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LPN LEVEL ASN OVERVIEW AND GUIDE

An Advanced Shipping Notice (ASN) is an electronic copy of a product delivery. It allows ALDI Distribution

Centres to see in advance what will be arriving on each logistic truck. An LPN level ASN is a high detail ASN
which is to be used by all Business Partners unless you supply Produce, Fresh Meat, Bakery or Cut Flowers,
otherwise known as Pick to Zero (PTZ).

Search for the Purchase Order

w

STEP 1
Q Set up the relevant amount of pallets for the
o’ﬁ 1stitem line
STEP 2
‘1‘ Set up the relevant amount of pallets
f' for the 2nd item line
STEP 3

Generate the LPNs and the ASN

Take the ASN generated and ship the ASN
from the ASNs Ul

STEP 5



HOW TO CREATE AN LPN LEVEL ASN

THIS WALKTHROUGH GUIDE APPLIES TO ALL PRODUCTS WITH THE EXCEPTION OF PICK TO ZERO (PTZ).

PTZ ARE ONLY FRESH PRODUCE, SHORT LIFE ARTICLES, FRESH CUT FLOWERS AND BAKERY. YOU WILL
BE AWARE IF YOU ARE A PTZ BUSINESS PARTNER.

PRIOR TO FOLLOWING THE BELOW PROCESS, PLEASE ENSURE YOU HAVE FOLLOWED THE
WALKTHROUGH GUIDE “SCHEDULING AN APPOINTMENT IN SUPPLIER ENABLEMENT/APPOINTMENT
SCHEDULING (SE/AS)”. AN APPOINTMENT IS REQUIRED FOR ALL LICENSE PLATE NUMBER (LPN) LEVEL
ADVANCED SHIPPING NOTICES (ASNS).

Log in to the SE/AS Portal using your EmpowerlD username and password. Check the
URL (red frames below).

i waretouseporie-ou] gl bi-sued oo 10007 Ao nuso 2 & »0& i

44 Manhattan

Associates.

A SE/AS - GB/IE UAT

Change the number at the end of the URL to “12001’and press enter to launch the
amended URL.

Al warehouse-portal-ge I-ghieal = +

X ] & warehouse-portal-gal-gbiealdi-sued cam: 10001 l

44 Manhattan

tt
AssoCiolos

Welcome to Manhattan Associates Identity Provider

You are now logged in Please type the URL of the application you wish to use.

Ad warehouse-portal-qal-gbie.ald *® -+

<« C Ad hitps://warehouse-portal-qai-gbie.aldi-sued.co

Bookmark the page to create a link that can be used to skip this step in.

< C @& warchouse-portal-gal-gbie.aldi-sued.com:12001/manh/index html%i=42 = -:“ » 0O 2

| Bookmark this tab

NOTE: Ensure the bookmarked site is updated to the Live environment when this
is released.




Click onthe E menu (red frame) in the top left-hand corner to display the below:

Start typing “Purchase Orders - Build LPNs” in the search bar:
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Select ‘Purchase Orders - Build LPNs’ User Interface (Ul) (red frame above) which opens
the below Ul:
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If you know the PO number, search for this directly by selecting the
‘Purchase order’ and ‘=" options (red frame).

Then input the known PO number and click ‘Apply’ (purple frame). This
pulls up the PO on the right-hand side. Now click on the tick box next to

the PO to highlight it (black frame) and proceed to step 6.
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If the PO number is not known, in ‘Primary Fields’ input “Status= Created”
(red frame). Then add conditions by clicking the ‘Add Condition’ button at
the bottom of the box (purple frame).

B Purchass Orders - Build LPMs

Unsaved View O Mo dura 1o dinplay pdated 122410

o e Q & Purchass Order — Origin Faci..  Owigin City

Condition Al are met (AND)

_— s

Cedumn Selection

This reveals an extra drop-down box (red frame) for you to populate by
clicking on the drop-down arrow. Multiple conditions can be added by
clicking the ‘Add Condition’ button.

For this example, ‘Delivery Start > Today’ and ‘Delivery End < Next Two
Weeks' has been used (red frame) as appointments can only be booked
within a 2-week window:
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Click ‘Apply’ at the bottom of the screen (red frame). This will show all POs with
‘Status=Created’ within the 2-week search period to enable the correct PO to be
identified:

B Purchase Orders - Build LPNs

Uresived View . C 1-1e01 Updated 1232752 Y O
Seved Mievs q [} . Purchase Order Status . Origin Fad... . origin City
View Detalls 0 2323052819 Created 1130738 Beliast
Flwr -]
Primary Fields

Shatus bt f B = | Created >
Optional Fields
Condition: Al are mat (AND) -3

Delwery Stak = = *  Today o E E

DelwaryEnd =« = HextTw. ~ E E

Clear Fields Add Condition  Advanced
Column Selection (-]
o [V ] e ] v ] conel + ] 1000 - | lock - | Buaton

Praview

NB: For example 5b (PO number not known), make a note of the PO number and
continue with steps.

After clicking on the relevant PO (red frame) as detailed in point 5a, it will highlight the
line corresponding to it. Click on ‘Build LPN’ (purple frame) at the bottom of the screen.

B Purchase Orders - Build LPNs 0vdae 08

. C ov-vefy Updated 14:54:50 =
Saved Views: QA v @&  Purchace Order Status Origin Faci...  Origin City
— — — e

View Details o L | = 5 _Created  Belfat
Filter @
Primary Fields

Purchase Order ~ = = zmaoszsie Q
‘Optional Fields
Condition: Al are met (AND) =

Clear Fields Add Condition Advanced
Column Selection [+
Sorting [+]




This will take you to the below screen. Select ‘Build single item LPNs, specify item
quantities’ (red frame) and then click ‘Next’ (purple frame) in the bottom left-hand
corner:

Build LPN - Build Cass LPM cev o600

B actions = | Tocts ~ |

Step: Select Order

« @ puild LN for PO | 2323052519 p el
« L Build LPN{s) for DO 2
Butld options*

2 Build mault itémn LPHS

® Build single iem LPAy, specity tem quantities

) Build fedadual LN

NB: You should always select ‘Build single item LPNs, specify item quantities’
(red frame) on this screen before clicking ‘Next’ (purple frame).

After clicking ‘Next’, you will be taken to the below screen:
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We recommend you maximise this screen with the icon in the top right-hand
corner (red frame) of the screen.



Leave the ASN fields blank as for this example, we want the system to generate a new
ASN. All fields in the title marked with an *' require information to be added.

In the ‘ASN Estimated Delivery’ field (red frame), enter the “Purchase Order Delivery
end” (indicated by the purple frame). For this example, it is 21/08/23 23:59 BST.

In the ‘ASN Delivery Facility’ field, enter “CD11” (black frame) which is the Alpha-
numeric name corresponding to the Sawley Distribution Centre.

To build the LPNs, go to Line Number 10, the ‘Qty To Pack Per LPN' is the number of
cases per pallet. In this example only, this is 60 cases per pallet. For 960 Units, this
will require 16 LPNs (labels).

We will add an expiry date of 20/09/23 (expiry dates will only be required for
relevant products). The Batch/ Lot Number would also be added here if relevant.

All figures and details only apply to this example.

For Line Number 20, copy the above process but this would require 17 LPNs. This is
due to the fact there are 60 cases per pallet. For 1020 units, this will require17 LPNs
(labels). The expiry date can be the same as the previous line.

Note: 16 + 17 = 33, this is the total number of Euro pallets (EUP) for a Standard Trailer.
As both products are the same temperature zone, they can be sent on one ASN.

One trailer must have a minimum of one ASN.

. =]
B e P e e

o 0 G i BN e e b, Gt
Fan Pt G Caveen ot e LAY ER BET

. - A s nman P—— F e 7]




Once complete, select both lines (red frame). The lines will be highlighted as below.
Then click ‘Save’ in the bottom right-hand corner (purple frame):
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This will take you to the Purchase Order LPN list screen:
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On this screen, all LPNs for that Purchase Order are detailed. In the right-hand
column, the ASN number has been automatically generated (red frame). In this
example only, itis 0000001880.

Please make a note of the ASN number you have generated specific to your PO.



At this point you can print your LPNs (labels). To do this, you will need to select all 33
rows.

Click the box at the top of the column next to ‘New’ (red frame), this highlights all rows
on this page.

0 2 B D T T

To print all LPNs, it is necessary to scroll through the pages and highlight all rows. Click *»
(purple frame) and go through each page highlighting all rows.

Once all rows are selected and highlighted click ‘Print Labels’ (red frame).
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This pulls up the ‘Printer’ screen. Select the printer (red frame) and click ‘Print’ (purple
frame). (Printers will need to be setup internally):

Facilitys | <Al w|

MH4Pbk Gow: 1 1- 3013 at 1045 AM (1 setected)

Select Printer

N.lm; Description  Type duddress
Document Dotument Dotument
Printer Printer Printer
3 ZDL21 - Z0421 - Zebra
| SAW-PL SAW-PL Printer
E ZD421- ZDaz1- Zebra
UAT-P1 UAT-P1 Frinter

The ASN is now ready to be shipped. Please see steps below detailing how to ship the
ASN.

Click onthe E menu and start typing “ASNs”.

E ca-full-prod-warehouse-portal-ga1-gbie.aldi-sued.com:12001

ASN Archive 3 ion Lifecycle Management)

ASNs (Lxtended Enterprise Management)

Create ASN From PO - Shipping (Extended Enterprise Management)

Purchase Orders - Create
Appointment

Distribution Orders

Distribution Order Profiles

Shipments

Shipments




Then click on the ‘ASN’ Ul (red frame) to open the ASNs UI.

In Primary Fields, enter “ASN =" and “your ASN Number” (red frame). For this example
only, ASN = 0000001880. As the Business Partner, you will use the ASN you generated
instep 12.

ick ‘Apply’ (purple frame).
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Click on the box at the start of the row (red frame) which then highlights it and activates
the action button at the bottom of the page (purple frame):
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Click on ‘Ship’ (red frame) at the bottom of the screen:
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0

A pop-up box should appear (red frame) confirming the ASN has shipped successfully.
The ASN has now been sent to ALDI.

The Status column will still show as ‘Open’ (purple frame), this is updated in step 21.
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0

The screen should now show the ‘Status’ as ‘In Transit’ as below (red frame):

E

NB: ONCE AN ASN HAS BEEN SHIPPED IT IS NOT POSSIBLE TO MAKE ANY CHANGES TO
THE ASN WITHIN THE SE/AS SYSTEM.

To make changes after the ASN has been shipped it will be necessary to contact the
Replenishment Team via; ReplenishmentTeam@aldi.co.uk.




ITEM LEVEL ASN OVERVIEW AND GUIDE

An Advanced Shipping Notice (ASN) is an electronic copy of a product delivery. It allows ALDI Distribution

Centres to see in advance what will be arriving on each logistic truck. An ltem Level ASN is a reduced form of
ASN and is only to be used by Business Partners that supply Produce, Fresh Meat, Bakery or Cut Flowers,
otherwise known as Pick to Zero (PTZ).

Search for the Purchase Order

STEP 1

oo Generate an ASN

STEP 2
WE bt s om e
STEP 3

Ensure the full quantities have moved
from the Purchase Order to the ASN
STEP 4

Ship the ASN

STEP 5



HOW TO CREATE AN ITEM LEVEL ASN

PLEASE NOTE: ITEM LEVEL ADVANCE SHIPPING NOTICES (ASNS) ARE USED FOR FRESH PRODUCE,
SHORT LIFE ARTICLES, FRESH CUT FLOWERS AND BAKERY, TYPICALLY REFERRED TO AS PICK TO ZERO

(PT2).

NB: DELIVERY WINDOWS REMAIN UNCHANGED FOR PTZ PRODUCTS, IT IS NOT NECESSARY TO
SCHEDULE AN APPOINTMENT.

Log in to the Supplier Enablement/Appointment Scheduling (SE/AS) Portal using your
EmpowerID username and password. Check the URL (red frames below).

i S man asociom. 3 | 4 . - 8 %

& T & warboue poria-gal-geald-ssed oom 10001 Ao niso w ¥ » O&

44 Manhattan

Associates.

A SE/AS - GB/IE UAT

N

Change the number at the end of the URL to “12001” and press enter to launch the
amended URL.

Ad warchouse-portal-gel-ghicald % +
- Cl & warehouse-portal-qa1-gbie aldi-sued.com:10001
44 Manhattan

Associates.

Welcome to Manhattan Associates Identity Provider

You are now logged in. Please type the URL of the application yvou wish to use.

Ad warehouse-portal-gal-gbie.aic *® -+

<« C Ad htips://warehouse-portal-qai-gbie.aldi-sued.co

Bookmark the page to create a link that can be used to skip this step in future.

- C @ warehouse-portal-gai-gbie.aldi-sued.com:12001/manh/index himiZ =42 =y 1“ » 0O &

‘ Bookmark this tab

NOTE: Ensure the bookmarked site is updated to the Live environment when this
is released.



Clickonthe E menu (red frame) in the top left-hand corner to display the below:
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Start typing “Create ASN From PO” into the search bar:
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0O

If you know the Purchase Order (PO) number (red frame), input this into the PO field on
the top left- hand side and then click ‘Apply’ (purple frame):

P Create ASN From PO - Shipping - Create ASN from PO - Shipping

Actions = | Jools =
F| Qu Ct""le-'VI:D 2323052521 l I I Cuick filter- | ASN;
Rocord M d 1 b M ot 1 Rocord M 4 1 b M o 23
PO (Business Partner, Status, Business Unit) ASN (Status, Business Unit )
2323052521 (1130738, Created, 5939) )
+@
@

5

If you do not know the PO number (or Estimated Delivery Date which you will require in
step 10), it is necessary to return to the main menu and start typing “Purchase Orders”.
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Select the ‘Purchase Orders - Create Appointment’ Ul (red frame above) which will take
you to the below screen:




In ‘Primary Fields’, input “Status = Created” (red frame). Then add conditions by clicking
the ‘Add Condition’ button at the bottom of the box (purple frame).

R Purchase Orders - Create Appointment

e L) C Nodwtato display b [3
Saved Views -+ i Purchase Order Status Origin Facl...  Origin City
View Details [+] MNo records found

Filter =)
Primary Fields

Stalus = = Creatad x:
Dpthonal Flelds
Condition: All ara met (AND) =

Clear Fields Add Condigion B Advanced

Column Selection L

sorting © [ Add ] =
[ /dd

This reveals an extra drop-down (red frame) for you to populate by clicking on the
drop-down arrow. Multiple conditions can be added by clicking the ‘Add Condition”
button.

Purchase Orders - Build LPNs

Unsaved View

C modasare display Updated 11:44:14
SR Ve Q 4 Purchase Order Status Origin Faci...  Origin City
View Details [ +] Mo records found

Filter =]
Primary Flalds
Status sl | I *  Created i
Optional Fields

Condition: All are met (AND) -

Delivery End
Dalivery Start H
Due Date

Pickup End

Fickup Start Achvanced
Purchase Oreer
Status
secprnc egures o [ ] Coerl~ | Aci1000_~ ] ok | mdion -
Agcredited

Alerts




For this example, ‘Delivery Start > Today’ and ‘Delivery End < Next Two Weeks’ has been
used (red frame) as appointments can only be booked within a 2-week window:

B Purchase Orders - Create Appointment

Unsaved View o B -ty Updated 091419 - ARt

Saved Visws Q 4  Purchace Order Status Origin Fael...  Origin City

View Detalls (4] 2323052379 shigped 1130738 Belfast

Filter @
Primary Flelds

Sratus vla ~  Created =

Cptional Flelds

Condition: Al are met [AND) -

Deliwery Stat ™ » ~ | Today i E E
Celiveryend ~ < * | MexiTwo ~ E E

Chear Fields Add Condition  Advanced

Celumn Selection ]

= o | 2 o wm R e X =
m I:W m Save As Freview

Click ‘Apply’ at the bottom of the screen, as above and below (purple frame).

For the purpose of this example, we will continue as if the PO number is not known. This
will show all POs with ‘Status=Created’ within the 2-week search period to enable the
correct PO to be identified:

B Purchass Orders - Build LPNs

Unsavad View C 1-90ef Upduted 11:57:35 ¥ B

sawed Views: Q L4 Purchase Order Status 4 Origin Faci...  Origin City
52521 Created 1130738 I
View Detalls o 232302353 rea Beliast
2323071823 Created 1130738 Belfast
Filter =] 2323081701 Created Belfast
Primary Fields 2323081702 Crestad Bl fast
S = | [ 5 | e - 2323081703 Created Belfast
2323081801 Created Belfast
Opiians Fislds 2323081802 Created 1130732 Belfast
Cendition Any are met (OF) v 2323081803 Created 1130738 Belfast
2323081804 Created 1130738 Beliat
Defivery Starnt  * = v | Taday = B E

Cebverybnd = <

Clear Fields Add Condition  Advanced

Column Selection (4

e o | corm an e e e e
m [oles




Click on the tick box for the relevant PO (red frame) to highlight the line as below and
click ‘View’ (purple frame):

B Purchase Orders - Build LPNs

Unsaved View C 1-90f9 Updated 115735 1seleced =
Saved Views: & Purchase Order Status | Origin Faci...  Origin City
232305252 . Bell
vt Dt o Created TLENF 3 Fast
2323071823 Created 1130738 etfast
Filter = 2123081707 Crantesd 1130738 Fstfast
Primary Flelds 2323081702 Created 1130738 Helfast
"
S ] | | | P & 2323081703 Created 1130738 Belfast
2323081800 Crezted 1130738 Belfast
Optional Fiekds 2323081802 Crested 11320738 Belfast
Candition; Aavy are met (OR) - 2323081803 Crested 1130738 Belfast
2323081804 Created 1130738 Belfast

- |
=T |

Delivery Stat = | = -

DeliveryEnd ™ | <

Clear Fields Add Condiion  Advanced
Column Selection [+
" o I D R N T

m emerEm e

Preview

This opens the Purchase Order details screen, providing the date required in step 10
(red frame):

B ro Detall - Purchase Order

n Actions ™ |Ionls i |

Purchpse Crder: 2323052521 Clrigin Facility: 1130738 @ Piexup End:
Purchase Crder Status ln Wark Destination Facility: cp11 @ aliver: ©
Business Partner: 1130738 Pickup Start

Busingss partner description: Supplier Due date: 22f0B/23 00:00 Perishable:

Merchandising department: Cancel date: Fudfillment made: Bulld & ship

Transpomaton responsibility: Business Partner Product glags: Fecaived: He

Canceled: Mo Pratectian level: ame @ Designated voysge o flight number

Delvery channel: Hazardous Materials: HNo Ship Group:

Business Lnit: 59995 Auto-create Distribution Order: . None Routing Ship Group Numbes:

Bitling method: Prepald Lock status: Ne Designated Canmier:

Inbound Gee region cs @ Budgeied cost: Designated Mode:

Outbound Gea region: e O Transpartatisn planning deection: Channel typa:

Aceredited: No Incatorm [D: DDP static route delivery wype:

Closed: Mo Extarnal systarn Purchase Order Aute Appointment: HNe

OO Created: Incoterm |ocation: Friority Type: Mormial
‘ PO Date: 12/06/23 23:59 UTC Incaterm location availability date: Customer Code:

NB: Make a note of the PO number and the Delivery End date (including time)

specific to you.



Return to step 5a to add the relevant PO number (red frame) and click ‘Apply’ (purple
frame). Then click on the drop-down button (arrowhead) next to the bottom PO number

(black frame):

* Create ASN From PO - Shipping - Create ASH from PO - Shipping cev eet

B acvions = | ook ~ |

F| Quick firer~ floor 2323052521 J | meee] ¢ | Quick fitter | AsN: = | Awpiy | |
Record M 4 1 b M of 1 Record M 4 1 B M of 23
PO (Buriness Partner, Status, Businase Unit) ASM (Status, Business Unit )
E 012222052521 (1120728, Creatad, 9999) + @ (00000001851 Inplanning. SU90)
Remaining
& Line Ttem Order Gty Gty to be = @ [ 0000001848 finPlanning, 25551
2 0O w 200157 00 Units A0 Linits * B [ 000001846 tnPlamning. 59951
0 a0 181855 1.020 Units 1.020 Units » @ [ 0000001842 gnelanning, wees)

+ @ O 0000001841 (nRlanning, $9e6)

.@@

This details the available lines and quantity to be packed on the PO (left-hand side of
screen).

For this example, we will generate a new ASN for this PO. To generate a new ASN, click
‘Add’ (red frame) in the bottom left-hand corner of the screen which pulls up a ‘Create
New ASN’ pop up box as below:

 Create ASN From PO - Shipping - Creats ASN from PO - Shipping

B actions = | Tools = |

| cuick tiner- | por 2333062521 =l | Quick filter- |ASH: B |Q
Record I 4 1 B M of 4 o
e b
=@ 2323052521 (1130728, Created, 9999) Estimated delivery - ]
Remaining [o%] [Cancar]
@ Line tem Order Gty  Qtytobe
packed
D O w 200157 960 Units P80 Units
0O 20 181859 1,620 Units 1,020 Units

For go live, if you need to add lines or quantities from a PO to an existing ASN at the
above point before clicking ‘Add’, input the “ASN number” in the ASN field on the top
right and click ‘Apply’ to load.



In the pop-up box, click ‘Generate’ (red frame) which will automatically assign an ASN
number (make a note of this number).

* Creats ASN From PO - Shipping - Create ASN from PO - Shipping

n Actions ™ | Tools « |

P| Quick filterw | pO: 2323052521 P B ‘ Quick filterw. ‘ASN: P
| |
Record I 4 1 b M of 1 1 ]
PO (Business Partner, Status, Business Unit) a5 83 )
= @ (2323052521 (1130738, Created, 55949 E

Remaining
o Line Item Order Qty Qty to be
packed
) 01w 200157 S60 Units 960 Units
O 20 181859 1,020 Units 1,020 Units

)

You also need to add the Estimated Delivery (purple frame above) which can be found
on the ‘Purchase Orders - Create Appointment’ Ul, as detailed in steps 5b & 6, the date
required is the Delivery End field (red frame) below:

B PO Detall - Purchase Ordar ;

B aciions = | Took 'l

Purchase Orden 2323052521 Crigin Facility: 1130738 @ Pickup End:
Purchist Qrder Status In Werk Destinatian Facility: CO11 o F
Business Partner: 1130738 Pickup Start:

s 0000 BoT

Daelivery End: 21/08/23 23:55 BST

Business partner description: Suppller Drue date: 22/0B/23 00:00 Perishable: Mo
Merchandisng department: Cancel date: Fudhllrrent mods Build & ship
Transporiation responsibility: Business Partner Product class: Received: Mo
Cancaled Mo Pretection lavel: ame @ Designated vayage or flight number:

Delivery channel: Hazrardous Materials: No Ship Group:

Barsiness Unit: 9995 Autoscreate Distribution Qrder: None Routing Ship Group Number:

Billing method: Prepald Lotk status: No Designated Carrier:

Inbeund Gea ragion s O Budgeted cost: Designated Mode:

Cutbound Gea region: cs @ Transporation planning diection: Channel type:

Agcredited: Mo Incoterm 1D: DoP Stafic route delivery type:

Cloged: Mo Extarnal sy=tam Purchass Crdar Aute Appaintm ent: Mo

DO Craatad: Incoterm location: Pricrity Type: Mormal
PO Date: 12/06/23 23:59 UTC Incoterm location availability date: Customer Code:




The pop-up box should now look similar to the below. The ASN number and Estimated
Delivery will be different for your PO. Now click ‘OK’ (red frame) in the pop-up box.

¥ Create ASN From PO - Shipping - Creste ASN from PO - Shipping cCey 906

n| Actions ~ | Tools |

M| Guick fiterw | po: 2323052521 p mm ‘ Quick filter ‘l\SN: P
Record H 4 1 b M of 1 o
PO (Business Partner, Status, Business Unit) At 0000001881 1
= @ 2323052521 (1130738, Created, 5999) Estimated gelapee 7110823 23:59 BS1 T
Remaining [k W Cancel
L_. Line Item Order Qty Oty to be
packed
0 Ow 200157 960 Units 960 Units
J 02 181859 1020 Units 1,020 Units

8 £3 £3 &

Input the assigned ASN number into the ASN field on the top right-hand side (red
frame) and then click ‘Apply’ (purple frame):

T Creats ASN From PO - Shipping - Create ASN from PO - Shipping

BB actions = | Tooh ~ |

}| Guanck filkerw | por 2323052521 B |mm | Crack l-lb--lun:'nuuooulml I‘ﬂ

Record M 4 1 F H ot 1 Record M 4 0 b H o4 0
PO (Business Partner. Status, Business Unit) ASN (Status, Business Unit )
=& 12323052521 (1130738, Created 9999) + @ 10000001881 ()
Remaining
) Line Item OrderQty  Qrytobe B chatmcond
3 O 1w 200157 P80 Uinits. 960 Units
= L) 2o 181859 1,020 Units 1,020 Units

[ | Dvtube [ Seve |
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To build the ASN, it is necessary to move the PO lines over to the ASN (from the left-hand
side to the right-hand side). There are 3 ways to do this:

12a. Click the check box next to Lines 10 and 20 (red frame) and the check box next to
ASN (purple frame) as per below image. The arrow in the middle will light up (black
frame). Click the arrow and the lines will move across to the ASN (right-hand side).

12b. Drag and drop the line from left to right.

12c. Click on the ‘Remaining Qty to be packed’ (last column on the left-hand side). This
acts as a hyperlink to a split quantity screen to amend the quantity.

NB: Always check the quantity has moved correctly to the ASN. The quantity can be
manually over typed if the quantity needs to be amended or option 12c can be used.

For this example, we will use option 12a:

¥ Create ASM From FO - Shipping - Create ASN from PO - Shipping

EB| actions = | Toots ~ |
P| Guick filer= PO: 2AF3057521 = |£__‘:“q[a | Quick filter= |ASN- 0000001887 s iﬁ’:_fﬂ‘fj
Record W4 1 B Fl oot Record M 40k H ot 0
PO (Buziness Partner, Status, Busingss Unit) ASH (Statusz, Busingss Unit )
= (5 E 2323052521 (1130738, Created, $554) - @ oo 1881 ()
Remaining
© Una  Ham Order Gty  Qty tobe R i K
'
Ego 200157 SO Linats G0 Linits
-] 121885 1,020 Units 1,020 Wnits
[ Add | Ueicie [ Seve [ Ronet

Note: The central arrow (black frame) is now highlighted and active. Click this
arrow to move any ticked lines across to the ASN side.

Click on the drop-down arrow (red frame) next to the bottom ASN number where it
shows on the above screen as ‘No data found’ to show the below:

* Create ASN From PO - Shipping - Create ASH from PO - Shipping cewv 09
B actions ~ | To0ls ~ |
b quickﬂtefv| PO 2323052521 2 Quickﬁhervi asn: 0000001881 D ',f-;,‘_‘_;ﬁ
Becord 4 4 1 B MW of 1 Record M 4o b Ml oo
PO (Business Partner, Status, Business Unit) ASHM (Status, Business Unit )
= (&) (12323053521 (1130730, Crested, 9590) uooooomm -
i3 . Mﬁ-::w =) Line Hem Gty
{00 e tem Grder o —
= =y ﬂw"*“ 1w 200157 960 Units 323052521
w 10 200157 960 Units 0 Q 51 1,020 otz J323052
o 20 181859 1,020 Units o data found

Note: The ‘Remaining Quantity to be packed’ (purple frame) has gone from the
left-hand side and is now under the ASN on the right-hand side (black frame). At
this point, you can also click on the Qty box and amend the number if necessary.



In this example, we will assume this is the equivalent of a full Standard Trailer, so the
ASN is complete. At this point click ‘Save’ (red frame) at the bottom.

¥ Crests ASHN From PO - Shipping - Creste ASHN from PO - Shipping

B 2evions = | Tooks = |
1'| Gk O | PO (FAFIOLFEI 2 [ gty [¥ | | ik filer = | ASRL:| 0000001881 » [ ey [¥ |
Becord M 4 1 b M oF 1 Becoecd 1 4 1 b M of v
PO (Business Partner, Status, Business Unit) ASH (Status, Business Unit )
= (@ 72323052521 (1130736 In Work 5595} = @ [T 0000001881 (Dpen, 9955)
Collapss and swpand PO node b visvw it lires B Collspie snd sxpand A5N rode o view it nes
|

The ASN is now ready to be shipped. Please follow the steps below detailing how to
ship the ASN.

Click onthe E menu and start typing “ASNs”.

E ca-full-prod-warehouse-portal-qga1-gbie.aldi-sued.com:12001

anacnement)

ASNs {fxtended Enterprise Management)

Create ASN From PO - Shipping (Extended Enterprise Management)

Purchase Orders - Create
Appoinument

In Primary Fields, enter “ASN = your ASN Number” (red frame). Use the ASN number
that you made a note of in step 9. Click apply (purple frame).
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Click on the box at the start of the row (red frame) which will highlight it and light up
the action buttons at the bottom of the page (purple frame):

wn ST -1

s [rEp——

fory el LA e [ W | e i

= | C=Tmr] = 7 = (1w | reimmem.

A pop-up box appears confirming the ASN has shipped successfully (red frame). The
ASN has now been sent to the ALDI DC. The Status column still shows as ‘Open’ (purple
frame), this is updated in step 20.




Click on ‘Apply’ (red frame) at the bottom on the left-hand side which will refresh the
screen:

Comen p—

ey L E

NB: ONCE AN ASN HAS BEEN SHIPPED IT IS NOT POSSIBLE TO MAKE ANY CHANGES
WITHIN THE SE/AS SYSTEM.

To make changes after the ASN has been shipped it will be necessary to contact the
Replenishment Team via; ReplenishmentTeam@aldi.co.uk.




APPOINTMENT SCHEDULING OVERVIEW AND GUIDE

Appointment Scheduling is a key factor to ALDI's transformation project and will require Business Partners

and Logistic Service Providers (LSPs) to schedule appointments via the Manhattan SE/AS portal before any
deliveries into ALDI Distribution Centres (DCs).

Search for the Purchase Order

STEP 1

Select an appointment for the Purchase
Order

STEP 2

Ensure the recommended timeslot
generated is a 60-minute appointment

STEP3

Validate and save the Appointment
Scheduled

STEP &4

Within your company:
Please ensure that the relevant colleagues have an EmpowerlID Login with a valid password.

Your Key User can arrange this. If you are unsure of who your Key User is, please reach out to the Business Partner

Enablement Team.




HOW TO SCHEDULE AN APPOINTMENT GUIDE

Log in to the Supplier Enablement/Appointment Scheduling (SE/AS) Portal using
your EmpowerID username and password (red frames below).

T B v - O g sad pom 1 000 | ey ¢ O & I

4 Manhattan

Associates,

A SE/AS - GB/IE UAT

Change the number at the end of the URL to ‘12001’ and press enter to launch the
amended URL.

Al warehcuse-portal-gaT-ghieak X vl—
- C.l @ warchouse-posdal -gal-gbiealdi-sued.com: 10001 I
44 Manhattan
ALCOCalNS.

Welcome to Manhattan Associates Identity Provider

You awe pow logged ia, Please tvpe the URL of the application vou wish 1o use,

dd warechouse-portal-ga1-gbie.al = +
e C Ad hittps)//warehouse-portal-gal-gbie.aldi-sued.co

Bookmark the page to create a link that can be used to skip this step in future.

& Manhattan Assodates X i 2l - = X

& C & warehouse-portal-gal-gbie.aldi-sued com:1 2001 maniyindes htm|7i=42

B

fi#EI&

[ Bookmark this tab

= ca-full-prod-warehouse-portal-gal-gbie.aldi-sued.com:12001 *

NOTE: Ensure the bookmarked site is updated to the Live environment when
this is released.



Clickonthe E menu (red frame) in the top left-hand corner to display the
below:

oS

ca- full-prod-warchouse -portal -gal-gbie.aldi-sucd.com: 12001 =

Show All
rern e | T

Purchaes Orders

Distribution Orders
AN e DrERis

To book an appointment, start typing “Purchase Order” in the search bar at the top of
the ‘Menu’ box. This will suggest multiple User Interfaces (Uls). Select ‘Purchase
Orders - Create Appointment’ (red frame) to schedule a delivery.

@

A rasiatten Assute x o+

M .'-.-d-rn-,-u---."w-..._-.|_ TR

Diisiribution Orders
Datribatn Orded Piofles

Shipments

SHpments

The ‘Purchase Orders - Create Appointment’ Ul will then open:

S co full peod warchouse prrtal-gai-ghis skl susd comc) 1901+

| ]




To enlarge this screen, click on E in the top right-hand corner. This icon will
always maximise or minimise:

Y

imi  Purchass Ovder Origim Facl..  Ovigin Ciry

Add Corcibon  Advanced
€ shumn Lalertinn L+

S o | e om e e e
[ Add | [ roc Sl oot PR  rreview

To enable an appointment to be scheduled, it is necessary to either input the
Purchase Order number (PO) if known or search for it. Below will show both ways:

If the PO is known, in ‘Primary Fields’ input “Purchase Order = PO number” (red frame
below).

NB: The PO number below is for this example only. The PO numbers used for go live
will be as supplied to you by ALDI.

E ca-full-prod-warehouse-portal-ga1-gbie.aldi-s

B Purchase Orders - Create Appointment

Saved Views: e

View Details

0O

Filter

Primary Fields

Purchase Order 2323052519|




If the PO number is not known, in ‘Primary Fields’ input “Status = Created” (red
frame). Then add conditions by clicking the ‘Add Condition’ button at the bottom of
the box (purple frame).

B Purchase Orders - Create Appointment

Wiews

O o deta to display Y L
Sarved Views qQ & Purchase Order Startus Origin Fad.  Origin Cley
Wiew Dwatails ] Pirs revarch o

Filver =

Prienary Flalds
Statin - *  Creatied -

Optienal Finlds

Conditinn Al mre et (AN

Clear Felds A Comdition il Advanced

Eolismn Seliction {:

Sorting o | 3 I B T 2T =

m - e

This pulls up the below conditions box (red frame). You populate this by clicking on
the drop-down arrow. Multiple conditions can be added by clicking the ‘Add
Condition’ button again.

B Purchaie Oiders - Creats Appointmant

Wiewn ( hocans to sy b 4

Saved Views 5 Purchase Order Status Origin Facl..  Osigin City

Yiww Dwiads [+ ]
Filtas -]
Primary Flalds

Stalis ar ~  Civated -
Optional Flalds

Condithon: Al are mat [ANDY

Deltvery End
Colivery Sart 19
Dwse Date

Pickup End

Plckuap Start abvanced
Purchase Order
Ftatun Lt

Agorplance Reguined

Aot el | View ] et Howsier | ¢ ] Cancel « | Add 1000~ J tock ~ | =
s B .

For this example, “Delivery Start > Today” and “Delivery End < Next Two Weeks” has
been used (red frame) as appointments can only be booked within a 2-week
window:

l Puschaie Ordars - Creste Appointrment

Viwews * Mo dats ko dispsy Y H

Saved Views &4 Purchase Order Status Origin Facl...  Origin City
Viww Detnil
Fllear
Primary Fields

Saatue

Dptions! Fislds

Conditicn Al ase met (AND)

Delivery Stann. = » = Today - E E
DelreryEnd =« * | HextTwo = H E




Click ‘Apply’ at the bottom of the screen, as below (purple frame). This will show all POs
with ‘Status=Created’ within the 2-week period to enable the correct PO to be
identified:

B Purchase Orders - Create Appointment

Unsaved View > P G 1-35ct4r Updated 14:08:20 s R P
Saved Views el &4 | Purchase Order T Status Origin Facl...  Origin Clty
View s o 1001120728 Croated 1120738 Belfast
2001130738 X Created 1130738 Belfast
Filtes < 2323071823 Creates 113073 Beifact
Primary Fields 2323081701 Created 1130738 Belfast
1 reate 1130738 ol
Status || - v Ciedted 232308%702 Created A0T3R Belfast
2323081703 Created 1130738 Belfast
Optional Frelds 2323087801 Created 1130738 Belfast
Conditian: Al are mvet (AND) " 2323091802 Creared 1130738 Belfast
2223081802 Created 1120738 Bolfast
Defivery Stait = | » * | Today ¥ ﬂ E mpmERa
2323081804 Created 1130738 Belfast
DelveryErd | < v || prn, = = 4207760208 Created 1130738 Belfast
4207TG0208 Created 1130738 Belfast
4207760211 Created 1130738 Belfast
: - 20770212 Created 1130738 Belfast
Clear Fiefds Add Condition  Advanced
4207760213 Created 1130738 Baifast
Caolumn Selection {} 6414100509 Created 1130738 Belfast
Edt e [Addiobo -

As shown in example 6a, searching for the Purchase Order directly will show the PO on
the right-hand screen as below. Click on the tick box on this line (red frame) which
highlights the line.

B Purchase Orders - Create Appointment

Unsaved View i r-1afy Updated 141252 1 salectsd =
Sinvedd Views Q ~ (&  Purchase Order Status Origin Facl...  Origin City
! 2323052510 Croated 1120038 Belfast
View Datalls 4]
[

Filter O
Primary Fields

Purchase Ordér ~ | = * 2323052519 Q

For example, 6b (PO number not known), selecting any of the PO check boxes and
using the ‘view’ button will allow the user to view the details of the PO. This should
enable you to identify which PO you are scheduling the Appointment for.

2 C 1-8ofs Updated 141633 1 selected

Swed Mws: - &4 | Purchess Order Status Orlgin Facl..,  Orlgin City
i ey E 2323081804 Created 1130738 Belfast
2323081801 Created 1130728 Beifast
Fittar e 2323081802 Craaned 1130738 Sattas
Primary Flalds 2323081702 Created 1130738 Beffast
e 2y i = f==er 2223081701 Created 1130738 Beast
2223081703 Created 1130728 Bedfast
DOpfomsl Fekis 232308180 Created 1130738 Beitast
Condition; All are met (AND) 2323071823 Created 1130738 Beifasy

Delbvery Starr = = *  Today > n E
Delvery End  ~ = *  MexTe. - HE

{dear Fields Add Condition  Advanced

Calumn Selection Q

== - s e e oo e =




With a PO selected, select the ‘Create Appointment’ button at the bottom of the
screen.

This opens the Ul to specify the appointment details. You will be prompted with a
warning message indicating ‘Trailer is required’ which refers to the type of trailer the
delivery will arrive on. Close this message box to proceed.

BB sctiors = | Loots - g 5

© Traller iy requiend
Facitny= coit

Suggrited ant datefime=  HM0BZI 00 00

Appoinrment fypee Lrve Unload E SHMALE IFal508 Suratian [ming

Appointment 1D 4208HH010585 Estimated departure date/time 823 0018
Carnigr ) Appointmant reqaested datetime: 300823 00.00
Business patners B Control rumber:

Trailer= Seledt one el

o BBl P Displaying 1 - 1 of 1 (0 ealactad)
O parchase Grdsr Shipment fAop AL PO Dae Diabs
2323081804 P P B eanwioes




The system will automatically pull through specific details from the PO such as facility
(CD11 - Sawley) and suggested start date/time etc. (red frame). The appointment
type should be ‘Live Unload'.

Create Appoiniment - Add Appolniment

nl Afhons ™ | Jools ™

: Nena
Fainyr (=1} FR O Leed configuemion: boe
Suggested start datefime 300023 0000 T cstimated trailer durstion (min); 60
Appaintment b Live Linigad Estimated tractor duration (min); 60
Appaintmens 0t A 10568 Estimiated departure daseme;  MNSR3 0015
Carrier o Appointment requested date/time: J00E23 0000
Business partnen & Control rumber:
Tradier® Sadart one -
H 4] b bl 2 Displaying 1- 1ol 10 selecsed)
U ipuschase Grder Shipment Stap ASH BO Due Date
O zaza0e1804 s i) B oaminoe

IMPORTANT: Points 10b and 10c need to be actioned before a slot can be
booked.

Select the relevant ‘Trailer’ option. You will note that the drop-down box details
‘Double Deck Trailer’, ‘Side Loaded Trailer’, ‘Standard Trailer’' and ‘Tall Trailer'.

As most of our deliveries are ‘Standard Trailer’, this is the option selected from the
drop-down box in this example (red frame).

Create Appoiniment - Add Sppointment

n Aetioes ™ | Inchs ™
= Mot
Faciiity» con &1 Load eenfiguration: DoP
Suggested start daretime:s  SDE/23 00.00 g Estimated trailer durstion (min): £
Appoirtment Sy Lie Urdoad v Estimated tractor duration (min); B0
ApDoiFImens 1D HH P00 0565 Esrimated depanmars dane Tene IN0ETE3 00:15
Caeriern 0 Appoieimwent requerted datetime; | 30708723 00 OO
Business partner: P Conirod number:
b b g [ Fall Trsar
L parchase Order Shipmant Hop ASH PO Due Date
O 2323031804 » T 5 oaaizo

NB: ALDI do not use Side Loaded Trailers for delivery of sale stock.



The next check is for ‘Load configuration’. This field will be automatically selected
depending on what is specified in the PO but should be double checked to ensure
accuracy. The options available are DDP (Dusseldorf pallet), EUP (Euro Pallet) and UKP
(UK Pallet).

Creats Appointment - Add Appointment

ulaﬂic\-w * | ook ™

Facility* oo -~ Load configuratior:

Suggested start datc/time aﬂ-n@?soum 3 Extimaie raiked Quratean (men):

Appoinbmernt trpe Lo Livdond Entimaied iractes durakion (man) ]

Appsintme ID: SAFITHHNTNGE Estimstod depaitaie datentinm: 300823 00 15
Cartir B hppeintrmee secusited date Mime; 30823 00.00
Eamneus paii e B Cenrol muember;

Traber Soiect one bl

H o4 ¥ bl & Displaying 1- 1 o4 1 (0 selectad)
1 Purchase Order Shipmant Stop AEH L3 Do Dale
O 233009804 p B £ onaaen

Click “Recommended Time Slots” (red frame):

Create Appointment - Add Appointment

a Actions ™ |luols '|

. =

zilitys oo -~ oo jon: {
Fasiktyr Lo cofiguran i
Suggested start date/ime:t | 30062 00 00 = Estimated trailer durglion (minj; &0
AppoEntment bype® Lol Licioad Estimated tractor duration (min); 60
Appomtment I 420559010505 Estimated departure datetime BHTRII0015
Cartier: B Appaintmint requedted datlime: 3023 00.00
Business partner. 4 Coneral number:
Trailpr® Sardand Trasar w
T | Pkl Displaying 1-1 011 {0 selected)
0 | Purchase Grder Shigenert Stog ASN PO Due Date

O [2aaosipos e = £ a3z




This opens the timeslot options. The system will always show the 5 earliest available
appointments. There is an option to select later available appointments if required.

Click on an appointment time to highlight the line (red frame) and then click “Select”

(purple frame).

Create Appointment - Add Appointment

n Actions ¥ | Tools =

Faility®

Suggested start date/time:
Appointment Type:
Appatntmernt i

Canier:

Business partner:

Teailer=

[THE | P H o2

| Purchase Drder
FARIORTRO4

Mone

coii F Load canfiguiation oor

T Ascommendations

Slots
| & Wstert-Time30,00/23 0000 Departure-Time3008/23 00:30 Appoinbmen Sotsimbeent
! Stert-Time-30,08/23 00615 Departure-Time-30,08/23 00:45 Appointment Siots.Ambient
O Start-Time:30/08/23 00030 Departure-Time:30/08/23 01:00 Appodntment Shots.am bbent
) Start-Time:J0/08/23 D043 Departure-Time:30/08/23 01115 Appointment Sats:Ambient
O Stare-Time:30/08/23 01200 Departure-Time:30/08/23 01:30 Appointment Siotsambient

e W 7=y

y=l

PO Due Date
031,202

The system has generated a 60-minute slot for this delivery as below (red frame). This
is calculated based on the estimated number of pallets for the PO, factoring
unloading time etc:

Create Appointment - Add Appointment X

n Adions ¥ Topl =

Facilloy®

Apgrcenbme Tt Ny
Appontment Ix
Carrier:

Buitindgs parner:
Trailer

Suggeited sart dateflane:

Mo
o -~ Load configumation; DoF
ORI MO0 B | sstimated trailer duration (mir); &0
Lie Inbbag  ~ Estimated tractor duration (ming; B0
4HICIHI058S it g

Estinated aeparture datehme:
£ Appaimtment requested date time: | 300823 0000
B Conemlnumbare
Standard Trailer  w

! Purchase Drder

Z3TI06NB04

(LR PO @ Diplaying 1 - 1ol 10 seledted)

Shipmant Stop
5]
- P

PO Duwe Daie
P 0832083




Click ‘validate’ (red frame) for the system to check on the booking. The pop-up should
show ‘Validation is successful'. If a problem was identified, it would be shown here.

n Actiong ™ | Iook = |

Faciity con |® vabidation sucoesstul.

Suggested stan dateme 300623 00

Appointment typee Live Uinigad

Appaintmant i SOA20000014 |

Casrae: B Appowitment requinted datetime: 30022 0000
Bluiness partner 2 Cantral number:

Trader® Swnaand frater  «

HWo4 | M 2 Chsplaying 1 - 100 1 [0 sedected)
O Pupchase Dirdas Shipment Shon ASH
O (2323081604 e £

| e e e 2 e e

£

PO Dhee Date
08172023

The final stage is to close the pop-up box (red frame) and click ‘Save’ (purple frame).

Creste Appolntment - Add Appointment

EB)| acons = | oo = |

Facilings con @ validation successiul

Suggested stast dabeMimes | 30000423 00

AppDnimenl Typee Live Linioad

Appaintment I 42090031

Carrien > Appointment reguested datetime: D 0000
Buriiraris pasther B comee] rumber

Trader® Samncall Trasad =

(TR ¥ bl Displaying T - T ol 10 selected)
L purehass Ordar Shipment Stop ASH
2323081804 P P

B

FOr Duw Date
03142023




The ‘Appointment Status’ now show as ‘Scheduled’ (red frame) and the below screen
appears with details of the appointment:

Creste Appointment - Appointments

B sctions = | 1ochs = n
k | Craick filere | Appointments 304205099 10565 F “i
|
(LI | bk Dhplagdng 1 -1 ol 1[0 selected)
- a8 0 4 Mppointmant D Sugoested St Appointmen Appotrtmars WShipmant  Purchase ASH Faciliny  Carrise Py
Ehake/Time P Saabuis Coeder
L MRS 300R2I D000 Love Limiow Seheduled 2323091 Rk L2 k)
adiditional Ceaails
Faciity* o Load configuration EUP
Fality Kame Sawlay D Estimated trailer durafion (minj: 60
Suggerted mart datetimes  B0OSEY 00:00 Estimated tractor duration (min); (B0
Appoiriment type® Live Unkaad Fuvmated depanure date/time 50/08/2% 00:10
Appontment 10 FO42COFR010565 Appoaiment Iequeited datsaime: 30U08/23 0000
Caerier: Conirol aumrber;
Huminess partner Actual checkin datejtime
Teader® Srandard Trailer

This appointment has now been updated in the ALDI warehouse management
system and will be visible to the receiving Distribution Centre.

NB: You may wish to make a note of the Appointment ID to use as a reference in
communications regarding your appointment and potentially in delivery notes
etc.



HOW TO CANCEL AN ASN

IMPORTANT: An Advance Shipping Notice (ASN) cannot be changed once it is in the “IN TRANSIT” Status in the
SE/AS Portal.

CIRCUMSTANCES

An ASN in ‘In Transit’ status should never be cancelled or changed. This will result in errors between systems
and will compromise accurate invoicing.

An ASN can only be changed when it is in either ‘Open’ or ‘In Planning’ status. This means that the ASN has
not yet been ‘Shipped’, allowing changes to still be made. A newly created ASN will be in the ‘In Planning’
status. ASNs that have had License Plate Number (LPN)/item lines added and saved but not shipped will be
in ‘Open’ status.

Entimted Deltvary Date Pk Fac
LA TN v (<11} [oX LRI -] ey

oLl TiEavis e 2Lk AOR2) 1A BT KR LF i

When the status is ‘Open’, actions have been made affecting the ASN. This might be Item Lines that have
been assigned to the ASN via the ‘Create ASN from PO’ User interface (Ul). Alternatively, LPNs may have been
built onto the ASN, using the ‘Purchase Orders - Build LPN’ UL.

CANCELLING

If an error has been made, it may be necessary, or the simplest solution may be, to cancel the ASN (provided
itis NOT in “In Transit” status) and then produce a new ASN with the correct information. To cancel an ASN,
search for and identify the ASN that needs to be cancelled. Select the check box for the ASN and at the
bottom of the interface, click the ‘Cancel’ action button.

Sprd Varan Q < & ASH Busrewm Farlner  Buniren Ut Evlerwry F Frtimstod Taliwwry Dlate  Fulup loc Shugeroera St
| Fae) 3 ¥ 150

i o OBGIEL 1T P ok DTS 100 B 100 Cioen

Fibier -}
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= o nnnt [ s 1 e e

=3 I 0 T

This will provide a confirmation message acknowledging the ASN has been cancelled successfully.

7 Advance Ship Motice

n Actions * | Tools =

ASN: 0000001814  Shipment: Defivery facility  ¢p11 @ Total shipped: 480 Units @ coGi
ASN status: Canceled Shipped date: Estimated delivery: 24/06/23 12:00 BST Total received: 0 Units @ ADM:
[ | CAEEETEE
P | Guick fiterw | Purchase Order: B Origin facility: B
i A ¥ bl Displaying 1 - 8 of 8 (0 selected)
] @ & B PN Business Business LPN LPN Status  Facility Origin Current Dest. LPN
Linit Partner Type Stat Facility Facility Facility Wi
D0440885000000085219 9999 1130738 LPHN Canceled Canceled 1130738 1130738 fenik}
O04408R5000000085226 9999 1130738 LPM Conceled  Canceled | 1130738 1130738 con
O QQA40BRSOOODNN0R5233 9999 1130738 LPN Canceled  Canceled | 1130738 1130738 con
O DO4A0BRSOO0000085240 9999 1130738 LPN Canceled  Canceled | 1130738 1130738 o
QOA40885000000085257 9999 1130738 LPH Canceled  Canceled | 1130738 1130738 coil
n 004408B5000000085264 9959 1130738 LPN Canceled  Canceled | 1130738 1130738 con
O0440BRSO00000085271 9999 1130738 LPM Canceled  Canceled | 1130738 1130738 con
QOL40BRS00O000085288 9999 1130738 LPM Canceled  Canceled | 1130738 1130738 o1




HOW TO CANCEL AN APPOINTMENT IN THE SE/AS PORTAL

Log into the SE/AS Portal using your EmpowerID username and password.

Ensure the URL is 12001. Amend if necessary and
bookmark the page for easier access for future
circumstances.

Click on the menu E (red frame) in the top left-
hand corner which displays the below:

¥ | Cuick filter- | Appointment ] | | I |
i1 4 P ki Displaying 0 - O of 0 (0 selected)
& @ A aAppointment  Suggested Appointment Appointment  Shipment | Purchase | ASN Facility  Carrier  Planned
[#] Start Type Status Order Dock
Date,/Time

Enter filter criteria or select Saved filter, then select Apply 10 retneve data

If you know your Appointment ID input, click ‘Apply’ to show the below screen which will be specific to your
Appointment ID:

n_ actions ~ | Tools ~ |_|

» ‘ Quick filter= | Appointment:* | 3042099999662 p |: I |
H 4 ¥ bl & Displaying 1 - 1 of 1 (0 selected)
\ A L] 4 AppointmentID  Suggested Start  Appointment Appointment | Shipment Purchase ASM Facility  Carrier Plz
Date/Time Type Status Order
= 2042099999062 21/08/23 0500 Live Unload Scheduled 2223071823 con
| Asd) | Edi | Checkin | Rejoct | Emai |
Facility=* on Load configuration: Eup
Facility Mame: Sawley DC Estimated trailer duration (mink 60
Suggested start date/time:*  21/08/23 05:00 Estimated tractor duration (min): 60
Appointment type:® Live Unload Estimated departure date/time:  21/08/23 06:00
Appointrment 1D 3042000000662 Appointment requested date/time: 21/08/23 05:00
Carner. Contrel number;
Busingss partner: Actual checkin datetime:
Trailer* Standard Trailer




If you don't know the Appointment ID, click on the menu and click on the
‘Purchase Orders - Create Appointment’ Ul: _
Either enter your Purchase Order (PO) number by entering ‘Purchase Order’ in ::m :
Primary Fields (red frame), or search for it using the ‘Add Conditions’ (purple Priey e

frame). Once found, click on the relevant PO which highlights the line. e

- ¥

| P O et Oudgin Foal... | ubyie Oy Ovign fimtwPros.  Duriiwtie..  DwimstomCoty  Cwsiineton BsaPros,  Besimens Parier gt Tren
...... e ottt Scrrmee= Retweceo eSO el Bo—seiniont

[ L]

[SS——

PeumCeas - |« - mmem

[ -

Conanon e

Under the Appointment Time column, there is a link with the date and time (red frame above). If you click
on this, it takes you to the screen shown in step 7 (the details will be specific to your Appointment ID).

cev o006
u Actions ¥ | Tools = D
.2 | Quick filters | Appointment:* 3042099999662 p |[ o ¥ |
(LR ¥ bl & Displaying 1+ 10f 1(0 selected)
U iy Q 4 AppointmentID  Suggested Start  Appointment  Appointment Shipment  Purchase ASN Facility  Camier | Pz
Date/Time Type Status Crder
H 3042099999662  21,/08/23 05:00 Live unload Scheduled 2323071823 con

Eools"| r]

ﬂ Actions ¥

¥ | Quick filterw | Appointment:* 3042099999562 pa ‘ \pply ¥
M 4 b bl & Displaying 1-10f 1(1 selected)
& @ A4 AppointmentiD  Suggested Start  Appointment  Appointment Shipment  Purchase ASN Facility ~ Camier | Pl
Date/Time Type Status Order
3042099999662  21/08/23 05:00. Live Unload. Scheduled 2323071823 com

O DED e

| B Shr et ||

Facility:* €011 Load configuration: EUP

Facility Name: Sawley DC Estimated trailer duration (min) (1]

Suggested start date/time:® 21/08/23 05:00 Estimated tractor duraticn (min): 60
Appointment type:® Live Unload Estimated departure date/time: 21/08/23 06:00
Appointment 1D: 3042099999662 Appointment requested date/time: 21/08/23 05:00
Carmnern: Control number:

Busingss partnér: Actual checlan date/time:

Trailer:* Standard Trailer




Now click the ‘Edit’ button (red frame)
underneath the highlighted line:

1
ﬂ! Actions = | Tocls =

b | Quick filter» | Appointment* | 3042099999662

4 b bl 2 Dsplaying 1- 1.of 1 (1 selected)

& @ A AppointmentID  Suggested Start
Date/Time

3042000990662  21/08/23 0500

/|
(68 oo [ Ghncin e

Click on the ‘Additional Details’ tab (red frame):

Scroll down the page and at the bottom just below the Driver details, there is a ‘Cancelled’ box and ‘Cancel

reason code’ drop down box (red frame):
Appeaimed bppoebrark
0 hoees+ | zoon =

cev e60

B T T T BRI 1]

]

Soenaiayndoie. WY

pponiment prorty Low ¥ hogoiert deb Soikied
L]

(orweelioe WseY  agpmrtewed e,

Bogaizta

Toee tpe Mo v et e

Grpnifoe  Now ¥

G

Larwr portact reme T cnatact preed
Trafer

b # T #

Complete these fields as relevant. For this example,
we will pick the option ‘Stock not ready/available’
(red frame):

O e = pron =
T T I R G

I oo = J ] et
Meowretoos  wpeeninen | Pubvsl | Do oeen

wones B arcatrasce iom ook ~ef reedy erehaile -

Click ‘Save’ (purple frame in the left hand image)
and the appointment status will now show as
‘Cancelled’ (red frame):

LA - 1 Agpratmgre® MAVINED 2 Sgygried et dte S ” frim
1+ 061 pelcied
& Spomited Uad Sae T Appeetnert fpe  [igoostesst fane npse
T 1108303 #00 Lovg Lvigad Canceied
1 Tom | oo
Tt Anipatey

AT peoty bW Agposteen e Camoabel
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ot srow psrrIard e
Frnremitar
Eagqurtte tape BrgLmtte rama
Bt how
Carrir

Carman coednct ramvar [ coreact phore
Trubar

el Tacws
af pinas Tinchin lniwrven rur

Teader lcarog sumbsr Teacicn icenoe stse

W e T
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HOW TO CREATE A VIEW IN THE SE/AS PORTAL

Log into the SE/AS Portal using your EmpowerID username and password.

Ensure the URL is 12001. Amend if necessary and
bookmark the page for easier access for future
circumstances.

Click on the menu E (red frame) in the top left-
hand corner which displays the below:

1

~ SE/IAS
UAT GB/IE A SE/IAS
UAT GB/IE

Click onthe E menu (red frame above) and start typing “Purchase Orders”. Then, click on the ‘Purchase
Orders - Create Appointment UI’:

o [ Puirchass Osibars - Craste Appoluamt eveas 200

& no dats to display b Ci
Saved Views: Q &4  Purchase Order Status Origin Faei Origin City
II View Details | [+]
Filtar =]
Primary Fields

Click on ‘+’ symbol next to view details to pull through the below:

° B Purchase Orders - Create Appointment Vel 00

. ' mNodatato display Y ]

Saved Views: a &4 | Purchase Order Status Origin Faci... | Origin City
View Details (] No records found

View name:

Description:

Default:

Favorite:

Shared:

Owner: JOutram

Settings

Page Size: 25 b




Name your ‘View' and

i) add a description. For this

example only, the view is
named ‘POs - Open’ and
the description is ‘Created
Status’ (red frame). Then
click on ‘Favourite’ button
(purple frame) to mark it
as a favourite:

Click ‘Add Condition’ (purple
frame above) to refine the
search. In this example, we
have input “Delivery Start >
Today (red frame), then click
'Add Condition’ (purple frame)
again and input “Delivery End< |
Next two weeks”. After this,

click ‘Apply’:

successfully saved:

Saved Views: POs - Open
View Details
View name: POs - Open

B Purchase Orders - Create Appointment

Filter ]

Srved Vi

Vit Dl

Fites
Primary fiatén

Fuatraie vy €
Opiinal Fiatds

w i

ey L w
T Talewirs

forteg

Click ‘+" symbol next to
filter (black frame in the
left hand image) to open
the image to the right. In
this example, in ‘Primary
Fields’ we have input
“Purchase Order =
Created” (red frame):

B Purchuse Orders - Creats Appaintment

S Views
View Bhatalls L4

Fiftar -]

Prinary Fietes

Purchase Order =

Gptianal Flalds

Conddion: Al nrw et (A0

In this example, there are no POs in a
‘Created’ status within the two-week
window. In a live environment, all
created POs will show on the right-

hand side. ‘Additional Conditions’ can
be selected as required to tailor the
information in the view.

Messages

€ Filter "POs - Open’ saved successfully

-

)

do data to display

Once you have created the view you require, click ‘Save’. A pop up box will confirm this has been

Origin Faci... Or

Saved Views: ' lro

Open
View Details
View name: POs - Open
Descnption: Created status

Default
Favorite:
Shared:

Owiiner JOutram

Settings

Page Size:
Filter

Column Selection

PR

View name
Recent
POs - Open
B Open POs
B Open POs - CD11
B Favorite
| Open POs
COpen POs - CON
3 POs - Open

Qwner

JOutram
JOutram

JOutram

JCutram
JOutram

JOutram

' Nodata to display

5

i_'_ _|

Pin as Tile

O O O

O QO O

Select Cancel

Origin Faci... Orig




Clickon [E3 (pin as tile) in the top right-hand corner of the above screen and this will pin the view to your
home screen as below (red frame):

= ca-full-prod-wershous-portsl-qut -ghis i susd comc 12000

.

When you click on the view, it will automatically take you to the view you created with the conditions
already applied. Multiple views can be set up and pinned to the home screen if required. As each region
goes live, you may want to choose to set up views for the POs created for each region.

It is also possible to pin any Uls to the home screen using the El symbol rather than searching for individual
Uls in the menu.




HOW TO ADD A PRINTER IN THE SE/AS PORTAL

In the SE/AS portal, it is possible to print labels via a PDF document printer of your choice or to print labels to
a label printer.

You do not need to create the document printer separately in the portal as this will be the default option
once set up.

The label printer must be added into SE/AS yourself. The system currently only supports label printers from
Zebra and Monarch.

This guide details how to add a label printer in SE/AS and how to print labels with a document printer.

It isimportant to distinguish between the two different printer types:

Document Printer - A PDF output can be produced by selecting “Document Printer”. This option can

be used to produce a label that meets ALDI's requirements on a normal printer.

Facility: Al v

HdPM Goto: 1 | 1.2012210153 PM (1 selected)

[ Select Printer —
Name Description Type Address Copies
() MyPrinter My Printer Zebra 1025115630 v

The below process details how to set up a printer in SE/AS.



Log into the SE/AS Portal using your EmpowerlD username and password.

Ensure the URL is 12001. Amend if necessary and
bookmark the page for easier access for future
circumstances.

Click on the menu E (red frame) in the top left-
hand corner which displays the below:

/)

e %
TR
pa—
A SEIAS
UAT GB/IE

~ SE/IAS
UAT GBI/IE

Clickonthe E menu (red frame above) and start typing “Printers”. Then, click on the ‘Printers’ Ul (red
frame) as below:

2

I Printers (Extended Enterprise Management)

If you are adding a label printer (e.g. Zebra printer), you must create it in the SE/AS portal. Once within the
Printer Ul, click ‘Add’ (red frame) and then select the ‘General’ tab (purple frame) as below:

n Actions * | Tools =

b | uick fiters Type: v Printer: B Buginess Unit:| v

M A4 ¥kl Displaying 0 - 0 of O (0 selected)
Business Unit  Business Partner  Facility  Printer  Type  Description

Mo data found

(A General

Facility: 2 UPS Brinter name:

When creating a new label printer you must enter the settings precisely. You will need the IP address of the
printer to be added. Input the below information into the above screen:

0

a) Select ‘Remote Printer’ in the general tab o
b) Type the name of the printer in printer name
) Input the IP Address in printer address

d) Select ‘Zebra Printer' from the drop-down ‘Type*'| = [ ~ :
field SS

e) Add a description of your choice in the ‘Description*’ field
f) Set ‘Assigned Server*' to ‘eem’

Once this information has been input in the general tab, it will appear similar to the abov with your specific
details including your own Business Partner number.



Click the ‘Document Assignment’ tab (red frame) next to the general tab you were just using, then click ‘Add
All' (purple frame) and then click the ‘Save’ button (black frame) as below:

Available Selected
ARMN rapon

ASHN Inquiry Repor

ASHN Varlance Report I Akd All == |

Activity Raport

Activity Stiuctuie Companson Raport

Adnway il

Aty als of Canfer Override by User and Ookgin
Anatysis of Carriar Stlatus Rasponsae

If you want to use a printer only in certain dialogues, hold down ‘CNTRL’ key and click on the individual
dialogues for which the printer is to be released.

After clicking ‘Save’ in stage 7, the new printer will be viewable within the ‘Printers’ Ul as below. It can be
modified in the future if required via this Ul, using the ‘Edit’ or ‘Delete’ tabs (in red frames at bottom of
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! o)
[ A
= u
o f
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LPN QUANTITY ERROR TROUBLESHOOTING

Changes cannot be made to an ASN in the “In transit” status.

In the event you see this error message,
the item line quantity on the PO has
already been fully packed. If this is
unexpected, it may be necessary to
delete the associated ASN to free up the
packed quantity.

The quantity has already been packed to

J LPNs and the ASN generated. Note in the

red box below we see that ‘Unpacked
Quantity’ is zero and the ‘Packed
Quantity’ is 960 (the full ordered
amount).

Open the ‘Purchase Orders - Build LPNs’
Ul and search for the relevant purchase
order, using the filter options.

Note the status of the purchase order is
‘In Work'. This means at least 1 ASN has
been created for this Purchase Oder.

Messages (1)

& Packed Quantity of the order line 10 exceeds 960 Units(s). Unable to

build LPM.

Line kem Descrigtion Destination GTIN | Total Ordered Ungacied Packed Oty
Mumber Y

10 200157 Ctive Cil Extra Viegin TS0ml P50 Unis 0 Units 2960 Uniss
20 181859 Cove Cil 1020 Units 0 Unis 1020 Uniss

Select the PO using the tick box and then click the ‘View' action button. This will open the PO details. Here,
you can then select the ASNs tab to give an overview of what ASNs exist and are associated with the PO.
The existing ASN for the PO has the PO line quantity assigned to it and is in ‘Open’ status, confirming it has

not been shipped.

If these lines were packed incorrectly or
unexpectedly at this stage, it would be
possible to cancel the ASN by selecting
the ASN hyperlink unless the status is ‘In
Transit'.

Once the ASN details opens, select the
‘Header tab and use the ‘Cancel Action’
button at the bottom of the window to
cancel the ASN.

B PO Dt - Purdure Order

B zcmions = | Tocks = |

Purchase Order: 223082517 OrignFaciy 1130738 @ PokpEed
Punchate Croer Stanus: In Work Dassingtion Faciisy cpn1 @ Defivary Soarr 24006723 00:00 BST
Busingss Partoar, 11078 Pickup Saare Dafvwry Endt 2400623 23:59 BST

o4 b i Dispiaging 1= 1 of 1 [0 saecsed

ASNID :.m-h Errors/Warnings [ Sueus | Delvery Fasiiny  Evdimased Delivery RaceiptDate  Toml Shipped
e
QO0O0NEYY Me Mo Open 0N 240823 17:01 85T 1580 Unins
Ll 000D00TEIS  Ehipmant Dwivery facils:  con @ Total shippad: 1980 Unis @ SO
ASH statur Open Shipoed date Ertimated cefvery: 240622 1701 BST  Total received 0 Uit @ ADME
e T =

Butiness Unit 9959 Cestiration fype Total waight

Origin Type: Supplier Sereet addrear Tezal vehama

Fidkoup faciliyy: 1120728 @ Gty Carre:

Sceug date Coury Mode

e Systemn Generated  SumeFrovinge: Trasler:

Butines: parnar 13078 Foa Code Driver rarna:

Butingss parter rase Supplier Courry: Shipping cors

BOL numibac THaphorg Clasedt Mo

FRD mumrioer: Prigriny: L]

Mesiages

frrer Mo Wamings Mo Alers Ne

Appointment

Appointmint

s e

Generate Report || Shi




ni Actions * ] Tools = ]

AEN: 0000001819 | Shipment Delivery facili:  ¢€D11 © Total shipped: 1980 Units @  COG
ASN status: Canceled Shipped date: Estimated dalivery: 24/06/23 1701 BST  Total received  Units @ ADM
=R e T IEEEEE
b [ Quick filter« | Purchase Order: J2 Origin facility: =
i 4 # bl Cizplaying 1 - 10 of 33 [0 selecred)

9 4 A ‘ Business Unit | Business Partner | LPNType | LPN Smtus | Facility Statws

Q0440225000000085622 9950 130738 LEN Cancelad Canceled

85! 25638 9830 1130738 LPN Canceled Canceled

25000000085 80 1130738 LA Canceled Canceled
00440825 000000085653 1130738 LA Canceled Canceled
Q0LA0225 000000085660 1130738 LPty Canceled Canceled
00440825000000085677 1130738 = Canceled Canceled
00L30E25000000085622 1130738 L= Cancelad Canceled
Q0230825 0000000E5651 130738 Cancelad Canceled
00440225 000000085 707 1130738 Cancelad Canceled

25 85714 1130738 ! Canceled  Canceled

° " A b Wl & Displaying1-2of 2 (0 selected)
L | Lne Number | hem Description Destination GTIN | Totwl Ordered | Unpacked Oy | Packed Cny
10 200157 Ofive Cil Extra Virgin 750mi 950 Units 950 Unirts 0 Unims

20 181259 Olive Od 1020 Units 1.020 Units 0 Units




HOW TO SCHEDULE AN APPOINTMENT FOR MULTIPLE

POs IN SE/AS

Log into the SE/AS portal using your EmpowerlD username and password.

Ensure the URL is 12001. Amend if necessary and
bookmark the page for easier access for future
circumstances.

Click on the menu [ (red frame) in the top left-
hand corner which displays the below:

~ SE/AS
UAT GBI/IE

@ To book an appointment, start typing “Purchase e
Order” and select ‘Purchase Orders - Create —

Appointment’ to schedule a delivery which pulls
through this screen:

UAIT OB/icE

To enlarge this screen, click on [ (red frame) in the top right-hand corner. This icon will always maximise
or minimise:

gvad (6

& P o L Qegibpi.,  eigin Ly Crigs ey, Ceweie.  Dermsanes Oy [ - Lppisnnsr T




To enable an appointment to be scheduled for multiple POs, you need to identify the POs. You can do this
by inputting “Status” in Primary Fields then “= Created” (red frame). Conditions can then be added, by
clicking the ‘Add Condition’ button (purple frame) at the bottom of the box.

Multiple conditions can be added. For example, ‘Delivery Start > Today’ and ‘Delivery End < Next Two Weeks'
has been used as appointments can only be booked within a 2 week window:

Svad Vigws . i Purchase Order Status Origin Facl.. = Origin City Ovigin State/Prow. Destinatio. Deesti

View Detadls

Fibter

Primary Fields

St -l = " Created
Optienal Fields

Condition AR are met (AND -
Delvvery St ~ = *  Today bt E
Delvary End ~ « " NetT » E E

Clear Fields Add Condition Advaniced

Celumn Selection

Sorting

Add

B Purchase Orders - Create Appointment

—
3.
(%]
ge!
<
(7}
—
>
=
o
c
Q
>
—
>
)
o
o
1)
=
Q
D)
—
o,
=
Q
QL
=
o
D)
<
I
S
—+
o
o
w
o
=}
—
>
D)
=.
Q
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T
>
Q
S
Q
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aQ
o)

Uraved View <) - = j.q2gi12 Updated 1602:44 Yy O
Saved Views: i Purchase Order Status Origin Faci.. = Origin City Origin State/Prov. Desti
View Detalls 2324011609 Created 11207348 Bifast GB Aehi]
2324011610 Created Bedfast < Lon
Filter 5 2324011612 In Work Bedfast B
Primary Fields 2324011611 Created Belichall GB
rrcheandes: 1] = | p—— 1 2324001601 Created Belfast GB
2324011507 Created Badfast GB Lo
Orptional Fislda 2324011604 Created Bedfast e 1
Condition: & gre met (ANDY - 2324011602 Created Bedfast GB o1
2524011803 Created Bedfast GE
Delbvery Stant = < * | Today o E E ranihbaid o e
2324001605 Created Badlchal GB CD11
DefiveryEnd = = * NextT. v E E Created Belfast GE 011
Created 1130734 Bedfast GB {23k
Clear Frelds Add Condition Advanced
Column Selection
Sarting

Then tick the tick boxes (red frame) next to the POs you want to include on one appointment. This will
highlight the lines and click on ‘Create Appointment'”:

S 50 1B T T T T R Crees et




Gi Actions * | Tools *

Facility:*

Appointment type:*

Appointment 1D:
Camier
Business partner

Trailer:®

Suggested start date/time:*

© Trailer is required

Live Unload Estimated tractor duration (mnj;

30420993912816 Estimated departure date/time: | 12/02/24 05:00
ol Appointment requested date/time: | 12/02/24 00:00
_)-" Contral number;

Select ane w

i ] Lg #l
Purchase Order
2324013003
2324013004
2324013005

Appoiniment Obects citona e

& Displaying 1 - 3 of 3 (0 selected)
Shipment Stop ASN
}-:
2 3]
/"i

Add Row § Add Multiple § Delete Row
[ e ]
Recommend

Time: Slots

Validate

PO L
y. 02y
F 02/
F 02/

The system has automatically generated a 60-minute slot for these three POs (red frame). You need to
complete the trailer (purple frame) and load configuration (black frame). For the below example, ‘Standard
Trailer’ and ‘EUP’ have been selected. Click on ‘Recommended Time Slots’ (blue frame) on the bottom line.

All three POs are detailed (green frame).

ﬂ Actions ¥ | Jools = |

Facility=*

Appointment type:*

Suggested start date/time:* | 12/02/24 04:00 | Estimated trailer duration (min): &0

cD11 A 1 Load configuration:

Live Unfoad + Estimated tractor duration (mink &0

Appointment I 30420995912816 Estimated departure date/time: 12102124 05:00
Carrier: yo Appointment requested date/time: | 12102124 00:00
Busingss partner: ) Control number:

| reaiter Select one ~ |

" oA L

P—

2 Displaying 1 - 3 of 3 (0 selected)

I Purchase Order
2324013003
2324013004
2324013005

Shipment Stop ASN
> ) p ]
P s
~ B

POL
P
o2y
p o

Add Multiple || Delate Row

m Recommend Time Slots m Validate




This pulls through the available appointments as below. Click on an appointment slot (red frame) and then
click on ‘Select’ (purple frame):

EB actions = | Tools =

Facility=*

. Recommendations

Suggested start date/time:
Shats

Appointment type:* : . B :
@ §Start-Time:12/02/24 04:00 Departure-Time:12/02/24 05:00 Appointment Skots:Chiller

Start-Time:12/02/24 05:00 Departure-Time:12/02/24 06:00 Appaintment Slots:Chiller
) fstart-Time:12/02/24 05:00 Departure-Time:12/02/24 07:00 Appointment Slots:Chiller
Start-Time:12/02/24 07:00 Departure-Time:12/02/24 08:00 Appointment Slots:Chiller
Trailer:* ) Fstart-Time:12/02/24 08:00 Departure-Time:12/02/24 09:00 Appointment Slots:Chiller

Appointment ID:
Carrier:

Business partnern:

Appeintment Objects

P
iy con / o8 COriQraton DO#
Soporsied a7 Gttt et 222G - | s~ ated trp ar Orptiom M -]
ADDO TRt e Live Usicad v Ee~ated IO OOt [ &)
F Rt L e | M2 ndnT Fir o gl ORS00 OFET =& e tg bea X 0
Cavar » Aopo rémert regursted Satetme SE12T3NA 00
ot portrer » Cortn Aumie”
e Stanaaed Traied ~
PR—— =
Mo b M & Dasiayeg 1 -3 o3 D seeces
Porchase Orier Sripmert o0 ALK PO Due Oa
X218 7 y 5 -
221121381 J 4 y
TN 1S ’ # /
o
] e
The pop-up box confirms validation ot -
o . ctions * | Tocks = oS S0
is successful. Close this pop-up box O s - 1o bl o
B valdatcn successhs
. 4 ’
and click ‘Save’ (red frame):
Suggesied start date/time: 1200224 D4
Appcinment typec T L T T S —
Appoirdment il 30420959912816 Es! ted cepariure date/teme:
Camier: F Appciriment requesied date/time: 1202724 0400
Business partner: p Coriirel rumber:
Trader:* Standard Traiker  ~

EERCLTL PR Slof Details | Dock Details | Additional Details

b 2 Cuplaying 1 - 3of 30 selected)

Purchase Order Shipment Swep ASN POL
2324013003 ; P -
2324013004 F J J az
2324013505 J J: P oy

=
PE—

[ Caront | Rocommend Time




This now shows the below screen
detailing the appointment ID, time and

= po numbers. You can how minimise this
o screen (red frame):

This returns you to the following screen.

Click on ‘Apply’ (red frame) to update the
screen:

00

This now shows the updated details for
your selected POs with the appointment
time (red frame):




To enable an appointment to be scheduled, it is necessary
to either input the PO number if known, or search for it.
Below will show both ways:

a. If the PO is known, input “Purchase Order” in Primary
Fields then “=" and the PO number (red frame).

The PO number below is for this document only. In a live
environment, the PO numbers will be supplied to you by
ALDI:

b. If the PO number is not known, input “Status” in Primary
Fields then “= Created” (red frame). Conditions can then
be added, by clicking the ‘Add Condition’ button (purple
frame) at the bottom of the box.

Multiple conditions can be added. For this example,
‘Delivery Start > Today’ and ‘Delivery End < Next Two
Weeks’ has been used as appointments can only be
booked within a 2-week window (black frame):

Click ‘Apply’ (red frame) at the bottom of the screen. For
this example, we will use example ‘6a - PO humber is
known':

Saved Views:

View Dotails

0 ¢

Filter

Primary Fields

Purchase Order - = - 2323031303] L &
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For example 1a, this will show only this PO whilst 6b will
show all POs with ‘Status = Created’ within the 2-week Sorting L+
search to enable the correct PO to be identified. Make a
note of the other PO number you wish to add to the
appointment.
This will show the PO on the right-hand screen. Click on the tick box (red frame) on this line which
highlights it. For example 1b, click on the tick box on the line for one of the relevant POs:
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Go to the action buttons at the bottom of the screen and click ‘Create Appointment’ (purple frame above).
This takes you to the following screen (you can also right click on the line to pull up the same options):

Create Appointment - Add Appointment Cev S0

B sctions ~ | Tools + |

50 Trailer is requm.ad 1
Facility:* co1

Suggested start date/time: | 30/08/23 05:0

Appaintment type: Live Unlead . Estimated tractor duration (mm): |15
Appointment 10: 3042099959784 Estimated deparure date/time: 30/08/23 05:15
Carmier; P Appointment requested date/time: | 30/08/23 00:00
Business partnen 2 Control number:

Trailer* Select one il

4 4 b bl @ Displaying 1- 10f 1(0 selected)

[
| O purchase Order Shipment Stop ASM PO O
[ 2323081803 F i PO L

The pop-up warning box can be closed, and completion of this screen can commence.

The system will automatically pull through specific details from the PO such as Facility (CD11 - Sawley),
suggested start date/time, etc.

Points 5b and 5¢ need to be actioned before a slot can be booked:

n: Actions ¥ |1c-ois s |

Facility: con P Load configuration:

Suggested start date/time:* | 300823 05:00 ; Estimated trailer duration (min):

Appointment type:* Live Unload w Estimated tractor duration {mm): 60
Appointment ID: 3042099959768 Estimated departure date/time: 30/08/22 05:15
Carrier: j Appointment requested date/time; |30/08723 00:00
Business partnern: Control number:

Trailer:* Select ona

o4 b bl Displaying 1- 1 of 1(0 selected)

[ purchase order Shipment
O (2323081803 P2




Trailer - the drop-down box details ‘Double Deck Trailer’, ‘Side Loaded Trailer’, ‘Standard Trailer’ and ‘Tall
Trailer'.

ALDI do not use ‘Side Loaded Trailers’.

For this example, as most of our deliveries are ‘Standard Trailer’, this is the option selected (red frame).

B scticns = | Toots =
g DOP
Facility:” ol £ Load configuration: [EUP |
UKP
suggested stant datetime:* | 30108723 05.00 Ji= | Estimated trailer duration {min}: 60
Appointment type:® Liva Unload  + Estimated tractor duration (min): 60
Appointment ID: 3042099999768 Estmated departure date/time: 30/08/23 05:15
Camer, =] Appointment requested date/time: |30/08/23 00:00
Business partnen pe Control number:
I‘Trai.len' I
: T —
M4 k¥l & Displaying 1 - 1 of 1 (0 selected)
[ purchase Order Shipment Stop ASN BO Du
[ (2323081803 »p s £
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There is now an additional PO row which is
blank (red frame above). In this blank field, -
enter the second PO number you wish to add to gt s (RIS =
this appointment (red frame) as follows: e e
Both POs must be delivered on the same trailer. otonan Gooem | Adsssentest
==

Click ‘Set PO sizes’ (purple frame above) to populate
the rest of the fields based on the PO criteria as

Click ‘Recommended Time Slots’ (red frame) at the bottom which pulls up the below box:
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The system will always show the 5 earliest available appointments. There is an option to select later if
required. Click on an appointment time and click ‘Select’ (purple frame).

The system has generated a 60-
minute slot for this delivery as =

g

° below (red frame):

You may wish to make a note of
the appointment ID for
communications, delivery notes,
etc.




B acticns = | Tooks =

@ vabdation success!
Faciliy™ con

Sugoetted start date/time* 210823 05 04

ul

Appointmant type* Live Unlcad
Appoantmant 1T 3082099559651
Camer:

Busindis partner.

Trasker* Standerd Trader v

Estmated tracior ourabon (miny: B0

Estmated departure date/time

Appointment requested date/teme: 2 108/23 05:00
Contred nurnbser

The final stage is to close the pop-up box an

o appointment:

[ e

d click ‘Save’ (button to the left of Validate in step 10). The

appointment status now shows as ‘Scheduled’ (red frame) and the below screen appears with details of the
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This appointment has now been sent to ALDI.



TROUBLESHOOTING SE/AS PORTAL ACCESS

In the event you experience issues accessing the Manhattan SE/AS portal, please follow the below steps:

Ensure the recommended browser,
Microsoft Edge, is being used.

internal issues with the setup of firewalls, and it
may be necessary to consult your internal IT
department to ensure suitable access is provided
for the Manhattan SE/AS portal.

BPET.GBIE@aldi.co.uk.

Ensure the URL has the appropriate amendment
made. If you can log in but can’t navigate to the
SE/AS portal homepage, you may be presented
with the following error. If this is the case, delete
the highlighted part of the URL below and press
enter.

Once you reach the following screen, note as
highlighted in yellow, log in has been
successful. At this stage it is necessary to amend
the URL.

Change the 2nd digit of the number at the end
of the URLto a 2 and press enter to load the
SE/AS portal homepage.

If you are presented with this screen, there may be

Check the correct access link is being
‘ used. Use the link here. Any instances
o where a test link has been

saved/bookmarked/favourited should
now be removed.

O

Hmmm... can't reach this page

Check with your organisations EmpowerlID Key User the correct account details are being used and the
account has been setup correctly as well as having has the appropriate rights. In the event the Key User
requires assistance with EmpowerlD, they should reach out to the Business Partner Enablement Team via;

« O

44 Manhattan
Associates.

ERROR

This 15 an Unexpected ervor. Please report to vour svstem administrator if this error persists,

Ervor Message: Invalid MIP URL (HTTP 404)

3 https:/fwarehouse- portal qa1-gb|ealu| sued(am

« @i

Ad Manhattan
Associates.

Welcome to Manhattan Associates Identity Provider

Yo are now logaed i Please type the URL of the application you wish 1o use.

« o[ _dd pp WWWNNQ@‘QHQMWNHW‘E: | I

A Manhattan

ASSDCN05.

Welcome to Manhattan Associates Identity Provider

Yo are now logged in, Please type the URL of the application vou wish 1o use.



It may benefit you to try clearing your internet browser cache to expedite system log ins and avoid system

timeouts.
Inyour selected browser, + ¢ o ¢ o =[HE Select the ‘Privacy, search FEMm
locate the additional B i and services’ option. T
featuresmenuandselect “" 7 [T v vmmaes ]
the ‘Settings’ option. & i )
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Locate the ‘Clear browsing data’ section and select ‘Choose what to clear’.

Clear browsing data

This includes history, passwords, cookies and more. Only data from this profile will be deleted. Manage your data

Clear browsing data now

Choose what to clear every time you close the browser

Ensure the below options are selected and click the ‘Clear now’
option to action.

Once this action has been completed, close all browsers,
reopen and attempt to login again.

%,/ would be to contact the Business Partner Enablement Team via;
o be raised, and ALDI IT teams can investigate the problem.

Choose whaj to clear
T

>

Clear browsing data

All time b

Brm..\.lsing -history
_Dow.ntc;arl I;i-;mryl

Cookits and ather site c!ata
Cached images alnti. .fflcs

Clear browsing data for Internet Explorer mode

T
m o

If you are still unable to access the Manhattan SE/AS Portal after trying the above solutions, the next step

where a ticket can



