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Buyer Category:

Bunch Lines

Vendor Number:

123456

Start Date:

Supplier Name:

Vizzarri

Finish Date:

Order ID

Description

Count

Price

Sum Quote

Wednesday

Thursday

Friday

Saturday

Sunday

Monday

Tuesday

Total

TSV9424

4838840

Asparagus Bunch

34

0

SYD9225

4838840

Asparagus Bunch

34

34

500

0

MEL9345

4838840

Asparagus Bunch

34

34

70

70

70

70

70

70

70

490

BNE9425

4838840

Asparagus Bunch

34

0

ADL9525

4838840

Asparagus Bunch

34

32

200

0

PER9625

4838840

Asparagus Bunch

34

0

DPO9745

4838840

Asparagus Bunch

34

34

100

0

Total

800

70

70

70

70

70

70

70

490

Week Total

1290

Split Quote

Provide weekly total 

qty available 

Provide split daily qty 

available

Provide quote price for 

weekly program

Normal program start 

date should be 

Wednesday

Normal program 

finish date should be 

Tuesday
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Purchase Order Management Overview

Coles Fresh Produce has recently implemented a new version of our LETTUS Fresh Produce procurement system. This upgrade enables the introduction of new functionality to manage the supply of goods from you, our supplier. 

We will be introducing the concept of “Purchase Order Management” involving the creation of uniquely numbered purchase orders (POs) within LETTUS in the first half of calendar  2009. 

This numbering provides significant inventory management benefits to Coles and suppliers by allowing the tracking of purchases from creation through to receipt at the Distribution Centre (DC) and payment to you the supplier. 

The upgrade will allow Suppliers to fulfill stock requirements more effectively and ensure that there is a reduction in administration costs.
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The high level diagram below provides an example of the flow of data between the Supplier and Coles (or Coles agents in SA (Mercorella) and QLD (Carter & Spencer))

Benefits to Suppliers
The new PO system will provide significant improvement to the current buying process that delivers the following supplier benefits:

· A new single standard PO format as distinct from the current multiple versions a supplier is expected to manage.

· A single email for each day of next week’s programmed orders (each email containing POs for each DC per that day). These POs will include stock requirements generated by multiple buyers if you supply across multiply categories into a given DC. Therefore this process will replace the need for the current stock requirement spreadsheets and orders will be consolidated.

· Written confirmation of ALL POs raised by Coles Buyers ie. A verbal agreement between Buyer & Seller will always be confirmed by an emailed PO document which will include agreed cost.

· Better quality POs with an expected reduction in Coles keying errors and ambiguous product codes meaning, for Suppliers,  

· Fewer issues at DC Receiving. 

· Reduction of invoice queries relating to cost discrepancies

· Increased criteria for matching of deliveries to invoices and thus resulting in fewer queries. 

· A single approach to weekly program management across all States and categories meaning fewer differences for Suppliers to manage.

Compliance

In order to ensure the program is successful, Suppliers will need to comply with the following core business standards:

· Requirement of a single email address per Coles Vendor number as the email destination for POs. 

· Preferably a generic mailbox where more than one person can access the inbox.

· Requirement to include the Coles generated PO Number within your Delivery Dockets and Invoices

· Nomination of point of contact for PO queries

Failure to comply with these standards may results in the following:
· Delay in Receiving stock into DC

· Delay in payments due to reconciliation issues

· Potential for stock rejection

The Purchase Order Management Process
[image: image11.wmf]Sample

:

PO Num

10000001

Consistent placement of PO number


[ Note: For “Coles Accounting”, read also Coles’ agents in SA (Mercorella) and QLD (Carter & Spencer) ]

Managing PO emails from Coles
PO emails will be sent automatically via the Coles gateway system to a supplier’s single generic mailbox.

There will be 2 different email types, which can be differentiated by the subject line.

1. Normal Weekly Programmed Order – Normal programmed purchases with the current timeline (Wednesday to Tuesday each week).

The initial program orders will be sent out midday Friday the week prior with changes to program issued each day at a single scheduled time.

The subject line on this normal program order will read:

COLES_PO_{Vendor number}_(Due Delivery Date} 

Eg.

COLES_PO_22608_24.12.2008 

22608 = vendor  number, 24.12.2008 = expected delivery date for this PO

2. Discrete Order – Additional purchases or top-up buys in addition to the normal weekly programmed purchases.

These orders will be sent to you as required. Such supply will be via verbal agreement and you will therefore be aware of the PO email pending.

The subject line on this discrete program order will read:

COLES_PO_{Vendor number}_{Due Delivery Date}_DISCRETE_{PO number}

Eg.

COLES_PO_191787_11.12.2008_DISCRETE_6000009 

191787 = supplier number, 11.12.2008 = Due delivery date for this PO, 

6000009 = PO number

Managing Changed POs from Coles 

Changes in purchase order can happen from time to time. 

Changes in quantity required can occur up to the time of despatch of goods from your premises. Change in purchase price can occur later than this by agreement.

When this happens, Coles will re-send the affected purchase order to the supplier via email. 

All changed POs will be re-versioned ie. The PO number will remain the same but the version number will be indexed by one for each changed PO sent. 

You must ensure that you manage your nominated PO mailbox carefully in order to ensure that you always deliver and invoice against the latest version of the PO.

As per screen shot on the next page, the PO will have version number in the content. 

Formatting the New Purchase Order File

The PO attachment to the email sent by Coles will be in “.csv format”.  

This raw file format can be readily opened and manipulated with Microsoft Excel or other spreadsheet package.  
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When you initially open the .csv file, the format will look something like this:

A small amount of reformatting will need to be done to allow reading and printing of the PO.

In the example below:
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. 

Some suppliers might have multiple POs within one .csv spreadsheet for multiple DC’s. (refer to screenshot below). If this is the case, you will need to insert page breaks between POs to be able to print one PO per page.
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Reading the new PO format

There are two formats of PO, each of which are shown here with guidance on reading each type.

(a) A PO for delivery directly to the ordering DC  - what we will call a “normal PO”




(b) A PO for delivery to a DC for transshipment to the ordering DC – what we call a Cross Dock PO.

Delivery Note and Invoice Requirements

Rules apply currently to the presentation of paperwork for delivery of goods and for payment

· For delivery into Melbourne, Sydney, Perth and Devonport, a delivery docket is required to be presented with goods delivered

· A Delivery Docket is identical in content to an Invoice but without item cost details

· A Delivery Docket is mandatory to allow receipt of goods and commencement of the payment cycle.

· For delivery into Brisbane, Townsville & Adelaide, an Invoice is expected to be presented with goods delivered .

In summary, the Invoicing arrangements by State are as follows (existing requirements):

	Site
	Requirement for presentation of paperwork



	Melbourne
	Delivery Docket with goods and Invoice forwarded to Coles Logistics Accounting (preferably fax or email)

	Sydney
	Delivery Docket with goods and Invoice forwarded to Coles Logistics Accounting (preferably fax or email)

	Brisbane
	Delivery Docket with goods and Invoice forwarded to Carter & Spencer (preferably fax or email)

	Townsville
	Delivery Docket with goods and Invoice forwarded to Carter & Spencer (preferably fax or email)

	Perth
	Delivery Docket with goods and Invoice forwarded to Coles Logistics Accounting (preferably fax or email)

	Adelaide
	Invoice with goods

	Devonport
	Delivery Docket with goods and Invoice forwarded to Coles Logistics Accounting (preferably fax or email)


· Contact details for Coles Accounts Payable

· fax: 03 8544 45968

· email: LogisticsAccountingFVDepartment@coles.com.au
· There can be multiple deliveries to satisfy a single PO. Each delivery must be accompanied by its’ own Delivery Docket / Invoice representing that delivery and referencing the PO number.

· If there are multiple POs being delivered on the one vehicle, we require one Delivery Docket / Invoice per PO

· For Melbourne, Sydney, Perth and Devonport, Coles requires one Invoice per Purchase Order number

· That is, a single Invoice to present goods delivered with costs across all deliveries

A specific requirement for PO management is for both the Delivery Docket(s) and Invoice for a PO must reference the Coles generated PO number as presented in the emailed PO.

Version number is not required on the paperwork.

Failure to present the correct PO number of all paperwork will severely hamper receipt of goods and the payment cycle.

Whilst not being prescriptive in paperwork design, the PO number needs to be placed in a consistent location within your Delivery Docket and Invoice templates.

Following is an example of invoice:

Following is an example of Delivery Docket:
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Purchase Order Numbers

The format of the PO number will be a 7-digit number with the leading digit representing the destination DC for the merchandise.

Ie

Townsville
-
1xxxxxx

Sydney
-
2xxxxxx

Melbourne
-
3xxxxxx

Brisbane
-
4xxxxxx

Adelaide
-
5xxxxxx

Perth

-
6xxxxxx

Devonport
-
7xxxxxx

Beyond the first digit, the number has no significance to delivery location.

Summary  - Impacts of Purchase Order Management  Implementation 
	Existing Process
	Under the New POM process

	Multiple spreadsheets, difficult to manage
	New PO format (CSV File)

	Verbal agreements occur with no paper confirmation
	emailed PO document for EVERY purchase agreement

	Unable to effectively track PO
	PO can be tracked from creation to payment

	Multiple PO/s per DC
	One PO for all purchases per DC

	Descriptions/codes not standardised
	Consistent product codes and descriptions

	Difficult to reconcile multiple spreadsheets
	Improved reconciliation process – one invoice per PO


Implementation – Rollout Schedule

Given multiple points of Buying and Distribution nationally for Coles Fresh Produce, implementation of PO management must involve a site by site rollout program.

You will be advised in advance of rollout dates per site by your key buying contact.

Transition to the New System
Given the required rollout approach, there is inevitably a requirement for both Coles and Suppliers to carefully manage order and supply given the transition conditions that result ie. Some stock ordered and delivered the old way and other stock the new way. 

For Example, as of 20th February ’09, all the value added, nuts and floral orders for WA will be managed by the POs. These categories in all the other States plus Fruit and Veg. Categories in WA will still be managed using the old purchase format. 

In this example, if you supplying in one vehicle across categories in WA in week 1, you will need to present separate Delivery Dockets & Invoices. That is:

· New format of Delivery Docket and Invoice, which contains the PO number as explained above for Value Add, Nuts & Floral 

· A second Delivery Docket and Invoice for Fruit and Veg categories where no PO number applies (ie. Non-PO purchases)

Volume and Price Quotation

Within the new PO management system, the current quote sheet process will continue. 

However, we will be expanding the use of quote sheets to all situations where regular purchases are made on a Supplier each week.

Our quote sheet format is now standardised across all categories.

Below is an example of the new format:


Supplier Support Contacts

When issues arise, please follow the instructions below in order to resolve your query as quickly as possible.

Please note

Current accountabilities within Coles for price agreements and stock ordering do not change as a result of PO management implementation.

However, all inventory matters will be managed by Coles local offices and hence all matters of supply quantities, delivery timings etc. are to be referred to the appropriate local office Buyer. 

· Queries with the content of the Purchase order:

Contact relevant Buyers you are dealing with for the products under query. 

Current contacts remain. Current accountabilities within Coles for stock ordering and stock management do not change as a result of PO management implementation.

· Issues in supplying stock in PO:

Contact relevant Buyers you are dealing with for the products you are having trouble with.

· Expected PO did not arrive in your Email on the expected time

Contact E-commerce support on 1300-558-246
· You accidentally delete the PO out of your mailbox

Contact E-commerce support on 1300-558-246 to receive another copy of the PO

· You encountering problems with your email system which cause inability to receive PO

Contact your email provider to fix the issues then, once resolved, contact Coles E-commerce support on 1300-558-246 to request a copy of the PO

· Unsure of re-formatting the PO and reading relevant information within the PO

Read this communication pack on how to modify and read PO, contact relevant buyer for further clarification

Support Hours

E-Commerce Support operates between 7:30am to 5:00pm AEST, Monday to Friday
Calls received out of these hours are received automatically by the Coles Service Centre (CSC) and they raise a problem that is attended to in the above hours by the E-Commerce Support team.

Alternatively you can email :  

Coles.eCommerce@coles.com.au
Supplier Connect

A website is being progressively populated with information to support suppliers in the implementation of Coles Purchase Orders. 

Visit this page to make sure you have the latest information.

The link is:

http://supplier.coles.com.au/eCommerce/coles-produce/default.aspx
Supplier Readiness Checklist

Embedded in this document is a checklist that we ask you to return as confirmation of your readiness to work with Coles under the new PO Management process described in this pack to the timelines described.

This information is critical for our system setup for each supplier. Please do not delay in returning this page. Delay will hamper Coles’ ability to send you POs and to receive your merchandise into our Distribution Centres. 
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Document Change History

	Date
	Significant Updates

	19/01/09
	Pack issued to Supplier and posted to Supplier Connect



	28/01/09
	Cosmetic text updates



	04/03/09
	· Invoicing requirements for Carter & Spencer (Townsville & Brisbane) corrected

· Added contact details for Coles Accounts Payable



	27/04/09
	· Updated all website references from Supplier Connect to eCommerce with the recent website update.

· Updated all URL’s to reflect the updated website.

	06/05/09
	· Updated instructions on PO formatting and reading

· Reviewed all content to make the document independent of dates
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Coles Produce


“Purchase Order (PO) Management”


Supplier Readiness Check List


Please return this completed Checklist as confirmation of your readiness to work with Coles under the new PO Management process described in the Supplier Information Pack to the timelines described.


This information is critical for our system setup for each supplier. Please do not delay in returning this page. Delay will hamper Coles’ ability to send you POs and to receive your merchandise into our Distribution Centres. 


Check List:


		1.

		Supplier Name:




		



		2.

		Supplier Number:


(6 digit)




		



		3.

		ABN:




		



		4.

		Single e-mail address to receive POs:

		



		5.

		Point of contact for PO transmission matters:


Name:


Phone Number:

		



		6.

		I am able to display PO number on my Delivery Docket as specified: Yes / No

		



		7.

		I am able to display PO number on my Invoice as specified: 


Yes / No

		



		8.

		I have read and understood how my PO will be presented to me, how to format it and how to interpret it  (Yes / No)

		



		9,

		I am interested in pursuing receipt of my PO from Coles via electronic data interchange (EDI) in the near future ? (Yes / No)

		





This list to be returned as an attachment to an e-mail to


fppo.engagement@coles.com.au





































PAGE  

1




