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1 About this manual 

This handout shall help suppliers of Schneider Electric (SE) to understand newly introduced 
supplier portal, SSP SCM 2.0, in regards to Advanced Shipping Notices (ASN). 

1.1 Intended Audience 

Suppliers of Schneider Electric 

1.2 Typographical and Graphical Conventions 

The following typographical conventions are used throughout this manual: 

Example Meaning 

Screen Text Text visible in the user interface becomes bold.  

Reference References are displayed in italics. 
 

The graphical convention is used throughout the manual: 

 

Figure: Red borders are used to indicate special areas. Red numbers are used to indicate steps. Those are not part of the 

UI. 

 

1.3 Abbreviation 

Abbreviation Meaning 

ASN Advanced Shipping Notice 

CSV Comma-separated values 

DESADV Despatch Advice 

EDI Electronic data interchange 

ERP Enterprise resource planning 

GR Goods Receipt 

PO Purchase Order 

SE Schneider Electric 

SO SupplyOn 
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2 Introduction 

The electronic ASN process via SupplyOn is efficient, transparent and quick. It replaces the 
traditional, at times paper-intensive transactions. There data had to be manually entered at 
numerous places and the current processing status of the individual transactions was not always 
identifiable. With SupplyOn WebEDI that process is supported in one central system, to which all 
parties involved have access. 

How do you benefit from the new ASN process via SupplyOn WebEDI? 

• All processes run via a central cockpit, offering a complete overview at any time as well as 
a single view on the specific status of any process individually 

• Clear overview about received purchase orders and due deliveries 

• Simple creation of ASN via the user interface or via an xls upload functionality 

 

You as a supplier and your customer Schneider Electric will collaborate along the purchasing and 
shipping process according to these steps: 

Step 1 – SE sends out a new Purchase Order (PO) from their ERP to SupplyOn 

Step 2 – The supplier confirms the PO in SupplyOn WebEDI  

Step 3 – The Supplier picks and packs the goods. 

Step 4 – If the goods are ready to be shipped, the supplier creates the ASN.  

Step 5 – The supplier can print labels 

Step 6 – The entered data gets validated and the ASN is sent to the customer  

Step 7 – ASN position set to received based on Goods receipt booking of SE  

 

3 Setup in SupplyOn WebEDI 

3.1 Roles and Rights 

In order to use the ASN process in SupplyOn WebEDI you need a user account with appropriate 
roles and rights.  

You can check the current setup of your user account via Administration > My User Account 
directly on the SupplyOn platform.  

 

Figure 1: Selection of My User Account 
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First you can check basic information like your language settings, your phone number or your mail 
address. If needed, the existing information can be adapted in this section. 

 

Figure 2: My User Account overview 

Under the tab My Areas of Responsibility you can see for which processes in SupplyOn WebEDI 
your user account is enabled. 

 

Figure 3: Areas of responsibility 

Which areas of responsibility you get activated and which user roles you receive is in responsibility 
of your internal administrator. Only your internal administrator is capable of creating users or 
assign additional roles and rights. 

To be able to commit the actions of this guide, at least the following roles in the areas of 
responsibility (marked in grey) are required: 
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Order Fulfillment, Finance Processes: 

WebEDISellerPO: 

✓ Access to purchase orders. 

WebEDISellerPO_OR: 

✓ Access purchase orders and order confirmations. 

 
WebEDISellerDTM: 

✓ Access to DTM UI for configuration of upload and download profiles. 

 
Shipping, Goods Receipts, Warehouse Management 

WebEDISellerASN: 

✓ Recording delivery and transportation data.  

WebEDISellerDTM: 

✓ Access to DTM UI for configuration of upload and download profiles. 

 

At least one of the supplier users should have the following  

Supply Chain Administration 

WebEDISellerAdmin 

✓ Extensive authorities over SupplyOn WebEDI and various, unlocked applications 

Note 

By clicking on Administration > My user administrators you can figure out your responsible 
CompanyAdmins. 

 
Figure 4 : My user administrators  
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3.2 Dashboard 

WebEDI / VMI is the SupplyOn service, which enables you to process Advanced Shipping 
Notifications, orders and other services efficiently and easily.  

1. Open WebEDI /VMI 

 

Figure 5 : Access WebEDI / VMI 

2. The Logistic & Finance Dashboard is displayed 
 

 

Figure 6 : Logistic & Finance Dashboard 

The Dashboard shows at a glance all relevant information for you and is the central entry point for 
all processes you need to work with. Open tasks for you are displayed in the according tile of a 
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process. The tiles of the different processes are only displayed if the related user rights have been 
assigned to your account. 

Note 

By clicking on Interactive Tour on the lower left side of the dashboard, you will be guided 
through the User Interface (UI). At initial login this will be opened automatically as a pop up. 

The dedicated tile for the ASN process contains the following information: 

1. The aggregated number of due deliveries for which an ASN must be created 

2. In the upper part of the tile a more detailed classification of the due deliveries is available 
- Due Deliveries, where the ASN creation is already overdue  
- Due Deliveries, where the ASN need to be created on the same day 
- Due Deliveries where the ASN need to be created within the next seven days  

3. The number of ASN, where the creation has been already started but not yet completed 

 

 Figure 7 : Details of the ASN tile 

The categories shown serve as links to a screen, where the creation of an ASN can be started. 
The button Create ASN or the arrow in the upper right corner can also be used to start the 
creation of an ASN. 

For a detailed explanation how to start the creation of an ASN please see the chapter 4. 

3.3 Automatic assignment of the ASN number 

During the creation of an ASN, an ASN number need to be specified. In addition to a manual 
assignment, it is possible to set-up an automatic assignment. 

The automatic assignment can be configured in the profile of the supplier Control Point. To be able 
to set-up the configuration a user account with the role ControlPointAdmin is needed.  

To start the process, select Administration > Logistics Settings.  
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Figure 8: Selection of Logistics Settings 

Select the Supplier Control Point, you want to maintain.  

 

Figure 9: Selection of supplier Control Point 

Press the button Change Details in the tab CP Details.  

 

Figure 10: Selection of supplier Control Point 

Tick the box Auto assign (1) in the line ASN number and enter the Start Number, that should be 
used for the automatic assignment of the ASN numbers. 
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Figure 11: Defining the Start Number for the automatic assignment of the ASN number  

Confirm the changes by clicking the Save button.  

 

Figure 12: Save the adapted Control Point profile 

Now the ASN number will be automatically assigned, when creating an ASN. 

3.4 Definition of specific transport times per material 

In the ASN process there are three important dates: Delivery Date, Pick-up date and ASN Creation 
date. The expected delivery date is taken from the related order. The pick-up and creation date of 
the ASN is calculated based on defined transport times.  

For the ASN process with Schneider Electric the transport times for every material are set to zero 
days by default. This means that all three data are equal. However, you can adjust the expected 
transport time for each material. This is described in this chapter. 

To specify the transport time, open the Material Master Data in the Settings and Master Data tile 
of the Logistic & Finance Dashboard. 

 

Figure 13: Selection of Material Master Data 
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In the Material Master Data screen, select all materials for which you want to enter a specific 
Transport Time (1) and click on the Download Material XLS button (2). 

 

Figure 14: Download of the Material Master data 

Enter in column H of the XLS file the specific transport time in days for each material 

 

Figure 15: Material Master Data XLS file 

Upload the edited XLS file again in the Material Master Data Screen 

 

Figure 16: Upload of the edited XLS file 

After you have modified the master data, Pickup and ASN Creation Due Date will adapt 
accordingly. 
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Figure 17: Adapted dates in the Due Deliveries screen 

3.5 Creating default views  

In SupplyOn WebEDI it is possible to customise the various screens according to the user's needs 
to display only relevant data. This is applicable e.g. for the Advance Ship Notices overview screen, 
but also for several other screens. 

You are able to: 

1. Show and hide columns in tables. Click on the arrow next to a random column and select 
Columns. Tick/untick the box in front of the column, that should be added/removed.  

2.  Re-arrange the order of columns. To do so, left-click and hold the desired column and 
draw it to the new spot.  

3. Filter the displayed content in the table. Click on the arrow next to a random column and 
select Filters. Enter the search criterium and confirm with enter. 

4. Save your personalized view. Therefore, type in a fitting name and then click on Create 
new in the drop-down menu for Manage view. After that, you will be able to select the 
saved view from the drop-down menu as Default View for your next login. 

5. Define your created personalized view as default, that is directly applied if you enter the 
table next time. Therefore, select Manage view > Set as default. 

 

Figure 18 : ASN Overview screen 

3.6 Creating Search Profiles 

Next to the customization of tables, as described in the previous chapter, it also possible to define 
search profiles to get only specific content displayed in the ASN overview table.  
 
To set up a search profile select Advanced Search above the ASN overview table. You can select 
the search criteria from the available dropdowns. To apply further criteria to your search click Add 
line (1).  
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The defined search can be saved as personalized search profile. Enter a name of your choice and 
confirm with Create New (2). The search profiles can be also updated or deleted (3). 
 

 

Figure 19: Create search profile  

3.7 Creating customized Alerts 

General speaking, in the dashboard you receive an overview of all alerts generated by the system. 
For the ASN process, due and already overdue deliveries are highlighted in the corresponding tile.  

To create a customized alert, click on the arrow at the Alerts tile. 

 

Figure 20: Access to alerts screen 

To define your personalized alert, enter your desired criteria for the search function under 
Advanced Search. 
  
In order to save your chosen search criteria, type in a fitting name on the right-hand side of the 
page, in the field My Search Profiles. Save it by selecting Create new from the drop-down menu 
for Manage View (as described in the previous chapter). 
 



Setup in SupplyOn WebEDI 

 14  

 

Figure 21: Alerts screen 

In the different tabs you can see the result of your filters (FPA/ASN Alerts and Demand Alerts 
are relevant in the context of the ASN process). 
 
Based on your defined search profile you can set up an E-mail notification to get regularly 
informed about important events. 
 
Click on E-Mail Notification underneath the recently-created view, to define the notifications for 
your customized search.  
 

 

Figure 22: Selection of Email Notification 

After choosing Active and clicking on Save, the e-mail function is activated according to your 
chosen criteria. 
 

 

Figure 23: Setting up a mail notification for a specific alert 

The mail you will receive looks as follows, e.g.: 
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Figure 24: Example for alert-mail 

3.8 Creation of an ASN upload profile 

The creation and sending of an ASN in SupplyOn WebEDI can either be done via the user 
interface or via an xls/csv upload. For the upload an xls/csv template is required, which needs to 
have a certain structure. The following chapter shows how you can define your own template. 

Note 

For the upload of ASNs a standard template (ASN upload) is already defined, which can be 
used without further preparation. This chapter is only relevant if you want to define your own 
structure, for example to submit additional information which are not included in the standard. 

To specify your customized upload format, open the Download Profiles in the Settings and 
Master Data tile of the Logistic & Finance Dashboard. 

 

Figure 25: Settings and Master Data tile 
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You are automatically directed to the tab DTM Profiles, where you can create a customized ASN 
upload profile with the following steps: 

1. Select FPA/ASN in the Process dropdown 
2. Select the existing ASN upload profile as template 
3. Press Duplicate 
4. Define a name for the profile (e.g. customized ASN upload) 
5. Confirm with Save 

  

Figure 26: Creation of upload profile for the ASN process 

Define which ASN fields should be included in your customized Profile:  

1. Search for the ASN field in the Available Fields section and tick the box 
2. Add selected field to the Selected Fields section 
3. Rename the Field Name, if needed 
4. Save your changes 

  

Figure 27: Specification of upload profile for the ASN process 

Note 

The fields that are already available in the standard template (ASN upload) are the minimum 
information needed and should not be removed.  
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4 Creation of an ASN 

The creation of ASN in SupplyOn WebEDI is possible in two different ways. Either all required 
information can be entered via the user interface or an upload can be performed using an xls file. 
Both ways are explained in the following chapters.  

4.1 Creation on an ASN via the user interface  

4.1.1 Selection of due deliveries 

ASNs are created on the basis of due deliveries. Due Deliveries are confirmed order items that are 
still open for delivery (PO quantity - in transit quantity - delivered quantity) 

To start the process, click on the Button Create ASN in the Advanced Shipping Notice tile. 

  

Figure 28: Access to ASN process 

You will automatically be directed to the Due Deliveries (grouped) screen, where all due 
deliveries are grouped by the Unloading Point. 

If you click the number in the column ASN required you can create an ASN for one single due 
delivery of the corresponding unloading point. 
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Figure 29: Overview about Unloading points with due deliveries 

You are automatically directed to the screen Due Deliveries Schedule Lines, where you need to 
select one or more due deliveries, for which you want to create the ASN.  

The pick-up and creation date of the ASN is calculated based on defined transport times. Due 
Deliveries where the calculated ASN Creation Date has already been exceeded are marked in red. 

Select at least one line and confirm with Create ASN.  

 

Figure 30: Due deliveries schedule lines of one selected unloading point 

You get directed to the details screen of the ASN, where you can fill in all needed information. All 
further steps are described in the next chapter.  

4.1.2 Filling the details of an ASN 

To finally start the creation of an ASN select a due delivery as described in the previous chapter.  

In the details of one single ASN you have three main tabs where you need/can enter data.  

• Tab Select ASN Positions (+ link to the detail screen Packing Material Details) 

• Tab Enter Additional Data 

• Tab Complete ASN 
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In the tab Select ASN Positions it is mandatory to enter the ASN No. (1), the already prefilled 
ASN Date (2) and the Delivery Quantity (3).  

By clicking the button Details (4) you are automatically directed to another screen, where you can 
specify the Packing Material Details.  

 

Figure 31: Select ASN Positions 

In the detail screen Packing Material Details you can specify the Amount of Packing Materials, 
the Quantity per Pack and the Packing Type (1).  

With Add New Line you can add an additional line to differentiate the packing materials (2).  

The column Packing Type is not included in the Default View. For the usage with SE, the column 
must be added and saved as a separate view (3). 

 

Figure 32: Packing Material Details 

In the tab Enter Additional Data you can specify the Invoice No.(1) and the Invoice Date (2). 

 

Figure 33: Enter Additional Data  



Creation of an ASN 

 20  

In the tab “Complete ASN” you need to the select the Ship-from Location (1) and to specify the 
Delivery Date and Time (2).  

Additionally, you can enter the Tracking ID, the Carrier Name and the carrier´s address, if needed.  

 

Figure 34: Complete ASN  

Note 

If you have selected more than one due delivery for the creation of the ASN, it can happen that 
a pop-up appears, when you enter the Complete ASN tab.  

In this case the selected due deliveries have different ship-to addresses. You must then select 
from the drop-down menu the ship-to address to which all goods should be delivered. 
 

 
  
          Figure 35: Specification of ship-to address 
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4.1.3 Validation and sending of an ASN 

After entering everything you can validate the provided information, before the ASN is sent (1).  

 

Figure 36: Validate and Print ASN 

It is also possible to print different documents (e.g. Delivery Note) (2), based on the created ASN. 

 

Figure 37: Print out of Delivery Note 

Press the Send button to finally submit the ASN to the customer ERP. 
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Figure 38: Send ASN 

4.2 Creation of an ASN via xlsx upload 

Next to the creation of an ASN via the user interface, as described in the previous chapter, it is 
also possible to create an ASN via a xlsx upload. In the first step, an xlsx upload template must be 
filled with the required data of the ASN. This template can be downloaded in the Due Deliveries 
screen with most information already prefilled. 

4.2.1 Download Minimal ASN 

In the following chapter it is explained how to download Due Deliveries and how to complete the 
downloaded file to use it for the upload. 

Start the ASN creation process as described previously via the Logistics and Finance 
Dashboard. Click on Create ASN and select Create ASN. 
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Figure 39: Opening of the ASN module 

You are directed to the Due Delivery (grouped) screen where the ASN creation process usually 
starts. Select one or lines. Initiate the download by clicking Download > Download Minimal ASN 
CSV/XLSX > Default Profile XLSX. 

  

Figure 40: Download of the Minimal ASN download for selected order positions 
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The downloaded file is prefilled with most information required for the ASN creation based on the 
available Order information. 

Complete as many fields as possible but at least add Shipment departure and arrival date, 
check and correct the Delivery Quantity and Despatch Number if necessary. One Despatch 
Number can be used for several lines to combine more than one position in one shipment. 

 

Figure 41: Example of ASN upload template 

Note 

This file format can also be used in case you are creating an Upload file directly out of your 
ERP System. Available columns of the downloaded file need to be at least included in your 
own generated upload file. 

4.2.2 Upload of the prepared template 

Once the upload template is created, the actual upload is done in the ASN Overview screen. 

Open the ASN module by clicking on the arrow in the Advance Shipping Notice tile in the 
Logistics and Finance dashboard. 

 

Figure 42: Start ASN Upload  

You are directed to the ASN overview screen Here, you can either Upload and Send the XLSX 
file in one shot or Upload and View the XLSX file and the ASN will be uploaded in status pending 
to make last changes via the UI. Select XLSX Upload. 
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Figure 43: Upload of the completed ASN upload file 

A window appears in which you must select the minimum upload, choose file which you have 
stored on your local device and start the upload. 

 

Figure 44: Start Minimum Upload 
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Note 

By defaut the Standard Upload is selected. Upload with the downloaded template will only be 
possible by selecting Minimum Upload. 

In case Upload and Send XLSX was chosen but the data couldn’t be sent successfully the ASN 
will be saved in status pending. 

In this case you need to access the uploaded ASN, validate the ASN and adapt the information, 
before you are able to finally send it via the user interface. 
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4.3 ASN Overview 

The following chapter explains the ASN overview screen which shows all ASNs created so far. In 
addition, existing ASNs can be also downloaded or edited if applicable. 

Open the ASN module by clicking on the arrow in the Advance Shipping Notice tile in the 
Logistics and Finance dashboard. 

 

Figure 45: Opening the ASN overview 

You are automatically directed to the Advance Ship notices tab, where you have an overview 
about all created ASNs so far.  

The ASNs in the collaboration with Schneider Electric can have one of the following status:  

1. Sent: The ASN has been completely filled and sent to the customer  
2. Pending: The creation of the ASN has been already started, but is not yet completed.  

➔ ASN created via the upload functionality receive this status, if a mandatory 
information is missing in the upload template  

3. Deleted: The ASN has been deleted by your Customer  
➔ As supplier you can just delete an ASN in Status Pending 

Additionally, you are able to: 

• Create ASNs via the UI  (Press the button Create ASN to start the process) 

• Copy existing ASNs  (ASN data of an partial shipment can be copied to a new  
w                                                 ASN for remaining qty)  

• Create ASNs via Upload (Possibility to upload an ASN as XML, CSV or XLSX) 

• Delete ASNs   (only possible for status pending) 

• Request ASN Withdrawal (not needed for SE process) 

• Download Existing ASNs (Available formats: XML, CSV or XLSX) 

• View or edit existing ASNs 
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Figure 46: Advance Ship Notices tab in the ASN overview 

Next to the Advance Ship notices tab, the ASN overview contains also the ASN Position(s) tab, 
which provides an overview about all single positions, of the already created ASNs. 

In the column Quantity Check you can check the delivery status. After a successful submission, 
the ASN position is In Transit. Once the customer booked the goods receipt it is set to Complete.  

 

Figure 47: ASN Position(s) 

By applying filters or customizing the table as described in the chapters Automatic assignment of 
the ASN number 

During the creation of an ASN, an ASN number need to be specified. In addition to a manual 
assignment, it is possible to set-up an automatic assignment. 

The automatic assignment can be configured in the profile of the supplier Control Point. To be able 
to set-up the configuration a user account with the role ControlPointAdmin is needed.  

To start the process, select Administration > Logistics Settings.  
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Figure 8: Selection of Logistics Settings 

Select the Supplier Control Point, you want to maintain.  

 

Figure 9: Selection of supplier Control Point 

Press the button Change Details in the tab CP Details.  

 

Figure 10: Selection of supplier Control Point 

Tick the box Auto assign (1) in the line ASN number and enter the Start Number, that should be 
used for the automatic assignment of the ASN numbers. 
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Figure 11: Defining the Start Number for the automatic assignment of the ASN number  

Confirm the changes by clicking the Save button.  

 

Figure 12: Save the adapted Control Point profile 

Now the ASN number will be automatically assigned, when creating an ASN. 

4.4 Definition of specific transport times per material 

In the ASN process there are three important dates: Delivery Date, Pick-up date and ASN Creation 
date. The expected delivery date is taken from the related order. The pick-up and creation date of 
the ASN is calculated based on defined transport times.  

For the ASN process with Schneider Electric the transport times for every material are set to zero 
days by default. This means that all three data are equal. However, you can adjust the expected 
transport time for each material. This is described in this chapter. 

To specify the transport time, open the Material Master Data in the Settings and Master Data tile 
of the Logistic & Finance Dashboard. 

 

Figure 13: Selection of Material Master Data 
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In the Material Master Data screen, select all materials for which you want to enter a specific 
Transport Time (1) and click on the Download Material XLS button (2). 

 

Figure 14: Download of the Material Master data 

Enter in column H of the XLS file the specific transport time in days for each material 

 

Figure 15: Material Master Data XLS file 

Upload the edited XLS file again in the Material Master Data Screen 

 

Figure 16: Upload of the edited XLS file 

After you have modified the master data, Pickup and ASN Creation Due Date will adapt 
accordingly. 
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Figure 17: Adapted dates in the Due Deliveries screen 

Creating default views and  Creating Search Profiles, you can filter the results according to your 
needs. 

4.5 Possible errors when creating an ASN 

This chapter describes errors that can occur when using the ASN process with Schneider Electric.  

Wrong structure of the ASN number: 

For the ASN number it is just allowed to use capital letters and numbers. Otherwise you will 
receive an error message. 

 

Figure 48: Error message for wrong structure of the ASN number 

Delivery Date in the past:  

The specified Delivery Date in the tab Complete ASN needs to be in the future. Otherwise you will 
receive an error message, when validating or sending the ASN.  
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Figure 49: Error message for wrong structure of the ASN number 

Missing Delivery note position, when adding an additional line  

After you initially started the creation of an ASN as described in the chapters 4.1.1 and 4.1.2 it is 
still possible to add additional due deliveries to an ASN. This is possible via the button Add New 
Line and the selection of Due Del. In Status ASN Required (1). 

After the selection of a due Delivery in a separate screen, an additional line is added to your ASN. 
You need to add the Delivery Note Position manually, otherwise an error message is displayed 
when sending the ASN (2). 

 

Figure 50: Error message, if the Delivery Note Position is missing 

Notification after entering a deviating delivery quantity 

If you enter a delivery quantity, which is outside the tolerance for the demand quantity defined in 
the order (1) a notification is displayed in the top of the screen (2). Please check if the delivery 
quantity is really correct. However, it is possible to send the ASN to the customer. 
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Figure 51: Notification, when entering a deviating Delivery Quantity 

ASN Status Pending when using the Upload and Send functionality 

If you use the Upload and Send function when uploading an ASN, the ASN is normally sent 
directly to the customer. However, if mandatory information is missing or incorrect in the upload 
file, the ASN will not be sent to the customer, but only created in the status Pending. 

In this case you must correct the information in the ASN via the user interface and send it to the 
customer. To do this, select the ASN in status Pending (in the screen ASN Overview where you 
started the upload) and confirm with ASN Details / Edit.  

 

Figure 52: ASN in status Pending, due to missing/wrong information in the upload file 

It is therefore generally recommended to check the status of your ASN when using the Upload 
and Send functionality for the upload. 

 

5 FAQs and SupplyOn Contact 

➢ Forgot password? 
 

You can get a new password at any time. 
Therefore you need your user ID and your e-mail address.  
You get an e-mail including a link you have to click within the next 24 hours.  
Subsequently you get directed to a website to specify your new password. 
You can start the process here. 
 

➢ Forgot User ID? 
 

https://platform.application.prd.supplyon.com/logon/resetPassword
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You can get notified about your user ID at any time. 
Therefore you need your first and last name and your e-mail address. 
You will receive an e-mail with your current user ID. 
Important: 
The e-mail address, first and last name have to be stored at SupplyOn. 
Your spam filter must not block the e-mail. 
 
Get your user ID here. 
 

Further frequently asked questions can be read here. 

Detailed information regarding the SupplyOn applications and navigation on the UI is provided on 
the SO media library.  

E-mail address for productive issues: https://contact.supplyon.com/en/ 

• Worldwide support in 9 languages (English, German, French, Spanish, Portuguese, 
Italian, Chinese, Japanese and Korean) 

• 365 days/24 hours available 

https://platform.application.prd.supplyon.com/logon/retrieveUserID
https://service.supplyon.com/topcases/?lang=en&articleId=2056
https://service.supplyon.com/ml/?lang=en
https://contact.supplyon.com/en/

