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1.1 EDI WebEDI (aka “Supplier Connection”) Overview

Covisint WebEDI has many features and functions. But most user activity
happens within one of four main areas:

1. Inbox Folder — an area where a supplier can view a list of inbound messages
(usually demand forecasts or required shipment schedules) from buyers.

2. Reference Tables — where a supplier can enter information that is frequently
needed for ASNs - such as carrier codes or packaging types

3. Draft Folder — where a supplier can create (or “turn around”) an ASN from a
selected requirement — or build an ASN from scratch.

4. Sent Folder — where a supplier can see of history of sent messages, such as
ASNS.
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1.1 EDI Supplier Connection (WebEDI) Process Overview (1 of 2)

Demand is generated in Ford’s ERP
Solution and sent to Covisint

Covisint receives data
' for processing

ASN is created from
Planning Document
and sent to Ford
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Supplier uses WebEDI to process
requirements and print documents as needed - '
Bar code labels and shipping
documentation is printed

1. Supplier receives email notification that a MESSAGE has been placed in
their Inbox.

2. Requirements are reviewed, printed and a shipment planned.

3. Adraft ASN is created for planned shipment, the supplier can return later to
complete the shipment if needed.

4. Bar Code labels and shipping documentation are printed
5. Supplier transmits ASN after shipment leaves dock.
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1.1 EDI WebEDI (Supplier Connection) Flow Details 2 of2)

Traditional EDI

ERP System
Y Users

y N J | :
DELFOR / DEUJIT (ASND_EZgDV .
(Planning / Shipping) ANSHALIEEE
Shipping Notice)
.§ .

Non-Traditional
Web-EDI Users

|

‘ Covisint Supplier Connection (Web

Material Release
Inbox Document (DELFOR) /
Folder Shipping (DELIT)

Reference Tables:
Draft ASN Worksheet Garriers, Parts
Preview Shipping D t : :
Folder (Preview Shipping Documents) _ Containers, Pallets, etc.

Sent ASN - Advanced Print Delivery Notes
Folder Shipping Notice n Print Shipping Labels

Shipping
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1.2. Verify Computer and Software Requirements (1 of 1)

* The following requirements are needed to access and view
Supplier Connection. Please contact your IT department if you

have any questions about your PC being able to support these
requirements.

— Computer: Any modern day Web capable device
supporting at least 1024x768 resolution
— Browser: Microsoft Internet Explorer IE 9 and above
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1.3 Logging into the Ford Supplier Portal (FSP) (1 0f 2)

Use: https://fsp.portal.covisint.com/web/portal/home

Search... N
m APPLICATIONS POTENTIAL SUPPLIERS FORM PRODUCT DEVELOPMENT w_
Login Ford Supplier Porial Key Information
User ID: =y Entelr Your USER ID i Portal (FSP) allows Ford and its suppliers to share information and conduct bus
Paszsword: . . . . . .
— ‘ti Enter your password v web. FSP is an entry point t{.} a varletyr.of cross-functional web applications ran
Clicking on Login indicates ac of Terms of Service to Vehicle Prﬂgrams.
Use and Privacy Policy. . . I o to Covisint Registration For Users or Organizations
F Forgot your Password? | Click on Login r
P Check your registration status vHow to Register Your Company for FSP + How To Login To FSP
wHow to Register as a Mew User for FSP v How To Request An Application

My Applications vCorporate Security Hd_mlnlslratnr (CSA) Role v How To Request Addifional Site Codes For An Application
= 2545 - How To Reactivate Your Users For FSP v Revoked FSP Access?
= Edit my applications...
Frequently Used Links

WFSP / Ford Help Desk WPotential Suppliers
vGlobal Terms and Conditions WLean Resource Center
WWaorld Excellence Awards

Important Documents

» RSMS Communication Package
Communication package, reporting requirements, guidelines, standards, FAQ'S, & contacts.

v Ford Morth American Mon-Production Routing Instructions
Faord Morth American Mon-Produciion Routing Instructions

o covisint -



https://fsp.portal.covisint.com/web/portal/home

1.3 Logging into Covisint WebEDI using the Ford Portal @ of2)

APPLICATIONS

Navigate to the Ford Supplier
portal as usual and select

Search...

m APPLICATIONS | POTENTIAL SUPPLIERS FORM | DOCUMENTLIBRARY | PRODUCT DEVELOPMENT w-

My Applications Applications

+ Edit my applications...

Filter

My Favorites _ (1 all filters

Show results for:
(@ any filter

» Edit my favorites..

Filter by: Access » Al
Covisint Applications

Adient Web Reporis Search
CATS

Access  lcon Mame Summary
Chrysler Web Reporis

3270 Access b Detail
Covisint C —
covicint inf Verify you have the Add-On Provider Website } Detail
AU - .
link to Supplier

Change P1 Connection under Corporate Quality Development Center (CQDC) b Detail

edit iy Pr| ‘Covisint WebEDV’
wy aamin] With the Access box

Covisint WebEDI

I}, b Detail

checked Dizputed Excess Transportation Charges Syste... ¢ Detail

Functional Area Request Favorite

Supplier Development

Customer Service 4

Supplier Development
Purchasing

Manufacturing

** If the Covisint WebEDI link is not present, contact the Covisint representative you were

working with to register for Supplier Connection.
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1.4 Viewing Additional Training Material (1 of 2)

B covisint

| Automotive Portals

1 -
m APPLICATIONS | POTENTIAL SUPPLIERS FORM | PRODUCT DEVELOPMENT WI4 ) Ford Supplier Portal
; L [ Support
| Click on Support— &8 Suppo &
4 |2 Languag

=) Sign In

Ford Supplier Porial Key Information

User ID: The Ford Supplier Portal (FSP) allows Ford and its suppliers to share infor AT d
Password: — environment over the web. FSP is an entry point to a variety of cross-functional web applications ran
Login| . .
Clicking on Login indicates acceptance of Terms of Service to Vehicle Prﬂgrams.

Use and Privacy Policy.
P Forgot your Password?
¢ Check your registration status

Click here to go to Covisint Registration For Users or Organizations

WHow to Register Your Company for FSP + How To Login To FSP
WHow to Register as a New User for FSP v How To Request An Application
vCorporate Security Administrator (CSA) Role +» How To Request Addifional Site Codes For An Application
= 25As - How To Reactivate Your Users For FSP v Revoked FSP Access?

#» Edit my applications...

Frequently Used Links

WFSP | Forglis

Step 1 Takes you to this page

Importan

Home | System Status

v RSMSE
COmMmHOOSE ONE

+ Ford I Click on
Ford t Supplier
Connection
Support
Automotive Portal Support Connect EDI Messaging Support Supplier Connection Support
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1.4 Viewing Additional Training Material (2 of 2)

¢ covisint

Home  System Status

MESSAGING SUPPORT

b CATS F Logistics

F Connect Messaging } Supplier Connection

F Covisint Request Tracker } Supplier Connection
(CRT) PSA

¥ Wizard-C
b EDI Certifcation Wizard-Connect

Enablement
} Indirect
b MGO
SUPPLIER CONMNECTION USER GUIDE S
} Buyers
F Suppliers

SUPPLIER CONNECTION VIDEQS

b Establishing Preferences and email Notifications
} Inbox Management Features

b Mananinn | leare and Privilanas

TIPS FOR USING SUPPLIER CONNECTION

(v} Getting Started F What are the steps for logging in to Supplier Connection?

L] Buyer Company Each Buyer Company may spacify unigue definitions of what is required (if any) within the records when performing some of the
Specifications tasks in this support material. When this is the case, review the specifications provided by your buyer company ==

IMPORTANT MESSAGE!

Creating an ASN from Turnaround Function
When creating an ASN, the turnaround function suto-populates shipment infarmation on the input form with the requirement found on 8 shipping schedule.
Using the tum around function saves time and reduces emrors. Leam how to create an ASN using Tumeround function ===

1= Watch the video ===

SUPPLIER CONNECTION FAGS

¥ How do | add users to my Supplier Connection profile? Mo%t papular

P How do | add a camier?

NOTE: This is generic training material and wont be specific to the
Covisint WebEDI version for Ford.
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2 Create Required Configurations

In order to use Supplier Connection (WebEDI) properly and meet your
customer’s expectations certain reference tables need to be configured as
well as making sure certain supplier part information is available when

needed.

The following configurable reference tables will be explained in the next few
pages:

2.1 Preference Table: Used to set items like user’s timezone, language
and other features that may be helpful.

2.2 Carrier Reference Table: Identify the cargo Carrier you use.

'. COViSint Connact. Enoage. Callaborate,




2.1 Setup User Preference Information (1 of 3)

Step 1: Accessing the Edit Preference Screen
a) From the Main Menu Bar click on preferences
b) Click on edit preferences
c) The edit user preference screen will be displayed

’ home portal help Knowledge Base contact us

supplier connection

Jerry Justman, For pplierld
view create reports  administration nrefefences  ch

s inbox i viewing 0 - 0 of 0 documents edit preferences
] 5 - : - .
ﬂ filter data by: |document type (all)... v||trading pariner (all)... | Reference Number: [ go |
5 [ert_options imadinggactnss | document tps [ Fdate racaivad | slase dats [ horzon dates | cfersnces
[ |
|
I
] %
(| 2
Ik
| =
I
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2.1 Setup User Preference Information (2 of 3)

Step 2: Setup mandatory fields (fields highlighted in red font).
a) Select preferred language (English only) from the drop down box.
b) Select your time zone from the drop down box.
c) Select document (default value) from the inbox view drop down box.

supplier connection Jerry Justman, Fisker Test Supplier home portal help Knowledge Base contactus

view create reports administration references change compan

edit user preferences
usar information:

user id: ALEBEDEV
first name:

last name:

job title:

CoOMmpany name: Ford Supplieri0

preferred language*: |El'lg|i5h I:US]I I"""""| )
v|

time zone*: (EST) Eastern Standard Time

email address: | email address to receive inbound documents

Default view Information:

inbox view®: Document %

draft view ASN W

sent view ASN W
These fields are used to establish a default date range for displaying schedules or kanbans. The forms that display dated reguirements have

filters that can be used to adjust the default date range. For the infrequent user of Supplier Connection, it is suggested that a large number ba
placed in each field so that no requirements are "hidden” from your initial view of a display.




2.1 Setup User Preference Information (3 of 3)

Step 3: Setup optional fields.
a) Enter your e-mail address in the e-mail address field.
Note: An e-mail notification will be sent to this e-mail address
when a schedule is delivered to the Supplier Connection inbox.
This eliminates the need to constantly check for new documents
) Accept the default of “ASN” for both the Draft and Sent View fields.
) Enter 999 in both the Show Requirements from past and future # days
) Accept the default of “document type (all)” for the History search field.
e) Accept the default of “trading partner (all)” for the History search field.

email address: |testuser@testcnmpan‘:{.|:|:|m | email address to receive inbound documents

Default view Information: ‘

inbox view*: Document »

draft view
sent view

These fields are used to establish a default date range for displaying schedules or kanbans. The forms that display dated requirements have
filters that can be used to adjust the default dEtE range. For the infrequent user of Suppliar Connection, it is suggested that a large number be
placed in each field so that no requirements are "hidden" from your initial view of a display.

show requirements from m
past (# days)

show requirements into 95':'
future (# days)

History default search criteria

M use History defaults )
Document type: |d|::-cument type (all)... V|
Trading partner: |trad|ng partner (all)... v|4

o O T
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2.2 Setting Up Carrier Reference Tables (1 of 2)

Adding or Editing a Carrier - Step 1

a) From the menu bar hover on reference and select carriers

supplier connection Jerry Justman, 1] Test Supplier home portal help Knowledge Base coiffa

view create reports administration

= |1] Test Supplier - carriers

b) If adding a new shipping carrier, click on add carrier.

c) If editing an existing carrier, click on pencil icon.
d) If deleting an existing carrier, click on the delete box
and click the delete selected button.

'. Covisint Comnect. Endacs, Collaborats




2.2 Setting Up Carrier Reference Tables (2 of 2)

edit carrier information...:

- -
B
l/n'

*required fields

general information:

carrier name®*: | |

| conveyance code: | select. b

excess tranporation | |
responsibility:

e[ ]
Adding or Editing a Carrier — Step 2
a) Enter the carrier’'s SCAC code (Standard Carrier Alpha Code).
If you do not know it and it is not available when you click on the
“?" icon you can ask the carrier for it. If the Carrier is not available
then enter UNKN for Unknown.
b) Enter the carrier’s name, if not known then enter UNKNOWN.
c) If you want a conveyance code to be the default for future use
then select one from the drop down list.
d) Click on the save button at the bottom of the page.

o covisint e




3.1 Inbox Overview (1 of 3)

supplier connection

Jerry Justman, Ford Suppliari0 home portal help Knowledge Base contact:

view by:

V| Referencehlumher:| | |g{:|

stnse date | borzon dates [ references |

f11/14 - 5/31/15 815-3 A

@ Ford WebhEDI POC Buyer

Shipping Document &/25/17 11:03 Ph

@ Ford WebEDI POC Buye Planning Document &/25/17 5:42 PM 1211714 - 5/31/15 B15-2 A

@ Ford WebEDI POC Buyer Planning Document &/25/17 5:34 PM 12f11/14 - 5/31/15 815-3 A

@ Ford WebEDI POC Buyer Shipping Document 3/15/17 11:01 PM 12f11/16 1/1/17 - 5/31/17 8155 A
D E Ford WebEDI POC Buyer h‘ Shipping Document 3/15/17 10:09 PM 1211716 - 531717 815-4 A
D @ Ford WebEDI POC Buyer Shipping Document 2/20/17 11:09 PM 22117 2/21f17 - 2/19/17 17052

b

| move selected to history | —4

inbox :: viewing 1 - 9 of 0 documents page: <« 1 » view by:

a) The “filter data by’ feature allows selecting what document type you may want to see.
If you had more than just Ford as a buying trading partner, which partner to display.

b) The Reference Number field and the go button next to it allows you to search for
a particular document more quickly.

c) The doc (document) tab is what is displayed currently and for most users the
recommended default. The part tab will be discussed later.

d) Rows that have not been clicked on to view have the ‘save to history’ icon grayed out
and the remaining data columns in bold until viewed.

e) If the ‘save to history’ icon if not bolded then Lou can select old or already processed
documents to be moved to the history folder by clicking on the ‘move selected to
history’ button.

'. Covisint Connact. Collaborate,



3.1 Inbox Overview (2 of 3)

view create reports administration preferences reference change company

inbox : wviewing 1 - 15 of 20 documents

filter data by: ||:I|:u:ument ty pe (all)... VHtrading partner (all).. v‘ Reference Numbe,=| | |EIU|

[ |ser] cotone |imimgmariar —documotoos |Histerscadad | mamedsie |borimndaine Irsbrsmcar |
14

M| Ford webEDI POC Buyer Planning Document 2/22/1612:01 PM  3/22/16 3/1/16-3/31/16 2

E Ford WebEDI POC Buyer Flanning Document 3/22/16 11:13 AM 3/22/16 3f1/16 - 3/31/16 1008

M| Ford webeDt POC Buyer Planning Document 3/22/16 10:53 AM  3/15/16 3/1/16 - 3/31/16 1007
E Ford WebEDI POC Buyer Flanning Document 2/15/16 12:55 PM 3/15/16 3/1/16 - 3/31/16 1007
E Ford WebEDI POC Buyer Flanning Document 3/15/16 11:33 AM 3/15/16 3/1/16 - 3/21/16 1006

I Ford webEDI POC Buyer Panning Document 3/15/16 11:17 AM  3/15/ 3/1/16 - 3/31/16 &

[ Ford WebEDI POC Buyer Manning Document 3/15/16 12:11 AM  5/21/15 5/22/15 - 5/23/15 3

move gelected to history

inbox = viewing 1 - 15 of 30 documents

f) The alert icon warns you there is somethinE wrong with that inbox document. It is
usually a ship to / ship from / shipping dock error.” A typical error is shown below.

g) For example, once the error has been corrected
after adding the proper item the user can click [radne pertnen

Ford WebEDI POC Buyer

on the ‘reprocess’ link to resubmit the docurmant ganerasion datsi /1516 12111 AV

document interna”y agaln WithOUt haVIng Ship from 720009%-4 and ship to 200202 combination does not exist.
to contact the customer or buyer to resend it.

If you can not correct it please contact the reprocess  close window

Covisint Service Desk as listed in the Contact

Section.

'. COViSint Connect. Engage. Collaborate,




3.1 Inbox Overview (3 of 3)

view create reports administration preferences  reference  change compan

inbox :: viewing 1 - 15 of 35 documents

mdata by: |d|::cumenttﬁ_,-pe (all)... V||trading partner (all)... V| Refeﬂmher: go

BULLETIN: A message dated 3/1/ 17 was issued by Ford Motor Global. Please open |mmed|ately

R e e e T e g T

|:|EDI POC Buyer Planning Document 3/15/16 11:33 AM J1516 3/1/16 - 3/31/16 1006

h) The bold red BULLETIN is a way for Ford (the customer/buyer) to
publish an important announcement or bulletin for the supplier to see.

1) Clicking the X box next to it deletes the bulletin.

) The printer icon allows the user to view, save and or print whatever
document row has been clicked. In this case a Planning document
which is displayed on the next page.

k) The download icon allows the user to save a csv copy of the selected
document row for further use in other local systems. NOTE: it does
not support supplier specific enhancements so it may not be
suitable for all uses.

l) Hovering over this icon shows the ship to location for the document
row selected. It is a quick way to see what ship to(s) are being requested.

Ford WebEDI POC Buyer Planning Document 3/22/16 10:59 AM  3/15/16 16 - 3/3116 100

I:uEDI POC Buyer Panning Document 3/15/16 12:59 PM  3/15/16

¢ covisint




3.2 View Planning / Shipping Documents (1 of 1)

The Planning (Material Release / DELFOR) or Shipping (Daily Ship Schedule / DELJIT)
document communicates whether the part requirements are planning or firm based on the
forecast type. If the forecast type is Planning then these are the quantities the supplier should
PLAN on having available the week specified in the date field. If the forecast type is Firm then
these are the quantities that the supplier MUST ship the week specified in the date field.

Material Release - Ford WebEDI POC L w2
R 815-3 A

Message Purpose Code 5 - Replace Driginal Carrier SCACZ
Release Date 121114 Fool Point Locations:
Horizon Date From: [ [T |sm1ms Transportation Method Code
Schedule Quantities A - Discrete Equipment Description Code
Forecast Type P'S - Planned Shipment Based Supplier Code{for labels)
L

Type Covde Address
| Ship From SEEEE Samppler Ship From 10
Ship To ‘Srpepr g Defanult ShipTo SEip

General Notes

ANMUAL ROLLBACK WILL BE OMN JAMUARY 15

CUMULATIVE SHIPMENTS TO FERO. THE LAST)

YEAR WILL BE SENT OMN DECEMEBER 24TH. PL

LAST TWO PLANNING RELEASES AS BACKLUP_ P ElLEASE
WILL RESUME OM THE NMIGHT OF JANMUARY MDD

Part DG93 8125 AA Supplier D Table - Part Data

Part Description ntermal Part Number

Purchase Order Mumber ntermal Part Description

Furchase Order Line Mumber Purchase Order Mumber

LUnit of Measuremen t EA Engineering Changs Lewsl

Maodel Year Wnit of Measurem enit EA
Dock Diock

Line Feed Line Feed

Part Felease Status Supplier Container Part Mumber
Container Part Mumber Container Type

Container Type Parts per Container 1]
Parts per Container a Master Pack Part Mumber

Ship Delivery Pattern Code Baster Pack Type

Fiaw Material Authorization 12464 |From: | |To:  |zians Containers per Master Pack o
Fabrication Authorization 5064 |From: | | To: | 1202804

Prior Cumulative Cuantity Required O | From: To:

Cumulative Shipped O | From: To:

Contact Mame (Phone)

Lasi Shipper Mumber

Period Type From Date To Date F Type Quantity Last ASH Tra diprior to: 62517 5:42 PM}
F - Flexible 11714 4 - Planmning 5084 Shipment ID{ASH Mumber)

F - Flexible 171714 4 - Planning 19,484 Shipment Date

F - Flexible 11714 4 - Planning, 43 484 Bill of Lading Mumb-er




3.3.1 Create ASN Using “Document Turnaround” Function

Step 1. Review the inbox folder with the ‘doc’ tab selected to identify the
Planning document you wish to create an ASN for. You may want to print it
or copy the partnumber and reference number as you will need them for the
for Step 2.

Depending on your internal business process you may want to send a copy
to another department for further review or processing.

Step 2. Click on the ‘part’ tab of the main menu bar as shown below

view create reports admnrstrﬂlm prefemnces reference chmg& company

inbox = viewng 1 - 15 of 30 documents

filter data by: |document type (dl) . V|| irading partner (alll.. ¥|  Reference Number: -

-m
E

ﬁ Ford Motor Global Hannng Documet 32161200 2218 3/3/16-3/31/18 214
& (€] M Ford Motor clobal Planning Document 3/22/16 11:13 A 3/22/16 3/1/16 - 3/3116 1008
) [E] [E] WY Ford motor Global Planning Document 3/22/16 10:59 AM  3/15/16 3/1/16 - 3/3/16 1007

Step 3. If there are many parts being displayed you may want to use the parts filter below:

view create reports administration preferences  reference  change compan

inbox :: viewing 1 - 15 of 17 parts

set filter... reset filter Customer Part Number: | go

current filter: 7/1/14|7/19/15




3.3.2 Create ASN Using “Document Turnaround” Function

Step 3. Set filter parameters if needed to reduce the number of parts being
displayed. Various parameters allow for requirements date to and from
(commonly used), or ship to, dock, ship from and other options. Click the
go button when ready.

supplier connection

| Part Filter Saeen

Ship To: |.-':‘-.||... V|

-

Ship From: | Al

Part: | |

Message Type: |.-':‘-.||... V|

Reguirement Date : From: |9/24/13 -
Requirement Date : To: [2/24/19 hd

Include parts with no m
(zero) demand:

cancel

'. Covisint S e




3.3.3 Create ASN - Using “Document Turnaround” Function

Step 4. Select parts needed to create ASN
The Inbox screen will display parts based on the filter settings.

a) Select (check) one or more Shlelng Document parts to be
iIncluded in the ASN. Do not select Planning Documents unless you
have contacted your Ford representative first.

b) Click the ‘turnaround selected’ button. A pop-up processing alert will
display while the ASN is being created.

view create reports  administration  preferences reference change company

inbox = viewing 1 - 8of 8 parts

set fiter.. ‘ reset flter B e T Qo

current filter: 9/24/13(2/24/13

Shi
] C121160452103 PRing 3/15/16 1:00AM  3/1/16- 3/31/16 SAGEM Ford DVTSA ShipTo
Document
C131160452111 Flanning . ) e mime
N . (VENDORL 11 S 3/22/16 12:00AM  3/1/16 - 3/31/16 SAGEM Ford Dezrbarn 1008
Planning . ; rd DVTSA Sh
] W newearm — 3/22/1612:00 AM  3/1/16- 3/31/16 SAGEM Ford DVTBA ShipTo 14

Planning A Daarkar
0 W newearn - 3/22/16 12:00 AM  3/1/16- 3/31/16 SAGEM l Ford Dearbor n 14

printselected ‘ download selected C5V download selected TXT move selected to history ;

inbox = viewing 1- 3of 8 parts

'. COViSint Connect. Engage. Collaborate,



3.3.4 Create ASN - Using “Document Turnaround” Function

view create reports administration references reference change compan

ship notice identification

nnnnn m h;‘ ship from ship to dock

10 Supplier Ship From10 Ford Dearborn wW/H1
add line item part master update available packaging
select a part to add - add new part to list wisw containers
add part to asn L& visw pallets
part summary level wiewing 1 -1 of 1 par/:
options status buyer part no guantities packaging reference numbers
e ship cont ar purchase
A& 05167525 I e | 340 [each (EA) v | [cen=ine CNT71 v || [purchaselp0541234
- . lati pieces per container® [340 Dack
DUCT ASM-INT AL :: :::Ead ;:ue e Codea
Dr';ir‘& line faad |
Faquirem
upplier part end Cuan
rrrrrr 72 number o
cntain
umber ol 1
pzllats
deleted selected configure packaging edit label marks

reset packaging
2.  Enter part summary level information

a) The system automatically generates and ASN number but you can enter one if instructed.

b) The ship quantity will contain the first open requirement quantity from the Shipping Document selected.
Enter the number of pieces being shipped and the unit of measure from the drop down box if the pre-
populated quantity is not the quantity being shipped.

c) Enter the cumulative shipped quantity plus the current ship quantity since the start of the inventory year.

d) Leave the default of ‘select..”. unless otherwise instructed for that part/assembly.

e) Enter the number of pieces in each container.

f)  The Purchase Order should have loaded automatically, otherwise enter the PO for this part number.

g) Leave the Dock Code and Line Feed empty for now unless notified otherwise.

" COViSint Connect. Engage. Collaborate.



3.3.5 Create ASN - Using “Document Turnaround” Function

dates carrier packaging/weights reference numbers

carrier* JJ Trucking ¥ 1
|scac™
maode of "
C'E'f”"'e"tgl.-li.-'lj: 22:04 EST conveyance® Motor (M) N\ Y ackin
date - Pacting 15999
—p equipment - - v \ slip*
lhip  [3/16/17 description | Trailer (TE) net 1550 pounds (LB) ¥ | |pill of
date* | code* weight lading® 5999
equipment gm_EEhtH 7100 pounds (LB) ¥ | |carrier
delivery 3/31/17 MoTE=T = \ £ refarence
date* | trailer® 1234 { w LS
pool code
freight terms | select.. ¥
save asn verify asn print delivery note print labels
send asn

3. Enter shipment information

a) Enter the ship date and time.

b) Enter the delivery date and time.

c) From the carrier drop down list select the carrier name. If the name is not
listed in the drop down list you will need to add the carrier to the carrier
table as described in the ‘Setting Up Carrier Reference Tables ’ section.

d) Click the ‘save asn’ button to load the scac* entry below the carrier* field.

e) Select the mode of conveyance, equipment description and trailer number.

f)  Enter the net weight, gross weight, and Unit Of Measure (UOM).

g) Enter Carrier Reference Number additional tracking number information.

h) Enter the packing slip and bill of lading if available. If not enter 9999.
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3.3.6 Create ASN - Usmg “Document Turnaround Function

- P R o o A B A B B e L E A B L et W LR

This ASM
supplier connection

dock

WHL
awvailable packaging

reference numbers
CNTT1 v || purcha=elp 5541234
miner® |340 Daock

Code

add line item

selecta parttioadd |,  Enumber :
add part to asn

wigwe containers
wizwe pallets

part summanry lewvel I gc

I:-et r-sTl:t d.

error:

w . Indicates a po ’Erﬁ'El' ermor condition that does not
Warning: prewvent ASM transmittal.

Mote that after closing this window, the messages below can be
displaye o SR Fere by p s:'r_ cursor owver the icon.

options status buyer part no

A& | 05167525

DUCT ASM-INT AI

line fead |1CS-NOS

ship notice identification

9 Packing slip is rmissing.

close window

deleted selected

- edit label marks

reset packaging

shipment information

dates carrier packaging /fweights reference nuiiSe
Icarrier“ JJ Trucking «
|scac™ T
mode of A
g:::me"t /1517 22:04 EST conveyance® Motor (M) v paclcing
equipment = = =lip* 1]
=i S/ 16/17F 00-00 description Trailer (TE) i =2 1550 pounds (LB) -
date = - code™ araight bill of 9999
quipmen oross _|7qpp pounds (LB) v || flading™
deliver 3/3117F7 00 - [|pumber mraight™ e
date® b 00.c0 z 1234 reference
- .o 1ye-es e Inumber

1 terms select. . ™
save asn verify asn — print delivery note print labels
send asn

4.  Verify ASN - Click on the verify ASN button to check the ASN for errors. An error dialog pop-
up window will appear if the ASN contains errors. The error dialog pop-up window will list the
errors found in the ASN. The error icon(s) will also appear next to the field(s) in error. All fatal
errors must be corrected before sending the ASN.

Note: The fields in red font are mandatory fields.

Do not click on the send asn button yet, continue to review the next steps first.
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3.4 Printing Barcode Labels (1 of 4)

5. Printing Barcode Labels
From the shipment input portion of the form click on print labels. The user will be
transferred to the Barcode summary screen for review.

The user can also print a ‘delivery note’, sometimes referred to as a paper ASN for the
various people that may handle the delivery items.

shipment information
date k‘ carrier packaging/weights reference numbers
carrier® J TFLICHI'IQ ¥
|scac® T
mode of ;
documentls 15117 p2:04 T | fconveyancex] MOtOr (M) ' -
date - Packing 10ggq
/16/17 Gascription | Traller (TE) ¥ Pt Toop TR |5
hi 3 escription T :
I;alipe* - 00:00 code® =i = 5{ :I :J;!Iliﬁfg” 3999
equipment grO_EEhtH 7100 pounds (LB) ¥ | |carrier
delivery 3/31117 00:00 s Mg refarence
date® - : trailer* 1234 numoer |
pool code
freight terms | select.. Y
save asn verify asn print delivery note print labels
send a
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3.4 Printing Barcode Labels (2 of 4)

The label summary screen identifies the total number of containers and master packs for
which labels that will be created is displayed.

view create reports administration preferences reference change company

Barcode summary for Ford WebEDI POC Buyer

List of Available Labels

of master mibced document document
options template name paper size labels pallets pallets containers number date messages

I f i
GM1724 Lettar z 1 0 1 1008 1S
10:35
back cancel

5a. Printing Barcode Labels
a)Clicking the printer icon will display the labels in PDF format.
b)The number of labels field identifies how many sheets of label stock will be needed.

5b. Label Placement
a) Two identical labels are printed on each 8 %2 x 11 sheet. Each container must have two

labels placed on it usually one facing forward and the other at the end of the container.
b) The sequence of which labels are printed is: container labels followed by a master pack
label, container labels followed by a master pack label, etc.
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3.4 Printing Barcode Labels (3 of 4)

Sample Container Label

SUPPLIER SHIP FROM10 FORD DEARBORN
1 MAINT ST 1 ASSEMBLY RD

SOUTHFIELD MI 48075 |DEARBORN MI

PLANTIDOCHK:

ASSEMBLED/MADE IN XX 7mzmwwj!:|“1

340 | 1CS-NO5
95167525

| AT 16MARx:
UN 112233445 Q00000038 45
s 0.
EMPTY: STOCKMAN:
mﬁﬁmm
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3.4 Printing Barcode Labels
Sample Master Label

iy o [SREAE! MASTER
o e g u LABEL

‘h"ﬂﬂﬂﬂﬂﬂ!
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3.5 Sent Folder Operations (1 of 2)

6. Sending the ASN

After reviewing the ‘part summary level’ and ‘shipment information’ portions of the
create ASN screen, the Delivery Note and Shipping labels the user can click on the Save

ASN Button and leave this activity and come back to it when ready OR click on the Send
ASN Button to complete this request.

7. Upon clicking the Send ASN Button you will be given the option of what to do next.
either go to the sent folder or return to the inbox.

jshipment information

dates carrier packaging/weights reference numbers
carrier™ JJ Trucking ¥
|scac™ T
|mode of " v
jzg:me"lt 9/15/17 77:04 EST conveyance® Motor (M) packing [gggg
e equipment Trail [TE‘ : slip*
lshi 3/16/17 . description | Trailer (TE) ¥ = 550 ounds (LB) 7| |bi
date* - 00:00 code* weight® E = :Jalulilu:; 3999
equipment Elr'J'_EEhtH 7100 pﬂunds {LE:l ¥ | [carrier
delivery 3/31/17 00-00 number e - ference
date* - : [trailer® 1234 HENEE
pool code
freight terms | select.. ¥
save asn verify asn print delivery note

print labels
‘ send asn
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3.5 Sent Folder Operations (2 of 2)

sent :: viewing 1- 8 of 8 documents

partner (all).. ¥ ship from: | ship from (all)...

kSt s Joroes
3/31/17 10:09AM 5
Ford DVTEA ShipTo 227717 12:56 PM i3
Ford DVTEA ShipTo 27017 1209 PM 14
Ford DVTBA ShipTo 316/17 ::53 M 13
Ford DVTBA ShipTo 3/15/17 11:04 PM 12

Additional action buttons within the Sent Folder
Print or View the Delivery Note or Print Labels — From the Sent folder you can print or view
either the Delivery Note or Shipping Labels by clicking on the printer icon next to the ASN you want.

Resend the ASN - Click on the bidirectional arrow icon next to the ASN you wish to resend. Before
& resending the ASN verify that Ford Automotive has not received your ASN. Sending a duplicate ASN to Ford
Automotive will reject in their application.

Reactivate the ASN - Allows the user to create a new draft ASN with information pulled from
the originally sent ASN.
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4. Contact the Support Desk

For any questions, you can find contact information available in the Contact Us section of
https://portal.covisint.com/web/supportmessaging/home

@ Cowisint : Submit a Help Request Ticket - Windows Internet Explorer provided by Compuware Corporatiun‘ — — - = |"|
O @ i |@. https://portal.covisint.com/web/supportmessaging/contactus v ﬂ | & |‘7 | ~ ".l Google 28 |_
57 Favorites 55 €| Welcome @] Get More Add-ons » & Suggested Sites v
52|~ (® Covisint Supplier Connecti... | @ Covisint :: Supplier Conne... | @ http://www.covisint.com/... | (€ Covisint :: Submit a Hel.., | - v [ dm v Pagev Safety~v Toolsv @~ ”

™ covisint

. Enabiing information ecosystems

Home | Manuals | Videos | Knowledge Base

Find Answers... Submit Help Desk Request Support Services
Before submitting a request for Submit a Support Ticket
help, find the answer to your System Requirements
question using our FAQS, user
guides, videos, and more in
the Knowledge Base ==>>

m

2 Open a Support Request Ticket
Use this form to open a web-based support request ticket at crt.covisint.com. Here you are able to log in and track
the progress of your ticket from creation through resolution.

Maintenance Schedule

What Happens Next?

After submitting your help request, your ticket will be addressed within one hour, during our normal business

hours.
The person that created the ticket will receive email notification each time an action is taken on this support

request ticket.
The person that created the ticket may log in to this ticket system (CRT) at any time to view details and updates

regarding your request for help.

Contact Us 2
AP REGION +82-(21)-6171-3290 NA REGION 877-884-5775
AF Region includes: NA Region includes:
China Canada
Holden (Local 1-800-30-1019) LAAM - Brazil & South America
Korea Mexico
Marth Arnarica S

& Internet | Protected Mode: OFf v HIB% v
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Frequently Asked Questions (1 of 3)

Q1. Does the ‘cumulative shipped’ quantity have to be the same as the ‘ship quantity’ in each ASN?

Al. No. The ‘cumulative quantity’ is how many items have been shipped since the beginning of the year plus the
current amount about to be shipped. Most users do not know the total quantity shipped during the year so those
users should enter the ‘cumulative shipped’ the same as the ‘ship quantity’.

Q2. How do [ fill in the required Carrier and SCAC code?

A2. Many users do not know who their Carrier (the trucking company that picks up their shipment) as it might be
handled by a person in the shipping department so they won’t know the correct Carrier Name or the SCAC code.
If the user does not know the SCAC code then enter ‘UNKN’ in the ‘add Carrier’ web page. If the user does not
know the carrier name then enter UNKNOWN.

Q3. Which mode of conveyance and equipment description code | should select?

A3. The user should have some idea of how the items will be delivered and should pick the correct one from the
‘mode of conveyance ‘ dropdown list. If they don’t know and can’t find out from their shipping department then
pick the ‘Motor (M)’ selection as that is the most common. Then select ‘Trailer (TE) as the most common
‘equipment description code’.

Q4. Can net weight and gross weight contain decimals?
A4. Yes, BUT the value will be rounded up if it’s larger than .5 otherwise rounded down to 0. An example, 10.5
becomes 10, while 10.501 becomes 11.

Q5. Can | enter a decimal in the ship quantity field?
A5. No, you will get an error message saying you can’t. You will have to decide whether to make it lower or higher
by 1 number.

Q6. Which freight terms and pool code | should select?
A6. Unless told by your Ford representative do not select anything.
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Frequently Asked Questions (1 of 1)

Q7. When creating an ASN what if | don’t see a ‘purchase order’ number filled in the required field?

A7. Review the inbox document for that part number and see if it is there. Then manually enter it in the create
ASN screen in the required ‘purchase order’ field. If you cannot find it contact your Ford representative to identify
what it should be. If the ASN is urgent and needs to be sent use 99999 as the ‘purchase order’ number.

Q8. Can | enter an ASN number that | want to use like an Invoice number or our own tracking number?
A8. Yes, you can enter any value (numbers or characters) as long as you don’t use it again to prevent duplicates.

Q9. Can | re-use the system generated ASN over and over on a group of ASNs with the same part number?
A.9 No. You should let the WebEDI system automatically generate a new one for each ASN you create.

Q10. When | click on the ‘verify’ button | get the ‘warning” message, can | send this ASN?

A10. Usually. Warnings are there to improve the accuracy of the ASN so it is always recommended you review
them to see if it needs any action. For example, if the ‘ship date’ is not the current date are you sure that is what
you want? OR, the ‘pieces per container’ warning is very common as we are NOT requiring any packaging
information yet so please ignore those related warnings.

Q11. Can | create an ASN with more than 1 part number?

A11. Yes. You can select as many parts as you need on the inbox/part tab screen as long as they have the same
Ship-From and Ship-To location. The WebEDI system will prevent you from accidently trying to create an ASN if
you choose different locations.

Q12. When | create the ASN do | have to fill in all the fields?
Al12. No. For now, to make the WebEDI application easier to use, the user only has to fill in the BOLD RED required
fields. You be advised in the future when to start using the additional optional fields.

Q13. Can | print my own shipping labels?
A13. Yes, there is no requirement to print and use the WebEDI provided labels. Please continue your normal
printing process.
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Frequently Asked Questions (1 of 1)

Q14. | want to use the WebEDI labels but the PDF does not print correctly on my label printer, can you help?
A14. No. Covisint cannot support the many different models of printers, you will need to contact your
company’s IT department to help configure your printer.

Q15. Sometimes | create very large ASNs, is there anyway to upload a file to the WebEDI?
A15. Currently the WebEDI does not support uploading files. If this capability is needed please contact your
Ford representative and ask that this feature be considered as an enhancement.
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Thank you
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