How to ship, Create UCC Labels and Process ASN information in VendorNet
This document will provide you the basic tools necessary to understand how to create process and print the information for UCC labels in VendorNet. This process will also generate your ASN information automatically upon completion. There are many screen shots in this document. To help you quickly identify important places on the screen we have added dashed oval (like this,
[image: image1] ) and large Capitol letter with arrows (like this,[image: image2.png]


). These will help you navigate the screens quickly.  
**Important Note**

Having you, our Vendor, create UCC Labels for your shipment and have the ASN information automatically generated and sent, all in a format that we have pre-approved, is a huge boost to our Vendor Compliance program and our business. It is a great tool for you, the Vendor, to create an ASN and print labels that are compliant, thereby helping you avoid costly charge backs. The one big thing to make all this work properly is correct information. The information you provide needs to be accurate so it is strongly recommended that you have correct case quantity information ready before you start. 
Steps to Follow

1. Log on to VendorNet

2. Click on the word “Ship” on the left hand side of the screen underneath the “Order Services” box.
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3. This will bring you too a screen like this. 
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4. Click on Start Shipping in the upper right hand side of the screen.

[image: image5.png]



5. On the screen that step 4 loads; click the Purchase order number you would like to ship.
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6. This displays the screen where you will enter your quantity shipped information and your tracking information
A. “Ship Qty”: This is where you will enter the amount to be shipped. Enter in here the exact quantity you plan to send. 

Please remember that this is the QTY on a specific shipment. If you have multiple shipments against a PO, you must do each shipment sperately. All containers must have their own ASN. If you have questions please contact your Vendor Compliance person or your VendorNet contact.
B. “Tracking No: We would prefer that this have the actual tracking number from the shipper, but we realize you may not have this number prior to creating.  Please contact your buyer or planner in regards to the tracking number, once obtained.  They will instruct you on where to send it, if necessary.
C. “Add Cases”: Once you have entered the information necessary click on Add Cases to move on to the next screen. 

[image: image7.png]>> Shipping Batch Open Comerstone Te
Veng!nrNEt ProcessStgnents _Contnue Shpng @ Lo

Order Senices Comments_Acions Cancels Header_Shpments BilTo ShpTo_Buyer [
[001459818  [Go ][ sip To Information

vExit Batch/Home | Customerid BYS00 Reft Phone #

it | neme Steve Johnson Ref2 Country USA

+Acknowlsdge Company DN Gift and Apparel  Strest 1111 Brickel Ave

\Ship EMail buyer@dnga.com Strect2 —
‘Baten Enry City, State Fort Lauderdale. FL 33311 ‘
7Est Ship Dates B Order Snapshot [, Printer Friendly [ Post Shipment
SEstShpDates  orgerno 001458815 Lothio Destination Steve Johnson
*Messages sats  Waitng o Ship DN Gift and Apparel
+Views. C. Ship Method UPS Ground

»Quick Reports. ESD 080272012 Can 05253 A

»Reports Shipment 1 _Comment

Onder Recap. Line o SKU

Est Ship Report
Bt 1 PQN 231 (pan 231)
FilRate Report Grooved Cermaic Vases
Product Demand

Performance.

~ 'Adg Acdl Paghage





7. Now that you have entered some basic shipping information it time now to input the information that is going to generate your ASN and your UCC labels. This is a very important step; please verify you are using the correct case information. 
A. “Cases To Add”: Here is where you are going to add in the total number of labels you need to print. Example 1; you are shipping a total 120 storage boxes and each box gets its own label, so you would enter 120 here. Example 2; You are shipping 120 units, and they ship 10 to a box, so you only need 12 labels, so you would enter 12 in the cases to add. 
B. “Explode/Refresh”: Once you have input your Cases to Add, click on the Explode/Refresh link to move to the next screen. 
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8. Once you have clicked on the “Explode Refresh” it will open an equal number of “SSCC” lines to match the number of cases you want to add. Each one of these “SSCC” lines represents a label. 
A. Verify that the Quantity matches what is actually going to be in the case. Each one of these SSCC lines will represent what is in the case.

B. Once you have verified the Quantities are correct, click on “Explode/Refresh” again. 
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9. If any of your quantities were incorrect you will receive an error like this. To fix this you will need to review the SSCC lines and determine where the error lies. You may need to delete lines or add lines. 

A. The “UnAllocated” is the key field here. It will either display as a positive red number (example: “5”, meaning that there are 5 items not accounted for in the SSCC labels) or a red number (example: “(5)”, meaning that there are more items allocated to the SSCC lines then the number of items ordered)

B. If you have to add a case, click the drop down and select “Make New Case”, this will add a new SSCC line. Go to it and add you quantity in. 
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10. If you entered every thing correctly it will look like this and you are ready to move to the Label Printing portion. 

A. You will know that you have successfully balanced the total number of items to the number of cases you are shipping when the “UnAllocated” displays a “0”.

B. To move to the next step Click on “Process Shipments”
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11. You are now ready to print labels. Here are a few hints to make sure this next process moves smoothly for you.

A. Be sure you have the correct label paper. If printing to a 4 labels per page sheet be sure it is an 8.5 x 11 sheet (Avery number 5168 or compatible). If printing to 1 label per page or off a roll (thermal printer) be sure you have 4x6 label stock

B. Make sure you printer is turned on and that you have enough label stock to print out all you labels. 

C. If  you are printing to a different printer that your default printer be sure you have the correct printer selected
12. Once you have clicked Process Shipments your next screen should look like the screen below. 
A. Be sure that you check your information one more time, the next step makes any information you send a permanent part of the record, you want to be sure it’s correct so you are compliant and receive no charge backs. 

B. If every thing is correct, your printer is on and you have label stock in the printer, click “Update Shipments”. 
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13. You will be prompted with a little dialog box like this. Click Ok if you’re ready to print. 
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**Important Note**
The next steps should be automatic for Word XP users. Please note that if you are using an older version of Word (i.e. Word 2000 or Word 98) you will be prompted to print by Word. Click “OK” when you are ready to print.
14. After clicking on the “OK” button you will get a screen looking like this. 
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15. Next you should see your Microsoft Word program open up. 
***Important Note***

If you are set to print automaticly Microsoft Word will merge the information and print automaticly. 
This will return you to the Home/Welcome screen. 

However, if you are setup to use mail merge (ability to save in a word document) follow the next steps.
16. You will see the template on the left and the Mail Merge Menu on the right.
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17. Select “Edit individual letters…” from the menu

18. When the “Merge to New Document” box opens, click “OK”
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19. A new Word window will open displaying the PO with information.  You may print or save as necessary and then close all Word windows without saving (if asked). 

20. Your final screen should be as seen below: 
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