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This Supplier Quick Guide shows you how to…
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Create Ship Notice 2

Select Purchase Order(s) to be 

shipped

3 Print Ship Notice Label 
Required only for orders with Vestas Material Numbers

…in three simple steps
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ASN CREATION

Actions for Supplier

Ariba Network provides multiple options to maintain ASN.

1. Individual PO management. 

• With a low volume of POs supplier may simply go to the PO and click the Create shipping notice button that will allow supplier to fill individual shipment 

notification per PO.

2. Multiple PO’s management.

• In case of multiple lines of POs to be shipped, supplier can use the tab Items to Ship for a one-step action.

3. Mass shipping notification upload.

• In case of a high number of PO lines to be shipped, supplier may choose to notify Vestas via mass notification (file upload).

4. Integrated solution (not described in this document please contact ariba.scc@vestas.com for further details)

• Supplier may also automate ASN creation directly form Supplier ERP system integrating via EDI/cXML to Ariba. 

Select the best 

option for you and 

click on the link(s) 

below to jump to 

relevant instructions

mailto:ariba.scc@vestas.com
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ASN CREATION

Individual PO Management – Create ASN

There are 2 possible ways to start creating an individual 

shipping notice.

Access the order from Workbench or Orders → Orders 

and releases tab: 

1. Click Actions (…) on the PO line and select Create 

ship notice.

2. You can create ASN as well by selecting PO and 

clicking Create Ship Notice button on the top or 

bottom of the screen.

1

1

2



Classification: Public

ASN CREATION

Individual PO Management – Header Level

1. “Ship From” and “Deliver To” address are defaulted 

from the PO. These should not be edited by the 

supplier.

2. The Packing Slip ID is a mandatory field. Enter here 

supplier unique delivery number. 

3. Provide shipping date.

4. Provide delivery date.

5. In case of DAP incoterms provide Carrier and 

Tracking Number. In case of FCA incoterms provide 

Freight Order (FO) Number from Vestas TM system 

as tracking number. 

6. Update Shipping Payment Method
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ASN CREATION

Individual PO Management – Line Level

Information from the purchase order is copied to the ship 

notice (part ID, qty, need by, price, etc.).

Scroll down to view line-item information and update the 

quantity shipped for each line item. 

1. Populate Ship Qty at line level. For all orders, the 

quantity can be equal or lower than the purchase order 

line. 

2. Update Batch ID, Production Date & Expiry Date in 

case material is batch managed.

3. If you click Add details button, you can add manually 

the serial numbers. It’s mandatory to provide serial 

number for materials which are serialized in Vestas

system.

4. Click Remove button to exclude the whole line from this 

ship notice.

5. If you click Add Ship Notice Line button, you can split 

the quantity to populate multiple batch ID’s per quantity.

6. Supplier can upload multiple serial numbers by 

downloading an Excel template under Manager Serial 

Numbers
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Note: Multiple shipping notices per purchase order can be sent 

until the quantities are fully shipped.
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ASN CREATION

Individual PO Management – Submit the Final Document

1. In ASN main screen check if all required fields (*) were populated. 

Click Next on the top of the screen.

2. At header level, please review the delivery date is applicable to all 

shipped lines.

3. At line level, check the shipped quantity

4. And review the serial numbers, if applicable.

5. Click Submit to send ASN to Vestas. 

6. In case there is information to be edited, click Previous.

Note: After submitting your shipping notice, the Order Status will be 

updated to Shipped (if fully shipped), or Partially Shipped. 
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ASN CREATION

Multiple POs Management

In case of multiple lines of PO’s to be shipped and 

delivered to the same address on the same delivery 

day, you should use Items to Ship tab for a one-step 

action.

Items to Ship tab summarizes for you all line items 

across different POs, and gives you possibility to notify 

multiple lines to be shipped and delivered at once. You 

can select up to 1000 lines in a single shipping notice.

1. Go to Workbench or Orders → Orders and 

Releases → Items to Ship tab.

2. Use search filters to identify the items you need to 

ship. Edit default filter here if needed.

3. Supplier can configure view of items by clicking the 

icon on the right-hand side of the screen.
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ASN CREATION

Multiple POs Management – Create ASN

1. Review line items and create a shipping notification by selecting the relevant purchase orders per one single ship to address 

and one single delivery date.

2. Click Create Ship Notice at the top of the page and proceed to fill out details for ASN document. 

Important! Supplier is allowed to combine multiple PO’s in one shipping notice if they are delivered to the same address on a 

same date. 
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ASN CREATION

Mass ASN Upload – Download CSV Template

1. Select … - menu on top right corner under your initials

2. Select CSV Download → Templates

3. Select Ship Notice

4. Select Download  and save template to your computer.

Note: You can choose lines with different “Need-by” dates for the same shipping notice.
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ASN CREATION

Mass ASN Upload –– Update and Upload CSV Template

1. Add to the CSV template ship notice/s data. Fill in all 

required columns. Save and close file.

2. From the Ariba Network homepage go to … - menu on 

top right corner under your initials

3. Select CSV Upload → Ship Notice from the drop 

down.

4. Select Vestas as the customer.

5. Browse the updated template from your computer.

6. Click Import CSV Ship Notice.

In case any mandatory information is missing or you have 

errors in the updated template, you will see the error 

message. You can download and view the errors. 

Fix the errors accordingly and reupload the file following 

the same steps.

Notes: 

• You can upload several ship notices from one CSV file, 

but they need to be for the same customer (=Vestas).

• Enter the header information in the first row for the ship 

notice. You don't need to repeat the header fields on 

subsequent rows
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ASN CREATION

Review Submitted ASN

1. To view submitted ASN go to Fulfillment → Ship 

Notices.

2. Or to related order screen, Related Documents 

section.

3. After submitting ASN, related order status will be 

updated to shipped or partially shipped.
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ASN LABEL PRINTING

How to download ASN Label?

In case you deliver goods with Vestas Material Numbers 

it’s mandatory to print ASN Label and attach it to the actual 

delivery. 

You can download and print the label directly from Ariba:

1. Go to Fulfillment → Ship Notices.

2. Select Ship notice you need to print label for.

3. Select Download PDF → Vestas to download ASN 

label as a PDF file 

4. Print the label and attach it to the delivery to Vestas.
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NEED HELP?

Support is available!

For questions or technical support please 
contact the Vestas SSC Ariba team via email: 
ariba.ssc@vestas.com

For information and guides from the Digital 
Procurement program in Vestas, visit our website: 
www.vestas.com/en/about/our-partners/digital-
procurement

mailto:ariba.ssc@vestas.com
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