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1. Creating shipping 
notification (ASN)
1.1 Purchase order item
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Dates must be entered in date fields 
in the format 12 Jan 2024.

It is best  to select the date from the 
calendar by cl icking on the icon on 

the right in the date box.

1. Here you enter the quantity to be shipped

2. Box for batch number

3. A batch number is required in order to be able to enter the country of origin

4. Production date if required in the order

5. Expiry date if required in the order. Entry also requires the batch number to be specified.

6. Please ignore this box as it has no function

7. Here you can enter more item details (see next slide)

8. Clicking here allows you to enter more batch details for the item

9. Here you can enter notes that will be printed on the delivery note (e.g. if handling unit differs from PS)



1. Creating shipping 
notification (ASN)
1.1 Purchase order items – Details
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1. This information is not required

2. This information is not required

3. Please ignore as this information is not required

4. In the case of a hazardous goods item, all necessary information should be entered here at item level (hazard class, 
code and description)

5. Please do not make any changes to these fields as it will have no effect



1. Creating shipping 
notification (ASN)
1.1 Purchase order items
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1. Additional order items can be added to the ASN

2. This button is not required. Please ignore.

3. This allows you to print the delivery note and HU labels.
→ However, that cannot be done until submission of the shipping notification has 
been completed

4. This allows you to enter packing information (→ see 2. Packing items)

→ The next screen can be confirmed by pressing “Continue”

5. Saves the ASN as a draft

6. Exits the screen. On the next screen you can decide whether to save or delete the ASN or cancel exiting

7. Takes you to the final checking overview. Packing should be completed first, however (button 4)



2. Packing items

2.1 Create instructions
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1. In this view, you can see all the order items included in the ASN together with the quantities to be shipped

2. In the lower area, you can select packing specifications at item level

3. This button takes you directly back to the previous screen for ASN creation

4. After entering the packing information, this button takes you to the next page showing the HU overview

In general, a distinction should be made between part numbers with an existing packing specification (PS) and those without packing specifications.

• If a PS exists, the selection box on the right is displayed (outlined in green).

• If there is no valid PS for the article, the selection box on the left appears (outlined in blue).



2. Packing items

2.1 Create instructions
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• If no valid PS exists for the article, then a suitable choice of packing can be selected from the pop-up list

• If there is a valid PS, it always appears as the first choice on the drop-down list (PS number and outermost handling unit).

• The PS is an obligatory requirement and, therefore, should always be selected under normal circumstances. Nonconformities must always be agreed 
with the buyer beforehand and indicated on the delivery note.

• If using the Ariba delivery note, the note should be entered in the Comments box (→ see 1.1 Purchase order item, box 9).

Packing with predefined PS

Packing without predefined PS



2. Packing items

2.1 Create instructions

On this screen you create 
instructions which are 
automatically applied to the HU in 
the next step, including multiple 
packing stages, if necessary
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1. Clicking the ruler icon opens a small window in which you can enter the dimensions.
If the dimensions of a packing unit are already known, they are entered by default. Where dimensions show “0”, the details must be completed (e.g. 
height of pallet or LBH in the case of single-use HUs). The measurement unit is predefined and cannot be changed.

2. Here you enter how many components are packed in the selected handling unit for the innermost handling unit

3. Gross weight
Equals the total weight of the HU concerned (including packed article and all internal packing)

Net weight
For each packing stage, this is the total weight of the packed components (excluding HU weights and packing materials)

Both weights must be entered at the top level in the portal for every item. Please take care to ensure that the gross weight is greater than net weight 
because there is no automatic check of that information in the portal. The quantity unit must not be changed!

4. The “+” button allows you to add auxiliary materials (e.g. compartment dividers or covers; 
→ see 2.2 Create instructions – Add auxiliary materials/stage)

Further outer packing stages can also be added (→ see 2.2 Create instructions – Add auxiliary materials/stage)

Collection/shipping can only take 
place if:

- Dimensions and weights for final  
handling unit  have been entered

- Gross weight  > Net  weight

- The quantity unit must not be 
changed!

Note
A full-stop “.” must be used as the 

decimal separator



2. Packing items

2.2 Create instructions – Add 
auxiliary materials/stage

Stage

Definition of multistage packing

Auxiliary materials

If a defined packing unit contains 
additional packing materials (e.g. 
compartment dividers or covers), 
they can be entered here
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• The “+” button allows you to select the option “Add stage”. This enables you to define a higher-level packing stage.

• The HU type is selected from a drop-down list and then displayed above the selected HU

• Now the details of dimensions, quantities and weights have to be entered

• The quantity always relates to the lower-level stage in each case (column “Inner Handling Unit”). In this example, 30 components are packed in a KLT-
3214 handling unit to begin with. In the higher stage, 2 KLT-3214 HUs are finally packed in a T5-2072 HU.

• This step can be repeated multiple times in order to define multiple packing stages

Auxiliary materials

• After making a selection you then have to 
specify the quantity

• Multiple auxiliary materials can be added 
to an HU

Add stage

• In addition, the “+” button allows you to add auxiliary materials (e.g. EPAL cover)

• The auxiliary material is selected from a drop-down list and then displayed below the selected HU 



2. Proceed to next step

Once the instructions have been 
created, you move on to step 3, 
“Confirm packing”
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2. Packing items

2.3 Confirm packing

Here, the HUs created using the 
previously defined instructions are 
displayed (showing the packing 
stages as well) 
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1. When you click the Save button, there are two options to choose from:

• Save and exit: the shipping notification and the packing details are saved as a draft
(→ see 5.1 Opening a draft)

• Exit: you exit the screen without saving the shipping notification and packing details

2. This takes you back to the previous screen for defining the packing instructions

3. This button takes you to the next step, “Print labels”



2. Packing items

2.3 Confirm packing

Here, the HUs created using the 
previously defined instructions are 
displayed (showing the packing 
stages as well) 
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1. Overview of order items on the ASN. For each item, the details shown include the quantity packed and the quantity for 
which the packing has already been defined.

2. This shows the total of all handling units defined as packing



2. Packing items

2.3 Confirm packing

Here, the HUs created using the 
previously defined instructions are 
displayed (showing the packing 
stages as well) 
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1. All HUs for an order item are listed under one HU number. The fill level for each in number of articles is shown in brackets.

2. Clicking the ruler allows you to view and update the weights and dimensions for each HU. With standard handling units (e.g. SHUs or Euro box 
pallets), the default figures are already entered. Any missing figures (e.g. height of Euro pallet) must be added as an obligatory requirement. Zero 
values are not permitted (applies to weights and dimensions).



2. Packing items

2.3 Confirm packing

On the right-hand side of this 
screen you can make changes to 
the packing
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• In the case of multistage packing, pressing the Handling Unit button allows you to 
define further outer packing as a new packing stage
(→ see 2.5 Multistage packing →Move handling unit)

• The Edit button allows you to adjust the packed quantities for each HU in this 
HU and also delete entire HU lines

• The “+” button allows you to add more empty handling units for stability reasons
(→ see 2.4 Add auxiliary materials/empty HU)

• You are not allowed to add auxiliary materials at this point

• “Move to” allows you to pack the handling unit into a different outer packing 
(→ see 2.5 Multistage packing →Move handling unit)



2. Packing items

2.4 Add auxiliary materials/empty 
HU

Auxiliary materials

Add empty HU

Empty SHUs can be added for 
stability reasons
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Auxiliary materials

Unfortunately, adding auxiliary materials at this point causes errors. At 
present, that can only be done when creating the instructions
(→ see 2.2 Create instructions – Add auxiliary materials/stage).

Add empty HU

• Sometimes it may be necessary for stability reasons to add empty handling units. They may be missing SHUs on one level, for instance, so that a cover 
panel can be used.

• After clicking “Add empty crate”, you can create another handling unit of the same type as before with the packing quantity “0”.

• That process can be repeated multiple times.

Important: please do not add any 
auxil iary materials at this point!



2. Packing items

2.5 Multistage packaging 
→Move handling unit

Existing handling units can be 
repacked in a new outer packing
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Create new HU/new packing stage

• Pressing the button “Handling Unit” allows you to select a new HU/packing stage from a drop-down list. 
That is then shown as a new handling unit below the existing handling units.

• A separate packing stage has to be defined for each reusable handling unit.

Move (repack) handling unit

• The Move To button allows you to move (“repack”) the selected HU. A drop-down list allows you to select the 
higher-level HU to which you wish to move the current HU. Afterwards, the current HU is shown as a 
subordinate packing level of the HU selected.

• In this way you can also pack various different packed part numbers in one higher-level HU (“mixed pallet”).

→Important: it is only ever possible to move the lowest packing stage that contains the article.



2. Proceed to next step

Once the packing has been 
confirmed, you move on to step 4, 
“Print labels”
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2. Packing items

2.6 Print labels

Viewing HU numbers and option 
of entering RFID
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1. Saves the data entered as a draft

2. Exits the Packing screen and returns you to the screen for creating the shipping notification (ASN)

3. This button takes you to the next step, “Check shipping notification”

4. This shows the HU number (sequential number) generated in Ariba for each handling unit and handling unit level. They can also be
seen on the HU labels.

5. If the handling unit is also has an RFID tag, the relevant number can be entered here

Note:

Please do not  click on the printer 
symbols as they have no function. 
Printing of the labels is described 

later on.



2. Proceed to next step

Once this step is complete, you 
proceed to step 5, “Check 
shipping notification”
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2. Packing items

2.7. Check shipping notification

The data entered (excluding 
packing details) is shown here and 
the process can be completed 
(notification submitted).
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1. Takes you back to the original starting point on the “Create Ship Notice” screen

2. Opens a page from which the labels and the delivery note can be opened (important: should only be done after notification has been submitted)

3. This button takes you back to the previous step, “Print labels”

4. Saves the shipping notification as a draft

5. Sends the shipping notification to RRS. After that, no further changes are possible. It also simultaneously initiates the collection process at your 
location as determined by the INCOTERMS and carrier concerned.

→ Note: once the shipping notification has been sent, the status of the order/scheduling agreement changes to “Shipped” 
(if entire order shipped) or “Partially shipped”.

6. Exits the current screen. You then have the option of saving the shipping notification as a draft or deleting it.

Note:

Delivery note and labels should not 
be printed until after the shipping 
notificat ion has been sent because 

otherwise the data on the 
documents could be incorrect.



3. View shipping 
notifications

Once the notification has been 
sent, the process can be opened 
again to re-check and print the 
labels.
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3. View shipping notification

3.1 Details

Shows all details of the shipping 
notification submitted to RRS
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1. Once the shipping notification has been submitted, no more changes can be made to it. Please ignore this button.

2. Prints the screen displayed

3. Downloads the XML file sent to RRS

4. Option of downloading the labels (HU label and delivery note) as PDFs (→ see 4.1 Print label)

5. Shows all details of the shipping notification

6. Overview of packing created (see next slide)

7. Displays submission history (see following slides)

8. Closes the shipping notification and returns you to the previous screen



3. View shipping notification

3.2 Packed items

View of defined packing
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The entire HU is shown including all packing stages as defined in the packing process



3. View shipping notification

3.3 History

View of the status history
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This provides a view of the status history of shipping notification submission.

The bottom two lines show that submission to the RRS SAP system was successful and which shipments have been generated there (highlighted in 
yellow on this screenshot)



4. Printing documents

4.1 Print label

Once the notification has been 
submitted, the relevant HU labels 
and delivery note can be printed

The layout of the HU labels 
conforms to VDA 4994

Single label

Label for HU in which one 
component is packed directly

Master/mixed label

In the case of multistage packing, 
label for outer packing of HU 
containing multiple items of the 
same type (master) or handling 
unit with mixed contents (mixed)
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Single label Delivery note (DN)Master/mixed label

LS_30.01.2024_2_R

ollsRoyce_Single.pdf

LS_30.01.2024_2_R

ollsRoyce_DN.pdf

29.02.2024_1_Rolls

Royce_Mix

LS_30.01.2024_2_R

ollsRoyce_Master.pdf



4. Printing documents

4.2 HU label types

According to VDA 4994 there are 
three different label types. Which 
one is used depends on the 
contents of the HU concerned.
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M

s s s s

s s s s

MIX

s s s s

s s s s

Single label (S)

Label for HU in which one component is packed directly

Master label (M)

In the case of multistage packing, label for outer packing of HU containing multiple items of 
the same type (inner packing units all contain the same part number)

Mixed label (MIX)

In the case of multistage packing, label for outer packing of mixed HU (inner packing units 
contain different part numbers)



5. Appendix

5.1 Opening a draft

All packing processes which have 
not yet been completed but saved 
as drafts can be viewed via the 
navigation path Home →
Fulfillment → View drafts
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1. Open the menu “Fulfillment”

2. Click “Drafts”

3. Select the desired delivery note (packing list ID)

4. Click on “Edit” button

5. The screen for editing the shipping notification (ASN) 
opens 

6. Clicking the button “Pack items” opens the last 
defined packing status



5. Appendix

5.2 Example of simplified packing

If a PS without final handling unit 
has been specified, using 
“Unspecified packing” may reduce 
the work involved.
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Example

• PS states that 1 article must be packed in one bag (EW-008). Total shipment quantity 60 articles.

• That results in 60 individual bags which must then each be manually moved to a final handling unit (e.g. Euro pallet).

• That involves a considerable amount of work. The next slide shows an alternative method of entering the information.



5. Appendix

5.2 Example of simplified packing

If a PS without final handling unit 
has been specified, using 
“Unspecified packing” may reduce 
the work involved.
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1. Instead of the PS, the relevant inner packing (e.g. EW-000) is selected first

2. The final handling unit (e.g. Euro pallet) has to be created by adding a stage

3. Enter the quantities, weights and dimensions

4. On the next screen, all HUs are then created automatically as multistage units. Moving them manually is no longer necessary.



5. Appendix

5.3 Example of HU different from 
PS

If HUs differ from the PS (e.g. 
because of having already been 
packed according to old packing 
status), they must be agreed with 
RRS Purchasing before submission 
of the shipping notification.

On the system you can then 
proceed as shown here.
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Example

Purchase order: 100 articles

PS: 20 articles in box pallet

Nonconformity: 20 items already packed in cardboard box

Solution 1

Create two shipments. One with 80 articles as per PS (box pallet). Another with 20 articles and unspecified packing unit (cardboard 
box).

Important: shipment must also be executed with two different delivery notes!

Solution 2

Create a shipment with 100 items. Specify the handling unit used for the majority of articles. In this example, that is the box pallet 
using the PS.

In general

Enter details of the handling unit nonconformities in the “Comments” box on the screen. 

“Create Ship Note” (→ see 1.1 Purchase order item, box 9).



5. Appendix

5.4 Combination options for 
batch, country of origin, date of 
manufacture, MHD

There are interdependencies 
between some of the fields for the 
ASN item details
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No. Scenario Result
1 Serial ID of supplier, country of origin, production date and expiry date Permissible

→ Further editing possible
2 Serial ID of supplier Permissible

→ Further editing possible
3 Serial ID of supplier and country of origin Permissible

→ Further editing possible
4 Serial ID of supplier and production date Permissible

→ Further editing possible
5 Serial ID of supplier and expiry date Permissible

→ Further editing possible
6 Serial ID of supplier, country of origin and expiry date Permissible

→ Further editing possible
7 Serial ID of supplier, country of origin and production date Permissible

→ Further editing possible
8 Serial ID of supplier, production date and expiry date Permissible

→ Further editing possible
9 No details entered Permissible

→ Further editing possible
10 Production date only Permissible

→ Further editing possible
11 Expiry date only Not permissible

→ Further editing not possible
12 Production date and expiry date Not permissible

→ Further editing not possible
13 Country of origin and expiry date Not permissible

→ Further editing not possible
14 Country of origin and production date Not permissible

→ Further editing not possible
15 Country of origin, production date and expiry date Not permissible

→ Further editing not possible
16 Country of origin only Not permissible

→ Further editing not possible



5. Appendix

5.5 Overview of auxiliary 
materials

These are the auxiliary materials 
you can choose from in the 
portal
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Packing unit Article short description Length Width Height Unit

KTZI-001 INLET CYL LINER SER4000 102 89 8 CM

KTZI-002 INLET CON ROD SER4000 S/STR 102 89 8 CM

KTZI-004 INLET CYL LINER SER2000 102 85 8 CM

KTZI-005 INLET PISTON SER4000 105 86 3.9 CM

KTZI-008 INLET CON ROD SER4000 S&L/STR 102 89 8 CM

KTZI-010 INLET CYL LINER SER2000CR 102 85 0 CM

T5-9040 COVER PANEL, INDUSTRIAL PALLET 120.4 100.6 9.4 CM

T5-9041 COVER PANEL, EURO PALLET 120 80 9.4 CM

T5-9049 REUSABLE FOLDING COVER 90.5 57 0.35 CM

T5-9050 REUSABLE FOLDING COVER 109 96 0 CM

T5-9052 REUSABLE INNER LINING 143.5 108 80 CM

T5-9052/1 REUSABLE INNER LINING – USED 143.5 108 80 CM

T5-9053 REUSABLE INTER LAYER 101 89 0 CM

T5-9054 REUSABLE INTER LAYER 85 51 0 CM

T5-9055 REUSABLE INNER LINING 86 52 50 CM

T5-9056 REUSABLE INNER LINING 103 90 80 CM

T5-9057 REUSABLE INNER LINING 103 90 50 CM

T5-9058X REUSABLE FOLDING COVER 150 116.5 0 CM

T5-9059X REUSABLE INTER LAYER 140.5 106.5 0 CM

T5-9062X REUSABLE INTER LAYER 89 80 0 CM

T5-9064X REUSABLE INTER LAYER 101 89 1 CM

T5-9065X REUSABLE INTER LAYER 85 51 1 CM



5. Appendix

5.6 Abbreviations
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Abbreviation Meaning

ASN Advanced shipping notification

EPAL Euro pallet

EW Reusable (German: Einweg)

BP Box pallet (e.g. Euro box pallet or T5 handling unit)

HU Handling unit

SHU Small handling unit

HU Handling unit

PS Packing specification

RFID Radio frequency identification
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