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1. ENTER your ‘User Name’ and ‘Password’ 
2. CLICK ‘Log In’
3. CLICK ‘Lost User Name/Password’ if you 

forgot your User Name and/or Password

Login: https://portal.groupo.com/Cat

Your Home Dashboard

Your ‘Home’ tab will display a dashboard 
including the ‘My Task List.’ This will display a list 
of tasks that need to be completed. The clickable 
links may include the following options:

• PO’s Not Acknowledged 
• Partial PO’s Ready to ASN 
• PO’s Ready to ASN 
• PO’s Ready to Invoice 

For reference, there are links to the right for the 
‘Terms and Conditions’ and ‘Portal Quick Guide’

Return to Table of Contents

https://portal.groupo.com/Cat
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1. Click the ‘PO’s not Acknowledged’ link on 
your home page in the ‘My Task List’ section

2. CLICK the ‘PO Number’ link next to the PO 
you would like to acknowledge

3. REVIEW the Purchase Order Details and 
Special Instructions. Choose ‘Request Change 
to PO’ if price, ship date, etc. need to be 
changed prior to acknowledging. You will be 
contacted by our support team. Once correct, 
you can then acknowledge

4. CLICK the ‘Acknowledge PO’ link at the 
bottom of the page. CLICK the ‘OK’ button 
when asked if you are sure you want to 
acknowledge the PO and/or Special 
Instructions  

5. REPEAT steps 2 through 4 until you have 
acknowledged all of your purchase orders

How to Acknowledge Purchase Orders

Return to Table of Contents
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You will be required to identify your shipment type when creating the Advanced Shipping Notice (ASN) to 
send your parts/items.  To assist with this, please review the definitions below first:

• Container: what you are putting your loose parts in. Containers may be shipped on their own, or put on 
a pallet. CAT requires an SP20 Single shipping label per container. Examples of containers include: 

• Cardboard Box
• Wood Crate
• Envelope/Paper
• Loose Rubber
• Jumbo Stul Tote Box 

• Pallet: what you are putting your parts and/or containers on. You may ship loose parts (not in a 
container) on a pallet, or put parts inside a container and then on a pallet.  CAT requires an SP20 
Master shipping label per pallet. Examples of pallets include: 

• Flat Wood Pallet (may hold any of the container types noted above) 
• Cardboard Box Pallet (a single box is physically attached to the pallet) 

• Packing List: list identifying your shipment details including Ship From, Ship to, Packing List Reference 
Number, ASN/Bill of Lading, Carrier, Tracking Number, Shipment Date, Supplier Code, CAT PO Number, 
Item Number, Item Description, Quantity Shipped, Lift Type, Lift Weight, Country of Origin, Total Lifts, 
Total Weight. CAT requires (1) Packing List per shipment 

• Lift: CAT term, referring to either Container or Pallet.  This will be displayed on the Packing List.  

• Advanced Shipping Notice (ASN): EDI document including similar details as noted on the Packing List. 
This is transmitted to CAT via the Portal to alert them that your shipment is coming. CAT requires (1) 
ASN per shipment

Definitions & CAT SP20 Requirements 

Return to Table of Contents
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• Option 1: I am shipping container(s), and I am not putting them on a pallet(s)
Reminder, containers types include: cardboard boxes, wood crates, envelopes/paper, loose rubbers or jumbo stull tote boxes.  

• Option 2: I am shipping container(s), and I am putting them on a flat wood pallet(s)

• Option 3: I am shipping using a cardboard box pallet(s) – i.e. single box(es) physically attached to 
each pallet

• Option 4: I am not shipping containers.  I am shipping a loose part(s) on a pallet(s)

How to Start Generating Your ASN Shipping Documents 

Return to Table of Contents

1. CLICK the ‘PO’s Ready To ASN’ link OR the ‘Partial 
PO’s Ready To ASN’ link on your Home tab within 
the ‘My Task List’ section

2. CLICK the ‘Create ASN’ link for the purchase order 
you are ready to ship

NOTE: You must ASN only one purchase order at a time. 
If you do not see the ‘Create ASN’ link, it may be too 
early to ship the order. Please do not ship. Please 
contact your Group O representative for assistance. 

3. CLICK the link below that best describes your 
shipment type. If you are unsure of your shipment 
type, please CLICK here to review the definitions 
on the previous page. 
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Reminder: For Option 1, you are shipping 
container(s), and you are not putting them on a 
pallet(s)

1. ENTER the required information for the 
shipment header:

• PO Date = Leave as is
• Gross Weight = Total weight of all containers 
• Truck Line = Choose from the drop down list
• Tracking Number = Carrier tracking number
• Total Number of Pallets =‘0’
• Pallet Type = Leave as ‘No Pallet’
• Total Number of Containers = Total number of 

containers in this shipment 
• Container Type = Choose from the drop down list
• Ship Date = Must be the day the ASN is created 

and order is shipped. Cannot be a future date 
• Arrival Date = Estimated arrival date
• Special Instructions = Check the box to 

acknowledge special notes, if applicable

2. CLICK  ‘Next’ to save your shipment header and 
continue to container information.

How to Finish Generating Your ASN Shipping Documents: Option 1 

Return to Table of Contents

NOTE: In the example above, the supplier is shipping QTY (1) 
‘Jumbo Stul Tote Box’ container, not on a pallet
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Reminder: For Option 1, you are shipping 
container(s), and you are not putting them on a 
pallet(s)

3. ENTER the total number of parts in your first 
container in the ‘Part Quantity’ field 

4. CLICK ‘Add’ if you have additional container(s) 
in your shipment 

5. REPEAT Steps 3 & 4 until you’ve added all as 
many containers as you specified in Step 1 (on 
the previous page)

6. CLICK the ‘Save’ button once all containers have 
been added

7. A window will pop up letting you know you 
successfully saved your shipment. CLICK ‘Yes’

8. Another window will pop up stating the ASN 
was successful. CLICK ‘Ok’

NOTE: in this example, the supplier is shipping QTY 
(600) parts in the first container, and QTY (600) 
parts in the second container

How to Finish Generating Your ASN Shipping Documents: Option 1 - continued

Return to Table of Contents
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Reminder: For Option 1, you are shipping container(s), and you are not putting them on a pallet(s)

9. PRINT the bar-coded Single shipping labels and Packing List that are automatically emailed to you.
10. ATTACH the Single labels to the front and side of each container.  Make sure you are putting the 

correct label on each container if they have different quantities. Note, the labels and Packing List are 
PDF files and do not require any special software for printing

How to Finish Generating Your ASN Shipping Documents: Option 1 - continued

Return to Table of Contents

Example: Below is a Single shipping label for QTY (1) container (a jumbo stul tote box) with QTY (25) parts 
in it, and the corresponding Packing List.  Notice the PKG ID-UNIT matches the Lift ID on the Packing List
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Reminder: For Option 2, you are shipping 
container(s), and you are putting them on a flat 
wood pallet(s)

1. ENTER the required information for the 
shipment header:

• PO Date = Leave as is
• Gross Weight = Total weight of all containers and 

pallets combined 
• Truck Line = Choose from the drop down list
• Tracking Number = Carrier tracking number
• Total Number of Pallets = Must be > 0
• Pallet Type = ‘Flat Wood Pallet’ 
• Total Number of Containers = Total number of 

containers in this shipment
• Container Type = Choose from the drop down list
• Ship Date = Must be the day the ASN is created 

and order is shipped. Cannot be a future date 
• Arrival Date = Estimated arrival date
• Special Instructions = Check the box to 

acknowledge special notes, if applicable

2. CLICK  ‘Next’ to save your shipment header and 
continue to container information.

How to Finish Generating Your ASN Shipping Documents: Option 2 

Return to Table of Contents

NOTE: In the example above, the supplier is shipping QTY (3) 
‘Cardboard Box’ containers on QTY (2) pallets
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Reminder: For Option 2, you are shipping container(s), 
and you are putting them on a flat wood pallet(s)

3. ENTER the total number of parts in your first 
container in the ‘Part Quantity’ field.  Note, this 
container will be on Pallet 1 

4. CLICK ‘Add’ if you have additional container(s) going 
on Pallet 1

5. REPEAT Steps 3 & 4 until you’ve added all the 
containers you need for Pallet 1

6. Click ‘Add’ if you have additional pallet(s) in your 
shipment 

7. UPDATE the ‘Pallet’ dropdown to select the next 
pallet in your shipment

8. ENTER the total number of parts within the 
container in the ‘Part Quantity’ field. Note, this 
container will be on Pallet 2

9. CLICK ‘Add’ if you have additional container(s) going 
on Pallet 2

10. REPEAT Steps 8 & 9 until you’ve added all the 
containers you need for Pallet 2

11. Click ‘Add’ if you have additional pallet(s) in your 
shipment 

12. REPEAT Steps 7 through 9 as needed 
13. CLICK the ‘Save’ button once all containers and 

pallets have been added
14. A window will pop up letting you know you 

successfully saved your shipment. CLICK ‘Yes’
15. Another window will pop up stating the ASN was 

successful. CLICK ‘Ok’

NOTE: in this example, the supplier is shipping QTY (2) 
containers on Pallet 1, with QTY (100) parts in each 
container. They are shipping QTY (1) container on Pallet 
2, with QTY (100) parts in that container

How to Finish Generating Your ASN Shipping Documents: Option 2 - continued

Return to Table of Contents
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Reminder: For Option 2, you are shipping container(s), and you are putting them on a flat wood 
pallet(s)

16. PRINT the bar-coded Single and Master shipping labels and Packing List that are automatically 
emailed to you

17. ATTACH the Single labels to the front and side of each container.  Make sure you are putting the 
correct label on each container if they have different quantities.  

18. ATTACH the Master labels to each pallet. Make sure you are putting the correct label on the pallet if 
they have different quantities. Note, the labels and Packing List are PDF files and do not require any 
special software for printing

How to Finish Generating Your ASN Shipping Documents: Option 2 - continued

Return to Table of Contents

Example: Below are Master labels for QTY (2) pallets and Single labels for QTY (3) containers.  Pallet 1 has 
QTY (2) containers on it (cardboard boxes) with QTY (100) parts in each container. Pallet 2 has QTY (1) 
container on it (cardboard box) with QTY (100) parts on it. See next page for corresponding Packing List

Pallet 1 Master label & Single labels for each container on the pallet Pallet 2 Master label & Single label for the container on the pallet
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Reminder: For Option 2, you are shipping container(s), and you are putting them on a flat wood 
pallet(s)

How to Finish Generating Your ASN Shipping Documents: Option 2 - continued

Return to Table of Contents

Example: Below is the Packing List associated with the example from the previous page. The shipment 
included QTY (2) pallets and QTY (3) containers.  Pallet 1 has QTY (2) containers on it (cardboard boxes) 
with QTY (100) parts in each container, for a total of QTY (200) parts. Pallet 2 has QTY (1) container on it 
(cardboard box) with QTY (100) parts on it

Notice the Packing List 
only shows line items 
for the pallets in this 
case. Lift Type is ‘Flat 
Wood Pallet’ 

Also, the Lift ID 
matches the PKG ID-
MASTER from the 
Master labels on the 
previous page
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Reminder: For Option 3, you are shipping using a 
cardboard box pallet(s) – i.e. single box(es) 
physically attached to each pallet

1. ENTER the required information for the 
shipment header:

• PO Date = Leave as is
• Gross Weight = Total weight of cardboard box 

pallet(s) in this shipment 
• Truck Line = Choose from the drop down list
• Tracking Number = Carrier tracking number
• Total Number of Pallets = Must be > 0
• Pallet Type = ‘Cardboard Box Pallet’ 
• Total Number of Containers = Leave as is. This 

will default to match the Total Number of Pallets
• Container Type = Leave as is. This will default to 

‘Cardboard Box’ 
• Ship Date = Must be the day the ASN is created 

and order is shipped. Cannot be a future date 
• Arrival Date = Estimated arrival date
• Special Instructions = Check the box to 

acknowledge special notes, if applicable

2. CLICK  ‘Next’ to save your shipment header and 
continue to container information.

How to Finish Generating Your ASN Shipping Documents: Option 3 

Return to Table of Contents

NOTE: In the example above, the supplier is shipping QTY (2) 
‘Cardboard Box Pallets’
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Reminder: For Option 3, you are shipping using a 
cardboard box pallet(s) – i.e. single box(es) 
physically attached to each pallet

3. ENTER the total number of parts within your 
first Cardboard Box Pallet in the ‘Part Quantity’ 
field. This is Pallet 1

4. Click ‘Add’ if you have additional Cardboard Box 
Pallet(s) in your shipment 

5. UPDATE the ‘Pallet’ dropdown to select the 
next pallet in your shipment

6. ENTER the total number of parts within your 
next Cardboard Box Pallet in the ‘Part Quantity’ 
field. This is Pallet 2

7. Click ‘Add’ if you have additional Cardboard Box 
Pallet(s) in your shipment 

8. REPEAT Steps 5 through 7 as needed
9. CLICK the ‘Save’ button once all containers and 

pallets have been added
10. A window will pop up letting you know you 

successfully saved your shipment. CLICK ‘Yes’
11. Another window will pop up stating the ASN 

was successful. CLICK ‘Ok’

NOTE: in this example, the supplier is shipping QTY 
(50) parts in Cardboard Box Pallet 1, and QTY (50) 
parts in Cardboard Box Pallet 2

How to Finish Generating ASN Your Shipping Documents: Option 3 - continued

Return to Table of Contents
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Reminder: For Option 3, you are shipping using a cardboard box pallet(s) – i.e. single box(es) physically 
attached to each pallet

12. PRINT the bar-coded Single and Master shipping labels and Packing List that are automatically 
emailed to you

13. ATTACH the Single labels to the front and side of each cardboard box container.  Make sure you are 
putting the correct label on each container if they have different quantities.  

14. ATTACH the Master labels to each pallet as well. Make sure you are putting the correct label on the 
pallet if they have different quantities. Note, the labels and Packing List are PDF files and do not 
require any special software for printing

How to Finish Generating Your ASN Shipping Documents: Option 3 - continued

Return to Table of Contents

Example: Below are Master labels for QTY (2) pallets and Single labels for QTY (2) containers.  Cardboard 
Box Pallet 1 has QTY (50) parts in it. Cardboard Box Pallet 2 has QTY (50) parts on it. See next page for 
corresponding Packing List

Cardboard Box Pallet 1 Master label & Single label Cardboard Box Pallet 2 Master label & Single label
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Reminder: For Option 3, you are shipping using a cardboard box pallet(s) – i.e. single box(es) physically 
attached to each pallet

How to Finish Generating Your ASN Shipping Documents: Option 3 - continued

Return to Table of Contents

Example: Below is the Packing List associated with the example from the previous page. The shipment 
included QTY (2) Cardboard Box Pallets and QTY (50) parts in each, for a total of QTY (100) parts shipped 

Notice the Packing List 
only shows line items 
for the pallets in this 
case. Lift Type is 
‘Cardboard Box Pallet’ 

Also, the Lift ID 
matches the PKG ID-
MASTER from the 
Master labels on the 
previous page
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Reminder: For Option 4, you are not shipping 
containers. You are shipping a loose part(s) on a 
pallet(s)

1. ENTER the required information for the 
shipment header:

• PO Date = Leave as is
• Gross Weight = Total weight of all parts and 

pallets in this shipment 
• Truck Line = Choose from the drop down list
• Tracking Number = Carrier tracking number
• Total Number of Pallets = Must be > 0
• Pallet Type = ‘Flat Wood Pallet’
• Total Number of Containers = Enter the same # 

you put for the Total Number of Pallets
• Container Type = Since ‘loose parts’ is not a 

Container Type, choose ‘Cardboard Box’ from 
the drop down list

• Ship Date = Must be the day the ASN is created 
and order is shipped. Cannot be a future date 

• Arrival Date = Estimated arrival date
• Special Instructions = Check the box to 

acknowledge special notes, if applicable

2. CLICK  ‘Next’ to save your shipment header and 
continue to container information.

How to Finish Generating Your ASN Shipping Documents: Option 4 

Return to Table of Contents

NOTE: In the example above, the supplier is shipping QTY (2) 
pallets with loose parts on each pallet. They are not putting the 
parts within containers on the pallets
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Reminder: For Option 4, you are not shipping 
containers. You are shipping a loose part(s) on a 
pallet(s)

3. ENTER the total number of loose parts on your 
first pallet in the ‘Part Quantity’ field. This is 
Pallet 1

4. Click ‘Add’ if you have additional pallet(s) in 
your shipment 

5. UPDATE the ‘Pallet’ dropdown to select the 
next pallet in your shipment

6. ENTER the total number of parts within your 
next pallet in the ‘Part Quantity’ field. This is 
Pallet 2

7. Click ‘Add’ if you have additional pallet(s) in 
your shipment 

8. REPEAT Steps 5 through 7 as needed
9. CLICK the ‘Save’ button once all containers and 

pallets have been added
10. A window will pop up letting you know you 

successfully saved your shipment. CLICK ‘Yes’
11. Another window will pop up stating the ASN 

was successful. CLICK ‘Ok’

NOTE: in this example, the supplier is shipping QTY 
(3) loose parts on Pallet 1, and QTY (3) loose parts 
on Pallet 2

How to Finish Generating Your ASN Shipping Documents: Option 4 - continued

Return to Table of Contents
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Reminder: For Option 4, you are not shipping containers. You are shipping a loose part(s) on a pallet(s)

12. PRINT the bar-coded only the Master shipping labels and Packing List that are automatically emailed 
to you. DISCARD the Single shipping label that was included 

13. ATTACH the Master labels to each pallet. Make sure you are putting the correct label on the pallet if 
they have different quantities. Note, the labels and Packing List are PDF files and do not require any 
special software for printing

How to Finish Generating Your ASN Shipping Documents: Option 4 - continued

Return to Table of Contents

Example: Below are Master labels for QTY (2) pallets and Single labels for QTY (2) containers. DISCARD the 
Single labels for this scenario. Pallet 1 has QTY (3) loose parts on it. Pallet 2 also has QTY (3) loose parts on 
it. See next page for corresponding Packing List

Pallet 1 Master label & Single label Pallet 2 Master label & Single label
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Reminder: For Option 4, you are not shipping containers. You are shipping a loose part(s) on a pallet(s)

How to Finish Generating Your ASN Shipping Documents: Option 4 - continued

Return to Table of Contents

Example: Below is the Packing List associated with the example from the previous page. The shipment 
included QTY (2) pallets with QTY (3) loose parts on each pallet, for a total of QTY (6) parts shipped 

Notice the Packing List 
only shows line items 
for the pallets in this 
case. Lift Type is ‘Flat 
Wood Pallet’ 

Also, the Lift ID 
matches the PKG ID-
MASTER from the 
Master labels on the 
previous page
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PO’s that are available to be invoiced will be 
displayed on the invoice Listing Form

1. SELECT the PO that you are ready to invoice
2. ENTER your invoice number
3. CLICK  on ‘Complete Invoice’

How to Invoice PO’s After Completing Shipping Documents 

How to View Your Part Listing Form

Your ‘Parts’ screen will display the number of 
Total Parts as well as Assigned Parts

1. SELECT the Part number from the ‘Part 
Listing’ box to see details about the specific 
part

2. SUBMIT price changes as well as changes to 
lead times by clicking the appropriate link

Return to Table of Contents
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Your ‘Parts’ screen will display the link to export 
the Schedule Release Forecast from CAT

1. CLICK on the ‘Export All Schedule Release 
Forecast’s to Excel’ link to Open or Save a copy 
of the most current release schedule 

How to View Your 12 Month Schedule

Frequently Asked Questions

Q: Can I ASN more than one PO at the same time? 
A: No. A separate ASN will need to be created for each PO

Q: Once I acknowledge a PO on the portal, can I unacknowledged the PO?
A: No. Once a PO has been acknowledged, the order must be fulfilled.  Changes to the PO can be requested prior to 
acknowledgement

Q: If we have products shipped from another location, how can we complete the ASN?
A: You will have to obtain the necessary information from the shipping location to complete the ASN.

Q: Can I use a different shipping carrier than what is listed in the drop down in the ASN field?
A: Yes, but you will have to contact your Group O representative.

Q: Do I need to log in to the portal everyday to see if PO’s have been issued?
A: No. The contact on file will be notified via email when a PO has been issued.

Q: How can I find my Group O representative’s contact information?
A: Once you have clicked into a PO, you can click the ‘Group O Contact Information’ link at the bottom of the screen.

Return to Table of Contents
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• General Mailbox: IPDS@groupo.com
• Invoice Related Inquiries: ipds.accounting@groupo.com

Contact Information

Return to Table of Contents

Thank you for your continued 
partnership and support!
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