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Instructions for completion of the file “READINESS OF 
DESPATCH” 
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Dear sirs, 
 
please find enclosed a description to help you in completing the above mentioned file: 
 
 
General requirements: 
 

 The order of the ordering party (AG) is available 
 

 Language in which the file has to be completed  concerning requirements of 
the AG ! 

 
 One separate file has to be prepared for each order and delivery. 

 
 One file must consist exclusively of the sheet provided (READINESS OF 

DESPATCH).. 
 
- Please enter each delivery part as a separate item. 

Example of correct entering: 
Line 3 contains: 15 bolts M5 x 130 
Line 4 contains: 15 bolts M6 x 120 
 
Example of incorrect entering: 
Line 3 contains: 30 bolts M5 x 130 and M6 x 120 

 
 The reference-column (column U) is available for your own disposal (for 

example: your order-number, truck-assignment, etc.) 
 

 Please do not make any changes to the given file. 
 

 Please use exclusively only the enclosed Excel-File - you shouldn’t use an 
excisting Excel-File from a current order in case of copying and overwriting any 
data.  

 
 The Handling Unit number (Colli-number) has to be named in each line. 

 
 In case that are are several positions per handling Unit (Colli), only in the first 

line of the handling unit should be entered the following data: 
 

o Kind of package 
o Gross weight kg 
o Net weight kg 
o Length in cm 
o Width in cm 
o Height in cm 
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1. Overview of the Excel-File (blank) 
 
 
 
View of columns A to H: 
 

 
 
 
 
View of columns I to U: 
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1. Overview of the Excel-File (blank) - continuation 
 
 
 
View of columns V to Z: 
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2. description of the single domain 
 
 
Field of column 
(Column) Kind of field Field 

type 
Field 

length Origin of the data 

Quantity 
(A) Mandatory field numerical 8 

Your information 
number of components to be delivered 
attention: no decimal places 

Material-Number 
(B) Mandatory field CHAR 18 

 Specified by AG– see the respective ordering item 
 if the material number is known, this number has to be indicated  
 If the material number is not known, the description 
 DVS.000010 has to be indicated. 

 

Quantity unit 
(C) Mandatory field CHAR 3 

Your information  
Quantity unit is assigned by a choice field 
acceptable are: ST = piece, M = meter, KG = kilogramme 

Material code 
(D) Mandatory field CHAR 40 

Your information and/or in the event of component part delivery, 
supplier’s information, 
language concerning requirements of the AG 
In this field, no symbol should be used in the beginning of the 
description, that is connected with a formula/function in the table 
calculation. 

Size/dimension in cm. 
(E) Optional field CHAR 32 Your information and/or in the event of component part delivery, 

supplier’s information 

WBS-Element 
(F) Mandatory field CHAR 24 

Specified by AG – see the respective ordering item 
If the delivery concerns: 

- Ordered component parts => as per ordering item 
- accessories => transfer from the correspending ordering 

item  
The basic WBS-structure is: 
X-XXXXXX-XXX.XXXXX 
Example: 
1-000036-324.34001 

Equipment-no. 
(G) Optional field CHAR 18 Currently not to be completed 

Supply order-no.  
(H) Optional field CHAR 24 Currently not to be completed 

Colli-number (Handling 
unit number) 
(I) 

Mandatory field CHAR 20 
Your information 
Has to be filled out as specified. Choice via the Drop-Down-field in 
column I. 

Kind of package 
(J) CHAR 40 

Your information 
Choice via Drop-Down-Field in column J (excerpt see enclosure 
number 1) 

Gross kg 
(K) numerical 8,3 Your information, attention: 2 decimal places! 

Net kg 
(L) numerical 8,3 Your information, attention: 2 decimal places! 

Length cm 
(M) numerical 5 Your information, attention: no decimal places! 

Width cm 
(N) numerical 5 Your information, attention: no decimal places! 

Height cm 
(O) 

Mandatory field 
in each line 

numerical 5 Your information, attention: no decimal places! 

Order no. 
(P) Mandatory field numerical 7 Specified by AG  => order 

Ordering item 
(Q) Mandatory field numerical 5 Specified by AG  => order 

vendor 
(R) Mandatory field numerical 7 Specified by AG 
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2. description of the single domain - continuation 
 
 
 
Field of column 
(Column) Kind of fieldt Field 

type 
Field 

Length Origin of the data 

Main assembly group 
(S) Mandatory field CHAR 18 Specified by AG 

Assembly group 
(T) Mandatory field CHAR 18 Specified by AG 

component 
(U) Mandatory field CHAR 18 Specified by AG 

Packing material AG  
(V) Mandatory field CHAR 10 Please no entries, will be automatically filled due the the filling of 

column J. 
Description 
Packing material of the 
AG (W) 

Mandatory field CHAR 40 Please no entries, propsed values for prescribed packing materials 
of the AG in column J. 

Material number 
packing-material of the 
AG (X) 

Mandatory field CHAR 10 Please no entries, proposed values for prescribed packing 
materials of the AG in column J. 

Reference 
(Y) Optional field CHAR 40 For your free disposal: reference-data of the supplier 

Handling Unit  
(Z) Mandatory field CHAR 18 Specified by AG 
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attachement 1: to be applied PACKING MATERIAL 
(excerpt - usage via drop-down-domain) 
 
 
 
ON WOOD  PARCEL  

CASKET  PALLET 

REPACK  PALLET WITH FRAME 

LETTER  LOT 

BUNDLE  ROLLER 

CONTAINER 20’ BOX STANDARD  SKID 

CONTAINER 20’ FLAT RACK  PLYWOOD BOX  

CONTAINER 20’ OPEN TOP  TRANSPORTATION RACK  

CONTAINER 20’ REEFER CONTAINER  DRUM 

CONTAINER 40’ BOX STANDARD  ENVELOPE 

CONTAINER 40’ FLAT RACK  UNPACKED 

CONTAINER 40’ OPEN TOP  CARDBOARD BOX 

CONTAINER 40’ REEFER CONTAINER  CRATE 

TIN  CORRUGATED CARDBOARD FOLD 
CARTON 

BARREL   

WOODEN TRESTLE   

WOODEN CASE   

WOODEN SKID   

WOODEN SEGMENT   

IN WOOD    

CARTON   

CARTON ON PALETTE   

CASSETTE   

CASE   

BAG   

SMALL PARCEL   
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Attachement 2:  data migration out of the purchase order 
 
 

 

 Quantity unit 
Entry in column C 

Order number 
entry in column P 

vendor 
entry in column R  

Material number 
entry in column B 
 
Remark: 
In this example, the 
material number is 
known -if the 
material-number is 
not known, the 
descritpion  
DVS.000010 has to 
be used. 
 
 
 

Order position 
entry in column Q 
 

quantity 
entry in column A 
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Attachement 3:  completed sample 
 
View of columns A to H: 
 

 
 
 
View of columns I to U: 
 

 
 
 
View of columns V to Z: 
 

 
 


