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

Select Upload ASN or ASBN

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

Upload ASN from Supplier Portal



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

Enter credentials and Sign In
● 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

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

● Fields without an “*” are optional
○ EXCLUDING: *Invoice and Invoiced Date* fields. DO NOT POPULATE THESE FIELDS.
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Scroll across the spreadsheet and double click on the SUPPLIER SITE field
● A pop-up screen will open 
● Enter PUR in the SUPPLIER SITE field and select Search
● Select the appropriate site to which the PO is issued
● Select OK

In the toolbar, select the down arrow under the More icon and select Add Lines from PO
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Enter the PO Number in the PURCHASE ORDER field to and select Search
● Select all the lines which need to be shipped

○ Select the top left corner of PO load to “select all”
■ Repeat for each 500 lines

● Select OK

Update the QUANTITY field
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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.

From the More menu, select Remove Line

Select Save

Then select Submit
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ASN has been created

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

Enter the Shipment Number in the SHIPMENT field and select Search

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

You will return to the Manage Shipments screen and select Done
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