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Jump to this 

step 

Jump to this 

step 

Jump to this 

step 

Jump to this 

step 

How to view and read PO 

Accessing the stylesheet 

Where certain information is available 

Completing the PO Acknowledgement 

Options to streamline completion of PO Acknowledgement 

 

Completing the Advance Ship Notice (Guide Coming Soon!) 

 

Completing the Invoice 

Including additional allowances or charges on the invoice 

Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf


 
 

Version 1.0.1 - Revised: 6.23.2014 
 

Fisheries Supply – Quick Start Guide 

  

Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

Fisheries Supply > Accessing Purchase Order 

 
Click to check for an updated 

version 

To access the stylesheet click on the Sender, Order # or Date for the PO. 

Or 

To start creating return documents click on the next steps arrow. 

 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

The stylesheet contains all information included in the PO EDI Data. 

Fisheries Supply > Accessing Purchase Order 

Back to Inbox 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Click here if you would like to print the 
“stylesheet” of the document.  (The 
view you see when clicking on the 

Sender, ID, or date. 

Click here if you would like to view the 
“Pick List” document. This is best used 

by warehouse personal. 

Click here if you would like 
to download a .csv version 

of the PO data. 

Click here if you would 
like to view the related 
documents.  (ie. ASN’s 

Invoices, etc.) 

Click here if you would like to use the 
AutoComplete feature for follow up 

documents off of this PO. 
 

View AutoComplete Tutorial 

Click here to view the next steps menu and available 
follow up documents. 

 

 

Fisheries Supply > Accessing Purchase Order > Quick Launch Icons 

Back 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Fisheries Supply > Next Steps 

Click on the document you wish to complete. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

Fisheries Supply > PO Acknowledgement 

 

 
Click to check for an updated 

version 

Back 

Once all mandatory fields have been completed on the Header tab click on the Detail 

tab. 

A Note from Fisheries** 

 

The PO 

Acknowledgement 

SHOULD be returned 

within 4 business hours 

of receiving the PO. 

 

The PO Acknowledgment 

MUST be returned within 

24 business hours of 

receiving the PO. 

 

The (Acknowledgment 

Type) should ALWAYS be 

“With Detail And Change” 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Back 

Fisheries Supply > PO Acknowledgement > Detail Tab 

 

Click the + sign to start sourcing in items. 

A Note from Fisheries** 

 

The (Current Schedule 

Delivery Date) is an 

estimate by Fisheries and 

should be updated when 

sending the PO 

Acknowledgement 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Back 

Click to check for an updated 
version 

Fisheries Supply > PO Acknowledgement > Detail Tab > Select Items 

Select the items you wish to acknowledge and then click OK. 

A Note from Fisheries** 

ALL line items sent in the 

PO MUST be included in 

the PO 

Acknowledgement. 

Any price or payment 

term changes need to be 

communicated in the PO 

Acknowledgement.  This 

is to ensure that your 

invoice, when submitted, 

will be processed as 

efficiently as possible. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

 
Click to check for an updated 

version 

Back 

Fisheries Supply > PO Acknowledgement > Detail Tab > Select Items 

 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Back 

Fisheries Supply > PO Acknowledgement > Detail Tab 

Once you have sourced in the items you are acknowledging you are ready to check 

and send your Purchase Order Acknowledgment! 

A Note from Fisheries** 

If there are items that 

are different that your 

default (Item Status) 

selection, click on the 

“Item Ack…” box next to 

that item and make the 

appropriate changes to 

the item status. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Back 

To improve efficiencies and reduce manual entry you are able to set a default item 

acknowledgment status when generating a PO Acknowledgment.  Once set you only 

need to update the items that do not fall under the default status. 

Fisheries Supply > PO Acknowledgement > Detail Tab > Default Acknowledgment Status 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Header Tab 

Back 

When entering dates, we advise using the drop down calendar, as this will ensure the date is 

formatted properly. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Item Tab 

Back 

To add items click the + sign and select from the available items. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Item Tab > Select Items 

Back 

If selecting more than one item you can use the select all option or hold Ctrl key and click on 

the items you would like to include. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Item Tab > Select Items 

Back 

When ready click ok. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Item Tab 

Back 

Item information will source in from the PO.  Confirm all information is correct and then click 

on the Summary tab. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the       

to learn more! 

Click to check for an updated 
version 

Fisheries Supply > Invoice > Summary Tab 

Back 

On the Summary tab, confirm the Invoice total is correct.  Complete the Carrier Details 

mandatory fields. 

The "Invoice Total" should 
NOT be updated 
manually.  If additional 
charges or allowances 
need to be added please 
use the Allowance/Charge 
Information area.

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Fisheries Supply > Invoice > Summary Tab 

 

Back 

If you would like to add any additional allowance or charges click on the + sign. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Fisheries Supply > Invoice > Summary Tab > Allowance/Charges 

 

Back 

Complete the mandatory fields for an allowance/charge line. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf
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Click on any red 

box to navigate to 

that area 

Click on the        

to learn more! 

 
Click to check for an updated 

version 

Fisheries Supply > Invoice > Summary Tab 

 

Back 

Notice: The invoice total now factors in the charge line and the total for the items has moved 

to the Merchandise Total. 

https://supportcenter.spscommerce.com/spscommerce/topics/fisheries_supply_interactive_pdf



