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Supplier User Guide — ASCG Booking Portal

Introduction
What is the ASCG Booking Portal?

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.

Accessing the portal
Use this guide to understand how to log onto the advanced portal website.

Your login details will be sent over via email with your username and a link to the portal. Please see example below:

Hello
Here is your password reset link to access the Advanced Supply Chain portal:
https:fftraining.advancedsupplychain.com/fUserDire ctAccess.aspx?

DirectAccasskKey=JUEAITIBITEUEMIUIZIUQSI TV EIUFBITILIUFBITIDOUx NyWG RSVERCUxQSUyNCVEM SQIODYW PJUESIUL
SMHyVCHYUIQIFgTEFILIEIUURCWEMNIL U1y UyRUFOIUMAITISIU U TIDITVDITIFQUS IOz gl

You will be prompted to change your password when accessing the portal. Please note this link will only work once.
Username:  John Smith

Regards,
The Advanced Supply Chain Team

This guide will outline the below areas of the portal:

Loggingin
Office 365 Single Sign On
Setting your password
Forgotten password
Getting to know the portal
Order bookings
a. Bookinginsingle PO’s
b. Booking bulk PO’s
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1. Logging In

Process/ Procedure Photo/Image

1.  Navigate to the portal login page here:
http://portal.advancedsupplychain.com/

Advanced Portal

2.  Enter your username and password and
. 11> advanced
press Login. 2 imsiigent ooty co
Each supplier is given a unigue username so once Advanced Portal
they have entered their credentials the portal will be
tailored to them. @advancedsupplychain.com|

| Remember Me

Login with Office 365

2. Office 365 - Single Signh On

If the account has been set up with an Office 365 email address, then the user can use this option as an alternative
to the usual username and password login.

Process/ Procedure ‘ Photo/Image

1. Tolog in using your Office 365 account, click (f Login with Office 365
the button “Login with Office 365" N

Enter your work email address and click Next

You will be redirected to the Advanced 365

portal login page.
L.r:) advanced

in with yeur arganizationsl sceoust

S achancedsupphychain.com
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4.  Enter your password and click Sign in.

[ L]
B2 Microsoft B Microsoft

If an account is already saved you will have the option Sign in
to pick that account. Bons o

Pick an account

E \@advancedsupplychain;
com 3

PLEASE NOTE: The 365-email address must match - b Use another account
that of the user on Vector to allow them to log in.

If you have any other problems logging in, check out
the, Problems logging in troubleshooting section.

3. Setting your password

The password is a default password. On your first visit you must set up your permanent password.

Process/ Procedure Photo/Image

1. Click the link in the email
received.

Hello
Here is your password reset link to access the Advanced Supply Chain portal:
https://training.advancedsupplychain.com/UserDirectaccess.aspx?

DirectAccessKey=JUEAJTIBITg2IUE4IUI3IUQAITVFIUFBITILIUFBITIDQIUXNYVGRSVERCUXQSUYNCYEM3QIODVPIUESIUU
SNYVCNyU1QIZgITBFIUJEIUUXRCVENIUYQyU1QyUyRUFOIUMAITI4IUU 21 TIDITVDITIFQUAIQzEIMig

You will be prompted to change your password when accessing the portal. Please note this link will only work once.
Username:  John.Smith

Regards,
The Advanced Supply Chain Team

The link directs you to a page
which allows you to enter and
save a new password. The new
password is effective
immediately.

4. Forgotten password

Please note that your forgotten password email address is the same as the email address you have been
contacted on.

Process/ Procedure Photo/Image

On the login screen, please enter

your email address and click Forgotten Your

Reset Password?
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When the email arrives, it should
display the reset link. Click this to
reset your password.

Hello,

Here are the user accounts associated with this email address/username, including password reset links for each. These links are
single use:

User.Name

Click To Reset

You will be prompted to change your password when accessing the portal via the link.
Regards,

The Advanced Supply Chain Team

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.

(J Remember Me

5. Getting to know the portal

Process/ Procedure

1.

The Home button:

Clicking this image at any point
will return you to the home
page.

‘ Photo/Image

Advanced

intelligent supply chain
= WY

Supplier Reports:

Your home screen will show
available options, which will be
‘Orders Not Booked In'.

Supplier Reports
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6. Order Bookings
a. Booking in single PO’s

Requesting a booking for a PO with own transport
As a supplier you will need access to Orders not Booked In to be able to request a PO booking.

Process/ Procedure ‘ Photo/Image

1. Click on Orders Not Booked [ =

| n Orders Not Booked In

Search criteria

2. Select the details of the PO ;
you want to book. _
Orders Not Booked In
If you know the PO type or PO
Number input the correct
information into these fields,
alternatively you can give a blank

Search.

This will produce a list of all [ =

available orders which are Orders Notbookedi

ready to be marked as Search criteria
available. Click on the order
number to progress.

Note these orders will have Status:
“Ready to Request”

4. Please fill in the necessary
fields:

Booking Request - /Advanced Supply Chain

Supplier Details. Order Details

Contact telephone number
Carrier

Name of Carrier

Delivery Date

Delivery Time

Arriving by Container?
Stock Format (pallet or
loose)

Click Next once details are
completed.
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6. Booking Request PO details

You must fill in the details:

- Enter your URBN PO

- Number of Cartons

- No. of pallets on this order
Select Carton Size or enter
carton size if varies from
option on screen
Total Units (¥

Please Note: If the order is delivered
in full, please click the “Deliver in full
Button” otherwise you will need to
type the quantity for each SKU.

Booking Request - IAdvanced Supply Chain

7. Click Next once details are
completed.

8. You will then be moved to
the booking confirmation
review page.

You must review this page to ensure
all information you have entered is
correct.

If it is not, you can click back and
amend the information you have put
in.

Mext

Booking Request - /Advanced Supply Chain

Summary

Order Details Request note

9. |Ifitis correct, please press
Next.

10. A booking request
confirmation email will then
be systematically created
and sent to the email
address linked to your portal
login.

Please note: The request is not yet
confirmed at this point, as it is
pending review by the Account
Management team at ASCG.

Your booking for 19 Mar 2024 has been requested, The contirmation will be provided by the DC,
T [ Coeeton Abrss
o o i gl

»fdvanced

PLEASE NOTE: You will not receive a unique reference number until the Account Management team confirm your

booking.

Once your booking has been confirmed, you will receive a confirmation email and, your booking will turn to
confirmed within the ‘Current Order Status’ screen with detail of the confirmed date.

You are now free to repeat the process for other orders if required.
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b. Booking bulk PO’s

To request a booking for a PO with own transport, follow below instructions:

Process/ Procedure

1. Click Booking Request Bulk
Upload.

‘ Photo/Image

Booking Request Bulk Upload

Creates Booking Requests from a CSV file.

Select the customer you
wish to book for on the
drop-down box.

Customer

--Please select--

Import File:
Choose file | No file chosen

Choose file you wish to
upload.

You need to ensure the file you are
uploading includes all columns
required.

PLEASE NOTE: Lines highlighted in
green are mandatory

Column Headers

Explanation

PO Number

Your URBN PO Number

Destination

Final destination of stock (URBN DC)

Booking Date & Time

Your preferred Booking Date & Time

Cartons

Carton No.

HangingUnits

No. of units on hangers

HangingSets

No. of hanging sets

Palletised

s it palletised? Yes/No

SupplierContactNumber

Contact Telephone Number

Supplier PO

Supplier PO Number

Supplier Style Ref

Supplier own style reference for the product

SKUID

SKU ID Number

Units

Number of units

Size

Size of product, e.g. XL

EAN

EAN Barcode of the product

Category

Category the product falls under, e.g.
womenswear, home

Size Chart

The size chart used

Click Next once details are
completed.

Mext

You will then be moved to
the booking confirmation
review page.

PLEASE NOTE: You must review
this page to ensure all information
you have entered is correct.

If it is not, you can click back and
amend the information you have
put in.

Booking Request -

IAdvanced Supply Chain

5. Ifitis correct, please press
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A booking confirmation

email will then be . R S N
systematically created and

sent to the email address
linked to your portal login.

Please note: The request is not yet
confirmed at this point, as it is
pending review by the Account
Management team at ASCG.

PLEASE NOTE: You will not receive a unique reference number until the ASCG Account Management team have
confirmed your booking.

Once your booking has been confirmed, you will receive a confirmation email and, your booking will turn to
confirmed within the ‘Current Order Status’ screen with detail of the confirmed date.

You are now free to repeat the process for other orders if required.
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