
Classificat ion: Public

This Supplier Quick Guide shows you how to…

CREATE ASN USING AN 

EXCEL TEMPLATE
…in 5 simple steps

1 Log on to Ariba

Digital Procurement | Supplier Quick Guide1

Download an excel file template 2

Fill out the excel template 3

4 Upload the excel file to SAP Ariba

5 Verify the success of the upload



LOG IN TO ARIBA
1

1. Go to the Ariba Portal by using 

the below link: 

supplier.ariba.com.

2. Enter your User name and 

Password.

3. Click on ‘login’.

Step-by-step Illustration
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https://service.ariba.com/Supplier.aw/109556040/aw?awh=r&awssk=cyl.Blcm&dard=1


DOWNLOAD AN ASN EXCEL TEMPLATE 1/2
2

1. Open the menu (three dots) in 

the top right corner of the home 

screen.

2. Select ‘Upload/Download’ under 

Excel Files.

3. Click on ‘Create’.

After you click create, a new 

window appears.

4. Provide a Name.

5. Choose the type: ‘Ship Notice’

6. Click ‘Save’.

Step-by-step Illustration
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DOWNLOAD AN ASN EXCEL TEMPLATE 2/2
2

7. Select the document from the 

overview which you created in 

the previous steps.

8. Click on ‘Run’

9. Once the file has been 

processed, click on the blue 

download button.

Once you have downloaded the 

template, you will be 

redirected to the ‘Uploads’ 

page where you need to upload 

the excel file once you have 

filled in the required fields.

Step-by-step
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FILL OUT THE EXCEL FILE
3

1. In the Excel template 
downloaded in the previous 
step, enter all the required 
fields..

Required fields:

Ship Notice Number (*) 

Ship Notice Date (*) 

Order ID (*)

Item Ship Notice Line Number (*)
Item Line Number (*) 

Item Quantity (*)

Item Unit Of Measure (*)

CountryofOrigin(*)

Step-by-step Illustration
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FILL OUT THE EXCEL FILE- ASN MASS UPLOAD
3

Step-by-step Illustration

1
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Please note that a few columns have been 

hidden intentionally for demo purposes.

1. Enter the Country of Origin for 
each material using the 2-letter 
format (e.g., DK, IN). If multiple 
quantities have different 
Countries of Origin, split the 
quantities and enter each group 
on a separate line with Item 
Ship Notice Line Number in 
sequential order. Refer to the 
example in the image.



FILL OUT THE EXCEL FILE- BATCH ITEM
3

2. For batch managed materials, 
ensure that the following 
additional fields are filled in:

Required fields:

Item Batch ID

Item - Expiry date (if applicable)

Step-by-step Illustration
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3. If a PO contains more than 
one batch item for the same 
material, you must split the 
quantity and enter each Batch 
ID on a separate line with a 
sequential Item Ship Notice 
Line Number. Please refer to 
the example shown in the 
image.

Please note that a few columns have been 

hidden intentionally for demo purposes.

4. CountryofOrigin must be 
provided for each batch item.



FILL OUT THE EXCEL FILE – SERIALIZED ITEMS
3

Step-by-step Illustration
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5. For serialized items, enter the 
Item Serial Number.

6. When a material has multiple 
serial numbers, list each serial 
number in Item Serial Number 
field  and separate them using 
the ‘|’ pipe symbol, as shown in 
the image.

7. If serialized items have 
different Countries of Origin for 
the same material, you must 
separate them by CoO and 
enter each group on a different 
line. Refer to the image for an 
example.

Please note that a few columns have been 

hidden intentionally for demo purposes.

Note: The Item Ship Notice 
Line Number must be 
maintained in sequential order.



UPLOAD THE EXCEL FILE TO SAP ARIBA
4

1. Go back to the SAP Ariba Home 

page/ Log in to SAP Ariba

2. Open the menu (three dots) in the
top right corner of the home screen.

3. Select ‘Upload/Download’ under

Excel Files.
4. Choose ‘Uploads’

5. Click on ‘Upload’

6. Add a Name for the upload and the 

Customer which the upload is 

regarding.

7. Choose Ship Notice in ‘Type’

8. Click ‘Upload’ to upload the excel file 

to SAP Ariba.

Step-by-step Illustration
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VERIFY THE SUCCESS OF THE UPLOAD
5

After you have uploaded the excel 

file, you will be directed to the 

uploads tab where you can see the 

status of the file.

1. Check the status on you 

uploaded file in the ‘Status’ field.

1a. If the status says ‘Completed’

your upload was successful.

1b. If your status says ‘Completed 

with Errors’, please download the 

log for the file to check the error 

statement and rectify and then re- 

upload the excel file with the 

required changes through the 

‘Upload’ button.

Step-by-step Illustration
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NEED HELP?

Support is available!

For questions or technical support please 
contact the Vestas SSC Ariba team

For information and further Quick Guides from 
the Digital Procurement program in Vestas, visit 
our website

mailto:ariba.ssc@vestas.com
mailto:ariba.ssc@vestas.com
mailto:ariba.ssc@vestas.com
https://www.vestas.com/en/about/our-partners/digital-procurement
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