
An ASN is required for invoices to be released for NET Term payment. Failure to submit 
an ASN will delay the payment process. An ASN should be submitted within 48 hours of 
shipment.

This method of submitting an ASN is recommended for 50 lines or less. If completing an 
ASN for more than 50 lines, see Upload ASN from Supplier Portal job aid. 

NOTE: Prior to creating ASN, verify the status of the PO is in the OPEN status to avoid 
delays.

Select “Manage Orders”, Search and review the “Status” of the order to ensure the order 
is in Open status. 

Create ASN from Supplier Portal



Select “Create ASN”

Enter the PO Number for which the ASN has to be entered and click “Search”

Select the PO lines for which the ASN needs to be created

Click “Create ASN” button
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Fill in the REQUIRED FIELDS which are indicated with an “*”

● Shipment
○ NOTE: shipment identification number tracking or otherwise. This must be unique and 

cannot be repeated. Ex. Waybill, BOL
● Shipped Date
● Expected Receipt Date
● Quantity

All other fields are optional and click “Submit”

Confirmation pop-up will appear after submission

NOTE: Receipt will not systematically occur until the Requested Delivery Date. Invoice 
trigger will be processed after this date has been met.
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