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URL: www.covisint.com

Logging into Covisint

Click on Login then on 
Manufacturing (formerly 
Automotive)

1

Click the Log In 
button

4

Enter your password

3

2
Enter your Covisint       
Sign-on
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Logging into Supplier Connection

** If the Supplier Connection application link is not present, contact the Covisint 
representative you were working with to register for Supplier Connection. 

Verify that you have the link to Supplier 
Connection under “Covisint Applications“ **

5

6
Select Supplier Connection
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Verify Computer and Software Requirements

The following requirements are needed to access and view 
Supplier Connection.  Please contact your IT department if you 
have any questions about your PC being able to support these 
requirements.  

• Computer: Minimum of 300 MHz and 128 MB RAM
• Communications: Internet connection at 56K min (higher is 

recommended)
• Browser: Microsoft Internet Explorer IE 5.5 SP2
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Viewing Training Material

1. From the Covisint.com home page click Welcome down arrow and select Support. This will bring you to 
the Covisint Support Screen (https://portal.covisint.com/web/suport). Click on Messaging Support Portal. 
Under Messaging Services, click on Supplier Connection.
1.a. Click on User Guide under Manuals For Suppliers.

1

1a
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The following reference guides will assist you on how to navigate 
with in the Supplier Connection application and create ASNs.

• User Guide (A complete Supplier’s Guide to Using Supplier Connection)
• Help Topics (Getting Started Task for 1st time Users)
• Knowledge Base (How do I <perform certain task>?)
• You may select to view a Video on how to perform a certain task. Click on 

desired task listed under VIDEOS.

Note: The training material is not specific to Linamar. The training material 
provides basic navigational instructions for the general user .

Training Material
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Step 1: Accessing the Edit Preference Screen
a) From the Main Menu click on preferences
b) Click on edit preferences
c) The edit user preference screen will be displayed

1

2

3

Setup User Preference Information
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Step 2:  Setup mandatory fields (fields highlighted in red font).
a) Select preferred language (English only) from the drop down box.
b) Select  your time zone from the drop down box.
c) Select document (default value) from the inbox view drop down box.

1
2

3

Setup User Preference Information
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Step 3: Setup optional fields.
a) Accept the default value of “ASN” for both the Draft View and Sent 

View fields.
b) Accept the default value of “Document” for the History View field.
c) Enter 999 in both the Show Requirements from past and Show 

requirements into future fields
d) Enter your e-mail address in the e-mail address field.  

Note:  An e-mail notification will be sent to this e-mail address 
when a schedule is delivered to the Supplier Connection 
inbox. This will eliminate having to enter Supplier 
Connection to see if new documents have arrived.

1
2

3
4

Setup User Preference Information
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Step 1: To View the Schedule in the PDF Format
a) From the Inbox, click on the Printer icon in the Options column.
b) The PDF report will be displayed

i. To SAVE the PDF report to your local machine, click on the DISK 
icon

ii. To print the PDF report, click on the Printer icon.

View Linamar Material Release PDF Document

1 1b

1.b.i

1.b.ii
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The schedule report  will communicate whether the part requirements are planning or firm 
based on the forecast type.  If the forecast type is planning these are the quantities the supplier 
should plan on shipping the week specified in the date field. If the forecast type is firm these 
are the quantities that the supplier must ship the week specified in the date field. 

View Linamar Material Release PDF Document

Part 
requirements 

Part 
Number

Release 
Number
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ASN Processing –Create ASN Using Document Turnaround 

Create ASN Using Document Turnaround - This option should be used if you are 
receiving a Material Release or Shipping Schedule from Linamar (these messages 
would appear in your Supplier Connection inbox).  

1. Turnaround Material Release
a) Open ‘part’ view of your Inbox folder.

b) Optionally, use the ‘set filter’ button if a large number of records are present in the 
Inbox.   

a

b
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ASN Processing – Create ASN Using Document Turnaround

1. Turnaround Material Release continued
d) The Inbox screen will display parts based on the filter settings. 
e) Select (check) parts to be included in the ASN.  Click the ‘turnaround selected’

button.  A processing screen will display while the ASN is being created.  

d

e
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ASN Processing – Create ASN Using Document Turnaround

2. Enter part summary level information
a) The ship quantity will contain the first open requirement quantity from the Material Release.   

Enter the number of pieces being shipped and the unit of measure from the drop down box if 
the pre-populated quantities is not the quantity being shipped.

b) Enter the cumulative shipped quantity since the start of the inventory year. 
c) Enter the number of pieces in each container. For example if you shipped 10 units and each 

container contains 5 units, enter 5 in the pieces per container field.  Note:  If the reference 
database had been updated with packaging information, those fields would also be updated.  
Otherwise default data will be placed on the ASN.  

a
c

b
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ASN Processing – Create ASN Using Document Turnaround

2. Enter part summary level information continued
d) Enter the number of containers per pallet.
e) The Purchase Order field will be pre-populated in a protected field.
f) Enter the container type from the Material Release document. 
g) The bill of lading field is pre-populated from the Material Release.
h)  The Line number and  Release number are pre-populated from the Material Release as 

protected fields. They are both required. If no release number is present, it is not a firm 
requirement and the ASN will not be created.  

a

b

c

d

e

gf
h
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ASN Processing – Create ASN Using Document Turnaround

3. Enter shipment information
a) Enter the ship date and time.
b) Enter the delivery date and time.
c) From the carrier drop down list select the carrier name.  If the carrier name 

is not listed in the drop down list you will need to add the carrier to the 
carrier table.  Reference Create a Carrier Profile section of this document 
for instructions on how to add a carrier.

d) Enter bill of lading and packing slip information, if applicable.

a

b

c d
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ASN Processing – Create ASN Using Document Turnaround

3. Enter shipment information continued
e) SCAC field will automatically be populated from the carrier table when you 

save, send or verify the ASN.
f) Select mode of conveyance from the drop down list.
g) Select equipment description from the drop down list.
h) Enter equipment number.
i) Enter net weight and select unit of measure from the drop down list.
j) Enter gross weight and select unit of measure from the drop down list.

f

e

h
g

j

i
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ASN Processing – Create ASN Using Document Turnaround

4. Verify ASN – Click on the verify ASN button to check the ASN for errors.  An error dialog pop-
up window will appear if the ASN contains errors.  The error dialog pop-up window will list the 
errors found in the ASN.  The error icon(s) will also appear next to the field(s) in error.   All 
fatal errors must be corrected before sending the ASN.  
Note: The fields in red font are mandatory fields. 

5. Send ASN – Click on the Send ASN button to send the ASN to Linamar.  All mandatory fields 
must be populated and all fatal errors corrected before the application will send the ASN.  The 
sent ASN will appear in the Sent folder.

Verify ASN  
Button

Error Dialog Pop-
up Window

Error Icon

Send ASN  
Button
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ASN Processing – Create ASN Using Document Turnaround

Additional action buttons with in the Shipment Input form
 Cancel ASN – Click on the CANCEL button to clear any recent changes (prior to 

clicking on SAVE).  You will be transferred to the Draft folder.

 Save ASN – Click on SAVE ASN to save changes in the shipment creation form.  
The ASN will be placed in the Draft folder.  Reference the Draft Folder section for 
further instructions on how to manage ASNs in the draft folder. 

Cancel  Button

Save ASN  
Button

Draft Folder
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ASN Processing – Create ASN Using Document Turnaround

 Print Delivery Note – Click on the print delivery note to view the delivery note

Print Delivery  
Button
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ASN Processing – Create ASN Using Document Turnaround

Additional action buttons with in the Sent Folder
 Print or View the Delivery Note – From the Sent folder you can view the delivery note by 

clicking on the printer icon next to the ASN.
 Resend the ASN – Click on the bidirectional arrow icon next to the ASN you wish to 

resend.  
Before resending the ASN verify that the buyer has not received your ASN.  Sending a duplicate ASN 
may reject in the buying organization’s application.

 Print Labels – You can click on the Label Printer icon to print labels. NOTE: Feature not yet active for 
Linamar at this time. All suppliers will be notified when this feature is available.

 Reactivating the ASN - Allows the user to create a new draft ASN with information pulled from 
the originally sent ASN. See more information in Supplier’s User Guide on usage.

Print Or View 
Delivery Note 

Button

Resend ASN  
Button

Sent Folder

Print Labels
Reactivate 

ASN



page 23

ASN Processing – Create a Carrier Profile

1) Create a Carrier profile in the carrier table
a) Click on Reference from the menu bar.
b) Click on carriers menu item.  The Carrier screen will appear.
c) Click on Add Carrier.

cb
aCarrier 

Screen
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ASN Processing – Create a Carrier Profile

1) Create a Carrier profile in the carrier table continued
d) Enter the carrier’s SCAC code.

Note: Click on the question mark icon for code help. 
e) Enter the carrier’s name.
f) Select a conveyance code from the drop down list.
g) Select equipment description code from the drop down list.

Repeat the steps to create a carrier profile for each carrier.

f

g

ed
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Contact the Support Desk

For any questions, you can find contact information available in the Contact Us section of 
https://portal.covisint.com/web/supportmessaging/home
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