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Login

Go to: www.supplyon.com1

Click on „LOGIN“
2

Enter your user ID and 

password and click „Login“
3
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Supply Chain Collaboration

Click on the arrow to open the module 

„Supply Chain Collaboration“

4
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Create FPA

Click „Create FPA“ to start transport 

assignment 

5

FPA overview (All)

FPA draft
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Select plant and create FPA

6

Click “Create FPA”

7

Select the plant to be delivered

6
Make sure the filter „Advanced 

Search“ is set correctly 
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Upload a Document

Click Browse to open your 

explorer
3

Click „Upload and Assign“2

Go to: „Manage Documents“1

Select a document4

Click „Open“5
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Classify a Document

“Confirm” to upload the document7

Choose the document type from 

the drop-down menu
6
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Check the data

Please pay attention 

to

• physical pick-up 

address( no need of

port code selection)

• delivery address

•Incoterms

•Transport type

Check the stackability

Stacking factor: 

*).1 — non-stackable

*).2—only could be stackable for another one layer, namely 1+1=2

*).3—only could be stackable for another two layers, namely 1+2=3

*).99—could be stackable for as many layers as it can hold

Enter amount of handling units, 

weight and measurements
8

DO NOT make any change 

to the Delivery Date!

Click only for dangerous 

goods
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Enter Container Data

Choose FCL/LCL transport9

FCL case prebooking

must be made! See

prebooking click guide.

Please note that in all cases you can choose

only 1 container / 1 FPA!

Carrier name will be visible 

after FPA is sent successfully

Container ID is also expected 

if empty 

Validate10
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Print the lables and send the FPA

Click on Print, and select the needed Transport Label and click on Print 

selection.

The printed labels could be taped on the corresponding handling units

Send11



CHECKLIST

FPA

The FPA is sent successfully, a transport 

order (TO) is generated automatically in the 

transport management system and the pick-

up is planned.

ASN is not required, but If your FPA data 

has changed (weight, volume…) please 

enter SupplyOn again and update the FPA 

by sending ASN as shown in the following 

slides. 

FPA Update (Conditional Step)
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Optional Step: Update FPA by sending an ASN

Click “Create ASN based on FPA” to start the 

ASN creation

1

Go to Supply Chain Collaboration
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Optional Step: Select FPA and create ASN

Make sure the filter „Advanced 

Search“ is set correctly or cleared

before creating ASN

Select the FPA which you  need to 

update

2

Click „Create ASN“3
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Optional Step: Complete ASN

6 13

26
25

Update the necessary

information you need to change

Enter the delivery note 

number
4
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Optional Step: Update,validate and send the ASN

4

„Validate“ the data5

Click „Send“ 6
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ASN overview

The FPA Status is now changed to ASN, 

and herewith the ASN process is completed

The ASN is sent 

successfully



Thank You
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