[image: A logo with black text

Description automatically generated][image: supplyon_logo_hks44]
 
[bookmark: _Hlk178672002]
Guideline for Suppliers of Pierburg and Pierburg Pump Technology
SupplyOn SCC Service:
Advanced Shipping Notice (ASN)






October 21st, 2024
Version V 1.0
[image: ]


[image: A logo with black text

Description automatically generated]
[image: A blue and white logo

Description automatically generated]


Content
1	Purpose of this Guideline	3
1.1	Target group	3
1.2	SCC Process Overview	3
2	Operation	4
2.1	Advanced Shipping Notice (ASNs)	5
2.1.1	Due Deliveries	5
2.1.2	ASN Positions	7
2.1.3	Packaging Data	9
2.1.4	Complete ASN	15
2.1.5	Optional: Labels	19
2.1.6	Send ASN	20
2.1.7	Status Information and Error Handling	21
3	Go-live Preparation	23
3.1	Ensure user availability	23
3.2	Due Delivery Preparation Process	24
4	Administration	25
4.1	User Management - User creation and maintenance	25
4.2	Adjustment to your personal needs (views, information)	29
4.3	Sister Control Points for Alternative Pickup Locations	33
5	Support (FAQ)	35
5.1	Support Contact	35
5.2	FAQ	37

[image: A blue and white logo

Description automatically generated][image: A logo with black text

Description automatically generated]



	2
[bookmark: _Toc180763177][bookmark: _Toc426363353]Purpose of this Guideline
This guideline is based on SupplyOn SCC Version 2024. This document supports as additional guide. There is no claim on completeness. The operative process is supported by screenshots from the application. 
All screenshots are taken in the test system QAS – small deviations are possible. 
Chapters with the prefix “Optional” might not apply to your processes.
[bookmark: _Toc180763178]Target group
[bookmark: _Toc337455997][bookmark: _Toc426363354][bookmark: _Toc489024035][bookmark: _Toc490739293]All suppliers of Pierburg to enable working with the SupplyOn supply chain management in an operational or administrative way.  
[bookmark: _Toc180763179]SCC Process Overview
[image: Ein Bild, das Text, Screenshot, Diagramm, Schrift enthält.

Automatisch generierte Beschreibung]
1. Delivery Schedule
2. Stock Movements
3. ASN creation 
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[bookmark: _Toc180763180]Operation
As first step, log in to SupplyOn with your personal user and password.
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After logging-in to SupplyOn system, this landing page appears, from there you can navigate to the different modules (Business Directory, Flexible Survey etc.). 
Basically, there are two options how to access a specific module via the menu on the upper left or the panel in the middle:
[image: ]



[bookmark: _Toc168406606][bookmark: _Toc180763181]Advanced Shipping Notice (ASNs)
[bookmark: _Due_Deliveries][bookmark: _Toc168406607][bookmark: _Toc180763182]Due Deliveries
When the goods were picked up your client requires an Advanced Shipping Notification (ASN) with all relevant goods information. 
Based on all demands that need to be delivered, so called "Due Deliveries" are generated automatically by the system after demand creation. 
In PIERBURG specific use case these shipment relevant demands will be:
· Delivery Call Offs 
Important step for Delivery Call Offs: Before starting the ASN Creation, make sure the cumulative quantity process has been completed successfully.
If you want to start the ASN creation, click on “Create ASN” in the Advance Shipping Notice Panel. You can see the number of due deliveries marked in pink and blue (Pink for overdue and blue for future due deliveries).
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After clicking on “Create ASN”, you will be directed to the overview about all due deliveries. These are grouped by Delivery Plant, Unloading Point, Incoterm and Currency.


To start with a specific line, please choose the plant and click on the blue marked number in column “ASN required”.
You can also use the “Search” Field to filter for a specific Purchase Order Number or Material Number.
[image: A screenshot of a computer
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Selection of the number will lead to single schedule lines – you can choose one or many containing the material that you want to deliver.
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After selection of the respective lines, click on “Create ASN” and the ASN creation will be started.


[bookmark: _Toc168406608][bookmark: _Toc180763183]ASN Positions
ASN Creation will always start first on the page “Select ASN Positions”.
All mandatory fields are marked yellow. It is always mandatory to fill in the Delivery Note Number for one or multiple materials.
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If you need to add further materials to this ASN, please click on “Add New Line” and select the material from the due deliveries.
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if you have a large number of positions and the Delivery Note Number is identical for all positions, you can copy the delivery note number by clicking on the button “Copy this value to all lines” to copy the Delivery Note Number to all lines you added. 
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Option: Partial Shipments with Separate ASNs
In case a shipment does not correspond to the respective due delivery there is the possibility to create notifications only for a part of it. Pick a due delivery and alter the prefilled mandatory amount to a lower quantity:
Proceed with the usual ASN process and send it.
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The original Due Delivery Line is altered to the open amount:
Option: Overdelivery
According to your customer’s settings, Overdeliveries are allowed. 


[bookmark: _Toc168406609][bookmark: _Toc180763184]Packaging Data
For all materials in the ASN, the packaging information is a mandatory input. 
You need to give this information manually in the Single pack and Handling Unit fields. You can check the single pack information by clicking on “Details” in the ASN Positions Screen. 
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Enter the Number of Single Packs  e.g. Carton[image: A screenshot of a computer
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Please do the same process for all materials. If you choose “One Level Pack”, the materials will be packed and labeled on this level without Handling Units.
The standard is to use Two Level Pack (e.g. Cartons on Handling Units/Pallets). 
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Afterwards you can save and close the Packing Material Details of Single Pack Screen.
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To complete the Handling Unit information (only in case “Two Level Pack”), navigate to “Enter Packing data”. Proceed with the creation of one or multiple HUs. Click on “Create HU” for each Handling Unit you need. 
 [image: A screenshot of a computer
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Fill in the HU Type.
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Now, you have completed the HU Information and can assign the respective Single Packs.
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Therefore, mark one or multiple single packs and click on “Assign”.
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These Single Packs will be assigned to the Handling Unit that is currently selected.
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A Single Pack position can also be split into several positions, which can be assigned to different HUs respectively. 
Before:
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If you select one Single Pack Line and you need to put them on different Handling Units, you can click on Split and select the amount that you want to split from this Single Pack Amount.
e.g. you have 50 Cartons and want to put 25 on one pallet and 25 on another pallet, you mark the line, click “Split” and select 25 to be separated.
Then you will receive two lines, both with 25 Cartons that can be put on different pallets.
After:
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By selecting a single pack and a HU, you can click “assign” to sort the single packs to the handling units.
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Hint: Please make sure there is no position left on the right-hand side (Not assigned Packing Material / Single Packs) except the materials with One Level Pack. If you try assign (3) the materials with “One Level Pack”(2) to HU (1), there will be an error.
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[bookmark: _Toc168406611][bookmark: _Toc180763185]Complete ASN
In the “Complete ASN”-Tab, you need to check the data prefilled from the previous process like the addresses. 
Adjust the mandatory (yellow) fields, where necessary. The system prefills the pickup time and date from the moment of creation (can be adjusted if required). 
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Please fill in the delivery date. 
In case there is another pickup address required than prefilled, please either create another Sister Control Point. This is explained in the Chapter 4.3. This address can be used repeatedly and can be selected from the dropdown menu for Ship-from Location.
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If you directly want to type the address in this mask, you can do so by opening the drop down for Ship-from Location and click on <Enter new address>.
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Fill in at least the yellow marked fields and click on “Save”. 
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This address will be used one time. 


Afterwards, Delivery Date/Time needs to be filled before printing the labels and sending the ASN. 
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[bookmark: _Optional:_Labels][bookmark: _Toc168406612][bookmark: _Toc180763186]Optional: Labels
Respective Handling Unit or Single Pack Labels can be also printed based on the ASN.
If you want to print out Labels that can be put on the Handling Units, click on the Button on the lower right side to “Print” documents. 
Afterwards the menu opens with all the potential options to print.
Select the respective documents that you want to download and print out and click on “Print Selection”. In this example, we want to print the Handling Unit Label, Package Label, and Delivery Note Label.
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The Labels are offered in a ZIP file. 
In the case of Two Level Pack, the labels will look like these dummy labels.
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Single Labels 					Master Labels




[bookmark: _Toc168406613][bookmark: _Toc180763187]Send ASN
If you are done with all your entries and you want to finish the ASN, click on “Validate” Button to check whether all necessary entries were made.
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As last step, click on the green button on the lower right-hand side to “Send” the ASN to your customer.
[image: A screenshot of a computer

Description automatically generated]



[bookmark: _Toc168406614][bookmark: _Toc180763188]Status Information and Error Handling
After sending the ASN, the ASN Status needs to change to “Sent”. 
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If the ASN Status changes to “Error”, the message could not be sent at all. Please contact SupplyOn support. 

If the ASN is in Status Pending, it is in status “Draft” and you can edit and send it separately or delete it and create a new one.
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For deleting, mark the respective ASN and click on “Delete ASN”. 
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[bookmark: _Toc180763189]Go-live Preparation
[bookmark: _Toc180763190]Ensure user availability
Before starting to use the platform, you need to verify that there are users with the required roles set up and active. 
For that click on the “My User Account” section in the Administration tab (1). You reach the My master data tab. Click on “My Areas of Responsibility”. 
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There you have the possibility to check the roles applied to your user. 
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Verify that all necessary roles are set (refer to the Rights and Roles chapter). In case you are the user administrator you can simply ad missing roles, otherwise you need to get in touch with your administrator which you can find via the tab: “My user administrator”.   
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[bookmark: _Toc180763191]Due Delivery Preparation Process
Due Deliveries are derived from all open demand quantities. They include the delivery date and suggested quantities and are calculated from the original customer demand. 

In Pierburg specific use case these shipment relevant demands will be:
· Delivery Instructions 
In case you did not set the cumulative quantities yet, please refer to Chapter Delivery Instructions to complete that step before sending an ASN.
Please ensure that the initial cumulative quantity is correctly set.
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[bookmark: _Toc180763192]Administration
[bookmark: _Adjustment_to_your][bookmark: _Toc180763193]User Management - User creation and maintenance
If you want to create a new user, navigate to “User Management” in Tab “Administration”.
There you can start the creation of new users.
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]
The following entry screen will appear. Please enter at least master data like name and contact details. Address and department are optional fields.
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If you click on “Next step” you are directed to rights and roles. (Go to next chapter “Rights and Roles”).
Another possibility for user creation is to go to the tab “User accounts”. Here you can see an overview about all users that can be administered by you. If you choose to start the creation based on an existing user, you can select the user and click on “Create Copy”. Complete master data and roles will be prefilled by the information of the existing user. Please check personal data for correctness and change upon necessity. 
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Unlocking users, resetting passwords, and deleting users is possible here as well as assignment of new roles. 
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[bookmark: _Rights_and_Roles]Please compare with the following and make sure the required roles are assigned to the users:
	Roles Generic
	Description

	CorporateGroupMasterDataAdmin
	Modify company and logistics master data for corporate groups.

	CompanyAdmin
	Manage company data. For suppliers, the authorizations of the roles "BusinessDirectorySupplierStandard" and "SLMSupplierAll" are included.

	ControlPointAdmin
	Create and update sites (control points) and supplier connections (network links).

	WebEDISellerASN
	Recording delivery and transportation data.

	WebEDISellerAdmin
	Access to Supply Chain Collaboration. The CompanyAdmin and ControlPointAdmin roles are not included.

	WebEDISellerLogistics
	Access to logistical processes (requirement instructions, delivery and transport data and stock movements). Self-billing invoices are not included.



The roles needed for a typical admin user that creates control points and users etc. are:
Roles Admin:
· CompanyAdmin 
· ControlPointAdmin
· UMAdmin (or partial User Administration according to table)
· WebEDISellerAdmin
The roles needed for a typical operative user that checks delivery instructions, stock movement and creates ASNs are:
· WebEDISellerAdmin
· WebEDISellerLogistics
· WebEDISellerStock
· WebEDISellerASN
User Administration Roles
	Roles User Administration
	Description

	UMAdmin
	All functions of user administration (create, change, activate, deactivate users and reset password).

	UMDefault
	Permits processing of a user's own user profile.

	UMAdminBasic
	Change user master data. Activate or deactivate users and reset password.

	UMAdminRole
	Assign roles to users. Creating, activating and deactivating users is not included.

	UMAdminUser
	Administrating users. Creating, activating or deactivating users and reset password. Assigning of roles is not included.

	UMResetPassword
	Exclusively permits resetting of user passwords. No creation of user accounts, no changes to existing user accounts and no changes to authorizations.

	UMViewUserProfiles
	Read access to user data and user accounts.

	UMEditUserProfiles
	Change user master data and substitutes.

	UMCompanyConfig
	Configuration of user administration at your company.

	UMTeamAdmin
	Administration of user groups.
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[bookmark: _Adjustment_to_your_1][bookmark: _Ref180411376][bookmark: _Toc180763194][bookmark: _Hlk180411571]Adjustment to your personal needs (views, information)
Creating personal views is possible on most screens in SupplyOn SCC. Navigate for example to the screen for ASN Overview.
Initially, there is a default view configured.
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]
To change this default view, enter another name (e.g. “My personal view”) into the above red marked field and click on “Manage View” and “Create new” to save it as new:
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]
Now you can adjust the view by adding new columns, hiding non-useful columns, and changing the sequence according to your personal needs.
Adjusting the columns is done by clicking on the little arrow on the right side of a column. 
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung] 
Changing the sequence can be done by drag and drop.
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]
Adjustments can also be made for other settings, such as column width for instance and then stored in the respective view. 
If you are done with the adjustments, save the view by clicking on “Manage View” and “Update”.
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]
It is possible to set this view as your default view by clicking on “Set/Unset Default”.
[image: Ein Bild, das Text, Screenshot, Software, Zahl enthält.

Automatisch generierte Beschreibung]


Several windows use a preset filter (e.g. Due Delivery overview by due date), which can be adjusted and then the view adjusted by clicking “search”.
Personal search profiles can be created in the same way, as the personal view.
[image: Ein Bild, das Text, Screenshot, Zahl, Software enthält.

Automatisch generierte Beschreibung]


[image: A logo with black text

Description automatically generated][image: supplyon_logo_hks44] 
 

[bookmark: _Sister_Control_Points][bookmark: _Toc180763195]Sister Control Points for Alternative Pickup Locations
In case there are pick up addresses differing from your main company address you need to create a Control Point with the respective information for each of them. Log into the platform with your credentials. Then use the “Administration” dropdown and click on “Company”. This action can only be done by the Admin.
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Go to Maintenance in Supply Chain Directory.
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You will be directed to the detailed overview of the control points. Click on “Create New Control Point” on the top right.
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Enter all information, details with an asterisk (*) are mandatory. 
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[bookmark: _Toc180763196]Support (FAQ)
[bookmark: _Toc180763197]Support Contact
Mail to Customer service: customer-support@supplyon.com
Telephone numbers Europe
1. Telephone numbers from Germany
in German, English 00:00-24:00 (24/7)
In French, Spanish, Portugese, Italian 06:00-20:00 CET/CEST (Monday-Friday)
Landline: 0800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (charges of local mobile network operator apply)

2. Telephone numbers from Europe (without Germany)
In German, English 00:00-24:00 (24/7)
In French, Spanish, Portugese, Italian 06:00-20:00 CET/CEST (Monday-Friday)
Landline: + 800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (charges of local mobile network operator apply)

Telephone numbers from Asia
1. From China
In Chinese/Mandarin 08:00 – 17:00 CNST (Monday-Friday)
In English 00:00 – 24:00 CNST (Monday-Sunday)
4001.203.357 (free of charge, but local network provider charges may apply)

2. From Japan

In Japanese: 08:00 – 17:00 JST (Monday-Friday)
In English: 00:00 – 24:00 JST (Monday-Sunday)
0120.778166 (free of charge)

3. From Korea

In Korean: 08:00 – 17:00 KST (Monday-Friday)
In English: 00:00 – 24:00 KST (Monday-Sunday)
080.648.0880 080.648.0880 (free of charge)

Telephone numbers from Northern America
1. From USA & Canada
In English: 00:00-24:00 (24/7)
Landline: 1.866.787.7596 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)
2. From Mexico
In English: 00:00-24:00 (24/7)
In Spanish: 09:00 am -1:00 pm Mexico City (CST Timezone, Monday-Friday)
Landline: 800.123.3231 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)
If all Spanish agents are busy, please try again a few minutes later or open a ticket for a return call.Tickets in Spanish can be opened 24×7 in our support form: https://contact.supplyon.com/es/

Telephone numbers from other countries
In English, German: 24/7 availability
Landline: + 800 78775966 (free of charge)
Mobile: + 49 811 99997-0 (local mobile provider charges may apply)



[bookmark: _Toc180763198]FAQ
· Why can “Supply Chain Collaboration” not be chosen in the Navigation Bar? 
· You might not have the correct role. Check the roles assigned to the respective user.
· When is a delivery due? 
· ASN creation due date is defined by customer.
· Why do Due Deliveries not appear?
· The user has not the correct rights to view due deliveries; Check the roles assigned to the respective user.
· Why is combining of multiple Due Deliveries not possible?
· The due deliveries can only be combined in case of same transport mode, incoterm, customer plant and currency Create separate ASNs for these cases.
· What to do when the “Ship-from-Address” is not matching with actual pick-up location?
· This Information is taken from the original demand; Solution is to create sister CP or enter manually a different address.
· Deleting an ASN is not possible?
· Status of ASN is already Sent. Then deleting is not possible anymore; Refer to the customer contact and discuss intended changes.
· How can a delivery can be split into partial deliveries? 
· See ASN Positions for partial deliveries.
· How can I search for all existing ASN numbers for one Material/Demand?
· Go to Positions” Tab in ASN Overview and search for the respective demand or Material.
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