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Purchase Order Confirmation
Document to guarantee the 
commitment to the supplier 
upon delivery of the goods.

Order Collaboration Journey

Order Change Request Creation
ELT can share a formal request  to 
modify an existing Purchase Order.

ASN)

Advanced Shipping Notice
An advanced shipping notification is a 
document the supplier will send to a 
customer that provides details of an 
imminent shipment. 

Purchase Order Emission

Sharing of new released

orders (purchase, repair and 

subcontracting) on the 

platform.

Goods Receipt

It marks the completion of the transfer 

of goods, which leads to an increase 

in the warehouse stock.

The Digital Supply Chain project introduces several improvements that foster the operational efficiency and enhance transparency and

control across the phases of the process lifecycle.

PO Update
The supplier can modify his commitment by 
sharing any rescheduling of the delivery date by 
submitting the relevant reasons for the delay

Change Request Management
The supplier can manage the order 
changes requested by ELT, 
accepting, rejecting or proposing an 
alternative solution.

ELT Group Supplier

Ownership

PO Reconfirmation

The supplier reconfirms the order 

updated with the date changes 

retrieved from the Order Change 

Request Management
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Purchase Order Collaboration Workflow 

ELT Group Supplier

SAP Business Network

Purchase Order (PO)1

Goods Receipt (GR)6

PO Update 3

Order Confirmation (OC) 2

Order Change Request 
Creation *4.a

Change Request 
Management *

Advanced Shipping Notice 
(ASN) 5

* ELT Group could request some order changes to the supplier due to internal needs that may arise. 

The steps related to these changes are not mandatory but may occur in the process.

4.b

PO Reconfirmation* 4.c
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Order Collaboration Objects

Purchase Order (PO)

A purchase order is a formal request or instruction from a customer to a supplier to supply or provide a certain 

quantity of goods or services at or by a certain point in time, at a certain location for a certain price.

A purchase order (PO) consists of a document header and a number of items.

The information shown in the header relates to the entire PO.

Order Confirmation (OC)
A purchase order confirmation is a formal acknowledgement of receipt of a purchase order by the customer. 

It also serves to confirm or reject the (lines of the) purchase order. 

PO Update
The supplier can modify his commitment by sharing any rescheduling of the delivery date by submitting the 

relevant reasons for the delay.

Order Change Request 

Creation 
An Order Change Request is a formal request to modify an existing Purchase Order.

Change Request 

Management 

The supplier can manage the order changes requested by ELT, accepting, rejecting or proposing an alternative 

solution.

PO Reconfirmation
The supplier reconfirms the order updated with the date changes retrieved from the Order Change Request 

Management

Advanced Shipping 

Notification (ASN)

An advanced shipping notification is a document from a supplier to a customer that provides details of an 

imminent shipment. It consists of a document header and a number of items. It can also contain packing 

information. The header contains data that is valid for all items and packages. 

Goods Receipt (GR)

A goods receipt is a posting in the customer system of a physical inward movement of goods from a supplier.  It 

marks the completion of the transfer of goods, which leads to an increase in the warehouse stock.

It is a system posting that contains a header and one or more items. The posting typically refers to an advanced 

shipping notification or a purchase order.
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Order Collaboration Portal User Interaction

General Considerations

Allowed Actions

Item to Ship Tab

Create ASN

Line Level – Manage Line 

Items

Serial Numbers

Download Barcode Label

Submit the Final Document

Download Label from 

existing ASN

Review Before Submitting

Review Submitted ASN

Edit ASN

Download ASN Report

Search and Identify the PO

View PO Details

Line Item Details

Allowed Actions

Confirm PO Line Item

Confirm Multiple PO Line 

Items

Check Delivery Date

Update Line Items

Review Submitted Order 

Confirmations

Goods Receipt creation 

through IB 

Delivery

Customer Document 

Review

Advanced 

Shipping 

Notice (ASN)

Purchase Order 

(PO) View

Order 

Confirmation 

(OC) & PO 

update

Goods Receipt 

(GR)
Order Change 

Request

Allowed Actions

Accept

Reject

Propose an alternative 

proposal

Reconfirmation
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1

3

Home page

Screen Overview
2

4
1. Access to Help

2. User Name Initials – a drop down provides 

applicable accesses.

3. … (More) – a drop down provides access to track, 

CSV upload and CSV download options-can also be 

accessed from other screens.

4. Create – a drop down that provides short cuts to 

processes, can be accessed from other screen.

5. Accessible Tabs – the tabs that you have 

permissions to access

6. Quick search options – Allows searching for 

selected parameters from the Seller Dashboard 

/Home page

7. Overview Bar – helps to focus on important tasks 

related to orders and Invoices

8. More – indicates there are more tiles

9. My Widgets – Allows users to change the identify 

what widget they want to see on the Seller 

Dashboard /Home page

10. Customize – Shows the available options for My 

Widgets

6

7
8

9

5

10
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Seller Dashboard/Home page

Tile Bar Overview
• The overview bar help suppliers focus on 

specific tasks related to orders and invoices, 

tiles can be customized, each tile takes the 

user to the Workbench

 The Overview tile bar can be personalized 

so that a user can keep track of order and/or 

invoices as part of their job

 A number indicates that there are more tiles 

to display in the Overview.

 A number indicates that there are more tiles 

to view, click on More and the tiles will be 

displayed

 The time frames (hours & days)  shown on 

the tiles can be changed based on the user’s 

requirements

 You can access each tile by clicking on it

 The name of each tile can be adjusted to 

reflect the needs to the user

 Tiles can be added or removed

 Personalisation enables suppliers to 

prioritise and keep track or order and 

invoices
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Home page

Customizing the Workbench section 

This is the Workbench overall section, which is a centralized dashboard 

where you can manage procurement and order related tasks , it gives a real

time view of transactions, documents, tasks ecc.

1. This is the Standard view of the Workbench.

2. The supplier can customize his Workbench view. 

3. In order to simplify operational management, we suggest organizing the 

Workbench with the following tiles.

1

2

3
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Home page

Customized Workbench Tiles - Example

This is an example of a customized

Workbench section.

1. New Orders: The newest- most

recent orders sent by buyers.

2. Orders : Orders sent by buyers.

3. Changed Orders: Modifications 

made to existing purchase orders.

4. Items to Confirm: : Items that

require confirmation (full or partial). 

5. Items to Ship: products or goods 

that are ready to be dispatched to 

ELT.

6. Order Change Requests: These are 

requests made to modify existing 

purchase orders.

7. Order Confirmations: These are 

acknowledgments from the supplier 

that they have received and 

accepted a purchase order. Order 

confirmations indicate that the 

supplier agrees to the terms and 

conditions specified in the order and 

is committed to fulfilling it. 

8. Ship Notices: ASN - Advanced Ship

Notices that have been sent or need

to be sent.

.

1 2 3 4 5 6 7 8



Purchase Order (PO) View
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To search and identify the purchase order go on the 

Orders section and choose Orders and Releases:

1. Click on the Orders tile. You will visualize the

list of the orders managed by ELT Group in time.

2. In the Edit filter section, you can filter the orders 

using several criteria (e.g. Order Number, 

Creation Date, Order Status). Then click on 

Apply.

3. Search results will appear. You will visualize the

list of the orders with the corresponding Date and

Order Status.

Purchase Order (PO) View

Search and Identify the 

PO

1

2

3
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Purchase Order (PO) View

View PO Details

1. You can view the details of your order and

allowed actions.

2. Access order tracking to find information

about a purchase order status, history and

execution.

3. The section Line Items describes the ordered

items.

4. Click Details or Show Item Details to review

additional information, such as status, control

keys, schedule lines.

Note: For more detailed PO management

information please check the “Supply Chain

Collaboration General Functionality” Guide where

you will find a section dedicated to the SAP Help

Portal.

1

3

2

4

https://help.sap.com/docs/
https://help.sap.com/docs/
https://help.sap.com/docs/
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Expanded details of the line items:

1. Status of the line items (previously confirmed or 

previously shipped items).It can either be 

confirmed or edited . The buyer confirmation 

approval status shows the order status, for 

example “approved” . In this pic specifically we can 

see :
• 3 Confirmed As Is: Indicates that three items or lines 

have been confirmed without changes

• Schedule line number: 1: Refers to the specific line 

item in the schedule.

• Estimated Delivery Date: 18 Sep 2025: The date 

when the delivery is expected to occur.

• Defaulted from Requested Delivery Date in order: 

The estimated delivery date is derived from the 

originally requested delivery date. 

• Buyer Confirmation Approval Status-Approved: The 

buyer has approved the confirmation of the order.

2. Control keys show the actions that are allowed on 

this line item. We can also see:
• Order Confirmation: allowed: meaning the system 

allows order confirmation for this transaction.

• Ship Notice: allowed: Shipping notices are permitted, 

indicating that the supplier can notify the buyer about 

the shipment . 

• Invoice: is not ERS: ERS (Evaluated Receipt 

Settlement) is not applicable - this object is not in 

scope.

Purchase Order (PO) View

Line Items Details [1/2]

2

1
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Purchase Order (PO) View

Line Items Details [2/2]

Note : for each order position what was previously specified in the order texts is now indicated as 

a shared list of documents. This list gets checked at the time of shipping to authorize delivery.

5

3

4

3. Quality certificates on Ship Notice are the 

documents that are required during the creation of 

the ASN. Here we can see:
• CoC Manufacturer (optional): Certificate of 

Conformance from the manufacturer is optional.

• CoC Supplier (required): Certificate of 

Conformance from the supplier is mandatory.

4. Schedule lines show the quantities planned for 

specified delivery dates:
• Schedule Line #: Identifies the specific line in the 

schedule, here it is line number 1.

• Delivery Date: 18 Sep 2025 12:00 PM CEST, the 

scheduled date and time for delivery.

• Ship Date: It indicates when the items are shipped.

• Quantity (Unit): 3.000 (NR), the quantity of items to 

be delivered, measured in units.

• Customer Proposed Qty (Unit): It indicates the 

quantity proposed by the customer.

5. The Other information section provides 

additional details such as the Receiving Type, and 

the External Line Number.
• Receiving Type: 4: Indicates the type of receiving 

process or method used.

• External Line Number: 00010: A reference number 

used externally to identify the line item.
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If customer edited a PO, PO 

status will appear as Changed. 

You will still be able to see 

previous versions of the 

document. 

The changes will be displayed in 

the Line Items section:

1. In the case the customer 

updated the PO, the line item 

will be marked as Edited.

2. In case customer deleted the 

line item, the line item will be 

marked as Deleted.

Note : When a line item gets 

edited it will turn red.

Purchase Order (PO) View

Line Items Details – Edited PO

2

1



Order Confirmation (OC) & PO update
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Order Confirmation (OC) & PO update

Allowed Actions 

SAP Business Network provides options to manage the confirmation of your orders: 

With a low volume of POs you may simply go to each PO and click on the “order confirmation button” that will allow you to confirm 

fully or partially the PO. The system also provides you with the possibility to perform the following activities:

• Confirm PO Line Item 

• Confirm Multiple PO Line Items

• Check Delivery Date

• Update Line Items – Delivery Date Update

• Review Submitted Order Confirmations
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Order Confirmation (OC) & PO update

Confirm PO Line item – Identify PO Line Item

To confirm entire order:

1. Go on Workbench. Select Items to 

confirm.

2. In Edit Filter, you can narrow the list of 

items you are looking for. You have 

several options to filter your search, 

including Order Number, Need by 

Date, Creation Date.

3. Click on Apply.

4. Select the purchase order line to 

confirm.
3

1

4

2
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Order Confirmation (OC) & PO update

Confirm PO Line item – Date confirmed

Once the PO Line Item is selected:

1. Check the date and click on "Confirm 

schedule line".

2. Fill in the "Confirmation #" field.  It can be 

filled in freely, but it is conventionally used 

as "OC" + order number.

3. Click on Submit. This action will update 

the status of the line item in the system.

Note: Once the order confirmation is 

submitted, the order status will display as 

Confirmed.
2

3

1
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In case of multiple POs to be confirmed at 

the same time, you should use “Items to 

Confirm” tile. It summarizes all line items 

across different POs, and gives you the 

possibility to confirm multiple lines at once.

From the Workbench

OR

From Orders > Orders and Releases:

1. Click Items to Confirm tile.

2. Use filters to identify the right items.

3. Select items to confirm and click Confirm. 

4. Select any of the actions from the 

dropdown.

5. Review confirmation and click Submit to 

send it to customer system. 

Note:

• It is not possible to propose price 

changes, split a single PO line into 

several confirmations, and reject 

quantities with this option.

2

3

4
5

Order Confirmation (OC) & PO update

Confirm Multiple PO Line Items
1
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Order Confirmation (OC) & PO update

Check Delivery Date

You have the possibility to review the orders that 

are expired or expiring soon and update the 

delivery date

From Orders > Orders and Releases

1. Click the Item to ship tile.

2. Sort the list of orders by “Need by” date by 

clicking on the column. You can see the orders 

with closer need by date.

3. Select the order you want to update by clicking 

on the Order No.

1

2

3
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Order Confirmation (OC) & PO update

Update Line Items [1/2]

If you need to change the date of the order:

1. Check the date and click on the Order No.

2. From the Create Order Confirmation dropdown 

menu, click on Update Line Items

3. Fill in the "Confirmation #" field.  It can be 

filled in freely, but it is conventionally used as 

"OC" + order number.

4. To change the delivery date, compared to the 

one that’s already showed, populate the 

Confirm field with the quantity of the item and 

click on “Details”.

2

3

1

4 4
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Order Confirmation (OC) & PO update

Update Line Items [2/2] 

Once in Details page:

1. Populate the fields, Est. Delivery Date and 

Comments are mandatory.

2. Selected the tab and click on YES

3. Click on OK.

4. Click on Next in the Update Line Items page

5. A message will show up saying “the order 

confirmation for this item needs buyer 

approval”.

6. Click on Submit

3

4

1

5

6

2
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3

From the Homepage:

1. Submitted order confirmations can be viewed from 

Fulfillment > Order Confirmations.

2. Use search filters to identify the right document. For 

example, you can filter by Order Number or Creation 

Date to narrow the list

3. Click Confirmation ID to open order confirmation.

4. In the order confirmation screen you will be able to see 

all the confirmation details, references and related 

documents.

5. As well as original order quantity and delivery date. And 

current order status.

Order Confirmation (OC) & PO update

Review Submitted Order Confirmations 

1

4

5

2



Order Change Request
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Order change request

Allowed Actions [1/3]
On SAP Business Network, you can manage the order changes requested by ELT.

1. From the Workbench, select Order Change Requests tile

2. Click on Edit filter. Set the Supplier Response Status to “Pending” (in order to visualize the order that needs a response)

1

2
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Order change request

Allowed Actions [2/3]
For each pending request, you can access:

 Original Delivery Date

 Customer Proposed Delivery Date

 Supplier Proposed Delivery Date, that can be filled to propose a new delivery date to ELT

 Original Requested Quantity

 Customer Proposed Quantity

• You can filter by Original Delivery Date or Customer Proposed Delivery Date by clicking on the related column to sort the items 

cronologically
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Order change request

Allowed Actions [3/3]

You can select one or multiple change requests and click on:

 Accept: accept the order change request*

 Reject: reject the order change request

• Propose: propose an alternative delivery date to ELT for the item

• For each MRP change, you can insert a comment 

Important : In the case that the Order Change Request gets accepted, the contractual delivery 

date on the order will be updated

Note : A comment can be added to the report, to share or report important information.
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From Workbench

1. Select Order Change Requests tile

2. From the list, select the line of the MRP change 

request you want to accept. You can select 

more lines simultaneously.

3. Click on Accept

4. Review the details. Then click on Submit

Order Change Request

Accept
1

2

3

4
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From Workbench

1. Select Order Change Requests tile

2. From the list, select the line of the MRP change 

request you want to reject. You can select 

more lines simultaneously.

3. Click on Reject

4. Review the details. Then click on Submit. 

Order Change Request

Reject
1

2

3

4
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From Workbench

1. Select Order Change Requests tile

2. From the list, select the line of the Order 

change request you want to propose an 

alternative proposal. You can select more 

lines simultaneously.

3. Fill the field Supplier Proposed Delivery 

Date

4. Click on Propose

5. Review the details. Then click on Submit.

Order Change Request

Propose an alternative proposal

1

2 3

4

5
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After you manage the order change requests, the 

delivery date of the order will be updated.

You will be able to visualize the order details and 

you have to submit the reconfirmation of the 

order with the updated date.

From Workbench

1. Select Items to confirm tile

2. In the filter section, set the field View to 

Confirmed items for editing.

3. In the filter section, click on Show more to 

visualize more filters; set the field 

Confirmation approval status to Items 

awaiting buyer response or supplier 

reconfirmation

4. Click on Apply. The PO Line Items to 

reconfirm will be showed.

Order Change Request

Reconfirmation [1/2]

1

2

3

3

4
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1. For each PO Line Item you will 

reconfirm, fill the field Estimated 

Delivery with the updated Need by 

date retrieved from the portal.

2. Click on Confirm > Confirm 

schedule line

3. Review the details and click on 

Submit to send the reconfirmation to 

the system. The confirmation 

number field is already filled.

Order Change Request

Reconfirmation [2/2] 1

2

3



Advanced Shipping Notifications (ASN)
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Advanced Shipping Notification

General Considerations

WHAT IS an ASN / WHEN to use it

An Advanced Shipping 

Notification (ASN) is a packet of 

information prepared by the supplier 

and shared with the customer to 

enhance the delivery process. It

includes details such as related

documents (purchase orders and 

confirmations), delivery time and 

place, carrier information, 

certificates (DDT, quality

certificates), and identification

information of the goods (batches

and serial numbers). Shipping 

labels and delivery notes are also

part of it.

The notification should be sent

before the actual delivery event. 

Sending the information as early as

possible allows for better preparation

and fine-tuning of the delivery 

process. 

The supplier logs into the portal and generates the ASN, filling the 

required information, including the documentation, Packing Slip ID, 

Delivery Date and Shipping Date, Shipped Quantity. Once submitted 

on the platform, the ASN is sent to the buyer's system.

The supplier will find the shipping labels on the 

portal with all the information filled. The labels are 

used to manage the shipment of the goods

The labels are provided along with the goods; the 

supplier can proceed with the physical shipment.

The goods arrive at their destination; ELT 

Inbound Delivery registers the goods

receipt, following the process procedure.
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SAP Business Network provides multiple features to manage ASN.

1. Create ASN

2. Manage Line Items

3. Serial Numbers

4. Download Barcode Label

5. Review ASN before submitting

6. Review Submitted ASN

7. Edit ASN

8. Download ASN Report

Advanced Shipping Notification

Allowed Actions
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From the Workbench or Orders > Orders and 

Releases:

From this tab you can select the PO items to ship.

1. Go to Items to ship tile. This tile contains all 

the PO items for which you can create the ship 

notice.

2. Populate the filter section with the details to 

identify the desired PO item to ship. Then click 

on Apply.

3. Select the desired PO item to ship and click on 

Create ship notice.

Note: If you want to select multiple items to ship

within the same procedure, you can only select PO 

items that belong to the same Purchase Order.

Advanced Shipping Notification

Items to Ship Tab

3

2

1
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From the Orders > Orders and Releases:

1. Go to Edit Filter.

2. Populate the field Order Numbers with the PO 

Number. You can also populate the other filter 

fields available to identify the desired PO. Click 

on Apply.

3. Click on the PO number.

4. Click on Create Ship Notice.

Advanced Shipping Notification

Create ASN

1

2

3

4
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Fill out the requested information on the Create 

Ship Notice form. 

1. Fill in all mandatory fields to proceed

 Packing Slip ID, which represents the 

number of the DDT 

 Shipping Date

 Delivery Date

2. In the Tracking section, you can add 

information about your carrier. This is not 

mandatory, however when you choose a 

Carrier Name, Tracking Number field is 

mandatory to fill.

3. Add additional information and attachments. 

Specifically, attach the DDT document.

4. Verify that the fields Delivery Terms and 

Shipping Payment Method are pre-filled.

Advanced Shipping Notification

Create ASN – Header Level

1

3

2

4
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Information from the PO is copied to the ship 

notice (part no, quantity, need by, price, etc.).

1. Insert the quantity shipped for each line 

item. For all orders, the quantity can be 

equal or lower than the quantity in the PO. 

2. Attach the required Quality Certificates.

3. For Batch Managed parts and ITAR parts 

you will provide the Supplier Batch ID 

and the Country of Origin.

4. For Shelf Life Managed parts you will 

provide Production and / or Expiry date..

5. If you click the Add Ship Notice Line 

button, you can split the quantity to 

populate multiple batch ID’s per quantity.

6. For Serial Managed parts you will provide 

“Serial Codes” by clicking Add details 

button

Note:  Multiple shipping notices per purchase order can be sent until the quantities are fully shipped. In this case, the shipped quantity 

will be filled with a quantity lower than the quantity in the PO.

Advanced Shipping Notification

Create ASN – Line Level 

65 43

2

1
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The individual shipping notice interface will propose by 

default the lines of the initial purchase order that are not 

shipped yet. You can only add additional line items 

that belong to this purchase order. Your shipping notice 

can not contain Line Items from different PO’s. 

1. Click Add order line item.

2. Access a list of PO lines that need to be shipped. Use 

search filters such as order number, date or others to 

identify the right line.

3. Select the line, click Add selected items.

4. Back to the ship notice, the line has been added. You 

can adjust the quantity and populate required 

information.

Advanced Shipping Notification

Line Level – Manage Line Items

2

1

3

4
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1. Click on Add Details at the line item level.

2. Populate the Serial Number of the first item and Asset Tag, if 

needed. When you enter a Serial Number, SAP BN checks 

whether the data is consistent with the system requirements. 

3. Click on Add asset to add additional serial numbers. Please 

fill out only one serial number per asset field.

4. Click on OK.

Note: If you have many serial numbers to provide, you can use 

the Serial number upload tool described on the next slides.

If a list of serial numbers is provided in the purchase order, the 

serial number entered in the ship notice against this PO must be 

one from the list.

Advanced Shipping Notification

Serial Numbers [1/3] 

1

2

3

4
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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 your computer.

4. Open the file in Excel.

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 your computer and select the file.

8. Click Add. The system will show an error message if the 

Excel file was not filled properly (Other columns filled, 

identical serial numbers for different Item Line Number)

9. Click Done.

Note: When shipping partial quantity (for example 5 out of 10), you can delete the remaining 

unneeded 5 lines and update the total item quantity (column G) to 5 on each line.

Uploading new serial numbers replaces all existing serial numbers. To cancel the upload, click “done”. 

To continue to replace the existing serial numbers with new serial numbers, click “add”.

Advanced Shipping Notification

Serial Numbers [2/3]

1

2

3 4

5

6

7

8

9
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Advanced Shipping Notification

Serial Numbers [3/3]

• You must only fill the Item Serial Number column with the serial numbers, while the other columns

are pre-filled with information and must not be modified
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1. Click on Download PDF in the Create 

Shipping Notice page.

2. Select one of the options of download 

available. Check if the download was 

executed correctly.

3. Click on Done.

Advanced Shipping Notification

Create ASN – Download Barcode Label

1

2

3
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The Create Ship Notice page is displayed.

After checking that all the required fields are filled 

out:

1. Click Next.

2. Click Submit to send ASN to the customer. 

3. 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. 

Advanced Shipping Notification

Submit the Final Document

23

1
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From Fulfillment > Ship Notices:

1. Click on one existing Ship Notice

2. From the dropdown menu Download PDF, 

select one of the options of download 

available. Check if the download was 

executed correctly.
3. Click on Done.

Advanced Shipping Notification

Download Barcode Label from an existing ASN [1/3]

3

1

2
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Advanced Shipping Notification

Download Barcode Label from an existing ASN [2/3]

• Attach the label to accompany the goods

to be shipped; 

• Important : the label is a header

document and it does not replace the 

DDT.
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Advanced Shipping Notification

Download Barcode Label from an existing ASN [3/3]

• For a specific PO Line Item, you

can add the corresponding

label to the shipment with the 

line item details (material

description, quantity, material)



51

1. To save a draft document click Save. The saved draft 

will not be sent to the customer. The saved ASN will 

be saved for 60 days.

2. The draft can be accessed and modified from 

Fulfillment > Drafts.

3. Go to Ship notices tab.

4. Select the document and click Edit to modify and 

finalize it.

Advanced Shipping Notification

Review Before Submitting

2

4

3

1
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Advanced Shipping Notification 

Review Submitted ASN

You have the possibility to review the details a 

submitted ASN:

1. Go to Fulfillment > Ship Notices. Click on the 

Packing Slip ID

2. Alternatively, can access the ship notice of an 

order at the order screen (Orders > Orders and 

Releases > Click on the desired PO), under 

Related Documents section on the right.

3. When the ASN is submitted, related order/s 

status will be updated to shipped or partially 

shipped.

2

3

1

1
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Advanced Shipping Notification

Edit ASN

In case you need to handle some mistakes made 

when creating the ship notice, or to integrate some 

additional information, you have the possibility to 

edit an existing ASN:

1. Click on Fulfillment > Ship Notices

2. Click on the Packing Slip Id of the shipped 

order you need to edit

3. Click on Edit

4. Fill the fields you need to edit. Packing slip ID 

field is not editable.

5. Click on Next

6. Click on Submit

2

3

1

4

6
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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 > Reports.

2. Click Create.

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

4. On the Criteria page fill in all the details. Click 
on Select to add a customer.

5. Select your customer and click on Add, then 
click on OK. 

6. Click on Submit to create the report template.

7. When the status changes to Processed, 
click Download.

Advanced Shipping Notification

Download ASN Report 1 2

6

4

5

3

7
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Finished Good Receipt

Goods Receipt creation through IB 

Delivery

1. Click on Fulfillment > Goods Receipts

2. Search the Goods Receipt. Click on the Receipt 

Number.

3. On the right, verify the Routing Status: Sent

4. Go to Orders > Orders and Releases

5. Search the PO linked to the Goods Receipt. 

Check if the Order Status is: Received

3

5

3

2

4

1
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1. Finished Good Receipt is available under 

Fulfillment once Finished Good is received by the 

Customer.

2. Finished good receipt can also be found in relation 

to the list of PO Related Documents.

3. When finish good receipt reaches the Portal, the 

correspondent PO status is being automatically 

updated to Received.

Finished Good Receipt 

Customer Document Review

3

21
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Purchase Order Statuses

Order Status Definition

New Initial state. You have not updated the order status.

Changed Your customer canceled or replaced the order by a sending a subsequent (changed) order.

Confirmed You agreed to ship all line items.

Confirmed With New 

Date

The order confirmation has a different Start Date or End Date than the order, but no other change.

Confirmed With 

Changes

The order confirmation has a different Expected Value than the order, and also has a different Start Date, End Date, or both.

Partially Confirmed

Partially Shipped

The order is in progress. If you update part of a purchase order, SAP Business Network reports the partial status for the entire purchase 

order. For example, if you partially confirmed an order and then you partially ship either the previously confirmed order line or a different 

order line, the purchase order status is set to Partially Shipped. You can still continue to confirm order line items regardless of the shipping 

status until you have confirmed all order lines.

Shipped Final state. You shipped the entire order.

Received Partially 

Received

Returned

Statuses for receipts that are sent by the customer from their ERP system. The purchase order status is updated based on this information. 

On the Order Detail page, each line item-detail section displays the quantity of goods received or returned for that line item, based on the 

information in the receipts.
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SHAPING TECHNOLOGY.

GLOBAL PROTECTION. 

Thank you for your attention
09, 2025
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