
211/204 
•211 - Motor Carrier Bill of Lading (Listed in WebForms Inbox as Consolidated Freight Bill
•204 - Load Tender

214 

•Shipment Status Message
•1st Shipment status message is sent when shipment is:
• out for delivery
• delayed or damaged

214 

•Shipment Status Message
•2nd Shipment Status is sent when shipment is:
• Completed

210 

•Freight Bill
•Must include Base Rate & Fuel Charges
•Any additional accessorial noted in final Shipment Status Message should be included here

820 
•Remittance Advice
• Will indicate payment of Freight Bill
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Be sure to include cosignee signature information and accessorials related to delivery•



Day & Ross Transportation/Sameday Worldwide: SPS 

Commerce WebForms User Guide  

Please read this document to better understand your new SPS Commerce WebForms account and how to process 

shipments. Read this document thoroughly as it contains important information about your partnership with Day & 

Ross.  

Inbound Documents: 

211/204- Motor Carrier Bill of Lading/Load Tender- Contains shipment information and bill of lading. Information from 

these documents will automatically source into shipment status and freight bill to reduce manual entry.   

820- Remittance Advice – This document will tell you if your invoice has been paid similar to a receipt. For Day and Ross 

an email was previously received with this information, however going forward this document should only being coming 

in via EDI. (Available shortly:  Screen shots on the 820 Remittance Advice, currently undergoing changes.)  

Outbound Documents: 

214- Shipment Status Messages- Contain important messages on where the shipment is in delivery process.  

**Important, please remember that each Shipment Status Message (214) must correlated with the correct Motor Bill of 

Lading (211).  Preferred timing for these messages is within 4 hours of occurrence, however 24 hours is maximum.  

1. Carrier must send Shipment Status Message (214) when shipment is out for delivery and leaves terminal, or pick

up point.

2. Carrier must send Shipment Status Message (214) when/if shipment is delayed or damaged.

3. Carrier must send Shipment Status Message (214) when shipment is complete.

*** The final Shipment Status must include all valid accessorial and the consignee for the shipment, should be

filled out in the remarks section.

210- Freight Bill- Similar to an Invoice; must include at least the Base Rate and Fuel Charges. Any additional accessorial 

that were noted on the final Shipment Status Message (214) should be noted here to receive full payment.  

How do these relate with my WebForms account? 

211- This will come in your WebForms Inbox with the name of Consolidated Freight Bill under the column type. 
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Once you click on the document, it will appear in a new screen and carry the title Motor Carrier Bill of Lading: 

All Shipment Status Messages and Freight Bill Invoicing should be done from the inbox off of the orange arrow under 

Next Steps   or the Select an Action, Reply or Auto Complete.  

 Or 

From the orange arrow a prompt should come up with the options below: 

1. First you will select Shipment Status (Motor Carrier Bill of Lading) and follow the procedure under the Shipment

Status Message (214) on page 1.

2. After Shipment is complete, use the Freight Bill (Motor Carrier Bill of Lading) to invoice for the shipment, this

must match the final Shipment Status in regards to all accessorial items.
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820- Remittance Advice, see below example of what this document will look like in your WebForms account. 

General Information about Forms: 

• If you need to enter information in a box that is greyed out, click the purple/blue plus sign to add an item under

the category that requires information.

• Forms run using JAVA, you must have this installed in order to open them. For forms that load slowly, trying

clearing Temporary Internet Files/Cookies/Cache/Browsing History or clearing JAVA cache, directions on the

next page.

• Everything outlined in Blue is required.

• Only numbers and letters are allowed in fields. (No special characters.,\-!@#$ %^&*()_+=)

• Before sending a document, click CHECK at the bottom of the form. This ensures all required fields are filled in.

(Note: this feature doesn’t check for correct information, just makes sure this field contains information)

• You can save the document as a draft and it will appear in your Drafts folder.

• To view documents related to that document click the blue symbol below located in the Next Steps column.

For questions, please feel free to reach out to your Implementation Analyst. Or SPS Commerce general contact line 1-

888-739-3232 option 1, or email Niservices@spscommerce.com  
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Shipment Status- Header Tab 

Your Probill Number or Tracking Number 

Shipper Name 
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Shipment Status- Details Tab 

Name of the person that signed the paperwork 

Select status- Examples: 

• Completed Unloading at Delivery Location: when you have

completed

• En Route to Delivery Location:  when the Probill is out for delivery

• Shipment Delayed: when there is a problem with the shipment

Date, Time & Time Zone for this status 

Secondary description- For Example: 

• Normal Status:  if the delivery was normal

• Shortage:  if the Probill was signed short

The Accessorial items for this Probill- Example: 

• Tailgate

• Extra Labor

• Excessive dimensions

Click both, new window will open- 

See screen shots on next page** 
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Location of the 

shipment use 2 

character 

abbreviation for 

Province or State 

Equipment Details 

Use 2 character abbreviation for country For 

Example:  

CA for Canada and US for USA 
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Freight Bill- Header Tab Your Invoice number 

Total invoice amount 

Shipper, Consignee and Bill to name 

Select Invoice date from 

calendar 
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Freight Bill- Line Details Tab 

Add Invoice line 

Enter Weight, UOM, Lading Qty & 

Packaging  

Select Charge or Allowance from the drop 

down and the amount- For example:  

• Carrier for the base charge

• Fuel Charge for the fuel surcharge
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Freight Bill- Summary Tab 

Select Weight Type from dropdown 

Ensure that the total invoice amount is the sum of the details 
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Clearing JAVA Cache 

Windows 8  

Use search to find the Control Panel 

• Press Windows logo key + W to open the Search charm to search settings

OR

Drag the Mouse pointer to the bottom-right corner of the screen, then click on the Search icon.

• In the search box enter Java Control Panel

• Click on Java icon to open the Java Control Panel.

Windows 7, Vista 

• Click on the Start button and then click on the Control Panel option.

• In the Control Panel Search enter Java Control Panel.

• Click on the Java icon to open the Java Control Panel.

Windows XP 

• Click on the Start button and then click on the Control Panel option.

• Double click on the Java icon to open the Java Control Panel.

Mac OS X 10.7.3 and above 

• Click on Apple icon on upper left of screen.

• Go to System Preferences

• Click on the Java icon to access the Java Control Panel.
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Delete Temporary Files through the Java Control Panel 

1. In the Java Control Panel, under the General tab, click Settings under the Temporary Internet Files

section.

The Temporary Files Settings dialog box appears.

2. Click Delete Files on the Temporary Files Settings dialog.

The Delete Files and Applications dialog box appears.

3. Click OK on the Delete Files and Applications dialog. This deletes all the Downloaded Applications and

Applets from the cache.

4. Click OK on the Temporary Files Settings dialog. If you want to delete a specific application and applet

from the cache, click on View Application and View Applet options respectively.
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