EDT Web portal user guide:
DC - toted ASN

The EDT web portal has been created to enable non-EDI vendors the ability to process purchase orders (POs),
advance shipping notices (ASNs) and raise invoices. Vendors receive an automated email when an order has been
raised to alert them to log on to the portal.

This guide provides instructions on how to use the portal to process a purchase order and print delivery manifest
and handling unit labels.

Any questions? Please contact EDI@b-and-q.co.uk.
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Viewing the purchase
order

For an overview of the
purchase order (DC
manual PO, DC replen
PO), check the box
next to the reference
number and select
export CSV.

The overview opens in
Excel, close
when_finished.
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Double-click on the reference number to view _ o
| X . [ sooooooss 11/10/2016 11/10/2016 B&Q
the order details (new window opens in a
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PDF document).
DC MANUAL PO Doo1
Order Information
PO number 100051838
PO date 28M0/2018
Delivery date 31/10/2018
. Delivery date
The purchase order will show Cameney  GBP
all order information Currency
X A PO type DC MAMUAL PO
including products. FOstatus  NEW
Close the window to exit the Vendar Buyer Delivery 10
purchase Ol‘der detall Hame METSA WOOD UK Name B&Q ple N-arne B&CQ Worksop DC
LTD Site Code Doo1
Vendor Code 200570 Address 1 B&Q House Address 1 2ld Manton Wood
Address 1 MAYME HOUSE Address 2 Chestnut Avenue Colliery Site
Address 2 FENTOMN WAY Address 3 Chandlers Ford Address 2 Worksop
Address 3 SOUTHFIELDS Hants Address 3 GB
BUSINESS PARK Post code 5053 3LE Post code SB0 2RZ
Post code BASILDOMN VAT number 232555575 Daytime 01800 543400
VAT number GBSG2528088 Telephone
PO Line EAN Vendor Reference Code  Description Order Pack UOM UnitPrice Totzd Price  Status
number Oty siee
OO001 5010212429471 DULLX RICH MATT 20 1 EA 1000 20000 NEW
BLOSSOM WHITE 5L

Processing a purchase order

From the home page, click the add a HU ASN icon

to process.

next to the purchase order you want




Enter the delivery date.

The booking reference ID
is MANDITORY.

Without this, you may
receive a deviation notice
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PO Line numbe. EAN Description Total / Unpacked Qty Pack size Dist. method Store
Chck on create 00001 5010212429471 DULUX RICH MATT BLOSSOM WHITE 5L 240/240 1 0001 D001
outer HU A pop up bOX 00002 5010212429471 DULUX RICH MATT BLOSSQM WHITE 5L 240/240 1 0001 D001

will appear.
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Enter the outer HU reference.
FOR WITH INNER HU

Select with inner HU, then click
add.

Create Outer HU X

Your Quter HU Ref - |

Dist. method - <=
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@ 0001 - Put Away - With Inner HU

| Add x Cancel

The outer handling unit is
created and displayed at the
bottom of the screen.

Click create inner HU.

Create Inner HU
~—

* Your Outer HU Ref :
+ Dist. method : 0001 - Put Away - With Inner HU




To add products to the

handling unit:

o Select the article and
click add

o Double-click on the
article (the item ‘moves’
to the inner handling

unit)
o Amend the quantity as
necessary i

o Create additional inner
handling units as
required by clicking on

create inner HU and

repeating the stei)s\
Additional outer handling
units can be created if
needed by clicking create

outer HU and repeating the
steps.

NOTE — you can only

create 1 SKU per pallet

Create Inner HU 4
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Add % Cancel

PO Liné AN Description Total / Unpacked Qty Pack size

00001 5010212429471 DULUX RICH MATT BLOSSOM WHITE 5L 240/120 1
00002 5010212429471 DULUX RICH MATT BLOSSOM WHITE 5L 240/120 1
* Your OQuter HU Ref :
+ Dist. method : 0001 - Put Away - With Inner HU

O Article : 5010212429471 @ Article : 50102 *

PO Line number Quantity
L 00002 DULUX RICH MATT BLOSSOM WHITE 5L 120} “|*

1

If all details are correct, press send

The messages sent tab on the home page displays the status of completed acknowledgements. The
acknowledgment will remain in quarantine for 20 minutes, this allows time for amendments, after this time
the acknowledgement will be automatically updated and sent to B&Q (no amendments will

be possible).

Print the manifest and
handling unit labels

From the message sent tab
on the home page, click on

the manifest icon \'L_,_ff'.a next
to your chosen purchase
order.

Print the delivery manifest
then similarly, click on the

print label icon [l to print
the handling
unit label/s.

You will need to print TWO
of each (labels & manifests).
Both manifests are handed to
the driver.
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B&Q Delivery Manifest Handling Unit Label

Delivery From Deliver To

Handling Unit ID : Outer HU for order 100055301
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Name: Doncaster RDC (JDA)
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Rockingham Way
Doncaster
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