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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 delivered6

Make sure the filter 

„Advanced Search“ is set 

correctly 
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Upload a Document

Go to: „Manage Documents“1

Click „Upload and Assign“
2

Click Browse to open your 

explorer
3

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 and validate FPA

Please pay 

attention to

• physical pick-up 

address( no need

of port code

selection)

• delivery address

•Incoterms

•Transport type

DO NOT make any change 

to the Delivery Date!

Mandatory in case

Hazard flag is set

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

Click only for dangerous 

goods

Enter amount of handling units, 

weight and measurements
8
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Enter Container Data and Validate the FPA

FCL case prebooking

must be made! See

prebooking click guide.

Choose FCL/LCL transport9

Please note that in all cases you can choose

only 1 container / 1 FPA!

Validate10

Container ID is also expected 

if empty 
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Print the labels and send the FPA

Send11

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

After „Validate“ , here probably will pop out a reminder:

The red one is necessary to make a change or fullfill;

The black one just need to check and ensure data accuracy, if no problem 

you can just ignore and click send.



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

ASN must be sent via SupplyOn after the 

collection is physically done to notify the 

pick-up.
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Conditional step: Update FPA by sending an ASN

Click “Create ASN based on FPA” to start the 

ASN creation

12

Go to Supply Chain Collaboration
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Select FPA and create ASN

4

Make sure the filter „Advanced 

Search“ is set correctly or cleared

before creating ASN

Select the FPA for which you would like 

to create an ASN

13

Click „Create ASN“14
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Select ASN Positions

4
Select due delivery to add  a 

material 

15
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Select ASN Position: Adding Material

Add to ASN
17

Click into the box to select

material

5

16

If you didn’t find the order you 

want, please clear the criteria
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Select ASN Positions

Make sure you have the right Ship-to

location set for the shipment
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Select ASN Positions

Click Calculate

packaging

19
select due delivery to add further

material if needed

Enter delivery 

note

Packaging Data Status is red, this will

turn into green once the packaging

data is created

If no packing Profile exists, the automatic packing calculation

(STEP19) wouldn’t possible, in this case you can enter the

Packaging Material Data manually by clicking on „Details”

18
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Enter Packaging Material Details Manually

5

4

If no existing packing profile:

Enter the amount of packaging material, the quantity per 

packaging will be calculated automatically
20

Label nr. could be either generated 

automatically (step 21) or entered manually
Generate the

Label Numbers
21

Save and Close22

Enter the

packaging material
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Optional Step: Enter Additional Data

5

4

Go to “Enter Additional Data” to add 

further information regarding the material 

if needed. 

If available, the Invoice Number is 

preferred (it is a plant expectation)

UN Danger Code is mandatory 

in case Hazard flag is set
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Enter Packaging Data

5

4

Create the handling units needed for the 

packing

You can split the packing material if 

needed

Assign the packing material/single packs 

to the handling unit(s)

24

Create the outer packaging, 

and assign the single packs

23Go to „Manage Documents“ if you need to 

upload a document (same steps as in the FPA)
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Upload a Document

Go to: „Manage Documents“1

Click „Upload and Assign“
2

Click Browse to open your 

explorer
3

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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Complete ASN

5

4

Check stacking 

factor

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

When the used material reference does not have Packing

Profile you have to input the HU details manually. If you

packed the material with „Calculate Packing” the system

prefilled this data already. Check only for 

Dangerous Goods
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Transport References: Validate and Send

Validate25

Send27
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ASN overview

The ASN is sent 

successfuly

The FPA Status is now changed to ASN, 

and herewith the ASN process is completed



Thank You


	Slide 1: Click Guide
	Slide 2: Content
	Slide 3: Login
	Slide 4: Supply Chain Collaboration
	Slide 5: Create FPA
	Slide 6: Select plant and create FPA
	Slide 7: Upload a Document
	Slide 8: Classify a Document
	Slide 9: Check the data and validate FPA
	Slide 10: Enter Container Data and Validate the FPA
	Slide 11: Print the labels and send the FPA
	Slide 12
	Slide 13: Conditional step: Update FPA by sending an ASN
	Slide 14: Select FPA and create ASN
	Slide 15: Select ASN Positions
	Slide 16: Select ASN Position: Adding Material
	Slide 17: Select ASN Positions
	Slide 18: Select ASN Positions
	Slide 19: Enter Packaging Material Details Manually
	Slide 20: Optional Step: Enter Additional Data
	Slide 21: Enter Packaging Data
	Slide 22: Upload a Document
	Slide 23: Classify a Document
	Slide 24: Complete ASN
	Slide 25: Transport References: Validate and Send
	Slide 26: ASN overview
	Slide 27:                Thank You

