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ASN: Advanced Shipping Notice
Objective : To upload the supplier documents to the supplier portal

HELPDESK :
• Contact PTP Buyer (firdausmustaffar@ptp.com.my) 
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Login to Supplier Portal (page 1/3)

5

Step 1: Access to PTP Website

• Open Web Browser by enter PTP Website link: https://www.ptp.com.my/. 
• Scroll down to bottom page and look for ‘Supply Chain’ 
OR
• Enter Website Link: https://www.ptp.com.my/contacts/supply-chain

Step 2: Click on Supplier Portal 

• Click the : Supplier Portal

SECTION 01: 
LOGIN TO 
SUPPLIER PORTAL

https://www.ptp.com.my/
https://www.ptp.com.my/contacts/supply-chain
https://www.ptp.com.my/contacts/supply-chain
https://www.ptp.com.my/contacts/supply-chain
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Login to Supplier Portal (page 2/3)
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Step 3: At Landing Page, key-in your “SUPXXXX” login and password

SECTION 01: 
LOGIN TO 
SUPPLIER PORTAL

Note: Refer to “Section 05 – Login Password Policy & Guideline” for details.
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Login to Supplier Portal (page 3/3)

Step 4: After Login, go to Right Top and click on ‘Change Context’

Step 5: Choose Role Description to ‘Supplier Portal’, and click ‘OK’ button

SECTION 01: 
LOGIN TO 
SUPPLIER PORTAL
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Manage Order & Confirm PO (page 1/6)

Step 1 : Supplier received email from ERP 

• Below is sample email from ERP to supplier.

SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

Purpose: View Purchase Order & Confirm Purchase Order
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Manage Order & Confirm PO (page 2/6)

Step 2: At the Left Most Drop-down Menu, look for ‘Manage Orders’

• Below screen appeared with your Supplier Code & Name at the top of the screen.

SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

2a

2b
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Step 3: Key-in ‘From date’ and ‘To Date’ then click on ‘Search’ button 

SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

Manage Order & Confirm PO (page 3/6)

3a 3b

3c
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Step 4: You may able to view all the Purchase Order (PO) that PTP issued to your company

PO Number PO Date PO Item 
Line

PO Item 
Code PO Item 

Quantity

Step 5: Ticked leftmost checkbox if you want to view respective PO details, and click ‘View 
Order’ hyperlink

SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

Manage Order & Confirm PO (page 4/6)

Input the PO No. 
for Searching 

5a

5b
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Step 6: PO details shown as per below screen.

SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

Manage Order & Confirm PO (page 5/6)

• Confirm PO by click on ‘Confirm Order’ hyperlink

Promised 
Date

• Review the PO details, Item Code, Qty, Need Date (Promised date) & etc
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SECTION 02: 
MANAGE ORDER 
& CONFIRM PO

Step 7: Confirm PO

Manage Order & Confirm PO (page 6/6)

• Fill-in ‘Order Acceptance Number’ – any reference
• Fill-in ‘Remarks’ – any reference
• Select the ‘Order Acceptance Date’
• Set ‘Confirm Order’ to YES – Important
• Click on ‘Confirm’ button

7a

7b

7c 7d

7e



WWW.PTP.COM.MYPELABUHAN TANJUNG PELEPAS SDN BHD

CREATE/

FREEZE/VIEW 
Advanced 
Shipping 
Notice (ASN)

03

SECTION

SECTION 03: 
CREATE/FREEZE/
VIEW ASN

15



WWW.PTP.COM.MYPELABUHAN TANJUNG PELEPAS SDN BHD 16

CREATE/FREEZE/VIEW ASN (page 1/7)

SECTION 03: 
CREATE/FREEZE/
VIEW ASN

Purpose: Create ASN by Attach Supplier Invoice & Delivery Order Softcopy

Step 1: Look for ‘Manage Orders’ menu and after screen open click ‘Search’ button

1a

1b
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Step 2: Select the PO (ticked leftmost checkbox) & click ‘View Order’ hyperlink

Step 3: From View Order screen, ticked leftmost checkbox for selective Item (s) that ready 
to deliver and click ‘Create ASN’ hyperlink 

SECTION 03: 
CREATE/FREEZE/
VIEW ASN

CREATE/FREEZE/VIEW ASN (page 2/7)

2a

2b

3a

3b
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Step 4: Create ASN – for selected PO

SECTION 03: 
CREATE/FREEZE/
VIEW ASN

Action :-
• Important fields to fill-in : Delivery Note No., Delivery Note Date, Supplier Invoice No., Invoice Amount, and Invoice Date, 

and Qty in Transit 
• Other optional fields : Logistics Mode, Carrier, Consignee, Origin, Date of Despatch, Date of Delivery & etc 

PO Number

Deliver Qty
Item Code Item Desc

CREATE/FREEZE/VIEW ASN (page 3/7)

4a 4b

4c 4d

4e

4f
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SECTION 03: 
CREATE/FREEZE/
VIEW ASN

Step 5: Update ASN
Save the record by click  on ‘Update ASN’ button

CREATE/FREEZE/VIEW ASN (page 4/7)

ASN Number

After Update ASN, ASN Created and ASN No. displayed 
on screen. Supplier need to upload the document at 
Attached notes

5a
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SECTION 03: 
CREATE/FREEZE/
VIEW ASN

Step 6: Attach Notes
To upload the Delivery note, Invoice and other supporting documents

CREATE/FREEZE/VIEW ASN (page 5/7)

After click ‘Attach Notes’ below screen appeared. 

Attach Softcopy Invoice / 
Delivery Note at Header level

Attach Softcopy Invoice / 
Delivery Note at Item Line 

level

Put any Notes if any

Click Here to 
save your 

record

6a

6b

6c

6d

6e

Click OK

6f

Click back 
arrow for 
previous 
screen

6g

After uploaded the attachment 
is successfully, click arrow back 
to previous screen.
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SECTION 03: 
CREATE/FREEZE/
VIEW ASN

Step 7: Freeze ASN
• Important : Ensure correct value of Qty Delivered input in ‘Qty In Transit’ column & 

perform Attach Notes prior to Freezing.
• All ASN must have status of ‘Freeze’ by clicking on ‘Freeze’ button.
• You are you not allow to Edit ASN / Unfreeze ASN after ASN Frozen.

CREATE/FREEZE/VIEW ASN (page 6/7)

7a

Below message prompted after click button ‘Freeze’,  click ‘Ok’ button

7b
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Step 8: View the ASN# that previously created via Manage Order screen 

SECTION 03: 
CREATE/FREEZE/
VIEW ASN

CREATE/FREEZE/VIEW ASN (page 7/7)
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View Supply Status 

Step 1: At the Left Most Drop-down Menu, look for ‘View Supply Status’

Step 2 : Key-in ‘From date’ and ‘To Date’ then click on ‘Search’ button.

SECTION 04: 
VIEW SUPPLY 
STATUS

PO Number
Good Receipt 
Note Number

Good Receipt 
Date

PO Item Code

Good Receipt 
Quantity

Good Receipt 
Accepted 
Quantity

Rejected 
Quantity

• The respective PO with Receiving done/made by PTP will reflected here.

Purpose: View PO and it’s Good Receipt Status

ASN no.
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View Payment Status 

Step 1: At the Left Most Drop-down Menu, look for ‘View Payment’

Step 2 : Key-in ‘From date’ and ‘To Date’ then click on ‘Search’ button.

Purpose: View Invoice Payment Status

SECTION 05: 
VIEW PAYMENT 
STATUS

Supplier 
Invoice Invoice amount

Payment 
Amount

Invoice Balance 
Amount
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Login Password Policy & Guideline - (page 1/4)  

SECTION 06: LOGIN 
PASSWORD POLICY 
& GUIDELINE

Step 1 : Understand the Login & Password POLICY 

1. Password Requirements:
▪ Passwords must be a minimum of 8 characters in length.
▪ Passwords must include characters from at least three of the following four categories:

✓ 1. One uppercase letter (A-Z)
✓ 2. One lowercase letter (a-z)
✓ 3. One numeric digit (0-9)
✓ 4. One special character (e.g., !, $, #, %)

2. Password Expiration:
▪ Passwords must be changed every 90 days.

3. Password History:
▪ Users must create three unique new passwords before an old password can be reused.

4. Account Lockout:
▪ After 5 failed login attempts, the account will be locked. 
▪ To unlock the account, please contact Vendor Management team at telephone number 
     07-504 2222 ext. 7814 or email to SCDvendordatamgt@ptp.com.my 

mailto:SCDvendordatamgt@ptp.com.my
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Login Password Policy & Guideline - (page 2/4)  

SECTION 06: LOGIN 
PASSWORD POLICY 
& GUIDELINE

Step 2: First-time Logon to Supplier Portal (For 1st time login User only)

• Set Answers to at least 1 Security Question (can set to have 1 question 1 answer, or multiple questions)
• Answer to Security question will be used if you forget login password (refer Section 05: Step 4)
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Login Password Policy & Guideline - (page 3/4) 

SECTION 06: LOGIN 
PASSWORD 
GUIDELINE

Step 2 {Cont.}: First-time Logon to Supplier Portal (For 1st time login User only)

• Key-in same new password for both  ‘NewPassword’ & ‘ConfirmPassword’ (follow Password policy) 
     > Click ‘Reset Password’ button

Step 3: Reset Password as-at-when needed by Supplier

• After login, may go to below and reset password accordingly
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Login Password Policy & Guideline - (page 4/4) 

SECTION 06: LOGIN 
PASSWORD 
GUIDELINE

Step 4: If ‘Forget Password’ what should do ?

• Open Supplier Portal link, key-in ‘SUPXXXX’ login and click ‘Forgot Password?’ button
• Select Security Question that been set and answer it, click ‘Change Password’ button
• Key-in new password and confirm password, click ‘Reset Password” button
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Q&A

SECTION  06:
Q&A

No Questions Answer

1 What’s the login and password to access this 
Supplier portal ?

The login same as per Vendor Registration’s login.
One supplier only have one Login access only.
Same login used to view Vendor Registration & view Supplier Portal.

2 Can backdate the Order Acceptance Date ? No. Order acceptance date cannot be backdated.

3 Can the PO be printed out from the system ? No, but ERP alert will email to supplier for PO pdf version. Suppliers 
only able view PO, Good Receipt (GR) status and View payment 
information only on supplier portal. 

4 GR is for viewing only or we need to upload 
out D/O copy to get the GR number

The D/O still managed via manual as per current, not via the Supplier 
portal.

5 Invoice send via Supplier portal or sent by 
email as usual ?

Invoice send by email as per current.

6 Once implemented, will Supplier able to trace 
previous outstanding records ?

Yes, all previous transaction able to view from the screen.

7 Where to view the ASN number Via Manage Order screen, look for multiline table column ‘ASN No.’ 
refre slide no. 22

8 How if input wrongly quantity in ASN and ASN 
been freeze

ASN as reference, and we are referring to Delivery Note and Invoice 
quantity for receiving and payment.

9 How if supplier forget to attach the DO or INV Search the ASN as  per slide no 22 and click the ASN. Follow the step 
(slide no 20) to upload the attachment
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Thank You
Terima Kasih
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