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1. What is it?

SNC is used for Purchase Order/ASN and Invoice management between the Co-op and Supplier.
It sends alerts to suppliers when a new PO has been created.

SNC is available for all suppliers not currently (EDI) enabled, it is also there as a fall-back system in case of
EDI failure, as all information will also be held here.

You can use SNC to view the status of your invoices whether you are EDI enabled or not.

2. SNC - Process Flow Overview
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3. Log on to the SNC system

All Suppliers will need log on details to access SNC for Pilot.

If you would like to request new access to the Connect Portal and/or SNC applications, your Co-op Buyer (your main
Commercial contact at Co-op, a buyer, junior buyer or buying assistant) must submit this on your behalf to the Co-op
Connect team. Please speak to your buyer — they will send you an access request form to complete.

How to Log on

O

Load the SNC Portal by selecting the URL Link provided

On the Log on screen enter your provided user name in the ‘User * field

Enter your password in the ‘Password’ field — (this will have been provided by the Co-op, as per the
instructions above)

Select “Log on”

The system will now prompt you to change your password, please follow the on screen instruction

Log in screen

sAP NetWeaver

:..."?

Copymghn @ 2213 BAP SE Al nghhy resenee

P —
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4. Accessing the Supplier Dashboard

The dashboard is the easiest and quickest way to manage your Purchase Orders, ASNs and Invoices. The

Want a different home screen after
log on? Instructions on how to
customise your home screen are
found in Step 11

steps below show you how to navigate through the dashboard.

How to open and view dashboard information
o Select the ‘Exceptions’ button from the main menu bar

o Chose the ‘Quick View’ option

Alert Monitor

Purchase Order Delvery Invoice  Tools

o Select the ‘Shipping’ or ‘Invoicing’ tabs

Quick View (Supplier View) et e

S B Cemsow SwtenmOrselokesmeos Owwwy  wiels  Txw B=>

Curmentty Showng Dt Far: All Proowsts | A1 Lotatins | Wo Feer on Chanpe Date

Ratasd f00 Sty 200 GRITCRG Crangs Sutictie

Veutiog 1 CorRiailol Shipping jnwey
ASN Sextus by Delivery Date Asy By Alert Craation Date
L0
. s Uk oy L »
e = » . I ) \

a

o Select the bars on the charts to see more information

o From the next screens you will be able to complete tasks such as creating ASN’s and Invoices

Select each bar on the available
charts to load the current active
guery details. Using this information
you can complete the next steps
such as creating an ASN
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5. Purchase Orders

Once the Purchase Order has been created by Co-op, suppliers will need to create the ASN. Co-op
provide suppliers with visibility of the Purchase Order through SNC as shown below, (as well as EDI
messaging where enabled).

How to view your Purchase Orders

o Select the ‘Purchase Order’ option from the menu bar at the top of the screen.

o Select ‘Purchase Order Details’

Alert Monitor

EEpE [ ions_ Punchase Crder  @efivery  Imvoice  Tools
Purchase Order Detsils |

Purchase Crder History
A >

Selection

o Enter the Purchase Order number provided in the “PO No” field or alternatively select the search

o
facility icon L to display a list of active purchase orders.

o Select “Go”

Purchase Order Details (Supplier)

&hsp  [#H | Exceptions Purchase Order Collaboration ' Delivery Invoice Tools

PO No L XXXXXXXX 5 keustomer [ co

R ] L e —

In the item detail section (Please note - Item numbering will be displayed in units of 10) section you will be
able to see the details associated with the order:-

o By selecting each of the tabs, further information / data will be available for you to view.

o Remember to now create the ASN as shown in the next steps.
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6. ASN (Advance Shipping Note)

Once the details of the PO have been fulfilled and packed for shipping, Co-op need an ASN to be created in
the SNC system so the goods delivered can be receipted correctly against the PO (the ASN can also be sent
via EDI message which will be shown within SNC automatically).

How to create the ASN
o Display the PO information screen as previously instructed — (How to view purchase orders).
o Within the “PO items” section, select all the items you are sending for this ASN by using the select all
function button r||_:|

o Once all the items are highlighted, select the ‘Create ASN’ button.

PO ltems
| Snosaghe [l CasteasN |, | Basaui | DocumeniPioe  we zPO_ITENM v || Pmiveme | Expot,

€ FotmNo  memSubs 4 Profod e anK THHOy  UoW e Dste Shp Date
> o Ooen KAGHENBOUR 1464 FREMIUM LAGER # SX4400 L00IG41307 % 00 NNNE NI
P Open NEWCASTLE BROVN 550ML 013 ¥ oW ANNE X2
30 Open SEWCASTLE BROWN ALE 4X500ML ETHESE005 WoTH ANNE 21208
40 Cpen THEAKSYONS OLO PECULIER S00ML NISTOETHIN M OG0 209101 12w

50 oo FOSTERS LAGER LU4AINL 2 SHDISE40003 &8 o

2011.2013 0112058

o The ASN screen will appear, with pre populated Purchase Order Information, as shown below

Crente 23N Tanyly Hbwart Sobrtmmns TV §03_F | Retmem Fame 30 0

o Enter your ASN number in the ASN No field. This needs to be a unique number for each ASN, it can
also be alpha numeric, but no more than 17 characters including spaces.

o Select the Check button to make sure all the required information has been added.
o Information / error messages will be display, with instructions on what action if any is required

¢ Red =something must be changed/amended/corrected before proceeding.
e Amber = please check all the information before proceeding.
e Green = All ok, you can proceed as planned.
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7. Check Line Item Quantity

You can now check and ensure that the quantity of each line item you are shipping is correct. If it is lower
than recorded on the PO, you are able to change the quantity in this screen. (Please note you cannot
increase the line quantity of the PO)

How to check line item quantity

o From the ASN screen you are able to check / change the quantity. Locate the ‘ASN Qty’ column
under the ASN items section.

ASM ey -

dddiwe | Cowm few - Copr bee || Segee | Peseey - Ghew e

W (R | L R &
o — St Dee P Ty Ve B Ove e 0t 2= Om Tov - un
. A A U LR L asgmoaTIY . A T -

e Aaner; e

How to amend line item quantity
o Click in the ASN Qty field and enter the correct quantity you have shipped to the Co-op.

o Select the check button to ensure the system has all the data required, if all fields have been correctly
populated you will see the green validation tick. If validation fails please return to the screen and
correct the information required.

ASN Maintenance - Create ASN

4=El=p | [] | Exceptions Purchase Order Delivery Invoice Tools
Hide Message Log

Current Meszages

Tyoe Message Text

Al v
a Delivery date lies in the past 21.11.2015 08:53:37 (UTC)
1] Shipping date lies in the past 21.11.2012 09:53:37 (GMTUK)
< Walidation for val. prof. PO04 {ICH, DELIVERY_PUBLISH, HEADER,) ended with errors and warning

| Check | | Save Drsft || Publish ASN || Reset || Calculste Totsls || Downlosd |

Error message key:

¢ Red = something must be changed/amended/corrected before proceeding.
o Amber = please check all the information before proceeding.
e Green = all ok, you can proceed as planned.
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8. Publish ASN (Advance Shipping Note)

If you need to perform further check before publishing the ASN you can save a draft version by selecting the

Save Draft button, as shown below.

check || save Dranl | Pubtsn AsN || Reset || Cakcuiate Totis || Downioad

Shipping Detalls Ship-Fram Location Detalls Customer Location Cetalls

ASN No.: Dellvery Date (ETA): | 10.10.2018

Shipping Date: | 10.10.2018

Customer Location: | W05 Document Date: | 09.10.2018
M]' Customer Locatian Mo.: Imvolce HE{H[HEI"IL'
Ship-From Location: | GLF-1001 Numbsr of HUks: | 00090

Motes avallable:

o s

My Ship-From Location Mo.:

How to Publish an ASN

o Select the Publish ASN button

Save Oran | Publish ASN |ﬁesu||ca|mlatermta||nwmm|

Shipping Detalls Ship-Fram Location Detalle Customer Locstion Detals

ASN Mo |1 Delvery Date (ETAY: | 10.10.2018
Shipping Datz: | 10.10.2018

Customer Location: | W05 Document Date: | 09.10.2018
My Customer Locafian No.: Imvolce Reciplant:

Ship-From Locatlon: | GLF-1001 Number of HUs: | 00000

e

Iy Ship-From Locatian No.: Maotes avallabie:

Ship-To Locatian Detalls

[Tl oooa:on | GMTUK
[1]|| or-pa:00 GMTUK
[il| 105243 GMTUK

Ship-To Locatian Detalls

[1]|| oopozan | eMTuK
[i]| oocod:ao GMTUK
[i]| 105243 GMTUK

A confirmation ‘pop’ up box will appear asking you to confirm that you want the ASN to be sent to Co-op.

click ‘Yes’ to proceed.
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9. Goods Receipt

Once the goods have been receipted you can see this in the system.

How to view a Goods Receipt

o Select the delivery tab from the main menu bar and choose ASN > ASN Details

ey Exceptions Purchase Order  Delivery  Inwoice  Tools
| Receipts and Requirements » |

Selection — =
Advanced Shipping Motification » s EEN ]
Show:* v |[ Reset [ [| Go | AsN Oveniew |
ASM Detgils

ASNMNo: | 1112223330 | SN Histary |

o Enter the ASN number or select the search facility

o Once the number has been entered select =3

o The ASN Status field will be populated, showing the good receipt has been completed

ASN Details (Supplier View)

$&ueh  [B | Exceptons Purchgss Orger Cofladoration  Delivery  Invoice

ielection
iow ~ [ Rosat ||| 5o | Ciose Seecton
ASNNG: B 4 5
roound Dolvory No© O 'y
Packing List O oy
BiVLagng N0 & 5
Customer Location: IR W0 5]

Shig-From Locaton S8l 51 F-1001 ¥

Crange || Pubiish ASN || Cancel ASN | Copy ASN || Notes || Ovecview || A
Shipoing Detads Ship-From Location Detalls Cusion

ASNNo. |4 Deive

ASN Slalus: | GC-Goods Receipt Compiite s

e

Customer Locabon; | e fove

How to view goods booked against ASN’s

o Select the delivery tab from the main menu bar and choose ASN > ASN Details

= Exceptions Purchase Order  Delivery  Inwoice  Tools
| Receipts and Reguirements » |

Selection — ——
Advanced Shipping Motification » s RN R-LA]
Show:® v |[ Reset | [[Go| Asn oveniew |
ASN Detgils

ASH Mo | 1112223330 ASM History |
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o Enter the ASN number or select the search facility

o Once the number has been entered select El
o Highlight the ASN item and select the show detail button

ASN items

Aodbem  Dests By Copy B Roond | Noteell | Srow Detals | xcking || Snow Purchasing Docoment
VEX [Sandard Vien| v || PriekVesion |Expo .,
¥ lemho Froox! Prog Dest ASN Cy

. 1 70006033 Covep Tt FresnSeomsniigs Mi
<

o You will now see the GR Qty and the ASN Qty.

( ASN Qty 10 EA \

Supl. Cumi Qty o EA
Cust Cumi Qty 0.000000
GR Qty 10 EA
Weight 0,000000

Net eI Gross Weight ] e
\ Volume: nnnnnnn J

10. Invoicing

When you create an invoice in SNC you will need o provide the original PO number your invoice relates to. The PO
number will have been provided in the e-mail notification sent to your company, alternatively you can look up the PO
number within SNC by accessing the supplier dashboard (step 4).

o You can now invoice for the goods you have sent.
How to create an invoice

o Select the ‘Invoice’ button at the top of the screen.

o Chose the ‘Create invoice’ option from the drop down list.

ASN Maintenance - ASN Details (Supplier View)
- Exceptions Purchase Order  Delivery m ools

i ) Create Invoice
Selection
Inwoice Overview

|
Show:* Inwoice Details zlection |

Documents Requiring Invoices

ASMMNo: &



SNCUser Guide | PSPPI

o Enter the Purchase Order number

Create Invoice

¢=ti=p [ | Exceptions Purchase Order  Delivery Inwoice  Tools

Inwoice v Purchase Order wQ PO:| £500000238 | IETI: Customer: Add

o Select the ‘Add’ button
o The line items from the Purchase Order will now appear in the “Invoice items” section
o Enter the invoice number. (Note - price and tax code should match the PO)

o Toamend the price select the ‘Price’ box and enter the new amount. (please note this will create an
invoice matching query, if different to the original PO price, a warning will show to validate this)

o The document Date is populated to the date working, this needs to be populated to the true invoice
date - this is important if it is an historic invoice as it determines the payment terms date.

o Toamend the Tax Code — click on the drop down box ETJ and select which code you require.

-
Croate "“"“lw.? ?,--—-'4-— TN M 20 Hrns P Search: Tax Code Oumy !
| ——— - - — e Rl Sl (P oo —
Enter INVOICE  youmtmmes Click ‘Check
L= ) Number R
- " am e
. ~ - SR

S ok B e e R

o e —— Change Tax Code

Click to amend price
o Click ‘Check’. (Please note this is on a slightly different position than on other screens) the check

button validates the invoice information you are about to submit.

o Information / errors messages will be displayed at the top of the screen.

Create Invoice (Supplier) s:g;d, Network Collaborasion

8l Peactors Purnses Droe Colsomton  Delvery  Imvoe  Toow

Borctane Orcat v PO 4500001751 Bamy Contrmmr A4t Mew || Checx || Seve Deafl | Stlaly

invoice Heaoer

o If you receive ared error message the system will not allow you to submit your invoice, you will need
to make the necessary amendments before you can proceed. Amber messages will still allow you to
send your invoice but alerts you that the information within your invoice is different to the information
recorded in the PO e.g. price information is different. Green confirms that all is okay with the invoice
and you can proceed.

o By clicking on the aggregation tab it will show the total monies to be invoiced. Therefore if there are
any discrepancies with the invoice total it will flag here and any amendments to price or quantity can
be made to reflect the monies to be invoiced before publishing.

Error message key:

o Red = something must be changed/amended/corrected before proceeding.
o Amber = please check all the information before proceeding.
o Green = all ok, you can proceed as planned.
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o You can only publish the invoice once all errors have been corrected. The Publish Button sends the

invoice to Co-op for payment.

Create Invoice (Supplier) PR Heown Comboration
Sl B mastom Puchese Dros Colsoonton  Delbery  Imoie  Toow
B Bl o s i
N )
p—
Dorctane Orcat v PO 4500001751 H Ny (| Coniamer ! Akt | e || Coock || Save Ooat [ etk |
—
Invoice Heaoer 2

o Publish the invoice by selecting the publish button.

o Click ‘yes” on the confirmation screen to complete and publish.

Confirmation

— D0 you realy wart 10 ubish the
| ? | ocotumeos?
-~

o Invoice now published and can only be cancelled by contacting the accounts team.

Contact details for invoice queries

o Direct to store queries: GFRInvoiceProcessing@coop.co.uk
o Depot queries: SupplyChaininvMatching@coop.co.uk

How to export information to excel

o Wherever you see the ‘Export’ button, you can export the information to excel.
o Click ‘Export’

o Select ‘Export to Excel’

| Export to Microsoft Excel



mailto:GFRInvoiceProcessing@coop.co.uk
mailto:SupplyChainInvMatching@coop.co.uk
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11.

©)

Log off the SNC system

Click ‘Log off’ which is towards the top right of the SNC screen.
Select ‘Yes’ from the confirmation screen.

Your browser screen will close on logging off.

Supply Network Collaboration

Ubrogmonet it anl b ooy
[0 you wanl 4 bog o¥?

Yoz

Note: Pressing esc on your keyboard will return you to the previous screen and won’t log you off.



aCoecie

12. Further guidance

User Screen Customisation —home screen setting

Any user can customise the screens to their own personal preference, you can set which screen you
always want to see first when you log in to the system.

How to customise you view

o Select the star icon at the top of the screen that you want to set as your home screen.

o You will see a pop up to say ‘Set current screen as entry screen’

& | [ | Siestons Purchsse Order Collsborstion  Delivery  Invoice  Tools Why not set the supplier
dashboard up as your home
Selection [ Set Current Screen as Entry Screen h screen? More Information
about the dashboard can be
found in Step 3.
SNC Alerts

You can log on to SNC at any time to view alerts using the Alert Monitor, however Coop will also send
email alerts to the email account you'’ve registered.

How to View Alerts from an email

o Select the link that’'s embedded on the email.

o This will take you to the log on screen. Log on following the step 2 instructions
How to use the Alert Monitor

o Select the Exceptions button at the top of the screen

o Select Alert Monitor

Alert Monitor

o Below is the Alert monitor screen

Use the Scroll bar on the right to move down the screen to see more information

O

o Select the search facility L to see the full list of alert types

Alert Categony: < |
| Aert Type: & g |
Alert Priority: £+
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o From the list, select the Alert Type you want to see

o Select Go

Search: Alert Type O x

Results List: 14 results found for Alert Type Persorial Velue List  Show Search Citern V@

f} Aot Type 2 et Descriin

0d32 Goocs Recept Quansty Difecent from ASN Quantity
" Inconsistency in PO Number Sange

o Information for the alert type selected will be displayed in the top left of the screen

o Select the message log link to reveal more information

Alert Monitor An easier way to view and

. i respond to alerts is by using
el Exceptions Purchase Order Delivery Invoice Tools

. -P_ C : the supplier dashboard.

11 enines found See step 3 for more

Dizplay Meszzge Log information

o Select the number link within the statistical view section

R -

I Tons b .

snEms sy

Mbocoon
Wt o | et |1 D0 | 1o S || 0 it |
Sanocsl

T
Orway Gy t l-t.?pw . ey - Owgwy Cmewt - Py Memm By Mea Peeyy
[ | Nt |

o Yepe Laey ) [
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Select the line item/alert you want to see

_o

o Select ‘See Details’

Metwork Cotatetatus - 41D Y - Susisewy Partenr: 10000003
Alert Monitor o
& W E  Gmesceww Pumnse Oow Owesry  moce  Tess
Seloction -
o - l-“'éo:' Do S || 2ad bt
Suentica! View -
ey Cowrn | Aar Tyge Lang) * Grugey O agprg Oeewn 1 * Dupwy S By San oy
B Vet ||
s T sy —
Vv Puorune o see 1
VS
o Ve | et o
y 250 - >
¥ Trow e emas | O e  Cumswe S fag Cuety Ust  Cost Gusety Ust B Dws Tee Trelwe *
. T Mo S Come wwe. i TSN 420000020 w 1008 Loty X RA i T NHORE AMTI
148 N Poate Dran wav w2 o2 AITACCTN o e ooodet x A I TN NI ST
L Taw Sevrare Owmt e wiks Tooxs™ SDATOIR " es Al LU L) L TN OMTIM
(L T Temrmme Coer ter - Toeonz?Y 432000000 o 100g 10000013 L 2 I za NV RR TUTOR
1508 Hew " mmmn Ot w T 33O v e ‘ooooT e 138 oA 1% TITRRN OuTU
HE S L Socmae T vy W TUWoACe) 320002 w0 1o0e 1ecoo1 12 84 I JUHITV AT AT
e Thwe Pocmne Cman war w2 ToOXS2S AIDFCTOA L e ‘ooodetr - TA 1 2NV TATUK
1 Towm &y e Dt v L oA Al w ez oEe LU LY 15 FINIBNRE SN
e Hhon “yvmmie Dot ter o 01 5% 300000000 o ee foooo0tY AC ) T INNBNRRI OWTN
e Has Syumme Do o e o001 o ol o 00w L ol AL 18 DNITEIRRNE SN -

o Onthe next screen you'll be able to perform whatever action is needed...i.e create an ASN.

How to Publish an ASN from a saved draft
o fromthe main menu bar select Delivery > ASN Details
o Enter the ASN number in the ASN No field and select ‘Go’
o Inthe ASN Items section at the bottom of the screen select the button ‘show details’

o If all the information is correct, select the button Publish ASN

ASN Detalls (Supplier View) Sapety wutuerk Conaneratian  TET_IAC_I | Susrane Purtmars GLF 908
o.on-——-»——.»:—.——J E— R N
Sywilion -
e — -\—"P - ve e

[TNr—— = ]

LA

e Y

A || O N W || e A sy W e || S || Secen |

»“;‘I "‘:I"". 2Tww pepen Dty T e e e T Tw w— D — e e ramere T e wwty T S W Lw. S e -
L Towvery Guse (KVay 20 wosm -,
e B T The ASN Status will change to PB-Published
Cowews Duw 1T TE T e .
G | W) ————
My s | e - BOoE_nT T o e =
e e | WI1BH - e
TS L -
AR K Click Show Details -
o g | T - T Se Swws [ Seme e Sty D | S et | Gy v— Ot Mo | B A
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