Upload ASN from Supplier Portal
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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.

Plug-in is required to use this process. Plugin support will require the support of
your technology department. Kohl’s is unable to support this as it is an internal
security request.

Refer to Plugin Installation for Mass Updates job aid

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

The upload process only allows for one ASN to be submitted at a time.

Prior to creating ASN, verify the status of the PO to avoid system error.

Select Manage Orders, Search and confirm the PO is in the OPEN status to avoid
delays..

Manage Orders Done

Headers  Schedules

b Search Advanced Manage Watchlist Saved Search Al Orders

Search Results

Actions v View v Fomatv & T B i=’ Detach
Order Order Date Description Supplier Site Buyer Ordered Curren: Status CLyige Chango' (Chengs Craaton
P0O001096 09/16/2019 PURCH_5 Gupta, Mudit 20,842.00 USD Closed for R. Fi) 09/16/2019
POO 09/12/2019 2019_19C_PROJECTS_TESTING_DATA no third party PURCH_5 Thill, Michelle 37,536.00 USD Open Fi] 09/12/2019
PO001016 08/29/2019 2019 CAPITAL YOUNG MENS AND WOMENS LEVIS PH3 PURCH_5 Adams, Susan 39250 USD Open o 08/29/2019
PO001014 08/30/2019  EXCEPTION PURCH_5 Biloff, Susan 0.01 USD Closed for R. o 08/29/2019




Upload ASN from Supplier Portal

Once you have logged into the system, click on the Supplier Portal icon

Select Upload ASN or ASBN

e NOTE: Plug-in must be installed prior to attempting to uploads ASNs.

Supplier Portal

Search OCrders v Order Number

Tasks

Shipments

o Manage Shipments

~

e Create ASN
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An Excel spreadsheet will download. Open the spreadsheet and select Enable Editing.

Enter credentials and Sign In

e If not triggered to log in window contact your technical security or email administration team. This

is an indication the Plug In is not installed completed

In the toolbar, select the down arrow under the More icon and select Create

File Home Insert Formulas Data

Page Layout

ltogin Logout Clear  Edit
All Data Options
Workbook Worksheet
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Review

TV RICCEEEIE

About Search Save Submit Previous More Status

_
® Add Line
E8 Remove Line

View Deloitte Tools

*  Viewer

® Add Lines from PO

E

Enter Shipment Number - IMPORTANT - Shipment numbers CANNOT exceed 30
characters. It will cause the auto receipting process to fail and stop all receipts

until corrected.

Shipment identification number tracking or otherwise - must be unique and cannot be

repeated. Ex. Waybill, BOL

e Fields without an “*” are optional
o  EXCLUDING: *Invoice and Invoiced Date* fields. DO NOT POPULATE THESE FIELDS.
ORACLE  upload ASN or ASBN
l status| |
Search
Shipment Purchase Order[..] |
From Expected Receipt To Expected Receipt
Date Date
From Ship Date To Ship Date
Search Results
ip-to Organization[..]* Shipment® Processing Status Code Group ID Shipped Date* Exp]
ilnvoice‘ Invoiced Date* Shipping Cost Tax Amount Cur]
Changed Flagged Row Status Error Error Message Gmi
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Scroll across the spreadsheet and double click on the SUPPLIER SITE field

e A pop-up screen will open
e Enter PUR in the SUPPLIER SITE field and select Search
e Select the appropriate site to which the PO is issued
e Select OK
Vendor Site &
Upload ASN
4 Search Advanced = Saved Search "ndBySupplierSite v
* Supplier Site
Search Reset  Save...
|
Supplier Site Name Supplier Site
: No data to display

In the toolbar, select the down arrow under the More icon and select Add Lines from PO

Review View Smart View Upload ASN or ASEN Acrobat

is | More | Status
Viewer

Next

Create

Add Lines from PO F G
Add Line

Ragaal

Remove Line
l Status
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Enter the PO Number in the PURCHASE ORDER field to and select Search
e Select all the lines which need to be shipped
o Select the top left corner of PO load to “select all”
m Repeat for each 500 lines

e Select OK
Upload ASN
Upload ASN
4 Search Agvanced
" Purchase Order  DO153229 v
** Ntem v
JDate” I_
Suppler ltem
Junt P
Due Date - RNIA
| Search | Reset
[ssaqe Prirchiss Order Supplier Supplier Site Item Itl)z';::ripdon Due Date 8:;;'::; Uom ¢ |
DO1HIXIY SILVESTRICA URCH_? F-BGHARA MANNEQUIN R WAV209 EA
DO153339 SILVESTRIC PURCH_2 MO-MSACT-4RH  MANNEQUIN R 05/20/2019 1 EA
DO153339 SILVESTRICAL PURCH_2 PS-RFSF-4 ROTATIONAL F 05202013 3 EA
Cancal
Update the QUANTITY field
M N O P Q
Item Description ntity* UOM Name[..]* Ordered Quantity
ESIGN SADDLE,SIDE MOUNTE_ 2.00|EACH , 2.00}
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH ] 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00/EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE,SIDE MOUNTE 2.00|EACH 2.00
ESIGN SADDLE SIDE MOUNTE 2.00/EACH 2.00
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Remove the list line by adding a flag by double clicking in the Flagged column. Success

indicator will be a small dot in the field.

B C D E F G il 1 T J
ORACLE" upload ASN or ASBN
Search
Shipment Purchase Order[..]
From Expected Receipt To Expected Receipt
Date Date
From Ship Date To Ship Date
Search Results
|Ship-to ¢ izati |Shi |Processing Status Code |Group ID |Shipped Date* |Expected Receipt Date* |Bill of Lading |Packing Slip
\ | |PENDING | |10/16/2019 [10/16/2019 | |
[Invoice* |Invoiced Date* |Shipping Cost [Tax |Currency |Invoiced |Receipt Source
‘ ‘ ‘ ‘ ‘ EVENDOR
|Changed Flagged Status ‘Error |Ermr Message Group ID Trag action Date™ Purchase Order[..]*
A | [ 10/16/2019 PO001085
. [ | 10/16/2019

From the More menu, select Remove Line

m Home Insert Page Layout Formulas Data Review View Upload ASN or 4
2 (T = = W= el
AAdL H&DOEE R ERD
Login Logout Clear Edit About @ Search Save Submit Previous| More | Status
All Data Options 2 Viewer
Workbook | Worksheet | [T Next
H31 v I @ Create
. B C D @ Add Lines from PO
> ORACLE Upload ASN or ASBN @ Addtine
= £ Remove Line —
4 |
6 = Search
7 Shipment Purchase Order]|..]
From Expected Receipt To Expected Receipt
8 Date Date
9 From Ship Date To Ship Date
2
13 Search Results
14 | Ship-to Organization Shipment™* Processing Status Code |Group ID|
15 PENDING
16
17 Invoice™ Invoiced Date™ Shipping|
18
19
=
22 |Changed Flagged Row Status Error
23| |A
2 .

Select Save

Then select Submit
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Search
Shipment _Purchase Order]..]

From Expected Receipt To Expected Receipt
8 Date Date
9 From Ship Date To Ship Date
.5
13 Search Results
14 Ship-to Organization Shipment* Processing Status Code  Group ID
15 SHIP12345 PENDING

ASN has been created

‘-lORAC'Le' ‘Upload ASN or ASBN

Search Results

[ASN-PO000738 — 7151 07/15/2019

Bl o] i il s il |

Copy the Shipment Number



Upload ASN from Supplier Portal
— i B -

To verify the ASN has been submitted correctly. go back to the Supplier Portal and select
Manage Shipments

Supplier Portal
Search Crders v  Order Number

Tasks

hinments
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« View Returns

Enter the Shipment Number in the SHIPMENT field and select Search

IManage Shipments

4 Search Agvanced  Saved Search Al Shy

** Supplier TEMPT IN-STORE PRODUCTIONS | w

** Purchase Order v

Search  Reset

Select the Shipment line

Manage Shipments

b Search

Search Results
Actions v View w 4 Cancel Shipment
. - Source Expected .
Shipment Supplier Organization Receipt Date Shipped Date

ASN-POD00738 TEMPT IN-STORE P 07/15/2019 07/15/12019




Upload ASN from Supplier Portal

This will take you to the Edit Shipment screen. Review the information and select Save
and Close

Edit Sh|pment: ASN-PO000738 W7, Socal Cancel Shipment Save  Saveand Close  Cancel
4 Header
Shipment ASN-PC000738 Special Handling Code
Supplier TEMPT IN-STORE PRODUCTIONS Tare Weight
Shipped Date 07/152019
Tare Weight UOM v,
* Expected Recelpt Date  07/152019 fe
Net Weight
Ship-to Location v
Net Weight UOM v
Freight Terms. v
Packing Slip
Shipping Methad Y Number of Packing Units
Bill of Lading Comments
Waybii
Packaging Code
4 Lines
Actions w View v Cancel ShipmentLine  View Details
ftem Quantity Purchase
Shipment Line  Item Description Revision UOM Name Line Status Packing Slip Reason Routing Create Note  Purchase Order
Shipped Recelved
SIGN SADDL 2 0 EACH Expecied v Direct deliven ¥ [ 4] =
'3 peaiel v E

You will return to the Manage Shipments screen and select Done



