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Option 1

● Access the Orders tab on 
the navigation bar.

● Locate the PO Number.

● Create the Advance Ship 
Notice from the icon      .
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Option 1

● Enter the ASN #.
It should match the PO #. When creating multiple ASNs 
for the same PO, add a sequential number at the end.

Example: USINF0331261

● Select the Expected Delivery Date
Based on Lead Time or Tracking Number. Do not enter  
a Ship Date.

● Add the Tracking Number and Carrier 
when available.
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Option 1

● Scroll down to the Lines section.
● Verify PO # and PO Line.
● Update the Shipped Qty, if needed. 
● For partial shipments, Delete lines       
● Use the Comments section to add 

SNs* or any other relevant details.
● Click Submit.
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(*) The ASN Comments section has a limited number of characters 240. For a larger number of serials, instead, update the 
asset file directly via the PO Comments, along with the respective invoice number and shipping location.
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Option 1

● Access the ASN tab on the 
navigation bar to manage your 
ASNs.

○     - Edit your ASN to update 
dates and/or tracking 
information.

○     - Withdraw your ASN for 
corrections.

○     - Delete your Drafts.

Create an Advanced Shipping Notice ASN



6

Option 2

● Recommended for bulk upload.

● Access the ASN tab on the 
navigation bar.

● Export to Excel.

● Fill in the template.

● Load from file.

● Validate information.
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