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How to create advance shipping notification for one 
purchase order 
 

1. To create an advance shipping notice and shipment for a single Kalmar purchase order. 
Follow these steps.  
 
If you have multiple orders for one shipment, please check the next section. “How to create 
advance shipping notification for multiple purchase orders” 
 

2. Login to the Kalmar supplier portal 
 

3. Go to “Orders” -> “Manage my Orders” 

 
 

4. Find already acknowledged purchase order 

 
 

5. Click “Create a Delivery” 
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6. Modify ASN basic details 

6.1. Input Label, Delivery reference ID # and Delivery date  

NOTE! Delivery ID could be (shipping notice, packing slip, etc.) or it can be filled  in later with the 
actual delivery number. If you enter it in advance, you can also specify the delivery date; otherwise, 
it defaults to today's date. 

6.2. Click “Save” 

 

7. Input the rest of the ASN details 
7.1. Verify that the Label, Delivery Reference ID, and Delivery Date are accurate. 
7.2. Verify the items to be shipped, adjusting quantities as necessary, and include any 

additional relevant comments. 
7.3. Click “Submit” 
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8. Button print label will appear: 

 

9. Click “print label” and pdf label is downloaded by your browser and ready to print 

 

10. Print the label and attach it to packages that will be shipped to Kalmar 
11. You have successfully created a shipment and advance shipping notice 
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How to create advance shipping notification for multiple 
purchase orders 
 
This guide provides instructions on how to create an Advance Shipping Notification (ASN) and print 
labels for multiple orders. 

From “manage deliveries” menu 
 
Second option is to create delivery from “manage deliveries” 
 

1. Click “Orders” – > “Manage my Deliveries” 
2. Click “Create a Delivery” 

 
3. Modify ASN basic details 

3.1. Input Label, Delivery reference ID # and Delivery date  

NOTE! Delivery ID could be (shipping notice, packing slip, etc.) or it can be filled  in later with the 
actual delivery number. If you enter it in advance, you can also specify the delivery date; otherwise, 
it defaults to today's date. 

3.2. Click “Save” 
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4. Click add order items 

 

5. A pop-up window will appear where you can select items for delivery 

5.1. Select one or more items for delivery. 

5.2. Click “Add order items” ( NOTE! You must select all relevant orders at this stage, as 
it will not be possible to add additional orders later. However, lines within the chosen 
orders can still be added, removed, or modified.) 

 

6. Input the rest of the ASN details 
6.1. Re-check Label, Delivery reference ID # and Delivery date are correct (Note the 

date format [DD/MM/YYYY]) 

NOTE! Delivery ID could be (shipping notice, packing slip, etc.) or it can be filled  in later with the 
actual delivery number. If you enter it in advance, you can also specify the delivery date; otherwise, 
it defaults to today's date. 
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6.2. Modify the items to be shipped and modify quantity and additional information 

 

 

 

 

 

 

6.3. OPTIONAL step, To have more than one label per order line supplier needs to split 
delivery line 

6.3.1. Click “Add Order Items” 
6.3.2. Locate the purchase order line items you wish to split. 
6.3.3. Click “Add Order Items” 
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6.4. Modify the splitted lines 
6.4.1. In this example PO2604923 Line 30 was split to 2pcs. and 1pcs. 

 

 

 

 

 

 

6.5. After you had made all necessary changes to shipment click “Submit” 
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6.6. Print the label(s) and attach it to packages that will be shipped to Kalmar 

 

7. Each line features a label containing all necessary data to support the receiving process. 

 

8. Your ASN and shipping labels have been successfully created! 
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