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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

FPA overview (All)

Click „Create FPA“ to start5

FPA draft
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Select plant and create FPA

6

Number of due delivery lines where an 

FPA is required. Click on the blue 

number for an overview

6
Click on the blue number to open  

overview of extra shipment if 

necessary.

Make sure the filter „Advanced Search“ is 

set correctly or cleared before checking 
„FPA requiered”

„DEM” indicates the dummy demand. Select

this line/click on the blue number to create

FPA with dummy demand
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Select Due Deliveries Line(s)

7

8

Select the line(s) to be delivered7

Click „Create FPA“8

1. 1 FPA=1 HBL=1 set of customs clearance docs

2. For the same material no., it’s requested the demand with earliest delivery date to be 

selected at first.

If you didn’t find the order you 

want, please clear the criteria
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Overview FPA Positions

You can add further 

Materials from here
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Conditional Step: Upload a Document

Go to: „Manage Documents“9

Click „Upload and Assign“10

Click Browse to select your 

local documents
11 You can choose multiple 

documents from you local 

PC
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Conditional Step: Upload a Document

Confirm14

Select  document12

Choose 

document type
13
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Enter Handling Units Data

Enter amount of handling units, 

weight and measurements
15

Check stacking factor

Please pay attention 

to

• physical pick-up 

address and delivery 

address; In case of 

P2D and P2P the 

Port needs to be 

selected!

•Incoterms

•Transport type

DO NOT make any change 

to the Delivery Date!
DO NOT make any change 

to the Delivery Date!

Click only for 

dangerous goods

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
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Enter Container Data and send FPA

„ Send“ the FPA

12

Enter the container data16

„Validate“ the data17

18

TO and Load number both could be 

found here after FPA is sent successfully

Carrier name will be visible 

after FPA is sent successfully

If container type is not known in case of 

LCL shipment, please choose.

„ No equipment ordered”

Please note that in all cases you can choose

only 1 container / 1 FPA!
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FPA Overview

9
The FPA has been sent 

successfully

Click on the FPA number and open 

the print screen in order to print the 

Transport Labels

Once the FPA is successfully sent, the Transport Labels will be generated in the 

Transport Management System(this could take few minutes).

Transport Labels can be printed when this icon appears.
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Conditional Step: Print the Transport Labels

9

Click on Print, select Transport-/CEP-Label and Print selection.

The printed labels could be taped on the corresponding handling units



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

If your FPA data has changed(Weight, 

volume…), please enter Supplyon again 

reopen the FPA and update it as shown in 

the following slides.

ASN must be sent from your ERP system 

after the collection is physically done to 

notify the pick-up.
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Conditional Step: Reopen FPA

Click the arrow to have “ FPA overview“1
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Conditional Step: Reopen FPA

Click “Create ASN based on FPA” to start the 

ASN creation

12

Select the FPA to be updated

2

Click“ Reopen FPA”3

2
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Conditional Step: Update and Re-send FPA

Click „Create ASN“14

Select the FPA for which you want to 

create an ASN 

13

Enter the update4
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Conditional Step: Update and Re-send FPA

Enter the update5

Click “Send”7

Click “Validate”6
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FPA overview

16

The FPA is re-sent successfully and herewith the update is completed.

Please re-enter FPA no. to get 

the correct labels or docs 

downloaded from SO if needed.



Thank You

ASN must be sent from your ERP system 

after the collection is physically done to 

notify the pick-up.

Reminding

ASN
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