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INDIVIDUAL / MULTIPLE SHIPPING NOTICE
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❶

❷

❸

1. Click Create Ship Notice

From a specific Order 

It is imperative that the order is confirmed to be shipped

In the creation page of the dispatch 

notice, at header level:

2. Packing Slip ID: MANDATORY

No special characters except  « - », « / 

», « _ », « & », « # » et « \ » limited to 16 

characters and no lower case

3. Delivery date: MANDATORY

The invoice number and the shipping date are optional

Click on the Order 
number to open the 

order form
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

Remains to 
deliver

❹

❺
❻

4. Qty to ship: less than or equal to 

the quantity indicated on the 

order form line.

Superior only for items with a 

tolerance (see the Maisons)

5. Add details: to add serial 

numbers (for affected items)

6. Enter the weight and the unit 

(GRM) in the case of the articles 

concerned

From a specific Order
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❾

❼

❽

7. Add Ship Notice Line: in order to 

split the quantities for an order 

line in the same shipping notice 

(interesting when the lot numbers 

are different)

8. Add Order Line Item: to add 

another order line in the case of 

a multi-order ASN (only if the 

addresses and delivery dates are 

the same)

9. It is possible to delete a line that 

should not be sent

From a specific Order
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CREATING AN INDIVIDUAL OR MULTIPLE SHIPPING NOTICE

❿

⓫

⓬

10. Use the search filters to add the 

required order to the ASN then 

click Search

11. Select the items you want to 

add to ASN

12. Click on Add selected items

and they will appear in the ASN 

creation page

You can repeat steps 10 to 12 to 

add as many order lines as you 

want to the ASN

From a specific Order

• Once the shipping notice has been entered, click 

Next.

• You can edit the label to stick on the package by 

clicking on Download PDF

• Click on submit to finalize the ASN
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CREATE A SIMPLE / MULIPLE SHIPPING NOTICE

❶

❷

❸

From the Items to ship tile

Orders must absolutely be confirmed to be shipped
1. Display the orders to ship using 

the search filters (see guides on 

the Items to ship tile)

2. Select the order line (s) to ship 

(the delivery dates must be 

identical)

3. Click Create Ship Notice

The procedure continues exactly 

like an individual ASN (see previous 

paragraph)

You cannot create the same 

shipping notice for two different 

delivery addresses.

Cancellation rule: 

An ASN can be deleted until the day before the scheduled 
delivery date.



PARTIE 2

MASS SHIPPING NOTICE
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MASS SHIPPING NOTICE (1/2)

 The Shipping Notice mass load consists of uploading a file (Excel format) in the Ariba portal that contains 

all the information for several orders

 The mass load principle is similar for order confirmations and ASNs:

Create/Run a task
Downloading the 

file to your PC 
Modification of the 

data 
Upload the file to 
the Ariba server

Create and run a new task

(entering the selection criteria

for the orders)

OR Run an existing task to 

download the data; Type: 

Confirmations / Shipping Notices

Download the Excel file 

based on the previous 

selection (once the task 

is completed)

Edit the file to complete 

the Shipping notices 

details to be created.

Upload the modified file 

to create mass 

confirmations / Shipping

notices 
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MASS SHIPPING NOTICE (2/2)
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MASS SHIPPING NOTICE – CREATE A TASK

1. Give a name to your report

2. Choose the "Ship notice" type.

3. Choose other criteria if necessary.

4. It is recommended that suppliers define a date range for 

"Need by" date, as the number of lines is limited to a 

maximum of 10,000. 

5. Click on Save

6. Return to the list, select your task and click on Run

The very first step consists of 

creating a task that will then 

be reused the following times 

by clicking on Create.

(A task once created can be 

modified or deleted)
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MASS SHIPPING NOTICE – RUN A TASK

 When the task is created the first 

time, it will be reused the following 

times.

To do this, simply select the 

desired task and click on Run.

You will then switch to the 

“Downloads” tab.

 It is also possible to modify a task if necessary.

To do this, select the task and click on Edit.

You will find the proposed selections in the previous slide “Create a task”.
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MASS SHIPPING NOTICE – DATA DOWNLOAD

➢ ARIBA ➔ Excel

 Switch to the "Downloads" tab

 Once your task appears with the *Completed* status, just click on the icon in the File 
column (see image above)

 If the task is in *queued* status, then click on Refresh Status to refresh the list.
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MASS SHIPPING NOTICE – EXCEL FILE CREATION (1/2)

 Work in the Excel file (you can save a copy)
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MASS SHIPPING NOTICE – EXCEL FILE CREATION (2/2)

 Do not delete rows 1 to 4, do not delete columns or change the boxes format, otherwise the loading will not work!

 Delete unnecessary lines, the ones you do not want to ship

 If you are duplicating a line to split quantities and deliver on two different dates, remember to enter a different shipping notice 
number.

 Fields to be filled in:

- Ship Notice No.: mandatory; No special characters except " – ", " / ", " _ ", " & ", " # " and " \ "; No lower case letters
Several lines can have the same Shipment Notice Number if they all have the same delivery date and the same delivery 
address (this is a multi–order ASN).

- Do not change the ship notice date: it corresponds to its creation date.

- Do not change the order date

- Delivery date can be in the following format: YYYYY–MM–DDTHH:MM:SS–TZONE or YYYYY–MM–DD (deleting everything at the 
right of the "T"); This rule is valid for all date fields in Excel; it is recommended to use the same format for all the dates you enter.

- Delivery (Ship To) + Delivery Address (Ship To Street): MANDATORY: The address must be the same for a single ASN

- Item Ship Notice Number: MANDATORY: Line number for the same shipping notice number.
Example: A shipping notice has 3 lines, enter 1 on the first, 2 on the second and 3 on the last. 

- Item quantity: can only be modified if you duplicate the order line to make confirmation deadlines. The total line quantity must 
be confirmed.

- Do not change the item line number.

- Item Quantity: editable shipping quantity

- Item Unit Price Amount: can be modified (in this case, it is important to contact the Maison)
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- Name: Mandatory; free choice 

- Type: Order confirmation

- Customer: Maisons Richemont

- Select the file to be uploaded on the platform

- Click on Upload

MASS SHIPPING NOTICE – DATA UPLOAD

➢ Excel ➔ ARIBA 

 Switch to the "Uploads" tab

▪ Click on Upload


