
1 

 

GSP User Guide for SEF Suppliers using Discrete POs 
(Supplier User Instructions) 

 

Overview 
This document covers the standard functions within GSP that will be used by SEF suppliers when Discrete POs 

are used. GSP provides other functions that will not typically be used by SEF supplies and therefore they are not covered 
in this document. If you have questions about the functionality, please reach out to your key Supply Chain contact at 
SBD and they can provide direction or reach out to the correct contacts within SBD to get your question answered. 
Likewise, this document describes how the functionality works; the Supply Chain team at SBD will provide the 
expectations and business direction on how and when to use the functionality. 

The main functions covered in this document are:  
1) PO Confirmation – allow you to view and confirm your ability to fulfill the PO Lines as created by SBD. Based 

on your relationship with SBD you may be able to propose a change to the PO Line for the SBD to review and 
approve or reject. 

2) Advanced Ship Notice (ASN) – allows you to create an ASN to inform SBD when a shipment leaves your plant 
and is expected to arrive at SBDs plant  
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Requesting GSP Account 
To request access to the Global Supplier Portal (GSP) please follow the instructions located at the following URL: 
https://gsp.sbdinc.com/Documents/Public/Training%20Document/Global%20Supplier%20Portal/Supplier%20Registratio
n%20Instructions_GSP.PDF 

Accessing GSP 
Once your GSP account has been approved you will be able to log into the system with the following steps.  
Navigating to http://gsp.sbdinc.com (1) and clicking the “Sign In” link (2). 

 
 

On the SBD User Type page ensure that the selection 
(A) is set to “Supplier” and click the “Continue” 
button (B) 

 On the Supplier Sing On page enter your username (3a) and 
password (3b) then click the “Sign On” button (4) 
 

(2) 

https://gsp.sbdinc.com/Documents/Public/Training%20Document/Global%20Supplier%20Portal/Supplier%20Registration%20Instructions_GSP.PDF
https://gsp.sbdinc.com/Documents/Public/Training%20Document/Global%20Supplier%20Portal/Supplier%20Registration%20Instructions_GSP.PDF
http://gsp.sbdinc.com/
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Note: you can click the “Remember selection” 
option to keep your selection and bypass this page 
in the future 

  

 

 

 

Home Page Description 
The home page gives you access to the following information: 
Access to your transactions/functions (A), Access to Supplier Connect and other Documentation (B), Announcements 
(C), and Contact SBD functionality (D). 

 
To access Global Supplier Portal functions use buttons in the center of the page (A). The buttons will be available or 
grayed out depending on the transactions you have access to. 

Note: The navigation menu along the top of the page can be used instead of the buttons. 
 

 
 
 
 
 

(A) 

(B) 

(3a) 

(4) 

(3b) 

(D) (B) 

(A) 

(C) 
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To access the Global Supplier Portal and other supplier related documents simply mouse over the “Public” tab and click 
on the file you want to view.  

 
 

PO Visibility/Confirmation 

Confirming PO Line 
Overview 

As a supplier, you can review the PO Lines for your company and confirm that you can meet the quantity and 
delivery date. 
 Note: This function may not be available to all suppliers depending business processes and DC/Plant capabilities.  

 

Process 
To access the Confirmed PO function, click the “eOrders” button on the home page and on the eOrders page click the 
“PO Confirmation” link. 
 

 
 
Your vendor number will prepopulate the Vendor Number field (1), if you have multiple vendor numbers assigned to 
your account; use the dropdown to select the correct number. Select the Plant Number (2) for which you want to view 
open unconfirmed POs. Click the Execute button (3). 

Note: You can also enter Material Number and/or PO Create Date Range to further refine your search. You can 
also select the display format for dates. (A) 
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The results will display the following key information for each PO Line:  

• Date the PO was created (B)  

• PO Line Number (D) 

• Scheduled Delivery Date (F) 

• Order Quantity (H)  

• PO Number (C) 

• Material Number (E) 

• ETD – Estimated date order should be shipped (G) 

 

Note: To limit the results you can enter a Material Number, PO Number or PO’s Older than option and click the filter 
button (I). To see the full list again remove the filter value and click the Filter button.  
 

Note: The fields may not be in the same order as shown below, you may need to scroll right or left to find the field.  
 

 
 

To start the confirmation process, select the PO Lines you want to confirm using the check box (4) and click the Confirm 
button (5).  
 

 

(1) 

(2) 

(A) 

(3) 

(B) (C) (D) (E) (F) (G) (H) 

(4) 

(5) 

(I) 



5 

 

On the next screen, you will see that there is an Estimated Ship Date field that is opened (J). Click the calendar button to 
select the date you intend to ship the PO Line (6). 
 

Note: If all the PO Lines you are confirming have the same Estimated Ship Date you can enter that date in the 
header value (K) and click the Copy button (L) and that date will be assigned to all lines on this screen.   
 

 
 
Once you have added an Estimated Ship Date to all PO Lines click the Submit button (7) to complete the confirmation 

process. 
 

 
 
Click the OK button on the popup confirmation window (8). 
 

 
 
You will be taken back to the PO Confirmation Results and the PO Lines that you just confirmed should no longer be 
displayed in the list.  
 

 
  

(6) 

(L) (K) 
(J) 

(7) 

(8) 
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Viewing Confirmed PO Lines 
 

Overview 
 The Confirmed PO Report function allows Go-Direct suppliers to view PO Lines that have been confirmed by the 
supplier but are still not fully received by SBD.   
 Note: This function may not be available to all suppliers depending business processes and DC/Plant capabilities.  
 

Process 
To access and run the Confirmed PO Report function click the “eOrders” button on the home page and on the eOrders 
page click the “Confirmed PO Report (Go-Direct)” link. 
  

  
Your vendor number will prepopulate the Vendor Number field (1), if you have multiple vendor numbers assigned to 
your account use the dropdown to select the correct number. Select the Plant Number (2) for which you want to view 
open confirmed PO Lines. Click the Execute button (3). 
 

Note: you can also enter Material Number, PO Create Date Range to further refine your search. You can also 
select the display format for dates. (A) 
 

 
 
The results will display the following key information each order:  

• Date the PO was created (B) 

• PO Number (C) 

• PO Line Number (D) 

• Material Number (E) 

• Scheduled Delivery Date (F) 

• Original Delivery Date form PO (G) 

• Delivery Date confirmed by supplier (H) 

• ETD – Estimated date order should be shipped (G) 

• Order Quantity (H)  
 

Note: The fields may not be in the same order as shown below, you may need to scroll right or left to find the field.  

(1) 

(2) 

(A) 

(3) 



7 

 

 

 
 

Propose PO Line Change 
 

Overview 
 The ability to propose/request changes to a PO Line is restricted to specific supplier users. If you have this ability 
to propose a PO Line change you will see the “Change” option on the PO Confirmation (Go-Direct) screen. This process 
gives you the ability to request a change; however, any requested change to a PO Line must be reviewed and acted upon 
(approved or rejected) by SBD. Once the SBD user reviews and takes action on your proposal you will receive an 
automated email from the GSP system. 
 Note: This function may not be available to all suppliers depending business processes and DC/Plant capabilities.  

Process 
To access and run the Confirmed PO Report function click the “eOrders” button on the home page and on the eOrders 
page click the “PO Confirmation (Go-Direct)” link. 

 
 

Your vendor number will prepopulate the Vendor 
Number field (1), if you have multiple vendor 
numbers assigned to your account use the 
dropdown to select the correct number. Select the 
Plan Number (2) for which you want to view open 
unconfirmed POs. Click the Execute button (3). 

 
Note: you can also enter Material Number, PO 
Create Date Range to further refine your search. 
You can also select the display format for dates. (A) 
  

 

(B) (C) (D) (E) (F) (G) (H) (I) (J) 

(1) 

(2) 

(A) 

(3) 
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The results will display the following key information each order:  

• Date the PO was created (B) 

• PO Number (C) 

• Po Line Number (D) 

• Material Number (E) 

• Scheduled Delivery Date (F) 

• Estimated date order should be shipped (G) 

• Order Quantity (H)  
 

Note: To limit the results you can enter a Material Number, PO Number or PO’s Older than option and click the filter 
button (I). To see the full list again remove the filter value and click the Filter button.  

 

 
 
To propose a change to a PO Line select the line(s) using the check box (4) and click the Change button (5).  

 

 
 
On the next screen, you will see that there the Delivery Date field (J) and Comments field (K) that are open for editing.  

Note: The fields may not be in the same order as shown below, you may need to scroll right or left to find the field.  
Note: You cannot change the PO Line Quantity only the Delivery Date  

 
Click the calendar (6) button to select the date to which you are requesting the Delivery Date be changed. Use the 
dropdown arrow (7) to identify why you are requesting the change. 
  

Note: If you are requesting the same delivery date for all the selected PO Lines you can enter that date in the header 
value (L) and click the Copy button (M) and that date will be assigned to all lines on this screen.   

(B) (C) (D) (E) (F) (G) (H) 

(4) 

(5) 

(I) 
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Once you have entered the proposed Delivery Date and selected the change reason, click the Submit button (8) 

to submit your request.  

 

Note: if you need to reset the values back to the initial values you can click the Refresh button.  

 

 
 

 
Click the OK button on the popup confirmation 
window (9). 

 
 

You will be taken back to the PO Confirmation Results and the PO Lines for which you have just submitted a proposed 
change should no longer be displayed in the list.  
 

 
 

Once SBD reviews and either approves or rejects you will receive an email form the GSP system similar to the one below. 
  

   

(6) 

(M) (L) 

(J) 

(7) 

(K) 

(8) 

(9) 
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View Proposed Changes 
 

Overview 
The Supplier Proposal function allows Go-Direct suppliers to view PO Lines for which they have proposed a change to a 
SBD provided PO Line.   
 Note: This function may not be available to all suppliers depending business processes and DC/Plant capabilities.  
 

Process 
To access Supplier Proposal function, click the “eOrders” button on the home page and on the eOrders page click the 
“Supplier Proposal (Go-Direct)” link. 
 

  
Your vendor number will prepopulate the Vendor 
Number field (1), if you have multiple vendor numbers 
assigned to your account use the dropdown to select the 
correct number. Select the Plant Number (2) for which 
you want to view open confirmed PO Lines. Click the 
Execute button (3). 
 

Note: you can also enter Material Number and/or PO 
Number to further refine your search. (A) 

 

 

 

The results will display the following key information each order:  

• PO Number (B) 

• PO Line Number (C) 

• PO Line Status (D) 

• Original Delivery Date (E) 

• Proposed Delivery Date (F) 
 

Note: The fields may not display in this order, you may need to scroll right or left to find the field.   
 

 

(1) 

(2) 

(3) 

(A) 

(B) (C) (D) (E) (F) 
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Propose Split Delivery for PO Line 
 

Overview 
If you can deliver a portion of a PO Line on the delivery date but cannot deliver the full quantity on that date you 

can request to split the PO Line into multiple deliveries. This will not change the overall quantity due for the PO Line but 
only splits the delivery into multiple deliveries.  

The ability to propose/request changes to a PO Line is restricted to specific supplier users. If you have this ability 
to propose a PO Line change you will see the “Change” option on the PO Confirmation (Go-Direct) screen. This process 
gives you the ability to request a change; however, any requested change to a PO Line must be reviewed and acted upon 
(approved or rejected) by SBD. Once the SBD user reviews and takes action on your proposal you will receive an 
automated email from the GSP system. 

 
 Note: This function may not be available to all suppliers depending business processes and DC/Plant capabilities.  

 
Process 
To access the Confirmed PO function, click the “eOrders” button on the home page and on the eOrders page click the 
“PO Confirmation” link. 
 

 
 
Your vendor number will prepopulate the Vendor Number field (1), if you have multiple vendor numbers assigned to 
your account; use the dropdown to select the correct number. Select the Plant Number (2) for which you want to view 
open unconfirmed POs. Click the Execute button (3). 
 

Note: You can also enter Material Number and/or PO Create Date Range to further refine your search. You can 
also select the display format for dates. (A) 
 

 
 
The results will display the following key information for each PO Line:  

• Date the PO was created (B) 

• PO Number (C) 

• PO Line Number (D) 

• Material Number (E) 

• Scheduled Delivery Date (F) 

(1) 

(2) 

(A) 

(3) 
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• ETD – Estimated date order should be shipped (G) 

• Order Quantity (H)  
Note: To limit the results you can enter a Material Number, PO Number or PO’s Older than option and click the filter 
button (I). To see the full list again remove the filter value and click the Filter button.  
 
Note: The fields may not be in the same order as shown below, you may need to scroll right or left to find the field.  

 
 
To request splitting the delivery, select the PO Lines you want to split using the check box (4) and click the Change 
button (5).  
 

 
 
On the next screen, you will see that there the PO Line Quantity (J), Delivery Date field (J) and Comments field (K) that 
are open for editing.  

Note: The fields may not be in the same order as shown below, you may need to scroll right or left to find the field.  
Note: When splitting a line, the total quantity must equal the original PO Line Quantity  

 
Click the Split button (6) to create a new delivery line for the PO Line.   
 

(B) (C) (D) (E) (F) (G) (H) 

(4) 

(5) 

(I) 
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On the next screen, you will see the newly created delivery line (M). Note that the quantity field (M1) in the new 
delivery line is “0” and the delivery date (M2) has the same date as the original PO Line delivery date.  
 

 
 
Enter the quantities for the new delivery line and the original PO Line (7) the PO Lines, click the calendar button (8) to 
select the delivery date for each line, use the dropdown (9) to select the reason for the change and click the Submit 
button (10).  
 

 
If you want to split to PO Line into more than 2 delivery lines, click the Split button (11) to create the number of delivery 
lines you want to propose. 
 

 
 
Enter the quantities for the new delivery line and the original PO Line (12) the PO Lines, click the calendar button (13) to 
select the delivery date for each line, use the dropdown (14) to select the reason for the change and click the Submit 
button (15).  

 

(11) 

(6) 
(K) 

(M1) 

(L) (J) 

(M) 

(M2) 

(7) (8) 

(9) 

(10) 
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      Note: if the quantities you enter on the delivery lines 
do not match the original PO Line quantity, you will 
receive the error message to the right. Click the OK 
button and reenter the delivery line quantities.  
  

 

 

Click the OK button (16) on the successful popup window.  
 

 
 
You will be taken back to the PO Confirmation Results and the PO Lines that you just requested to be split should no 
longer be displayed in the list.  
 

 
 
 

  

(16) 

(12) 
(13) 

(14) 

(15) 



15 

 

Create Advanced Ship Notice 
 

Overview 
The Advanced Ship Notice (ASN) functionality allows suppliers to submit information regarding the shipment of 

orders being sent to SBD. Suppliers can create multiple shipments against a single order and can therefore submit 
multiple ASNs for a single order. However, all ASNs for a given order cannot exceed the total quantity of the original 
order. For each ASN created in the Global Supplier Portal an associated Inbound Delivery (IBD) is created in the 
associated ERP system.  

 
Process 
To access and run the Weekly Open Orders Report click the “eFulfill” button on the home page and on the eFulfill page 
click the “ASN - Creation” link. 
 

 
 
 

To run this transaction: 

• If you have multiple vendor numbers in you profile, select 
the correct number using the dropdown (1).  

• Select the correct plant number (2) from the dropdown.  

• Then click the “Execute” button (3). 
 

 

 
 
This will take you to the ASN-Selection screen. This screen shows all orders that are available for creation of an ASN for 
shipment. The ASN-Selection Page in divided into two sections; at the top of the page is a section labeled “Selected 
Items” (B), below that section is a list of all the orders that are available for you to submit an ASN for the shipment (A). 
 
The key information provided for each order is as follows: 

C: Order Selection Icon   
D: PO Number & PO Line Item   
E: Order Total Qty – Displays the quantity of the original order  
F: Order Open Qty – Displays the quantity of the order that has not yet been received by SBD 
G: Available For Confirmation – Displays the quantity of the order that is still remaining for shipping (ASN) 

  
Click the green check marks  (4) the order is moved from the available order section (A) to the “Selected Items” 
section (B).  
 

(1) 

(2) 

(3) 
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If you add an order in error you can remove it from the Selected Items section by clicking the blue Remove icon      (K).  
 
Once you have all the orders you want to include in the ASN in the Selected Items section, click the “Process Selected 
Items” button (5) to move to the next step. 
 

 
 

(B) 

(A) 

(K) (5) 

(B) 

(A) 

(C) 

(D) 
(G) (F) 

(E) 

(3) 
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On the ASN-Execution Data Entry screen, enter the header information for the ASN (6) including; supplier invoice 
number, expected delivery date, container number, select the correct transportation type from the dropdown, and 
enter the bill of lading number. 
 

The Transportation Type options of “SCAC” is used for all ground transportation methods. 
 

Unless informed otherwise by your SBD contact; the expected delivery date entered in step 6 should be the date 
you expect the shipment to arrive at the SBD location to which you are shipping.  

  
A container number is required for each order line included in the ASN. If all items are in the same container you 
can click the “Copy” button (H) to copy into all the line. If the items are in different containers you need to enter 
a container number in each line (I). 

 
Once you have all the header information completed, enter the quantity you will be shipping for each order line (7) and 
click the Execute button (8).  Note: you cannot ship more than the available quantity (N).  
 

 
 
 
You will be taken to the ASN-Execution Data Review page which allows you to review your entered information, ensure 
that all the information (including confirmed quantity) is correct and click the “Execute” button (9). 
 

 
 
The system will take you to the ASN-Execution Confirmation Screen and process your order and provide a confirmation 
message; as long as the message is “ASN Created Successfully” your ASN has been submitted. If you receive any other 
message or do not receive a message at all please contact your SBD contact to confirm if the IBD created successfully.   
Click the “OK” button (10) to complete the process.  

(N) 

(H) 

(6) 

(8) 

(9) 

(I) (7) 
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You will be taken back to the selection screen and you will see that the lines you shipped in full will no longer show and 
any partially shipped will still show with a reduced quantity available for confirmation (O). 
 

 

(10) 

(O) 


