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User Guide:  

User Guide: Retrieving ASN for Bentley Items in NC, from GE Website
1) Receive email from Logistic’s indicating they have a CO line ready to ship.

2) Go to GE Website at:  https://www1.ge-energy.com/scp/endeavour/
3) Log in with USERNAME and PASSWORD (Requested from GE previously)
4) Terms and Conditions will pop-up, click on “OK” as these have been reviewed by PCB attorneys.
5) On the toolbar on the left – click on “Purchase Orders”, then click “Search Orders” just below.
6) In the PO box on the top row, type in your PO number (retrieved from Syteline). This usually begins with 5050; then press “Enter” on your keyboard.
7) The lines on the PO will appear at the bottom of the screen.  Click in the white box to the left of the line you want to ship. The line will highlight brown.

8) Click on the black arrow for the “Choose Action” drop down box and select “Create Shipment”; then click on “Go”.
9) The Orders screen will pop-up.  If the line has a green check next to it, everything is good **. Fill in container type (always box) and country of origin (always United States); then click on “Create” (to the far right of the screen).
** If you get a red “X” next to the line, it needs something done to it.  Call PCB Logistics, ask for Mike Polakeviecz, x2494.

10) The Edit Shipment screen will appear.  Fill in the Carrier field (UPS), Waybill (tracking # provided by Logistics, and Expected Receipt Date (5 days for ground, 1 day for red; also provided by Logistics or alternately in Syteline on the order).  Click on “Ship”. A dialogue box will pop-up asking you if you want to proceed to change the order status, click “OK”.
11) The screen will indicate that the items have shipped, click “OK”; then click on the “Print” button.

12) The dialogue box for the ASN will appear, click on “Save” and save to R:\NC Public\Planning & Inventory\Shipping Documents with the file name – Shipment_ASNXXXXXXXXXXXX- 3.12.12 with the date added to the root filename.

13) Respond to Logistic’s original email attaching the document you just saved.
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