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Introducing the Portal 
 

What is it? 
 
The Portal is a website which allows the supplier to book in an order request. Each supplier is given a 
unique username so once they have entered their credentials the portal will be tailored to them. 

Logging On 
 
To access the portal simply enter the following URL into the address bar of your internet browser: 

http://portal.advancedsupplychain.com 
 

 
 
 
 
You will then be greeted by a login screen which requests that you enter your credentials. 
 

User Credentials 
 
User Credentials will be in the following format: 
 
VEN – (vendor number) -01 e.g. VEN-01234-01. 
 
Your Username will be the same as that on your Tradestone log on. 
 

Setting up Your Password 
 
On your first visit you must set up your password.  
Please note that your username is the same as the email address you have been contacted on. 
To create a new password, please follow the forgotten password procedure. 
 

Forgotten Password 
 
If you forget your password, you can request a ‘Password Reset’ email. 
From the login screen, click on the Password Reset link: 
 
 
 
 
 

http://portal.advancedsupplychain.com/
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Enter your email address and click ‘Reset’: 
 
 
 
 
 
 
 
 
 
 
 
 
Once this has been done you will see a confirmation message: 
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When the email arrives it should display the reset link: 
 
 
 
 
 
 
 
 
 
 
 
 
The link directs you to a page which allows you to enter and save a new password: 
  
 
 
 
 
 
 
 
 
 
The new password is effective immediately. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can tick the ‘Remember Me’ checkbox to save logging in each time. You must also “consent to the 
use of cookies” before pressing the ‘Login’ button to be taken into the portal. 
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Supplier Agreement 
 
If not done so already, you may be presented with this message. 
 
This is to confirm that you have read the supplier manual and agree to send in stock as per the 
customer’s requirements. 
 

 
 

Once you tick the confirmation and click the green tick you will not see this message until the 
customer update their supplier manual and require you to re-confirm. 
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Getting to Know the Portal 
 

 
 
 
 

 
 
 
 
 
 
 

     
The Home Button: Clicking this image at any point will return you to the home screen. 
 
 
Control Links: These links provide account-based actions such as logging out,  
Help: This allows you to access the FAQs, User Guides & Customer Compliance Manuals. Or by 
clicking on My Details you are able to amend your name, email and password: 
 

 
 
Search: Use this search feature to quickly access the page you are looking for. If you want to view an 
order and have the order number, simply type it into the box and hit enter or click search. 
 

Report Links: Use these links to navigate to the MDA Status and MDAs Not Booked In reports. 

 

 

NCS Postcode Schedule Lookup: Use this to determine what days our collections are in your area. 
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Orders - Booking In  
Follow this process to make an MDA ready for the customer to apply a delivery date to. 
From the home screen navigate to MDAs Not Booked In within the Supplier Reports section: 

 

 
 
 
This will produce a list of all available orders which are ready to be marked as available. 
Click on the order number to progress: 
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Clicking the order number will start the process and display the first input page:  
 

  
 
If your stock is being collected by Advanced, select the Advanced Carrier. 
 

Once the required information is complete, click next.   
 

Collections 
 

If you have selected a collection you will be presented with the following screen. Here you will need 
to select an existing collection address. 
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If the collection address is not listed use the New Address section to create a new address. 
 
Enter the post code and click search: 
 
 
 
 
 
  
 
The system will then perform a search and display a list of known addresses to select from: 
 

 
 

If your company name is listed select and click the green tick  
 

If your company is not listed click on the red cross  : 
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Enter the full address and click Add Address. 
 
The new address will now appear in the list to the left and will be saved against your account so that 
the next time you make a request it can be selected straight away. 
 

 
 
 

Once an address has been selected click next  
 

If you are booking a collection you can now skip to Confirm Order Details for the next step. 
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Deliveries 
 

If you are delivering stock via your own carrier, you must select Other as the carrier type: 
 

 
 
 

Click next to progress .  
 

 
 
Confirm the delivery location and click next. 
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Confirm Order Details 
 

 

 
 
Your Order Reference: If you would like to enter your own order reference to link it to the order 
enter it here. 
 
When booking Pallets select ‘Palletised’  (1.) 
 
If all the MDA’s are to be palletized note that the Invoicing costs are automated on the following 
calculations: 
 
BDCM1 cartons = 24 cartons per pallet 
 
BDCM3 cartons = 36 cartons per pallet 
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When booking each individual MDA select the palletized option for each MDA. 
 

 
 
Example: 
 
2 x Orders 
 
Order 1 = 10 BDCM1 cartons 
 
Order 2 = 70 BDCM1 cartons 
 
Select palletized for both orders and the MDA Status Screen will show a pallet for each order, the 
system will invoice for 4 pallets (24 cartons per pallet). 
 
If you select 1 pallet for Order 1 = 10 BDCM1 cartons and not select a pallet for the Order 2 = 70 
BDCM1 cartons, you will be invoiced for 1 pallet and 70 cartons. 
 
Select the standard carton size from the list: 
 

 
 
When the carton size have been entered you must state how many cartons per pallet as this will be 
used for invoicing purposes.  
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Or advise a custom carton size: 
 

 

If you are happy with the ordered quantity figures simple click  to auto 
complete the total units column. This column shows how much of each item you are marking as 
ready. 
 
Any incorrect quantities will be highlighted in red when you try to progress: 
 

 
 
Hover your mouse over the red line(s) to view a popup explaining a little more about the issue. 
 
The system will allow a Total Unit descrepancy of 5% +/- the ordered quantity anything outside this 
you will need to contact your customer Merchandiser to amend the order. 
 

Once you have completed all the required fields click the blue arrow to continue  
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At this point you must confirm that the stock is compliant to customer requirements: 
 

 
 

Clicking next  will complete the process.  
 

 
 
PLEASE NOTE: You will not receive a unique reference number until the customer’s merchandising 
team plan the booking and Advanced confirm this for a specific date.  
 
Once your booking has been confirmed, you will receive a confirmation email and also, your booking 
will turn to confirmed within the ‘MDA Status’ screen with detail of the confirmed date. 
 
You are now free to repeat the process for other orders if required. 

 

Booking Amendments 
 
Suppliers also have the ability to amend bookings up until the cut off time of 11am the day previous 
to collection/delivery to Advanced. This will allow amendment of carton quantities, stock available 
dates etc. 
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To Amend Booking details – Stock Available Date, Cartons etc. 
 
Log onto the portal and search the Order number in the top-right of the screen: 
 

 
 

Click the result that appears 
 

 
 

 
On the following screen there should be a button for “Amend Booking Request” 

 
 

 
 
 
 
Next click the “Amend Booking Request” button: 

Please Note: 
If the “Amend Booking Request” button is not visible, this means that your booking has already been 
confirmed and collection/delivery slots allocated. Please contact Advanced directly to discuss 
amending this order. 
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This will begin to take you back through the booking process.  
 
On the first page, you will see the Stock Available Date, you can now amend this date if you wish to 
change your stock available for collection/delivery date. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Work through the pages as before, making amendments. You must finish this process to save the 
changes made. 

Clearing “Stock Available Date” 
 

If your stock available date changes once you have made your booking and you are unsure when this 
will be available OR if the week number has been assigned then you will need to clear your stock 
available date. 
 
In the portal click MDA Status 
 
 

 
 

 

Please Note: 
If the stock available Date is greyed out, this means that the customer has already assigned the week 
number to the order OR it is past the cut off time: 

 
Please see section on “Clearing Available Date” on what do here if you are still within the 
booking/amendment period. 



  

 

|  19 

This will bring up a list of all current orders  
 
Select the check box to the left of the order(s) you want to clear and the click the “Clear Available 
Date” button. 
 
You will then be asked to confirm the selection by clicking the green tick.  
 

 
 

This will then return your booking to “MDAs Not Booked In” Status leaving you free to do a new 
booking for that order. 
 
 
 
 
 
 
 

Please Note: 
If the line turns red and doesn’t allow you to clear your available date, then this means that the 
booking has been processed or it is past the cut off time. 


