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[bookmark: _Toc181791421]Guide Overview
This guide provides information and instructions on Shipment processes in Blue Origin’s Procure-to-Pay powered by Exostar’s Supply Chain Platform (SCP). The following topics are covered:
· View
· Search
· Act on Shipments
· Shipment Data Upload/Download
· Shipment States
· Shipment Exceptions

The following diagram illustrates the basic collaboration process of Shipments.
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[bookmark: _Toc181791422]Discrete and Blanket Order Procurement
The Shipment process for Blanket Order-based Procurement is the same as Discrete Customer Order-based Procurement, except the supplier creates the Shipment line against the Blanket Order Line instead of the Discrete Customer Order Request Schedule. 

The supplier is expected to create a shipment based on the quantities and dates agreed to in the Blanket Release process that happens outside of the E2open Customer Sales Order Management solution. Suppliers can create shipment via Web UI or Excel Upload in the E2open system. Shipments created successfully are denoted with a “Shipped” state in the E2open system. However, suppliers are not allowed to update shipment details, such as Shipment Date and Shipped Quantity once the Shipment is created successfully. There is a Draft Shipment function available for suppliers before publishing the Shipment. 

Optionally, suppliers can create Shipments against a valid Order Request Schedules via the “Create Shipment” workflow. During Shipment creation, suppliers are required to provide appropriate shipment details to the Shipment Header and Lines including Shipment ID, Shipment Date, Shipment Quantity and Freight Cost. When the E2open system creates a shipment line in "Shipped" state, it updates the associated discrete order line’s total shipped quantity to reflect the shipment line’s shipped quantity. Likewise for shipment cancellation. Suppliers are allowed to over-ship and under-ship on a shipment within a tolerance. Tolerance value can be set at the collab or supplier level and provided during master data load, if collab level attribute is present, then that tolerance value is used for shipment, otherwise, supplier level attribute is used. If both collab and supplier attributes are not set, then default value is used.
[bookmark: _Toc181791423]Roles and Permissions
	Action
	Role Group

	
	Buyer View
	Buyer
	Buyer Admin
	Supplier Viewer
	Supplier

	Create
	
	
	
	
	Yes

	Update
	
	
	
	
	Yes

	Cancel
	
	
	
	
	Yes

	Reopen
	
	
	
	
	Yes


[bookmark: _Toc181791424]Shipment Validations
[bookmark: _Toc181791425]Ship-to Site and Ship-to Address
E2open validates that all Shipment Lines in a shipment have the same Ship-To-Site and Ship-To-Address. Ship-To-Address in shipment is at the header level and is populated from the Order Schedule’s Ship-To-Address. Validation criteria is to match Order Schedule’s Zip code of Ship-To-Address should exist in any of Ship-To-Address fields of the Shipment. If any of the Shipment lines within a Shipment has a different Ship-To-Site and Ship-To-Address, then the whole shipment is rejected. During Shipment creation via UI, if the user selects order schedules with different Ship-To-Sites or Ship-To-Address, E2open system will prompt the user to select schedules with matching values. When Shipment is created using Excel upload, if Ship-To-Address is not provided then system will populate it from Order Schedule’s Ship-To-Address. If Ship-To-Address is provided by supplier, then it is validated against the Order Schedule’s Ship-To-Address. In case of a mismatch, then whole shipment is rejected.
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Shipment ID is unique and is automatically generated when shipment is created through UI workflow, however it is editable by supplier. For shipment creation via Excel Upload, Shipment ID is required to be entered by supplier.
[bookmark: _Toc181791427]Reference to a Valid Order
Shipments are created only against those request schedules that are in "Accepted" and "Partially Shipped" states. They can have shipment lines referring to request schedules of only one discrete Order Type. Shipment creation will be successful only when referring to valid order request schedules. E2open validates Order ID, Order Line ID, Customer Item, Price and Ship Quantity. Order ID and Order Line ID details is checked if it belongs to a valid Order in E2open. Customer Item in the Shipment is validated against the Customer Item in Order ID and Order Line ID. If Price is provided in the shipment, it is validated against the Order Line Price. If price is not provided, then no validation is performed. Ship Quantity is validated against the over-ship and under-ship tolerance and the unshipped quantity on the Order ID and Order Line ID. Unreferenced shipments are not allowed.

In case of missing Schedule IDs, E2open identifies how a shipment is tied to a purchase order. The "Shipment To Order Schedule" relationship logic uses matching criteria to build relationships between discrete orders / purchase orders and shipments. For shipments with missing Schedule IDs, a relationship logic generates shipped and unshipped quantities of the discrete orders through automatic allocation of shipped quantities and calculates the correct status (shipped, partially shipped). This provides a true reflection of purchase order status.
[bookmark: _Toc181791428]Logistics Collaboration Process Overview
E2open logistics collaboration process enables the commercial communication of transporting goods to customer between the suppliers with the logistics providers. Suppliers can select a carrier when creating a Shipment. Third-Party Logistics Providers (3PLs) or the carrier can update shipment lines in the Shipped, including for the following fields: this can be done via either Web Portal or Excel Upload workflow.
· Latest Estimated Arrival Date
· Last Updated Milestone
· Arrival at Last Updated Milestone
· Departure from Last Updated Milestone, when the Arrival at Last Updated Milestone changes and the new arrival value is later than the Departure from Last Updated Milestone, then the value Departure from Last Updated Milestone value is cleared.

Carriers can update shipments with the delivery date once the shipment has been delivered to the destination. This change moves the shipment to the "Delivered" state. The original Estimated Arrival Date is stored and cannot be modified once the shipment is in “Shipped” state.
[bookmark: _Toc181791429]View Shipments
To view shipments:
1. Click Demand Collaboration, Supply Collaboration, (or Global Collaboration) to expand the menu.
2. You can access Shipments via Summary or Search.
[bookmark: _Toc181791430]Search for Shipments
Search is the same whether you want to view a summary of shipments by state, or you want to find a specific shipment. The only difference is where you start from.
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To view a summary of shipments by state: Select Summary from the workflow's shipment menu.
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To search for a specific shipment or group of shipments:
· Select Search from the workflow's shipment menu. For screenshot sample, refer to Summary section.
[bookmark: _Toc181791433]Via History
History is a record of the changes that have been made to a document file, that provide documentary evidence of the sequence of activities that have affected at any time a specific operation or event, such as PO Response and Shipment Changes.

To search for Shipments via history:
1. Select History from the workflow's order menu.
2. Click Search. Audit Detail screen displays.
3. In the History Selector, filter for Change Fields and Operation Types to narrow the history results set in the list.
[bookmark: _Toc181791434]Act on Shipments
[bookmark: _Toc181791435]Create Shipments
Typically, the Supplier role can create Shipments on E2open application. To create a shipment:
1. Navigate to Create Shipment.
2. Enter your search criteria and click the Search button.
Recommendation: You can look up an Order which you plan to ship.
3. Click the Order Number checkbox to select the desired item for shipment creation.
a. Click the top checkbox to select all Order Schedule Lines.
b. Click a checkbox to select a single Order Schedule Line.
4. Click the Next button.
5. Enter the header data, such as Shipment Id and Shipment Date.
6. Enter the line-item data, such as Shipped Quantity and Freight Cost.
7. Click the Create Shipment button to publish the Shipment.
a. Click the Save button to save a Shipment as draft that you can return to complete later.
[bookmark: _Toc181791436]Publish Draft Shipments
To publish draft shipments:
1. To publish draft shipments from the menu, navigate to Draft Search
2. Enter your search criteria. Click the Search button.
3. Click the Shipment Number to view the Draft Details page.
4. Complete the Shipment. Click the Publish button.
[bookmark: _Toc181791437]Cancel and Close Shipments
The Supplier role can cancel a shipment only when it is in the Shipped state. Shipment creation is executed at the line level. To cancel and close a shipment:
1. Navigate to a list of Shipped Shipments. 
NOTE: You can select all shipment lines or individual lines.
2. Click the Cancel button.
[bookmark: _Toc181791438]Reopen Cancelled Shipment
The Supplier role can reopen a cancelled shipment only when it is in the Cancelled state. Shipment creation is executed at the line level. To reopen a cancelled shipment:
1. Navigate to a list of Cancelled Shipments. 
NOTE: You can select all shipment lines or individual lines.
2. Click the Re-Open cancelled Shipment button.
[bookmark: _Toc181791439]View Shipment in PDF Format
The system allows you to view/print Shipments in PDF format:
1. Click the Print icon on the Shipment Details page to generate Shipment PDF printouts.
a. Select Shipment Print PDF to print your shipment into a PDF file.
b. Select Shipment Print Shipping Label to print your shipping labels.
2. View/Save/Print the Shipment PDF Print-out from your PDF viewer application.
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[bookmark: _Toc181791441]Upload Document Types
	Demand/Supply
	Document Type
	When to use?
	Recommended for Roles

	Demand/Supply
	Shipment Upload
	Used for creating new shipments and updating or uploading shipment change.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment Upload with Lot
	This option uploads shipments with Lot information.
	Customer, Supplier, Broker

	Demand/Supply
	Carrier Shipment Update
	This option uploads carrier shipment information.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment Blob Excel Upload
	This option uploads shipment information into an Excel file based on Blob.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment Header Excel Upload
	Used for updating data on header level (such as customer name or supplier name).
	Customer, Supplier, Broker


[bookmark: _Toc181791442]Upload Shipment Data
Perform the below steps to upload data:
1. Navigate to Menu > Uploads to expand the menu.
2. Under Order Execution (Buy Item), click the desired type of data to upload, e.g. Shipment Upload.
3. You can drag and drop your file to upload or click the Or Select Files button and choose the file you desire.
4. Enter a descriptive note in the Comments field to help differentiate your uploads.
5. Click the Next button.
6. The Status column indicates the progress of the file to be uploaded. When Status displays Completed, click the File Name to verify the update file.
[bookmark: _Toc181791443]View Upload-Related Errors
When viewing an error file, you will find the reason for the error listed near the end of a line or end of the file. Click the Download Error File button to view and download error details in a text file.
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	Demand/Supply
	Document Type
	When to use?
	Recommended for Roles

	Demand/Supply
	Shipment Download
	This option downloads shipments with preformatted data columns.

Suitable for creating/updating or uploading shipments.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment UI Export
	This option downloads all shipment details pertinent to your search criteria.

Suitable for data viewing or documentation purpose.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment Download with Lot
	This option downloads shipments with Lot information.
	Customer, Supplier, Broker

	Demand/Supply
	Shipment Blob Excel Download
	This option downloads shipment information into an Excel file based on Blob.
	Customer, Supplier, Broker


[bookmark: _Toc181791445]Download Shipment Data
Perform the below steps to download data:
1. Navigate to Menu.
2. Click Downloads to expand the menu.
3. Under Order Execution (Buy Item), click the desired type of data to download, e.g. Shipment.
4. Enter your search criteria to download data only pertinent to your search.
5. Click the Search to Download button to continue.
6. Click the appropriate Document Type based on your objective.
7. Optionally, enter a comment to identify your download jobs.
8. Click the Next button to continue.
9. The Status column indicates the progress of the file to be uploaded. When Status displays "Completed, click the File Name to verify the update file.
10. If the Buyer has selected the Document Type Order Download to Shipment Create, the Buyer can click on the shipmentUpload.xlsx file to update the file.
11. Buyers can fill out the missing fields in this pre-populated file, and upload it back to the system.
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To fill in shipment response details as a supplier:
1. Supplier can create new shipments and update shipment details via Excel Upload.
2. Open the downloaded Shipment spreadsheet.
3. Click the Enable Content button when prompted by MS Excel.
4. Fill in all mandatory data columns which denoted with an asterisk mark (*) and blue fonts.
5. Depending on your business scenario and your user role, enter appropriate Action into the Shipment spreadsheet.
· Action Code is case sensitive.
· Navigate to the same Excel Spreadsheet and from the Specifications tab to find available action codes (i.e. InsertOrUpdate, Cancel)
6. Delete irrelevant data rows from the Excel spreadsheet to avoid upload error.
7. Save this file in your local drive for later use.
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[bookmark: _Toc181791447]Shipment Response Details: Customer
To fill in shipment response details as a customer:
1. Carrier can update shipment milestones and delivery details via Excel Upload.
2. Open the downloaded shipment spreadsheet.
3. Click the Enable Content button when prompted by MS Excel.
4. Fill in all mandatory data columns which denoted with an asterisk mark (*) and blue fonts.
5. Depending on your business scenario and your user role, enter appropriate Action into the Shipment spreadsheet.
· Action Code is case sensitive.
· Navigate to the same Excel Spreadsheet and from the Specifications tab to find available action codes (i.e. CarrierUpdate, Deliver)
6. Delete irrelevant data rows from the Excel spreadsheet to avoid upload error.
7. Save this file in your local drive for later use.
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Perform the following steps to export data:
1. Navigate to Menu > Downloads to expand the menu.
2. Under Order Execution (Buy Item), click the desired type of data to download, e.g. Shipment.
3. Enter your search criteria to download data only pertinent to your search.
4. Click the Search to Download button to continue.
5. Select "Customer Order UI Export" from the drop-down menu.
6. Click the Configure icon and click the Next button.
a. To add data columns to be exported into Excel, click the desired data fields from the Available Fields, then click the arrow button (>) to move it to Download Fields.
b. To remove data columns from the file to be exported, select the unnecessary data fields from Download Fields, then click the arrow button (<) to move it back to Available Fields.
c. Use the arrows to reorder the sorting columns.
7. Name and save your choices.
8. Download Setting is defaulted to your choice.
[bookmark: _Toc181791449]Shipment States
	State
	Definition

	Shipped
	The supplier created a shipment line that references a valid order line in the E2open system.

	Delivered
	• The carrier updated the shipment line to confirm that the shipment was delivered to the customer’s ship-to location.
• The E2open system auto-transitions the shipment line from the Shipped to the Delivered state based on a periodic timing configuration.

	Received
	• The customer loaded a receipt line, which references the shipment line, that indicates the shipment was completely received.
• Note: Received Qty must be ≥ Shipped Qty

	Cancelled
	The supplier has cancelled the shipment line.




[bookmark: _Toc181791450]State Transitions
	Start/End
	Shipped
	Delivered*
	Received
	Cancelled

	System Initial
	Create (Supplier)
	
	
	

	Shipped
	Modify (Supplier) or Carrier Update (Carrier)*
	Proof of Delivery (Carrier)
	Valid Receipt (Customer)**
	Cancel (Supplier)

	Delivered*
	
	Valid Receipt Cancellation (Customer)**
	Valid Receipt (Customer)**
	Cancel (Supplier)

	Received
	Valid Receipt Cancellation (Customer)**
	
	
	Cancel (back end sync only)

	Cancelled
	Re-Open Shipment*** (Supplier)

	
	
	

	Legend:
**Receipt data must be loaded into the solution.
***UI action only


[bookmark: _Toc181791451]Exceptions
	Exception Name/Severity
	Description

	Late Delivery of Shipment Alert
	Triggered when a shipment's actual delivery date is later than the planned delivery date.

	
	Schedule-based exception - immediately generated and visible in the My Workspace; or sent to Email Alert Subscribers once every 24 hours (00:00:00 UTC).

	Severity HIGH
	If actual delivery date is after [Shipment Promise Date + Late Delivery Tolerance (hours)].

	Late Shipments In-Transit Alert
	Triggered when in-transit shipments are estimated to arrive later than the planned delivery date.

	
	Schedule-based exception - immediately generated and visible in the My Workspace; or sent to Email Alert Subscribers once every 24 hours (00:00:00 UTC).

	Severity HIGH
	If the shipment final site ETA date is after [Shipment Promise Date + Late Shipment Tolerance (hours)].

	Late Promise Fulfillment Alert
	This alert is triggered when [Shipment Date + Lead Time] is later than Order Promise Date.


[bookmark: _Toc181791452]Field Description
The following table provides the superset of all Shipment-related field names and their descriptions.

It includes Field Names and Descriptions of following screens: Shipment Search, Shipment Summary, Shipment Admin Search, Shipment Draft Search, History, Draft History, List, Details.

	Field Name
	Description

	Shipment Number
	Shipment Number is the unique identity number of the Shipment.

	Order Number
	Order Number is the unique identity number of the order.

	Customer Item Name
	Customer Item Name is the name of the customer item.

	Customer Name
	Customer Name is the name of the customer.

	Customer Item Desc
	Customer Item Desc is the description of the customer item.

	Customer Description
	Customer Description is the description of the customer.

	Supplier Name
	Supplier Name is the name of the supplier.

	Supplier Description
	Supplier Description is the description of the supplier.

	Customer Site Name
	Customer Site Name is the name of the customer site.

	Package Slip Number (Line)
	

	Creation Date
	Creation Date is the date when the shipment is created.

	Shipment Date
	Shipment Date is the date when the order is shipped.

	Planned Delivery Date
	Planned Delivery Date is the date when the shipment is planned to deliver.

	Shipment Last Modified Date
	Shipment Last Modified Date is the date when the shipment is last modified.

	Shipment Line ID
	Shipment Line ID is the Shipment Line Item Id.

	Order Request Schedule ID
	Order Request Schedule ID is the scheduled identity of a requested order.

	Order Line ID
	Order Line ID is the Order Line Item Id.

	ASN State
	ASN State is the Advanced Shipment Status of the shipment.

	Line Item State
	Line Item State is the state of the Shipment line item.

	Waybill Number
	

	Shipment Delivery BOL Number
	

	Shipped Quantity
	Shipped Quantity is the total amount of order quantity has shipped.

	Supplier Item Name
	Supplier Item Name is the name of the supplier item.

	Supplier Item Desc
	Supplier Item Desc is the description of the supplier item.

	Unit of Measure
	Unit of Measure is a standard unit or system of units by means of which a quantity is accounted for and expressed.

	Weight
	Weight is the total weight of the Shipment.

	Freight Cost
	Freight Cost is the total amount of charges of the Shipment.

	Currency
	Currency is the monetary unit assigned to a unit price.

	Packing Slip Number (Line)
	

	Bill to Name
	Bill To Name is the name of the person to whom the bill is processed.

	Country Of Origin
	Country Of Origin is the country from where the product comes from.

	Line Notes To Customer
	Line Notes to Customer is the miscellaneous notes to customer on customer order item level.

	Number of Boxes
	Number of Boxes is the total number of boxes for the Shipment.

	Buyer Code
	Buyer Code is the code used to identify the person responsible for a given customer order.

	Commodity HTS-6
	

	Manufacturer Name
	Manufacturer Name is the name of the Manufacturer.

	Supplier Site Name
	Supplier Site Name is the name of the supplier site.

	Shipment From Address
	Shipment From Address is the address where the goods are being shipped from.

	Manufacturer Address
	Manufacturer Address is the address from where the goods are being manufactured.

	Container Stuffing Location Name
	Container Stuffing Location Name is the name of the location where the container is stuffed.

	Container Stuffing Location DUNS
	

	Stuffing Location Address
	Stuffing Location Address is the address of the stuffing location.

	Consolidator Name
	Consolidator Name is the name of the consolidator.

	Consolidator Address
	Consolidator Address is the address of the consolidator.

	Order Model Sub Type
	Order Model Sub Type is the sub type of order model.

	Order Promise Schedule ID
	Order Promise Schedule ID is the unique identity of the schedule order promised.

	Order Request Schedule ID
	Order Request Schedule ID is the unique identity of the schedule order received.

	Received Quantity
	Received Quantity is the amount of shipment received.

	Blob Data
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