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Welcome to the Costco Reference Guide. This user guide will help 
you make the transition to the world of web business-to-business 
communication for your Costco business relationship.

By the end of this document, you will have an understanding of basic 
WebForms functions, capabilities and the tools you need to use 
WebForms to fulfill Costco orders.

Costco Wholesale is the largest wholesale club operator in the US (ahead of Wal-
Mart’s SAM’S CLUB). The company operates nearly 490 membership warehouse 
stores serving more than 47 million cardholders in 37 US states and Puerto 
Rico, Canada, Japan, Mexico, South Korea, Taiwan, and the UK, primarily under 
the Costco Wholesale name. Stores offer discount prices on, on average, 4,000 
products (many in bulk packaging), ranging from alcoholic beverages and 
appliances to fresh food, pharmaceuticals, and tires. Certain club memberships 
also offer products and services such as car and home insurance, mortgage and 
real estate services, and travel packages.

Introduction
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What is EDI?

Costco makes use of the following EDI documents through the SPS 
Commerce network:

1. Purchase Order (Inbound): This document initiates the 
fulfillment cycle. Costco uses this document to communicate the 
request for products.
2. Purchase Order Change (Inbound): Costco uses this document 
to communicate changes to the original Purchase Order.
3. Invoice (Outbound): You request payment for goods or services.

EDI stands for Electronic Data
Interchange. It allows you,
the Supplier to electronically
exchange documents like the
Advanced Ship Notices and
Invoices with your Trading
Partner.

Using EDI streamlines the connection between you and your Trading 
Partners. It makes it easy to send and receive documents through one 
Web portal that operates like an email account. This will help keep 
all of your Orders organized and in one place. It also provides a great 
place for creating your own documents that need to be sent without 
having to fax or e-mail them. Documents are able to be both sent 
and received in a matter of minutes, and Orders become flexible in all 
formats: In-Store, Online, and Drop-Ship.
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Java

Java is one program you will need to ensure you have downloaded and updated on 
your computer so that you can work in your WebForms account. How do you download 
Java?

Go to www.java.com and click on the box that says “Free Download”. After installing 
Java you will want to re-start your browser.

Do you have Java but your forms seem to be not loading? You may be having an issue 
related to an outdated version of Java or an overcrowded cache of temporary Internet 
files. Please follow the below steps, close out of your browser, re-open and re-try after 
completion.

1. Clear temporary Internet Files

  1. Navigate to Tools
  2. Select Clear Recent History
   Select only Cookies and Cache from the list
  3. Click Clear Now

 

 

  1. Navigate to Tools
  2. Select Internet Options
  3. Navigate to the General tab
  4. Within Browsing History, click Delete
   Select only Cookies and Cache from the list

Free Java Download

Time range to clear: Everything

All selected items will be cleared.
This action cannot be undone.

Browsing & Download History

Form & Search History

Cookies

Cache

Active Logins

Clear Now

Details

Cancel

Preserve Favorites website data

Temporary Internet files and website files

Cookies and website data

History

Download History

Form data

Passwords

Tracking Protection, ActiveX Filtering and Do
Not Track

Delete Cancel
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2. Verify Version of Java

Open your Java control panel:
 PC-users: Start menu > Control Panel > Programs  > Java
 Mac-users: Apple Start Menu > System Preferences > Java

a) Check for an updated Java version. (Update tab)
b) Verify that Java is up-to-date. (General tab)
If not, uninstall the existing version and download an updated one at www.java.com.

c) Verify that your system does not have more than one Java program installed.
Multiple Java programs can compete with each other.

3. Enable Java in your Internet Browser

 1. In Mozilla Firefox, navigate to Tools > Add-ons > Search for Java and enable it.
 2. In Internet Explorer, navigate to Tools > Manage Add-ons > Search to find Java 
and ensure that it is enabled.

 For Java video training, visit our Support Center: Check and Update Java

About
View version information about Java Control Panel

Java Control Panel

General Update Java Security Advanced

About...

Update
It is recommended that you update now to keep your
system secure.

Update Now

https://supportcenter.spscommerce.com/spscommerce/topics/video_webforms_troubleshooting_check_and_update_java?utm_source=link&utm_medium=email&utm_campaign=nii


7

To log into your WebForms Fulfillment
account:
1. Navigate to www.spscommerce.net
2. Enter your username and password
(provided to your System Administrator
by your dedicated Analyst)
3. Click  Login

Once logged in, you will see your home screen you will see the News Feed. This is 
where your trading partner updates can be found. If you click on the title on the left, the 
article will appear on the right. 

Company User Admin is where you can
enable email notifications to be sent when a
document is received from Costco.

News Feed
Priority Date

01/19/2016

12/08/2015

09/16/2015

Trading Partner - Headline
CUSTOMER RESOURCES
Support Center
Billing Information
Webinar Training
System Troubleshooting
Partner Information

Process Update

Partnership with SPS

Document information

WebForms Navigation

ADMINISTRATION
User Security Profile
Company User Admin

Login to Hosted Commerce

Need help logging in? Did you forget
your username or forget your password?

Login
Username

Password
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Enter your e-mail address in the rectangular box. Each time a document posts to your 
WebForms account, an automated email is sent out. You can add or remove recipients 
here, with each email address separated by a single space. There Is a 150 character 
limit. If you reach that limit, you might want to create a distribution list within your own 
email system. It is best practice to have at least two recipients set up to receive email 
notifications. Once complete, click Save then Close.

    Automated emails are generated on a per-username basis, so
    documents received from all trading partners for a particular
    username will generate an email to the email address(es) listed
    within Company User Admin.

    
    Click WebForms Fulfillment in the product navigation bar to  
    access your Inbox to view Orders.

The Inbox will contain all documents received from Costco and any other trading 
partners with which you are connected. Bolded documents mean they are ‘Unread’. 
Documents that have been read will appear in a regular (un-bold) font.

Display Name: Email Address:

PRO
TIP

WebForms Fulfillment

SPS Commerce 
recommends 

that you monitor 
your WebForms 
Inbox, just as you 

would an email 
Inbox, to ensure 

that a new 
document is not 

missed.

Inbox / Sent / Drafts

Status Sender
Costco Purchase Order

Type Date
04/14/2016 19:13:08 CST
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When sending documents, such as the Invoice, be sure to check
your Sent folder to verify your trading partner received the
document. You can check to see if the retailer received your
document by checking the icon under the Status column. When a
document is first sent, the font will be bold and the corresponding
icon will look like an envelope:

Once the retailer’s system has received the document, the font will
turn to regular font and the icon will change to a piece of paper.
Costco typically takes 6-8 hours to acknowledge the receipt of a
document you sent them.

If the document fails or is rejected, then you will see a paper icon with a question mark. 
Please contact SPS Commerce Support Operations to troubleshoot the Costco EDI 
Invoice.

The Drafts folder houses any saved documents that have not been sent. A document 
can be created and saved at any time, and sent at a later time.

PRO
TIP

Use the “Label” 
column to make 
notes on where 
a document is at 

in your fulfillment 
process with 

Costco. Suggested 
uses: note who is 
currently working 
on a document, or 

note an invoice that 
needs to be created 
for a specific order.

Status Sender
Costco Invoice

Type Date
04/14/2016 21:33:08 CST

Status Receiver
Invoice

Type Date
04/14/2016 21:48:12 CSTCostco

Status Receiver
Invoice

Type Date
04/14/2016 20:16:27 CSTCostco

Status Receiver
Invoice

Type Date
04/14/2016 20:16:27 CSTCostco
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The Purchase Order initiates the fulfillment cycle. Costco uses this document to 
communicate the request for products. Be sure to verify that the quantity and price on 
the Purchase Order are correct. If you find any information on the order is incorrect, 
contact your buyer at Costco to address the changes needed.

To view your Costco Purchase Order, click on Sender, ID, or Date – any link that turns 
to an orange font when hovering with your mouse cursor. Clicking will open a new 
tab containing what we call a style-sheet. The style-sheet is SPS’ way of collecting the 
information sent by Costco and organizing it into a reader-friendly format.

Purchase Order
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Once you have the most up to date order and have delivered the goods or services to 
Costco, you will send an Invoice to Costco to request payment for goods or services. 
WebForms helps you send an Invoice to Costco. But you will need to coordinate with 
Costco on how you will actually receive their payment. SPS Commerce does not handle 
the transfer of funds.

To create an Invoice, locate the Purchase Order
and click on the orange Next Steps triangle
from the Order. Select Invoice from the Next
Steps menu.

On the Invoice, complete all fields highlighted
in blue, as these are mandatory. The Invoice Number can be a unique number that you 
use to track the document in your system.

Invoice

Next Steps

Working with Purchase Order
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Once the Header tab is complete, navigate to the Detail tab. Click the plus sign at the 
top of the page for the pop up box containing the Line Items from the order. Click  
Select All then OK. Make sure the item quantities and prices are correct. Be sure to only 
include items that you physically shipped to Costco.

If you need to include an Allowance or Charge, you may do so
under the Allowance/Charge Information section by clicking
the plus sign and then completing the Indicator, Type, Amount,
and Description fields.

Check Successful!

Check Successful!
You may send your document.

OK

Upon completing the mandatory information 
on the Invoice, click the Check button at 
the bottom of the form. If you receive Check 
Successful!, you are then ready to send the 
document. Click ‘Send’ send to send the 
Invoice to Costco.
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Support Center
Get help, Give help, Share ideas.

The SPS Commerce Support Center is home to a wide variety of training material, 
including videos and forums for answering common EDI-related questions. Access the 
Support Center by clicking on the blue banner at the bottom of the WebForms portal 
home page, or by navigating to supportcenter.spscommerce.com.

Type in a key word, phrase or question in the search bar to find related questions and 
topics that correlate with your search.

Support Center


