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The information contained in this document is intended only to aid and our suppliers’ use of iSupplier Portal.  For additional questions or concerns about iSupplier, 
please contact suppliersupport@intralox.com.  Intralox may make changes to this document without notice. Nothing in this document is intended to give rise to any 

obligation, contractual or otherwise, on the part of Intralox. 

 

WORK INSTRUCTION 
ILOX-WI-112 

ADVANCED SHIPMENT NOTICES 
 

Work Instruction Overview: 

This work instruction reviews the steps associated with creating an advanced shipment notice (ASN), as well as 
generating packing slips with barcodes and cancelling ASNs. 
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1 INTRODUCTION 
An Advance Shipment Notice (ASN) is an electronic communication created in Isupplier portal enable the Supplier 
to notify the buying company (Intralox) Buyers for the upcoming shipments. It immensely helps the purchasing 
organization to estimate the expected arrival of goods. The ASN contains details including shipment date, time, 
packing slip number, freight information, item detail including cumulative received quantities, country of origin and 
purchase order number. The ASN must be created on the day of the shipment and prior to the material arriving at 
its destination. 

To create an ASN, select the purchase order shipments being shipped and provide the appropriate shipment and 
billing details, which will be outlined below.  

2 CREATING ASNS 
2.1 From the Supplier Home Page, select Advance Shipment Notices link. 

 
Figure 1 – iSupplier Home Page with Advance Shipment Notices  

System will direct to the Shipment Notices page, Click on Create Advance Shipment Notice Button
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2.2 Under views click on the drop-down list to search for shipments due this week, shipments due anytime, or use the 

advanced search button to find specific Purchase Order number. 

  
Select the specific PO Number that needs to create Advance Shipment notice before shipping the goods from 
Supplier facility. 

           
Figure 2  - Create Advance Shipment Notice page 
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Figure 3  - Add to Shipment Notice 

2.3 Select the shipments and click the Add to Shipment Notice button. 

 
Figure 4  - Items added to the ASN as shipment lines 

NOTE:  
Additional information such as Packing Slip, Container Number, Truck Number details can be 
entered and Click on Default to All Lines Button to records the information so that all PO lines 
have the same values. See Figures 5 & 6. 
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Figure 5  - Default to All Lines 

   

Figure 6  - Additional Information such as the packing slip, comments, etc. 
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2.4 Verify the quantity shipped. The user can enter the partial quantity for the PO line when there are partial 

shipments. 

      
Figure 7  - Shipment Lines in Advance Shipment Notice 

NOTE 
A shipment line can be split to deliver quantities on different dates by clicking on the ‘Split’ icon 
and entering the applicable quantities and dates. You can also add any attachments associated 
with the shipment by clicking on the ‘Add Attachments’ icon. Shipment Line Defaults can be 
used so all lines have the same values. 

2.5 Click on the Shipment Header tab. 
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Figure 8  - Shipment Header 

      

     
Figure 9  - Shipment Header in Advance Shipment Notice 

2.6 Enter the Shipment Information that applies to the header including the Shipment Number (E.g. ACM-121001) 3 
Char of Supplier company name followed by Month, Date and Sequence number), Shipment Date Expected 
Receipt Date. 

Note: Expected Receipt Date shouldn’t be the same date and time stamp of Shipment Date. 

2.7 Enter the Freight Information that applies to the Shipment header including the Freight Terms, Number of 
Containers, Bill of Lading, Packing Slip etc. 



 

SUBJECT: ADVANCED SHIPMENT NOTICE 
TITLE: ILOX-WI-112 PAGE 8 of 14 DOCUMENT STATUS: COMPLETE VERSION: 0.1 
TEAM ASSIGNED: SC CREATED BY: MEGAN HEROLD DATE: 8/11/2020 
CATEGORY: WORK INSTRUCTION LAST MODIFIED BY: ISP PROJECT TEAM DATE:  12/18/2020 

 
2.8 Click Submit to process the advanced shipment notice (ASN). 

    
Figure 10  - Confirmation. 

 

2.9 To view the status of ASN click on Shipment Notices Tab the View / Cancel Advance Shipment and Billing 
Notice Link. Supplier should be able to view the status of the ASN from the View/ Cancel Advance Shipment 
Notice Page 

 
 

 
2.10 Initially the Shipment number processing status code will be in Pending status once the system processes the 

transaction the processing status will be blank. System will process the ASN within 5 minutes of interval. 
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2.10.1 The supplier should be able to print the Intralox Packing slip once the ASN is processed successfully. 

3 PRINTING A BARCODE PACKING SLIP  
3.1 From the iSupplier home page, select Shipments/View Advanced Shipment Notices or use ‘Shipments At A 

Glance’. 

 
Figure 11  - iSupplier home page  

3.2 Click on the Shipment Number in ‘Shipments At A Glance’ to open the Shipment or Click on ‘Full List’ (this will take 
you to the ‘View/Cancel Advanced Shipment Notice’ page). Using the ‘View’ or ‘Advanced Search’ function, locate 
the shipment notice by selecting a view from the dropdown and then selecting Go. 

NOTE 
Shipments can be queried by last 25 shipments, all shipment notices, or advanced search 
parameters can be used to find detailed lines. 
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Figure 12  - Queried ASNs 

3.3 Click on the Shipment Number to open the ASN. 

3.4 Select Print as shown in Figure 7. 

            
Figure 13  - Advanced Shipment Notice 

3.5 Click the Print button to view the document. 
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Figure 14  - Printing 

 

 

Figure 15  - Packing Slip 
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Figure 16  - Shipment Notices 

3.6 Click on Shipment Notice tab then click Create Advance Shipment Notice to view the Quantity Shipped status for 
the selected Purchase Order. 

 
Figure 17  - Quantity Shipped Field Updated 

3.7 Quantity shipped column will be updated once the ASN is successfully processed. 
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4 CANCELLING ASNS 
When a supplier cancels an existing ASN, the system notifies the buyer. A new ASN can be entered for the same 
purchase order shipments later. 

4.1 From the iSupplier home page, select Shipments/View Advanced Shipment Billing Notices or use ‘Shipments At A 
Glance’. 

 
Figure 18  - iSupplier home page 

4.2 Click on the Shipment Number in ‘Shipments At A Glance’ to open the Shipment or Click on ‘Full List’ (this will take 
you to the ‘View/Cancel Advanced Shipment Notice’ page). Using the ‘View’ or ‘Advanced Search’ function, locate 
the shipment notice by selecting a view from the dropdown and then selecting Go. 

NOTE 
Shipments can be queried by last 25 shipments, all shipment notices, or advanced search 
parameters can be used to find detailed lines. 

           

Figure 19  - View/Cancel Advance Shipment Notice with Cancel Shipment 
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4.3 Select the radio button near the Shipment Number then select Cancel Shipment Notice. Intralox Buyer will 

receive a notification for ASN cancellation. 

 
Click to Return to View Advance Shipment and Billing Notice link to view the status 

  
4.4 ASN Cancellation status will be in Pending Cancel status once the system processes the transaction the status will 

be updated to Cancelled. 

 
 


