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Introduction
Welcome to the McKesson Med Surgical WebForms Reference Guide.
This reference material is intended to make your transition to the world
of web business-to-business communication as smooth as possible. At
the completion of this document, you will have a basic understanding of
WebForms functions, capabilities, and the tools needed to begin using
WebFormstoaccessyourEDIdocumentsandbegintradingwithMcKesson.

MCKESSON

As the oldest and largest health care services company in the nation, McKesson plays an integral role in
health care and has a unique vision for its future. We serve more than 50% of American hospitals, 20%
of physicians and 100% of health plans, and as the largest pharmaceutical distributor in North America,

where they deliver one-third of all medications used there every day.

Their software, distribution and business services play an essential role in addressing the challenges
health care organizations face today — and shaping how they’ll overcome them tomorrow. They connect
people and organizations, support the quest for higher quality and improved clinical outcomes, and

help health care businesses run better. And that supports better patient health.

Today, McKesson is ranked in the top companies on the FORTUNE 500. The company delivers vital
medicines, medical supplies and health care information technology solutions that touch the lives of
patients in every health care setting. McKesson is committed to creating a health care system that leads

to lower costs, fewer mistakes, higher quality and better health for all.




What is EDI?

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

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.




Java
-

Javais an application required for operating the WebForms account. You will want to
ensure that the platform is downloaded, installed, and updated on your computer. How
do you download Java?

Go to www.java.com and click on the red download button: REREERCVCR A FTe

After installing Java, 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.
(000 |

Time range to clear: Everything

1. Clear temporary Internet Files

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

.
mozilla Firefox: _—
1. Navigate to Tools sronsing downes st
2. Select Clear Recent History v EE&H Hm
Select only Cookies and Cache from the list pebetoghe
3. Click Clear Now
[ =Ex)

Preserve Favorites website data

|nternetExp|orer

W Temporary Internet files and website files

1. Navigate to Tools 7 Cookiesand website dao
2. Select Internet Options N
3. Navigate to the General tab Form ot

Passwords

4. Within Browsing History, click Delete
Select only Cookies and Cache from the list

Tracking Protection, ActiveX Filtering and Do
Not Track

Cance




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.

O Java Control Panel

General = Update Java Security « Advanced
About
View version information about Java Control Panel About...
Update
It is recommended that you update now to keep your Update Now

system secure.

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 itis enabled.

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



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

WebForms Naviﬁation

e €3C e

To access your WebForms Fulfillment
account:

1. Navigate to www.spscommerce.net [@Username | .
Login
2. Enter your username and password _

(provided to your System Administrator  [NISeRatel[ole}eseslat-RIskAD] AV oI R o) relli
by your dedicated Analyst) your username or forget your password?

3.Click Login

Once logged in, you are brought to your Portal Homepage. This is your home for new
product updates and general information regarding your existing partnerships.

News Feed
Priority Date Trading Partner - Headline
Support Center

Billing Information A 01/19/2016 Process Update

WebinarTraining 12/08/2015 Part hip with SPS
artnership wi
SystemTroubleshooting ¥

Partner Information A 09/16/2015 Document information

Company User Admin is where you can ) i
enable email notifications to be sent when a User Security Profile

document is received from McKesson. Company User Admin
([ ]




»
To govern permissions and update the recipients for automated emails, click Edit &

on the right-hand side of the username for which you would like to update permissions.

At the top of the page is the Email Address field. Each time a document posts to a
WebForms account, an automated email is sent out. You can add or remove recipients
here, with each email address separated by a single space.

Display Name: Email Address:| @ 150 character limit

O /fthe email addresses listed exceed the 150 character limit, try creating an internal distribution list so that all

persons can receive new document email notifications.

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.

gt Inbox / Sent / Drafts

that you monitor
your WebForms
Inbox, just as you
wouldanemail  (Click WebForms Fulfillment at the top of the page to access
Inbox, to ensure
that a new your WebForms account.
document is not
missed.

WebForms Fulfillment

The Inbox will house all documents sent from McKesson and any other trading partner
you are connected with.

The Sent folder will house any document you sent to McKesson or any other trading
partner. You can check to see if you document was received by the retailer by checking
the icon in the status column. When a document is first sent the font will be bold and
the status icon will be an envelope.




Once the document has been accepted into the retailer’s system the font will turn to
regular font and the icon will change to a piece of paper.

Status Sender Type Date
&  supplier Price Authorization 02/14/2016 19:13:08 CST

Status Sender Type Date
[2 | Supplier Price Authorization 02/14/2016 21:48:12 CST

The Drafts folder will house any saved documents that may still need additional
information before being sent to McKesson.

Purchase Order Acknowledgement

Suppliers must return a Purchase Order Acknowledgement for all
Purchase Orders on the same day Order was received.

Acknowledgement information is used to assist with the visibility of the
Order within the Supplier’s systems & order fulfillment process. This
includes reporting on the status of the Order and any discrepancies on
the Order.

1 s When Accepting, Rejecting, or making changes to one or more Line
2, mmmm |tems, Suppliers must include all items that were included in the
3 f—

original Order at the Item level status.

If an entire Iltem quantity or a portion of the item quantity will be
backordered, the supplieris to include the expected future Ship Date
atthe Item level.




Price changes are communicated at the Item level.

A new Item Total Quantity should be included when Item Quantity
changes or corrections are made.

ltem substitution requires the reference of a new Vendor UPC or Vendor
Part Number.

Suppliers must provide explanations for both Order Rejections and
ltem Rejections.

The Customer Order Number must be included on the Purchase Order
Acknowledgement for all Direct to Consumer Orders. McKesson will
reconcile the portion of the Customer Order that requires attention.

Suppliers must provide updates to the status of the Order throughout
the Order life cycle. McKesson will use this information to set
expectations on product availability and to determine if Order updates
are required.
To access the Purchase Order Acknowledgement, click the orange triangle
from either the top right-hand corner of the Purchase Order style sheet or from the
WebForms Inbox in the Next Steps column. From the Next Steps dialogue box, select PO
Acknowledgement.

Working with Purchase Order
PO Acknowledgement
Advance Ship Notice
Invoice

\ Q222

Auto-Complete
Related Documents

10



On the loaded form, fields outlined in blue are mandatory. Purpose Type indicates
the type of Acknowledgement being sent: Original, Confirmation, or Status
Update. Acknowledgment Type has a drop-down menu for selecting the type of
Acknowledgment you will be sending: if you are accepting the Order in full, choose
Acknowledge-No Detail No Change.

FU ACKnowied gement

m Detail
Purpose Type Acknowledgement Type PO Number PO Date MMDDMYYY
- + 18022833 01/12/2016 -
McKesson GM Vendor Abbreviation  Vendor Order Number Acknowledgement Date MWDD/YYYY
[ | 0270272016 v
Messages
0of0| ¥ || a | b » | =

Free-Form Message Text

Ship To

Location # Address Address 2 City State  Zip Code

082 7343-A SOUTH HARDY DRIVE TEMPE AZ 85283

Vendor

Location # Address Address 2 City State  Zip Code

ABBOTT POC

Backordered or rescheduled Ship Dates require Acknowledge-With Detail and Change
- be sure to fill in the Ship Date or updated Quantity, accordingly.

Acknowledgement Type

N\
v

Acknowledge - With Detail and change
Acknowledge - With Detail no change
Rejected with Detail

11



Upon completing the Header tab, navigate to the Detail tab. Once there, click on the
plus sign under Item to source in the Line Items.

rlitem

0 of 0 H dl b D | |

Line # Quy Ordered uom Unit Price Wendor Catalog # Buyers item # Product Description @ Item Acknowl... @ Messages

®  ©® Select items to include:
Click on the items to select.

Number: 01E6604, Number: 915799
Number: 01H7301, Mumber: 861740
Number: 01L7910, Number: 861750
Mumber: 01L7925, Number: 873554
Number: 01L8225, Number: 873557
Number: 0305227, Number: 861535
Number: 03L8021, Number: 862745
Mumber: 05P7610, Number: 897034
MNumber: 06C0627, Number: 861548
Mumber: 06K2630, Number: 883329

0 0000000 0 0 9

Use the Select All button to source in all

. o OK Select All
Line Items before clicking OK.

Once the Line Items source in, complete the Item Acknowledgment box. Click into
the box for a new window to appear. On the new window, click the plus sign to add
line acknowledgement information. The Item Status box has a drop-down menu with
different acknowledgment types. If you choose any option other than Item Accepted,
you will need to complete the Quantity, UOM, and Ship Date fields.

Item Acknowledgement
lofl| + |4« [ [ » o

Item Status Quantity uomM Date Type Date (MM/dd [yyyy)

I -1

Item Accepted - Date rescheduled
Item Accepted

Item Backordered

Item Accepted - Price Changed
Item Accepted - Quantity Changed
Item Rejected
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Upon completing all mandatory fields, click the 9 Check button at the bottom of
the form. If you receive Check Successful!, you are ready to send the document.

({ Check Successful!
=0
— You may send your document.

Java

OK

If you missed a mandatory field on the form, you will receive an error message
indicating the error on the form. Click on the error message to see where information is
missing on the form.

FU ACKnowledgement

Detail
® @ Errors

Click an item in the list to locate it ...

Purpose Type Acknowledgement Type PO Number PO Date MMWDD/YYYY - = 3 =
Ve Order N er] is i
Original v Acknowledge - With Detail no change v | 18022833 01/12/2016 b feencerice et o
McKesson GM Vendor Abbreviation  Vendor Order Number Acknowledgement Date MMWDDYYYY
[ | 0270272016 v
OK
T
Messages e ———— |
odofo[ F|[«|[a][w | »]| &
Free-Form Message Text
Ship To
Location # Address Address 2 City State Zip Code
082 7343-A SOUTH HARDY DRIVE TEMPE AZ 85283
Vendor
Location # Address Address 2 City State  Zip Code
ABBOTT POC
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Advance Ship Notice

Next Steps
To access the Advance Ship Notice, click the orange ), s, | triangle from either the

top right-hand corner of the Purchase Order style sheet or from the WebForms Inbox in
the Next Steps column. From the Next Steps dialogue box, select Advance Ship Notice.

Working with Purchase Order
PO Acknowledgement
Advance Ship Notice

Invoice

&

Auto-Complete

Related Documents

On the form, complete all fields outlined in blue. You will need to fill in either the Bill of
Lading Number field, Tracking Number field, or Carrier Pro Number field. Though
mandatory, these fields are not highlighted in blue because they are either-or fields.

Advance >nip Nouce

Order

Date MMDD/YYYY Time hh:mm:am

02/02/2016 v 11:28:AM =

Using Own Label Numbers?

Shipment
Quantity and Weight
Packaging Form Packaging Material Lading Qty Gross Weight uoMm

B all I ] .

Carrier Details
Routing Sequence Code SCAC Code Transportation Method/Type  Carrier Name Shipment/Order Status.
References
Tracking # Bill of Lading # Carrier PRO #
Date and Time
Shipped Date MMDB/YYYY  Shipped Time hh.mm:am
I . 4 =

Estimated Delivery Date MMWDD/YYYY Estimated Delivery Time hhmm:am
- =

Current Schedule Delivery Date MWDD/YYYY Cyrrent Schedule Delivery Time hh:mm:am
- =

Please note, the Lading Quantity is the total amount of cartons or pallets shipped.

14



SCAC Code stands for the Standard Carrier Alpha Code. It identifies a Carrier as a four-
letter code. At the bottom of the form you will also find a Transaction Statement:
select one, the other, or both check boxes to complete the mandatory Header tab
information. Upon completing the Header tab, navigate to the Order tab.

Tare/Pack Info

1 of1| + « 4 13 b i ]

Tare/Pack Serial # Variety, Single or Multi Item per Pack

Click the plus sign under Tare/Pack Info and choose Pack or Tare and Single or
Multiple. Pack indicates carton, Tare indicates pallet. Select Single if you are putting
one SKU in your carton and Multiple if you are putting more than one SKU into the
carton.

Click the plus sign under Item Info and select the Items that will be going into the
Pack/Tare. After the Line Items source in, complete the Quantity per Carton column.

Item Info

1 of 1| H ql » T

Line # Type 1 Number 1 Type 2 Number 2 Lot Number | Shipped Qry | UOM Qty per Cart... | Item Physic... % Descri...| Serial # Dates Address
00004 [seller's Ca...][07P04-01 | Buyer's Ite... 832944 0.0 | I[ | =43 == === ===

15



If you need to send more than one pallet or carton with additional SKUs, you will need
to click the plus sign again under Tare/Pack Info and follow the same steps listed on

the previous page.

Once complete, follow the same Check process by clicking the 9 Check; button at
the bottom of the form to ensure your document has all mandatory fields filled in. Once
checked successfully, you are able to Send or Save the Advanced Ship Notice.

SPS Commerce
recommends that you
save your Advance Ship
Notice and check Shipping
Labels before sending the
document to your trading
partner.

You are required to send your shipments
with corresponding UCC-128 Shipping Labels
on the outside of the carton or pallet.
Depending on whether you Saved or Sent the
Advance Ship Notice, you may access the
Shipping Labels by navigating to your Drafts
Folder or to your Sent Folder. Click on the
orange Next Steps triangle off of the
Advance Ship Notice and select Shipping
Label.

The Shipping Labels will load in a new tab
where you have access to print them by
clicking on the printicon Q in the top

Shippinﬁ Labels

A

20)85283

right- hand corner of the page.

16



Invoice

To create an Invoice, click theorange = p .2, | triangle from either the top right-hand

corner of the Purchase Order style sheet or from the WebForms Inbox in the Next Steps
column. From the Next Steps dialogue box, select Invoice.

Working with Purchase Order
PO Acknowledgement
Advance Ship Notice
Invoice

&

Auto-Complete
Related Documents

On the form, the Invoice Number can be a unique number that you use to track the
document in your own system. Once complete, navigate to the Item tab.

Invoice

Item = Summary

Invoice Date MMDDIYYYY Invoice Number PO Number Invoice Type
02/02/2016| w | | | 18019944 -
Bill To
MName Location # Address Address 2
| |
City State  Zip Code
Ship To
Name Location # Address Address 2
MCKESSON MEDICAL-SURGIC. 004 ATLANTA PC 1005 SATELLITE BLVD.
City State  Zip Code
SUWANEE GA 30024

Payment Terms

Basis Date Disc Percent  Disc Due Date MMDD/YYYY Disc Days Due
v w

Met Due Date MMDD/YYYY  Net Days

v

Shipped Date MMWDD/YYYY

17



On the Item tab, click the plus sign at the top of the page to reveal the Line Items from
the Order. Use the Select All button to source all Items onto the Invoice.

Header Summary
dora[F][@][@]n [ »

Quantity Invoiced uom Unit Price WVendor Catalog # Buyers item # Product Description
0.0 Each 1.47 [oo%04131309 |[Bos392 | BISMATROL, SUSP 262MG/15ML 2...
0.0 Box 2.5 [oo9n4198261 |l694818 | MAPAP, TAB 325MG UD (100/BX) ...

The Summary tab contains the Invoice total. 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 selecting the type of indicator you will be including. Additionally,
you will need to include the Type, the Amount, and a brief Description.

Header | Item

Invoice Total

Allowance/Charge Information

o ofto F[[W [ ][ |[»
t

Indicator Type Amoun Method of Handling Description

Upon completing the Invoice, follow the same Check process by clicking the 9 Check
button at the bottom of the form to ensure your document has all mandatory fields
filled in. Once checked successfully, you are able to Send or Save the Invoice.

Support Center
e

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

Support Center

Get help, Give help, Share ideas.
&) SPS COMMERCE
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