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Submitting and Advance Shipping Notice 

Purpose This learning guide provides details of how to submit an Advance 
Shipping Notice (ASN) within the Oracle Supplier Portal 

 
 
Oracle Supplier Portal Landing Page 

1. Log in to your Oracle Home page. Recent notifications on your account, can be 
accessed by clicking the Bell icon in the top right of the page. Notifications are also 
visible under the Things to Finish section of the Oracle Home page.  

 

 

 
2. Click the Supplier Portal application tile to be directed to the Supplier Portal 

dashboard. 
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3. To create an Advance Shipping Notice (ASN), click the Create ASN hyperlink under 

the Shipments task area. 
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Create ASN 
 

4. From the Create ASN screen filter the search results by selecting a Purchase Order 
number. Populate the Supplier name field and leave the other search fields blank to 
display ALL available Purchase Orders. Click the Search button to display the 
results. 
 

 
 
5. To Save to store your custom Searches, to have them run automatically.  

 

 
 
6. The Search Results work area displays the Purchase Orders available to ship 

against.  
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7. Customize the fields that display in the Search Results area clicking View  
Columns  and check the fields to display. 

 

 
 

Review Purchase Order 
 

8. To review the Purchase Order, click the Purchase Order hyperlink to display the 
Purchase Order Details screen. 
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9. You will be directed to the Purchase Order details screen. For more information on 

Purchase Order details, refer to the Acknowledging a Purchase Order and 
Managing Orders, Schedules, and Deliverables Learning Guides. 

 

 
 

10. Click Done to return to the Create ASN screen. 
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Create ASN Details 
 

11. Click in the line in the Search Results work area to select the Purchase Order. Click 
the Create ASN button to begin creating the ASN. 

 

 
 

12. You will be directed to the Create ASN Details screen. 
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13. Complete the Header section of the ASN. Fields with an * (asterisk) are required 
fields and must be provided to complete the ASN. 

 

 
 

14. Shipping Dimensions should be in the same format as the example in the Header 
section. For multiple pieces included the dimensions for each piece. This field is 
mandatory. It allows Enbridge’s Materials Management & Logistics personnel the 
ability to secure equipment and resources to ensure that shipments are received in a 
timely fashion. 
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15. Fill in the remaining fields of the ASN Header. This step is optional.  

 

 
 

16. Hover the mouse over the field name to see a description of the field.  
 

 
 

17. In the Lines work area, enter the Quantity of items being shipped.  
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18. To include Attachments, ensure that the field is displayed by clicking View  
Columns  and check Attachments. 
 

 
 
19. Click the “+” (plus) sign to add an Attachment to the ASN. 
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20. Click Choose File to upload a file from your computer. Click OK once the file has 

been uploaded. Attachments should include any documents necessary to facilitate 
the timely receipt and use of materials by Enbridge. Examples of attachments to 
include are: packing slips, bills of lading, commercial invoice or quality documents, 
such as material test reports. 

 

 
 
21. Click the Submit button to complete the ASN.  
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22. A Confirmation notification will display confirming that your ASN has be created. 

Click OK to proceed. 
 

 
 
23. You will be returned to the Create ASN screen, click Done to return to the Supplier 

Portal dashboard. 
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24. To edit or cancel a submitted ASN refer to the Managing Shipments, View 
Receipts and View Returns - Learning Guide. 
 

Split a Purchase Order Line 
 

25. To split a Purchase Order Line into multiple shipments, create the ASN Header (see 
Steps 4-16). In the Lines work area, select the purchase order line and select Split 
Line from the Actions menu.   
 

 
 
26. A duplicate line is added to the table. Edit the original and new line with the 

quantities being shipped and include any attachments. Complete the ASN (see 
Steps 17-23). 
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Add Multiple Purchase Orders to an ASN 
 

27. To add more than one purchase order to an ASN navigate to the Create ASN 
screen. Populate only the Supplier name field and click the Search button to view all 
purchase orders available for shipments. 

 

 

 
28. In the Search Results work area, click in the line with first Purchase Order. To 

select additional Purchase Orders, hold down the Ctrl key and click in the line(s) to 
highlight multiple purchase orders.  
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29.  Click the Create ASN button. 
 

 
 

30. Complete the ASN Header information (see Steps 12-16). 
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31.  Edit the lines with the quantities being shipped and include any attachments. 
Complete the ASN (see Steps 17-23). 

 

 
 

32. You will be returned to the Create ASN screen, click Done to return to the Supplier 
Portal dashboard. 
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Closing Out an ASN 
 

1. You will be returned to the Create ASN screen, click Done to return to the Supplier 
Portal dashboard. 
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