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PROCESS OVERVIEW



PROCESS STEPS

1 Supplier Logs in to SFO s  Vendor Portal. Selects   Advance Shipment Plan  Menu option 

2 Supplier views open PO lines and selects appropriate lines for  creation of a new Advance Shipment Plan (ASP)

3 Supplier enters  shipment date and mode and submits the plan for SFO s Approval. Mail notification  is sent to the 
Supplier contact person/s. 

4 SFO Buyers reviews the plan and  Approves / Rejects   each Advance Shipment Plan  Line. 

5
Supplier checks the Advance Shipment Plan  for approval Status;
--- Fully approved plan can directly be converted to Advance Shipment Notification (ASN) 
--- For partially approved plan, approved lines can be converted to ASN
ASN details are entered and relevant documents are uploaded, and submitted. 
Mail notification  is sent to the concerned buyer.

6 Supplier updates ASP with Airway Bill No  & other details as and when the information is available.



VENDOR LOGS INTO SFO’S VENDOR PORTAL – 1/2

1 LOGIN SCREEN



2 LANDING PAGE 



VENDOR CREATES AN ADVANCE SHIPMENT PLAN (ASP)  1/12

1 LANDING PAGE



2 VIEWING & SELECTING OPEN PO LINE DETAILS

OPEN PO LINES ALREADY INCLUDED IN ASP CANNOT BE SELECTED



3 NOTIFICATION WHILE SELECTING “CANCEL” PO LINES

PRESS “OK” 



4 ADD SELECTED  OPEN PO LINES BY PRESSING “ADD LINES” BUTTON 

NOTIFICATION MESSAGE



5 CREATE ADVANCE SHIPMENT PLAN- CLICK ON “CREATE ASP” MENU BUTTON

NEW ASP IS CREATED



6 SHIPMENT DATE ENTRY



7 NOTIFICATION IS RAISED FOR EARLY SHIPMENTS



8 EXCEPTIONS ARE HIGHLIGHTED



9 SUBMIT ASP



10 CONFIRMATION REQUEST, PRIOR TO SAVING ASP



11  CONFIRMATION MESSAGE 



12 ASP LIST PAGE



BUYER LOGS INTO SFO’S VENDOR PORTAL – 1/2

1 LOGIN SCREEN



2 LANDING PAGE 



1  ASP LIST PAGE

BUYER ACTIONS 1/2

Note: Lines with “exceptions” go through two level approval process.(L2 & L3)



2 ASP LIST PAGE 



VENDOR CONVERTS ASP TO ADVANCE SHIPMENT NOTIFICATION (ASN)  1/5

1 APPROVED ASP DETAILS



2 SELECT ASP FOR CONVERSION



3 ASN- HEADER



4 ASN- LINES



5

ON PRESSING “SUBMIT”  BUTTON, ASN IS CREATED, AND BUYER IS  NOTIFIED 

BY MAIL



THANK YOU


