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Advanced Shipping Notification
In this Chapter You Will Learn About …

… what is an advanced shipping notification

… what are the benefits of using advanced shipping notification

… how to manage advanced shipping notification

… how to view submitted advanced shipping notification
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IDEXX will send PO with different 

Ship To address to which supplier 

needs to drop this shipment 

NOTE : In case of Dropship PO, the SHIP TO 

Address is different than Standard PO, 

remaining steps follow standard process.
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Advanced Shipping Notification
Mandatory Fields at Header level

Mandatory Fields the Supplier must 

populate:

1. Shipping Date and Delivery Date

2. Carrier Name (when entered, the 

below fields become visible)

3. Tracking No. and Bill of Lading 

No. (see note below)

4. Tracking Date

Note: If the supplier does not have a 

Bill of Lading No., simply enter the 

Tracking No. in the Bill of Lading field

1

2

3

4

NOTE: Tracking details will be
          mandatory only upon selection 
          of Carrier Name.



6 © 2022 IDEXX Laboratories, Inc. All rights reserved.

Advanced Shipping Notification
Mandatory Fields at Line-Item Level

Mandatory Fields the Supplier must 

populate:

1. Ship Qty – enter quantity 

shipping

2. Supplier Batch ID, Production 

Date and Expiration Date fields 

are material specific

Note:

• Supplier should follow yellow 

highlighted note while populating 

Supplier Batch ID field

• Enter Expiration Date as 

12/31/2999 if the product is not 

Batch managed

3. Serial Number field is mandatory, 

depending on the material 

If Serial No. is mandatory and the 

supplier does not populate it, an error 

message appears. Before proceeding, 

this must be populated.

1 2
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There are 3 possible ways to start creating an individual 

shipping notice.

From the Workbench:

Workbench is the recommended Practice

1. Click on Items to Ship tile

2. Identify the right items using filters

3. Select and click Create ship notice

OR

From Orders / Orders and Releases tab: 

4. Identify the right document using search filters

5. Click Actions/ Ship Notice or Create Ship Notice button 

OR

6. You can also create ASN from the PO screen. Click Create 

Ship Notice

Advanced Shipping Notification
Individual PO Management – Create ASN
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Populate the requested information on the Shipping 

PO form: 

1. Do not modify the “Deliver To” address at the top 

2. Do not edit the “Ship From” address. By default, 

this is your company address in your Ariba 

Network account

3. The Packing Slip ID is an auto-populated field 

which is used to track your ASN

4. Provide the invoice number for these items if 

applicable

5. Specify the Ship Notice Type

6. Provide shipping and delivery date

7. Tracking Details needs to be populated. When 

selecting a carrier name from drop down, the 

remaining fields become visible

8. Upload tool can be used to attach additional 

documents if needed

9. In section “additional fields”, provide comments if 

needed

Advanced Shipping Notification
Individual PO Management – Create ASN – Header Level
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Information from the purchase order is copied to the ship notice (part ID, qty, need by, price, etc.).

Scroll down to view line-item information and update the quantity shipped for each line item. 

1. Populate all required fields for the product type at line level. For all orders, the quantity can be equal to or lower than the purchase order line 

2. Click Remove button to exclude the whole line from this ship notice

3. If users click Add Ship Notice Line button, users can split the quantity to populate multiple batch IDs per quantity.

Advanced Shipping Notification
Individual PO Management – Create ASN – Line Level
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Advanced Shipping Notification
Individual PO Management – Create ASN – Line Level

4. If users click Add details button, users can add serial numbers manually. To click 

on Details, first fill in the delivery date

5. Supplier must put the Batch ID (Note: the supplier Batch ID field would be visible 

when the field is mandatory)

• Scenario1: If IDEXX Provides the customer Batch ID then supplier should 

replicate the same ID in the Supplier Batch ID field

• Scenario2: If NO Customer batch ID is mentioned then the supplier must 

put in their own respective batch ID in the Supplier Batch ID field

Expiration Date and Production date must be filled in if fields are Mandatory. If 

there is NO expiration date for any material, then supplier must 

enter 12/31/2999 in Expiration Date field

6. Supplier Can download the Bar Code Label by clicking on “Download PDF”

Note: IDEXX ASN barcode label that IDEXX expecting their Suppliers to include 

on every shipment to IDEXX facility.

Note: Multiple shipping notices per purchase order can be sent until the 

quantities are fully shipped.

5
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Serial numbers are optional or mandatory depending on the type of 

purchased product. 

Serial numbers are mandatory if indicated in the purchase order. If 

mandatory, then the number of serial numbers must be equal to the 

shipped quantity.

1. Populate the serial number of the first item and Asset Tag, if 

needed

2. Supplier can enter Add asset (if needed) to add additional serial 

numbers. This field is not Mandatory. Please fill out only one serial 

number per asset field

Note: If users have many serial numbers to provide, use the Serial 

number upload tool described on the next slides.

Advanced Shipping Notification
Individual PO Management – Line Level – Serial Numbers 

1

2
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1. Click Manage Serial Numbers in the shipping notice 

screen

2. Choose Download template from the dropdown list

3. Extract and save the .zip file on the computer

4. Open the file in Excel. If columns do not appear (see 

screenshot below) then see Appendix

5. Enter the serial numbers in the Item Serial Number 

column. Save the changes. The other columns are 

prefilled automatically, do not edit them

6. To upload the updated file, choose Upload new file in 

the dropdown list

7. Browse computer and select the file

8. Click Add attachment

Note: When shipping partial quantity (for example 5 out of 

10), delete the remaining unneeded 5 lines, and update the 

total item quantity to 5 on each line.

Advanced Shipping Notification
Individual PO Management – Line Level – Serial Numbers Upload Tool
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1. To save a draft document click Save on the top of ASN 

screen. Saved draft will not be sent to the IDEXX

2. The saved ASN will be saved for 60 days

3. The draft can be accessed and modified from Fulfillment/ 

Drafts

4. Select Ship notice

5. Click Edit to modify the document and finalize it

6. Supplier can See the Draft on Purchase Order screen as 

well

Advanced Shipping Notification
Individual PO Management – Review Before Submitting
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1. In ASN main screen check if all required fields (*) 

were populated. Click Next on the top of the screen

2. At header level, please review the delivery date 

applicable to all shipped lines

3. At line level, check the shipped quantity

4. Review the serial numbers, if applicable

5. Click Submit to send ASN to the customer

6. If there is information to be edited, click Previous

7. To Download Bar Code Label, click on Download 

PDF

Note: After submitting the shipping notice, the Order 

Status will be updated to Shipped (if fully shipped), or 

Partially Shipped. 

Advanced Shipping Notification
Individual PO Management – Submit the Final Document
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Users can modify a ship notice by using the Edit button at the 

top of the ship notice details page.

Users can edit a ship notice that has a status of Sent, only if the 

customer allows it.

1. Go to Fulfillment/ Ship Notices

2. Identify the document by using search filters

3. Open the Ship Notice to edit by clicking on Packing Slip ID 

number

4. Click Edit

After Edit ASN, the Updated Document related to that ASN is 

visible

Note : Supplier is not allowed to cancel/delete an ASN

Advanced Shipping Notification
Individual PO Management – Edit ASN
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Advanced Shipping Notification
Review Submitted ASN

1. To view a submitted ASN, go to Fulfillment/ 

Ship Notices

2. Or go to related order screen, Related 

Documents section

3. When reviewing the Ship Notices sent in 

mass upload, users can see all the lines 

submitted for this particular Ship Notice 

number, potentially referring to various orders

4. User can see the files attached

5. After submitting ASN, related order(s) status 

will be updated to shipped or partially shipped

35

2

4

1

5



17 © 2022 IDEXX Laboratories, Inc. All rights reserved.

ASN reports consolidate detailed information 
from Ship Notices and the related purchase 
orders and goods receipts. 

The report can include schedule-line 
information from purchase orders when the 
related Ship Notice was created using the Items 
to Ship tile or tab

From the Homepage:

1. Click Reports

2. Click Create

3. To create a report template, enter the criteria 
and populate all mandatory fields. Set report 
type as Ship Notice

4. Select the report template created and click 
Run

5. Use Refresh Status button to update the 
status

6. When the status changes to Processed, 
click Download

Advanced Shipping Notification
Download ASN Report
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1. IDEXX may apply specific rules on each order, with a limitation in terms of quantity and date adjustment.

• Suppliers can always notify about a quantity under the requested quantity and split the quantity into multiple ship notices

announcing the different delivery dates.

• Depending on each purchase order, it may be possible to notify above the requested quantity (over-delivery), based on

negotiated tolerance with IDEXX. Quantity split by delivery date is still possible.

2. When modifications are not allowed, users will see an error message.

3. IDEXX may set how many days early or late a ship-notice delivery date can be, from the delivery date requested in an order. If during

ship-notice validation this feature identifies a ship-notice delivery date that is outside the allowed tolerance, it prevents submission of the

ship notice.

Advanced Shipping Notification
Tolerances
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Finished Goods Receipt
In this Chapter You Will Learn About …

… where to find customer document
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• Finished good receipt is available on the Portal once Finished Good is received by IDEXX

• Finished good receipt belongs to the list of PO related documents

• When finished good receipt reaches the Portal, the correspondent PO status is automatically updated to Received

Finished Good Receipt
Customer Document Review
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Thank you.




