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Introduction to Ship Notices
General Considerations 

WHAT IS ASN?

An Advanced Shipping Notification is a packet of 
information containing details about an imminent 
delivery. The information is prepared by the Supplier and 
shared with the buyer to smoothen and improve the 
quality of the actual delivery event.

It can contain details about:

● Related documents like purchase orders and 
confirmations.

● Delivery time, place, vehicle and driver information.

● Type and identification of the packaging materials

● Identification information of the goods to be delivered 
like batches and / or serial numbers.

WHEN TO USE IT?

On the delivery date you will create an Advance Ship notice, specifying the 

delivery note (reference number), tracking info, quantities, and the date of 

delivery of the items. It will also indicate complementary information such 

as dimensions, attachments, and batch numbers.

WHY TO USE ASN?
Advanced Shipping Notifications improve the efficiency and quality of 
the goods receipt / delivery process. By sending as much information as 
possible before the actual event the Supplier and Buyer can better align 
their mutual processes.



Advanced Shipping Notification
Allowed Actions 

Ariba Network provides multiple options to maintain ASN.

1. Individual PO management

With a low volume of POs you may simply go to the PO and click the Create shipping notice button that will 
allow you to fill individual shipment notification per PO

2. Multiple PO’s management – Not Allowed

3. Mass shipping notification upload

In case of a high number of PO lines to be shipped, you may choose to notify via mass notification (file upload)



Advanced Shipping Notification
Individual PO Management –Create ASN

There are 3 possible ways to start creating an 
individual shipping notice.

From the Workbench:

● Click on Items to Ship tile

● Identify the right items using filters

● Select and click Create ship notice

OR

From Orders/ Orders and Releases tab: 

● Identify the right document using search filters

● Click Actions/ Ship Notice or Create Ship Notice 
button

OR

● You can also create ASN from the PO screen. Click 
Create Ship Notice

Note: Orders tab will be replaced with new 
Workbench concept soon. will be replaced with new 
Workbench concept soon.



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

Once you click on create Ship Notice, fill out the 

requested information on the Shipping PO form. 

● Do not modify the “Deliver To” address at the top

● Do not edit the “Ship From” address. By default 
this is your company address in your Ariba 
Network account

● The Packing Slip ID is a mandatory field. Enter the 
supplier unique delivery number

● Provide the invoice number for these items if 
applicable

● Specify the Ship Notice Type

● Provide shipping/ delivery date

● Upload tool to attach additional documents if 
needed

Note: You must use the same Ship To address for all 
ship notice items 



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

● In section Delivery and Transport Information 
check section and update as needed 

● The Shipping Payment Method is a mandatory field 
– if you do not have this information. Please choose 
Other and add N/A to the second box 

● In section “additional fields”, provide comments if 
needed



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

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

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

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



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

● If you click Add Ship Notice Line button, you can split the quantity to populate multiple batch ID’s per quantity

● If you click  Add details button, you can add manually the serial numbers. To be able to click on Details, you need to fill at least the packing 
slid ID and delivery date

● Note: Multiple shipping notices per purchase order can be sent until the quantities are fully shipped

● But please not that only one order or released can 



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

● Please note with Ericsson that you are allowed only one order or release per ship notice

● If you click on Add Order Line Item and click on Add Selected Items to the ship notice, you will get an error



Advanced Shipping Notification
Individual PO Management –Review Before Submitting

● To save a draft document click Save
on the top of ASN screen. The saved 
draft will not be sent to the customer 

● The saved ASN will be saved for 60 
days

● The draft can be accessed and 
modified from Fulfillment/ Drafts

● Select Ship notices

● Click Edit to modify the document and 
finalise it



Advanced Shipping Notification
Individual PO Management –Submit the Final Document

● Check if all required fields (*) are filled out

● At header level, please review the delivery date 
applicable to all shipped lines

● At line level, check the shipped quantity

● Review the serial numbers, if applicable

● Click Next

● Click Submit to send ASN to the customer 

● In case there is information to be edited, click 
Previous

Note: After submitting your shipping notice, the 
Order Status will be updated to Shipped (if fully 
shipped), or Partially Shipped

It is not possible to cancel/ edit ship notices that 
have been submitted 



Please note that you cannot manage multiple POs at once, if you try to select multiple POs and click on Create Ship Notice you will get an 
error – A ship notice can have only one location.  

Advanced Shipping Notification
Multiple PO’s Management –Not allowed



Advanced Shipping Notification
Search Filters

Use search filters to identify the items to ship

● You may populate an Order number or Need by date range 
(the date range can be set as “none”)

● Always select Schedule Line Date Range option

● Choose order type and category

● For better performance of the search query, always populate 
a date range, and click Reset button every time you start 
from scratch

● For long term PO agreements that typically are valid for a 
year and have line items with unlimited over delivery, use 
the Order Number: Exact match filter on the Items to Ship
or Multi-tier Items to Ship tabs to create ship notices for the 
PO until the expiration date is reached

● An item with unlimited quantity tolerance still appears on 
the Items to Ship even if the full quantity has already been 
shipped for as long as order`s expiration date has not been 
reached



Advanced Shipping Notification
Mass ASN Upload –Download CSV Template

From the Homepage:

1. Click on         button

2. Select CSV Upload/ Ship Notice

3. Click Download CSV Templates

4. Select Ship Notice and click Download 

5. Save the file

Note: If any of your customers use custom CSV 
templates, a Custom Template section appears 
below. If so, select a customer from the pull-
down menu, and then download the custom 
templates. Otherwise, download the standard 
templates. 
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Advanced Shipping Notification
Mass ASN Upload –Update and Upload CSV Template

1. Add to the CSV template ship notice/s data. Fill in all 
required columns. Save and close file

From the Portal homepage go to CSV Documents.

From the CSV Upload/ Ship Notice:

2. Select the customer

3. Browse the updated template from your computer. 
Click Import CSV Ship Notice

4. In case any mandatory information is missing or you 
have errors in the updated template, you will see the 
error message. You can download and view the errors. 

5. Fix the errors accordingly and reupload the file 
following the same steps

Note: You can upload several ship notices from one CSV file, but they 
need to be for the same customer. Please remember you cannot one 
ship notice for multiple POs

Enter the header information in the first row for the ship notice. You 
don't need to repeat the header fields on subsequent rows.

1

2

5

3

4



Advanced Shipping Notification
Mass ASN Upload –Download Ship Notice Template (Excel)

From the Homepage:

1. Click on         button

2. Select Upload/Download

3. Click Create

4. Select type Ship Notice and fill out the 
mandatory fields marked with an 
asterisk (*)

5. Click Save

Note: A generated Ship Notice job can 
contain up to 10,000 lines, in addition to 
the header lines. Any excess lines are 
excluded. When the results of a Ship 
Notice job exceeds the line limit, the 
generated template shows a notification 
message that some results were excluded

1

2

5

4

3



6

Advanced Shipping Notification
Mass ASN Upload –Download Ship Notice Template

5. Run the created job of type Ship 
Notice

6. Download and open the Excel 
template.

7. Enter in the Excel file all 
mandatory columns marked 
with an asterisk (*) as well as 
any additional fields deemed 
necessary.

Note: Entering incomplete data in 
mandatory fields marked with an 
asterisk(*) will result in errors. 
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Advanced Shipping Notification
Mass ASN Upload –Download Ship Notice Template

5. Run the created job of type Ship 
Notice

6. Download and open the Excel 
template.

7. Enter in the Excel file all 
mandatory columns marked 
with an asterisk (*) as well as 
any additional fields deemed 
necessary.

Note: Entering incomplete data in 
mandatory fields marked with an 
asterisk(*) will result in errors. 
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Advanced Shipping Notification
Mass ASN Upload –Upload Ship Notice Template

From the Home page:

1. Click on         button.

2. Select Upload/Download

3. Navigate to Uploads

4. Click Upload

5. Select type Ship Notice and fill out the mandatory fields 
marked with an asterisk (*)

6. Select the Excel file that should be uploaded to create the 
ship notice(s)

7. Attachments can be added at this stage if needed

8. Click Upload

Note: You can upload an edited Ship Notice template that has up to 
10,000 lines, in addition to the header lines.

During upload, the Ship Notice template automatically appends the time 
to certain date fields.

If you do not fill in the mandatory information you will get an error –
Application not ready to read an ASN excel file
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Advanced Shipping Notification
Mass ASN Upload –Upload Ship Notice Template

1. After successful upload, 
the status will be 
Completed and the ship 
notice is created in Ariba 
Network

2. When errors occur, the 
log can be downloaded to 
assist with error 
resolution
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Advanced Shipping Notification
Review Submitted ASN

1. To view submitted ASN go to 
Fulfillment/ Ship Notices

2. Or to related order screen, 
Related Documents section

3. When reviewing the Ship notices 
you have sent in mass upload, 
you will see all the lines 
submitted for this particular ship 
notice number

4. and you will see the files you 
have attached

5. After submitting ASN, related 
order/s status will be updated to 
shipped or partially shipped
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Advanced Shipping Notification
Download ASN Report

ASN report consolidates detailed information from 
ship notices and their 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 and then Reports again

2. Click Create

3. To create a report template enter your criteria 
and fulfill all mandatory fields. Set report type as 
Ship Notice

4. Select the report template you’ve created and 
click Run

5. Use Refresh Status button to update the status.

6. When the status changes to Processed, click 
Download
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Advanced Shipping Notification
Tolerances

● Please note that for Ericsson it is not possible to increase item quantities on a ship notice

● This also applies to individual line items 

● There will be an error if the above is applied 



Advanced Shipping Notification
Confirmed delivery date 

● If a PO’s need by date has been updated this will not be visible in the Item to Ship section on the Workbench

● This means that the POs are still arranged according to the original need by date 

● POs are still arranged by the need by date requested by the buyer and not changed to show the delivery date updated on supplier side

● Do not allow multiple Ship To addresses on a ship notice



Advanced Shipping Notice 
FCA Shipment 

Regarding FCA shipments please note that the delivery date should be equal to the handover date. So both shipment and delivery date can 
have the same date 



Advanced Shipping Notice 
How to cancel an advanced shipping notification

● You can cancel an Advanced Shipping Notification after it has been sent to your customer

● In order to cancel a ship notice you will need to click on the Fulfilment tab on the Home page 

● Choose Ship Notices from the dropdown 

● Choose the ship notice that you would like to cancel 
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Advanced Shipping Notice 
How to cancel an advanced shipping notification

● You can also use the search filters to help locate and narrow down the search for the ship notice 

● Once you have located the ship notice click on the packing slide ID 

● On the lefthand side you have the option to cancel
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Advanced Shipping Notice 
How to cancel an advanced shipping notification

● Once you click on Cancel, it will ask you to confirm your choice 

● Click Yes

● You will see the ship notice is still available in the list but when you click into the ship notice it will show as cancelled

● You can then create a new ship notice
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Advanced Shipping Notice 
How to cancel an advanced shipping notification

● You can only cancel a ship notice that has Sent as the status, you will see an error if you cancel a ship notice with an other status

● You will see an error message 

Please note

● A draft ship notice cannot be cancelled 

● Ship notice can only be cancelled at header level

● The CSV upload for ship notice does not support the option to cancel a previously created ship notice 


