOES W/ | 130316 1,530.000  Case 4100009665 ] m O v

16. Perform one of the following:

If Then

The user would like to select individual line

[ .
items to include in the shipment Click (the Checkbox) in the Item

Selection column for each required line item.

The user would like to select all line items to [Select A""i
lick s

include in the shipment Clic (the Select All button).

9 (Note) A checked box indicates the line item(s) will have an ASN created for it. An error will occur
if no line items are selected.
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Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain On
Suppliers > Supplier Seff Service > Supplier Seif Service Full Serean || Options +

-~
v

Basic Data Delivery Information 1

Number: 6100012692 Delivery Date (Expected). 12/15/2018 T 06:00

Name: 12-3/14-19-C-0142 Shipping Date 11/06/2018 T 06:00

Date 11/06/2018 Means of Transport [~]

Slatus: Created Railcar / BOL /Conveyance |

Establishment Number.
Filter: @
Comments Schedule Line
= Item Overview
[Select All || Deselect All 'F'r'n_Jpose blltghr}dihg 'Q'ﬂanmi'es_-

Mumber Description Product Quantity Unit of M Purchase Order No. Purchase Order ltem B

10 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 1 m ‘7

20 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009665 2 m|

30 BEEF ROAST ROUND F 130166 40,000.000  US pound 4100009565 3 m|O

40 SWEET POTATOES W/ 130316 530.000 Case 41000095665 4 i G|

50 SWEET POTATOES W/ | 130316 1,530.000 Case 4100009665 5 m O

60 SWEET POTATOES W/ 130316 1,530.000 Case 4100009665 L] (| &

17. As required, complete/review the following fields:

Field R/O/C Description
Delivery Date (Expected)|R Date when material/commodity is expected to be
delivered to the customer.

Example:
12/15/2018

Delivery Time (Expected)|O Time of day when material/commodity is expected
to be delivered to the customer.

Example:
06:00

_._@ (Note) The field is located to the right of
the Delivery Date (Expected) field.
Shipping Date: R Date on which material/commodity is expected to
be shipped to the customer.

Example:
11/06/2018

Shipping Time O Time of day when material/commodity is expected
to be shipped to the customer.

Example:
06:00
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Field R/O/C Description

(Note) The field is located to the right of
the Shipping Date field.

FL

Means of Transport: R Method used to transfer a material/commodity from
one location to another.

Example:
Rail Car

,_@ (Note) The Additional Shipment option
should be selected to account for
shipments above the PO quantity and
up to the goods quantity on the GR, due
to damages, partial rejections or
shortages. This applies for International
shipments.

The Split-RAIL or Split-TRK options
are used if the rail car or truck quantity
is split between the two PO line item

quantities
Railcar / BOL R Transportation contract concerning movement of
Conveyance ID: freight by a common carrier.
Example:
JCTX99136
Establishment Number |C This is the number assigned by the USDA, Food

Safety and Inspection Agency under the Federal
Meat Inspection Act. However, business partners
can use this field for other needs as appropriate.

@ (Note) Must only be completed for
Domestic Livestock and Poultry
commodities.

Comments O Free text field that allows the user to describe
additional details.

Schedule Line C Populate for International order split into 2
shipment periods only. Complete field with either 1
(First half of shipping window) or 2 (Second half of
the shipping window).
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18.

Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers > Supplier Seff Senvice > Supplier Self Service

» SiariPage > Listof Purchase Orders > Display Purchase Order > Process ASN
Display ASN: 6100018692

General Information

Basic Data
Number: 6100018692
Name: 12-3J14-19-C-0143
Date 11/06/2018
Status: Created
Filter: @
Comments Schedule Line

Item Overview

| Select All || Deselect All \ | Propose Ouistanding Quantities |

Product

Quanity

MNumber Description

Click | ¢ Goods Delivered to Recipient | (the Goods Delivered to Recipient button) to submit the

ASN for all selected line items in the shipment.

@ (Note) The message displays: "Info: Your changes have been adopted successfully'

Image: Supplier Self-Service Screen

Home Suppliers Admin Reports Help

Supplier Self Service Bid Maintain O
Suppliers = Supplier Seff Service > Supplier Self Service

Home | Find | Help | FAQ | Log off

b Start Page = List of Purchase Orders = Display Purchase Order = Display ASN

@info:  Your changes have been adopted successfully

Display ASN: 6100018692
| ByCopy || Display Document Flow | | | & Print || Download |

= General Information

Basic Data
Number: 5100018692
Name: 12-3J14-19-C-0143
Date 11/0612018
Status: Sent
Filter: @
Comments Schedule Line
Item Overview
Mumber Description Product

Unit of M.

Delivery Information

Delivery Date (Expected). 1211572018 1 06:00
Shipping Date: 11/06/2018 &1 06:00
Means of Transport: [Railcar [ ~]

Railcar / BOL /Conveyance | jcTxg9136
Establishment Number:

Purchase Order No. Purchase Order ltem

Delivery Information

Delivery Date (Expected): 12152018 06:00
Shipping Date: 11/06/2018 06:00
Means of Transport: m
Railcar / BOL /Conveyance | JoTX90136
Establishment Number:

Quantity Purchase Order Nao.

Full Sereen || Options =

Full Screen || Opfions +

Purchase Order It...

v
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19. Click Sueplier Seff Service (the Supplier Self-Service link) to return to the Supplier Self-Service
screen.

@ (Note) After the ASN document is submitted, for domestic orders an ASN email is sent to the
customer (SDA or ITO) listed as the sold-to party on the order.

20. The transaction is complete.
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RESULT
The user has successfully created an Advanced Shipment Notification (ASN) directly in WBSCM.
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