SupplyWEB® Supplier

Quick Reference Guide Version 11.2.0.1


Sign on to SupplyWEB® 

The URL to the PRODUCTION environment is https://supplyweb.snapon.com.  Be sure to allow pop-ups from this site.
New Parts



Set-up - Parts
When an item is ordered for the first time, an email alert is sent indicating a ‘new part’ has been ordered. “New Part” will appear on the subject line of the email.   The part number to be maintained will appear in the message body.  Part maintenance is only required if you wish to see ‘your’ part number on the screens in SupplyWEB.   
· Click on “Set-up” from the left hand column (module list).  Then choose “Parts”
· Insert part number in the customer part number box at the top of the page.  SEARCH

· Click on eye glasses in front of the part number

· Click EDIT – insert your part number in to the “Supplier Part Number” box.  SAVE   

NEW - If you do not wish to enter YOUR part number in the system, you may remove the email alert for new part and disregard the above steps.

Past Due PO’s


 EMC (home page) Purchase Order Tab

If the PO cannot/was not shipped by the required date (PO line becomes past due), supplier must ‘negotiate’ the required date of the order to be a realistic future date when the product will ARRIVE at the location.  Past Due PO’s can be found as a link on the PO tab.  If order appears on the ‘past due’ list but was already shipped, please create and publish a shipper using the original invoice #.

View New (Proposed) Orders:                                     Proposed PO’s – PPO Management
NEW - New PO’s will appear as ‘Proposed PO’s’.  You may also receive new orders via email as a PDF attachment in addition to seeing them in SupplyWEB.   Contact SupplyWEB@Snap-on.com to set this up.  
To see Proposed PO’s in SupplyWEB:

· Click on “Proposed PO’s” from the left column (module list).  Choose “PPO Management” 

· Click “Continue” button at the bottom of screen.    

· New PO’s appear on the “Acceptance Required” tab.   Proposed PO number and PO Number are the same.  
· Click on the pencil in the “Edit” Column to see the PO details

· New PO lines have a status of “New line item created by customer”.   

· After reviewing quantity, date and price and reading all ‘notes’ on the PO header and line, ,
· If you agree to all the PO lines click ‘Accept All” button at bottom of screen.   A “Discrete PO’ will be auto-generated and be available in ‘Discrete PO’s.  An acknowledgement will be sent to Snap-on.   The PPO entry on your ‘acceptance required’ tab will move to the ‘approved’ tab of PPO Management
· If you agree to ‘some’ lines, put a checkmark in front of those lines, then click on the ‘ACCEPT” (NOT ACCETP ALL) button.   

· If you wish to propose changes:

· Click on the pencil in front of the item you wish to make changes to.  Then click on the “Notes” tab.   

· Insert detailed comments in the lower ‘Comments’ box. Examples of comments are: 

· Change qty from 1 to 5.  package qty =5, 

· Change date from 5/1/2012 to  5/10/2012 – lead time = 10 days

· Change date from 5/1/2012 to 5/15/12 – temporary stock out

· Change price from $1.00 to $1.25 – price change took effect 5/1/12.

· After making comments in the lower comments box, tab back to the PRICING INFORMATION tab, insert the correct value/values in the respective boxes for qty, date and price.  

· Click on SUBMIT button to save your comments.  You will be returned to the main PO screen.   
· Click on the “PUBLISH” button to send your changes to Snap-on.  
· The PPO has now moved to the ‘Customer Reviewing’ Tab of Proposed PO Management
· The process starts again.  When Snap-on responds, you will see the PPO on the ‘acceptance required’ tab of PPO Management.  
· When Snap-on responds, if they agree to your changes, the PPO will appear on the “Approved’ tab of PPO Management.  A discrete PO will be automatically generated.   Be sure you have your alert turned on so that you know the discrete PO has been created.    
· If they do not agree, it will appear on ‘Acceptance Required’ tab again. The PPO line status will indicate “Customer Published Decision”.  You will also get an email alert.
Print Discrete PO


If you wish to print the Discrete PO, 
· Go to Demand, then discrete PO.   
· Insert the PO # into the PO # box. Click the SEARCH button.  The PO will appear in the lower portion of the screen

· Open the PO by clicking the pencil in front of the PO #.  

· Print the PO (using PDF button on toolbar) to get a printed copy of PO to enter into supplier’s system for processing.

Download PO 
· NEW - If you wish to download PO’s into a CSV format, 

· Go to Demand, then discrete PO.   

· Select the PO’s you wish to download by putting a checkmark in front of them.  Checkmark on the column heading will select all the PO’s on the page.   Use Next button if you would like to select PO’s from various pages.

· Click on the arrow next to the white box near the bottom of the screen to select the format.  Choose CSV.

· Click, the ‘DOWNLOAD” button to make an excel file of the PO’s selected.

· All PO information, including shipping address and text fields are available in the download.

Demand Summary                                    Demand – Demand Summary
Demand Summary is an alphabetical list of items due to Snap-on in the next 7 calendar days.   The number in the box is the quantity of the item that is due (from all PO’s) to Snap-on.   

Supplier Initiates PO Changes                             Discrete PO – Open Purchase Order - Negotiate           

After initial ‘Accept All’, supplier prints & keys purchasing order into their system for processing. Later, if changes to quantity, date, or price are desired by supplier, supplier must “propose changes” or ‘negotiate’ on the order.

· Find the desired PO.   Demand – discrete PO’s.  Change status to “All”.  Insert PO # in the PO # box. SEARCH  

· Click on eyeglasses to view the detail of the purchase order.

· Put a checkmark in front of the part numbers that have incorrect information

· Click on the “Negotiate” button at the bottom of the screen

· A new screen appears. Insert detailed comments to explain the reason for the proposed change. Examples of appropriate comments are:

· Change qty from 1 to 5.  package qty =5, 

· Change date from 1/1/2010 to  1/10/2010 – lead time = 10 days

· Change date from 1/1/2010 to 2/1/10 – temporary stock out

· Change price from $1.00 to $1.25 – price change took effect 1/1/10.

· After making comments in the comments box, insert the correct value/values in the respective boxes for qty, date and price.  

· Finally, click on the “Submit” button to send the ‘proposed PO’ to Snap-on for review/approval.

Responding to Snap-on initiated PO change:

NEW- After the PO is agreed to by both Snap-on and supplier, Snap-on may initiate a PO change (quantity, date, price or cancellation requests).  If Snap-on does, it will appear as a “Proposed PO”.   The Proposed PO number on a change request is all numeric and Snap-on PO Number will also be listed.   Previously, change orders appeared in discrete PO as ‘pending’.   
To see Proposed PO’s in SupplyWEB:

· Click on “Proposed POs” from the left column (module list).  Choose “PPO Management” 

· Click “Continue” button at the bottom of screen.    

· PO Revisions / Change orders also appear on the “Acceptance Required” tab.  Proposed PO number  is all numeric .  

· Click on the pencil in the “Edit” Column to see the PO details

· Changed PO lines initiated by Snap-on will have a status of “Customer Published a Decision”.   

· For each line, open the PO line by clicking on the pencil in front of the line.  

· Click on the ‘history” tab at the line level, review quantity,  price, date and comments 
· On PO changes for quantity, date or price, if you agree to the proposed changes
· Press CANCEL to return to the main page of the PPO.  

· Then click ‘Accept All” button at bottom of screen. 
· The PPO automatically move to the ‘approved’ tab of PPO Management

· On PO changes for quantity, date or price, if you agree to ‘some’ lines:

· Press CANCEL to return to the main page of the PPO.

· Put a checkmark in front of those lines you agree to

· Click on the ‘ACCEPT” (NOT ACCETP ALL) button.  
· The status on those lines will be updated to ‘customer approved supplier’s acceptance’

· The remaining lines will still have a box in front of them waiting your decision.  
· If asked to allow a cancellation and you are willing to cancel a PO line

· Put a checkmark in front of the line, then click on the “REJECT” button.   

· If you do not agree to the proposed change or cancellation request:

· Click on the pencil in front of the item.  Then click on the “Notes” tab.   

· In the ‘lower’ comments box, insert detailed comments as to why you are unable to comply.     Examples of comments are: 

· Too late to cancel, product already manufactured.  
· Sorry, we are not able to expedite to that date.  
· Click SAVE your comments
· After making comments in the lower comments box, tab back to the PRICING INFORMATION tab.  
· If the change in qty, date or price was unacceptable, change the boxes back to the original values.  Original values can be seen on ‘history’ tab.  

· Click on PUBLISH to send your notes back to Snap-on as to why you cannot comply.    

If you did not ‘agree’ to all the proposed changes, 

· The PPO has now moved to the ‘Customer Reviewing’ Tab of Proposed PO Management

· The process starts again.  When Snap-on responds, you will see the PPO on the ‘acceptance required’ tab of PPO Management.  

· When Snap-on responds, if they agree to your changes, the PPO will appear on the “Approved’ tab of PPO Management.  A discrete PO will be automatically generated.   Be sure you have your alert turned on so that you know the discrete PO has been created.    

· If they do not agree, it will appear on ‘Acceptance Required’ tab again. The PPO line status will indicate “Customer Published Decision”.  You will also get an email alert.

Check status of PO Changes Initiated              Proposed PO – Proposed PO Management

Click on Proposed PO’s, then PPO  Management 
Tabs through the middle of the screen indicate PPO status.   PPO’s appearing on  “Acceptance Required” tab are ones the supplier must address; “Customer Reviewing” are PPO’s  Snap-on must respond to; “Approved” PPO’s had negotiations on them but have have been accepted by both supplier & Snap-on. “Cancelled” PPO’s had negotiations that either Snap-on or supplier did not come to agreement on.  

Proposed changes made by the supplier must be agreed to or ‘approved’ by Snap-on.   No shipments can be made against the order until agreement occurs.  Once the PPO is completely approved and agreed to by both supplier and Snap-on, shippers can be created and shipments can be processed.   Supplier should receive an email when negotiations are ‘finalized’ if alerts are set properly.
Make Shipments                


    Shipments – Create Shipper

If supplier agrees to the PO as issued (price, quantity and delivery date are acceptable), shipments should be made so that the product will ARRIVE a few days before the ‘required’ date on the PO.  
NEW --- Required date is NOT the SHIP date but the ARRIVAL date of the order.  Follow Snap-on’s freight policy/matrix available on the login screen of SupplyWEB.  
A supplier will ‘create a shipper’ when they are ready to make shipment against our purchase order.  Shipments can only be made against discrete (fully agreed to) orders.    If there is a PPO pending, system will not allow a shipper to be created.

· Select ship to and from locations based on values shown on our purchase order.  DO NOT CHANGE the shipper #.  Press “Continue”   

· For US suppliers, the requirement view should be 10 and the ship coverage box should be 10 (NEVER MORE THAN THIS).  The transit time should be prepopulated based on your supplier profile.   The first time you make shipment to a location, the boxes will be blank.  You need to fill them in.  

· For International suppliers, the requirement view and ship coverage boxes should be the amount of days on the water plus your freight forwarder time.   For example, 30 days on water and 5 days for freight forwarder, then requirement view and ship coverage boxes should be 45.  

· NEW - If your system is capable of invoice multiple Snap-on shipments on one invoice, you may ship multiple PO’s destined for the same address together on one shipper.    
· If not, enter PO number in PO number field.   SEARCH.

· Put a check mark in the box in front of each line that will be shipped. Confirm the qty being shipped in the white box.  If shipping less than the full qty, overtype the qty to be the actual qty shipping.  
· Click on “CREATE SHIPPER”   If no items are selected, the shipper will be created without any items on it.

· Click on “EDIT” in the middle of the page to enter shipping information.  
· NEW - Choose the carrier from the SCAC drop down list.  
· NEW - Put the tracking # in the “BILL OF LADING” field.  
· If tracking # is not known, leave blank for now.  Include your invoice #.  The invoice # will be the reference # you will see on our remittance advice when payment is made. 
· Invoice # is a required field.    
· If the invoice # is not known until after shipment is made, insert your name in this box.  Click “SAVE”.

· NEW – VERY IMPORTANT  For any PO line where you are shipping less than the qty prepopulated in the ship qty box, you must open the line and allocate the ship qty to the oldest line first.    
· Scroll down on the right.   Click “VALIDATE”.  A message “Validated Successfully” appears at the top of the screen.   

· If there are no errors, the shipper is saved as a ‘staged’ shipper 

· NEW - For orders shipping to Snap-on facilities, click on “PRINT SHIPPING DOCUMENTS” then click “GENERATE DOCUMENT”.   Individual bar code labels are no longer required.
· For orders shipping to customers (where the facility is “Direct Delivery”), it is not necessary to print the Packing Slip.   
· Place the packing slip in a sleeve on the outside of box #1.  Mark multiple boxes 1 of 3, 2 of 3, and 3 of 3, etc.   

· If invoice # and tracking info was known and placed in the respective boxes, click “PUBLISH” to send the ASN and invoice Snap-on.

NOTE:  If the invoice and/or tracking # is not known at the time of shipment:

· DO NOT publish shipper but expedite getting the invoice # and tracking #.  

· When invoice # is available, click on “Shipments – View Shippers”.  All shipments waiting for an invoice # will appear in a list. Open the first shipper.   Check the PO # in the center of the page.   Click on “EDIT” to open shipper header.  Insert tracking # into the BILL OF LADING field and your invoice # in the INVOICE # field.  

· SAVE.   

· Scroll to bottom.   PUBLISH the shipper.  

Important Reminders related to Shipper creation:

· The value placed in the ‘INVOICE” field will be the value which appears on our remittance advice with our payment.

· Timing is critical on shipments to Snap-on facilities.   You must PUBLISH the shipper prior to the product arriving at our DC door (or the bar code label will not work) and you will NOT see your invoice on our remittance.  
· Any applicable freight charges should be billed to Trans International (3rd party bill).  Applicable UPS charges should be billed to the appropriate account based on location.  See the Snap-on Freight Policy link on the login screen to SupplyWEB.

View ASN’s                    
 
    Shipments – View ASN’s

Once the shipper has been ‘published’ to Snap-on, an Advance Ship Notice (ASN) document is available in the system.   If you need to review the shipper you just published, click on the eyeglasses on the left margin.  There you can see all the details.  
Once Snap-on receives the product in, there will be eyeglasses in the “receipt” column on the right margin.   Click on the eyeglasses to see the detail of the receipt

If you make a mistake with invoice #, tracking # or ‘ship’ quantity, there is NO UNDO.   Do NOT click on the ‘Cancel, Resend or History” buttons in the center of the screen.   Contact SupplyWEB@snapon.com for help with mistakes on shippers.   
Payment Related - NEW
Invoice processing and payments

· SupplyWEB shippers provide the proper electronic invoice for the PO. Please do not mail or email a separate invoice for shipments made on SupplyWEB PO’s.

· For payments to be processed correctly, you must publish a shipper that includes an invoice number. Publishing the shipper creates an ASN (advance ship notice) which is used in the distribution centers to receive the product.  Please publish shipper immediately or no later than one business day after product ships. The shipper must be published prior to product arriving in our distribution center. Otherwise, your order will be manually receipted into our warehouse and payment will not include your invoice number. You may need to adjust when you publish the shipper depending on your location and shipping time.

· Invoice numbers are loaded into our system based on information entered by the person who publishes the shipper(at your location)  in SupplyWEB. If your remittance information includes a name, PO# or incorrect invoice number, please work with your internal SupplyWEB users to ensure they correctly enter the invoice number in the shipper. If your remittance information includes a dash line, please work with your internal SupplyWEB users to ensure that they publish the shipper timely.

· If you have questions about the remittance details, feel free to contact us at SupplyWEB@snapon.com.
Payment terms
· After Snap-on posts receipts, an eyeglass will appear in the receipt column on the far right side of the ASN.  ASN details can be found in Shipments – View ASN’s section of SupplyWEB.   Details of the receipt include the date of the receipt.
· Snap-on remits payments based on receipt date in our system. We will take discounts based on the receipt date.
Over/Short Shipments and Payments
· If your invoice is paid short, please note that Snap-on pays for the actual quantity received.  A short payment is most likely an indication than we received less product than what was included on the SupplyWEB packing slip. You should receive an email from SupplyWEB when this occurs.  If you are not receiving emails from SupplyWEB, turn “Alerts” on for ‘Receipt with Discrepancy’ and ‘Receipt without ASN’. 

· If Snap-on receives more product or a different product than what was included on the SupplyWEB packing slip, we will contact you to advise if we will keep the product or return it.  

· If we mutually agree to keep the product, a “receiving only” type PO will be created in our system and we will provide you with a new PO number. This new PO will not load into SupplyWEB. To ensure that you receive payment promptly, please remit a paper or electronic invoice for this new PO to SnaponAP@snapon.com.

· If we choose to return the product, you will need to issue an RGA.
Freight
· All freight is billed to a 3rd party. Please do not create a separate invoice for freight. To view Snap-on’s freight policy, visit the link on the home page of SupplyWEB (right side).  Alternatively, you may request a copy of the policy by emailing SupplyWEB@snapon.com.
Navigation / Set-up

Configure home page   

   Preferences – Configure EMC
Event Management Console (EMC) is also your home page in SupplyWEB® and can be configured by each individual user.  Put a checkmark on event to “Show” it on its category tab.  In the center of the screen, enter the position for each tab – purchase orders, proposed purchase orders, shipping and receiving.

Set up (Email Notifications) 
    
   Preferences – Configure Alerts

Each user can configure ‘alerts’ (email notifications) in SupplyWEB®.       

User Profile
             

   Preferences – Edit User Profile                         

Change your desktop theme (colors), street address or email address.  Be sure to change the supplier password.

For any questions about SupplyWEB, please email SupplyWEB@Snapon.com
For any questions about the PO content, contact the planner of the PO.   Email address can be found on PPO and Discrete PO.
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