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Welcome!

Welcome to the Stein Mart WebForms Reference
Guide. This reference material is intended to make
your transition to the world of web business-to-busi-
ness communication as smooth as possible.

At the completion of this document, you will have a
basic understanding of WebForms functions, capa-
bilities, and the tools needed to begin using Web-
Forms to access your EDI documents and begin trad-
ing with Stein Mart.
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What is EDI?




What is EDI?

EDI stands for electronic data interchange, it allows you, the supplier to exchange documents such

as the Advanced Ship Notice and Invoice electronically with your trading partner.

L

How will EDI help me?
-

Using EDI streamlines the connection between you and your trading partner. It makes it easy to
send and receive documents all through one web portal that works almost like a Gmail account.
This will help keep all of your orders organized and in one place. It also provides a great way to cre-
ate your own documents that you need to send without having to fax or e-mail them. Documents
can be sent and received within minutes and it gives you more flexibility to work with your trading

partner to fulfill in store, online and drop ship orders all in one easy and convenient process.
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Java
I

Java is one feature 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?

Goto 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an outdated version of Java or an overcrowded cache of temporary internet files.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

] Clear All History
Time range to clear:  Everything | <)
@ Mozilla Firefox browser g Assidtons i bocama
1. Navigate to Tools -

Browsing & Download History

2. Select Clear Recent History gfm
Select only Cookies and Cache from the list: O wabara s

3. Click Clear Now

Delete Browsing Histary e
e Internet Explorer browser T
l . N a Vl ga te to TO O lS ﬁ;:::-l:u:‘-\“ .um;:ud ::din !:d are saved for faster

' Cookles and website data
Files or databases stored on your computer by websites to save

2. Select Internet Options oo,
3. Navigate to the General tab ooty
4. Within Browsing History, click Delete St b s s s
Passwords
Select only Cookies and Cache from the list: j’i:jﬂm}{"gm:i”;
. Protection to quecl where sites might :jh:v:;n‘i:l‘\;;ﬂi:;agﬂemls
5. Clle De/ete shenit your vislt, Bnd ccepions b Do Nok Track requests.

6, CI|Ck OK Aligut dedeting bravsing history Delete | cancd |




2. Verify Version of Java

1. To check for an updated version, navigate to your Start Menu > Control Panel (Ensure that
it says “View by: Category” in the top right, if not change it from ‘Large Icons’ or ‘Small Icons’) >
Under the Programs category select ‘Uninstall a program’a Search for Java

2. First verify that your version is up to date, if not, uninstall the existing version and down-
load an updated one at

3. Also verify that you do not have more than one java program installed, as they can com-

pete.
3. Enable Java in your Internet Browser

1. In Mozilla Firefox, this can be enabled by navigating to Tools > Add-ons > Search for Java
and enable it.

2. In Internet Explorer, this can be enabled by navigating to Tools > Manage Add-ons >
Search to find Java and ensure that it is enabled.

For a video walk-through of the above, please follow these links:

Unable to Load Forms

Clearing Temporary Internet Files
Check and Update Java



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

WebForms Navigation
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WebForms Naviﬁation

News Feed

To log into your WebForms account please navigate to and use your login

credentials that were provided to your system administrator by your dedicated Analyst.

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

Analylice WebForme Fullllimart Reporting  Assortmend - Catalog EDI Teating  Carriar Poriad Ratail Univergs

& ‘Welcome, Test Accoant]  Support Center  Log Out

Trading Partner - Headline

ik 110AME  Stein Mart Advance Ship Notice (858) - Update Stein Mart Advance Ship Notice {SEE‘] - U|}Idﬂtﬂ
k
User Eal(.'.uritjl Profile ik 11D2HE  Madine Inwvaice (E10) — Updals Hongenbme 3, 2658
o 02615  Princess Aulo Advence Ship Motlce {B56) — Updata N N .
Company User Admin Attention Stein Mart Trading Partners:
Fi 26M5  Molendon Hardware = Yendor EDN Portal

e e o Plagss nofe that SPE Cammensa will ba updating the Siein Mat
FeY 00115 Zola—Vendor EDH Fortal Advance Ship Molice (858) on Wadnasday, Movermber Ath al 980 5T
= updata has baen mads 1o Sethar comely with Stein Man's EL
Support Cenbor a M5 iRobat — Vendor EDH Portal ':"Llu.;ll_l_u:l baen mark attar comply with Stein Marn's E
WIS Wasd ool & Supply & SPS Commert "
Billing Information DRfIMIS  Westarn Tool & Jupply & 3P4 Commarca | he Imeoica number wil arty sllow rumedc charactars and mey be ong

a4k Fulfillment & Assortment — Webeast o bert ehiselers
Wehblnar Tralning . e - AR

ak DAAIIS  Weslern Tool & Supply - Vendor ED| Porta you hEve any questions o cancems reganding his updale, plase
System Troubleshooting & Trea Ton Carbor — Yordor ETH o contact WahFarms Fuliilmard Suppart at 888 7308232 Option 1,1

POt

Partner Information
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Company User Admin

Company user admin is where you can enable email notifications to be sent when a document is

received Fit2Run. To navigate, click Company User Admin and then the Edit icon:

User Security Profile

Company User Admin

I P

sadupawu !

Support Center
Billing Information

Webinar Training

System Troubleshooting
Partner Information

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 e-mail that multiple users can access. It is best practice to have

at least two recipients set up to receive email notifications. Once complete click Save then Close.

Account Settings:

Display Name: Supplier Name Email Address: email@spscommer:

Enter mutiiple email addre

Form Permissions:

Choose a trading partner:  Fit2Run

Trading Partner EDI Form Permissions

Fit2Run
Purchase Order Aead Read/Write None

PO Acknowledgemant Read ReadWrite None
PO Change Read Read/Write None
Advance Ship Notice Read Read/Write None

Shipping Label Read None
Invoice Read Read/Write None

Pick List Read None

-Select a permissions action- [
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Inbox/Sent/Drafts
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Inbox/Sent/Drafts

Click on in the navigation bar to access your Inbox to view your orders.

Analytics WebForms Fulfillment Reporting Assortment - Catalog EDI Testing Carrier Portal Retail Universe

The Inbox will house all documents sent from Stein Mart and any other trading partner you are
connected with,

|
INBOX

SENT

DRAFTS

Status Y4 Sender va Receiver va Type 1D Ya Label ¥4 Date ¥4 Next Steps
5] Stein Mart M Brang Test Account Order 123456000 11/02/2015 10:25:15 CST L
5] Stein Mart M Brang Test Account Order 123456888 10/30/2015 08:11:09 CDT > .
® Stein Mart M Brang Test Account 123456888 10/30/2015 07:59:03 CDT > .
® Stein Mart M Brang Test Account Order 123456111 10/27/2015 09:22:26 CDT > -
5] Stein Mart M Brang Test Account 123456111 10/27/2015 09:17.22 CODT > -
B Stein Mart M Brang Test Account Order 123456999 10/27/2015 07:51:50 CDT |

The Sent folder will house any document you send to Stein Mart or any other trading partner. You
can check to see if your document was received by the retailer by the icon status in the status col-
umn. When a document is first sent, the font will be bold and the corresponding icon will look like
an envelope:

I . Y
& | Shipment 07

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.

o va  va VAl
B Shipment 07

The Drafts folder will house any document you SAVED that may still need additional information

added to it before it is ready to be sent.

14



Stein Mart Orders
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Stein Mart Orders
I

Purchase Order Navigation

Stein Mart will send you a Blanket Order that gives you an overview of all the items they will be
ordering for each store. Stein Mart then follows-up with a Purchase Order for every store -- you will
see a lot of Purchase Orders in your Inbox. There are a few steps you can take in order to organize

your Inbox.

Each order begins with a 6 digit PO number and the last three numbers will be the store number

that the order is associated with.

Sender Wi 1D Wik Date WA

Stein Mart 123456111 10/21/2015

To be able to tell which DC a particular order is associated with you can hover over the ID number

and a box will pop up with the order number and the DC number.

Sender WA D Wik Date wa
Stein Mart 12345611 L 10/21/2015
123456 DC 00111

16



Dynamic Folders

To create dynamic folders and sort your orders:

1. Click on Search in the right hand corner of your Inbox. This will expand the Search function.

2. Select Stein Mart from the Trading Partner drop-down menu.

3. Type the DC number into the Search by Document ID field

4. Un-check the Exact Match box.

5. Change the Documents/Page field to 100.

6. Click the blue Search button.

7. Once the results load for that particular DC location, click the blue Save button.

1

ID Exact Match Date All Today 30Days 90 Days Year Partner
888 3 | From: |8 Tor |7s] 2 Stein Mart |
Document _ Status _ Label ) Documents/Page
Select Document Select Status Select Label 100 6
5
7

Search Results

A box will pop up that allows you to name your Dynamic Folder with the DC number. Place a
check-mark in the Set as Dynamic Folder? field and click the blue Save button.

Name:
DC 00888

Set as Dynamic Folder?

17
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Advance Ship Notice - 856

To create an Advance Ship Notice, navigate to your Dynamic Folder for the particular DC you are

working with. Within that Dymamic Folder, expand your Document/Page search to 100. Please

note you can create an Advance Ship Notice with 100 orders on it for DC locations 00953 and

00954. For DC 00952 please create your Advance Ship Notice with only 50 Orders on it.

Saarch

0
HECL

Derumirit

Status
W

i

Cheatse Sowad Baarch

Exact Mabeh Date All Today 30 Days 90 Days Year PFartner
| From: ] il Stein Mart
Stadus Lahel DocwmentsPage
Salart Stahs 124831 100

Saken Dacumans

Saarch Results

wi  Sandar Th
Ehcin Mart

Sein Man
Shain Mart
Ehcin Mart
Hein Marn
Shain Mart
Stein Mart
Hein Mar
Ehcin Mart
Stein Mart
Shvin Mart
Stein Mart
Stein Mart
Eivin Mart
Stein Mart
Shein Mari

Figscmiuar
K1 Brang Test &scouml

W Brang Tesl Aazounl
W Ering Tesl Aocoiin
M Brang Test &ocound
W Brang Tesl Aaigunl
M Erang Test Aocound
M Grang Tesl Awzuuni
W Erang Teal Asigunl
M Brang lost &ocound
W Grang Tesl Scxuunl
M Eranyg Test &ocound
M Brang lest S&ocound
W Brung Tesl Aczuunl
M Erang Test Aocound
W Brang lest Aocoum
W Frang Tegl Aaaund

Onmier
(WA
Crdar
Omier
Qiniar
Cmiar
Oinger
Dirdiar
Omier
Cirdur
Cmiar
Order
Cirdur
Cimiar
Omer
Cirdar

1] i Labal

124331323 124831
124EI1515 124801
1251205 124831
128331302 124831
141G 124811
12LE515ET 124831
T2 20 12400
124551205 124831
128331372 124831
124831123 12400
12LE8515768 124831
1243311 El 124831
124831108 12q00
124551570 124831
124331140 123831
1REIESD 124831

 Reset ] Save | Search |

v Daba

A0S ST 0 COT
RS20 5 (627 0 COT
DR 0 S O 2T 08 COT
21015 08 2T 08 GO
RS20 5 (6 27 04 COT
OO A S 08 2T 04 COT
22000 CEEr g COT
QR 0 5 05 27 O COT
213056 08 2T 06 GOl
CR2 20 O O COT
OO A S 08 270G COT
ORV2 112015 DB 2T 08 OO
R 12005 O 2T 0 COT
DR a0 S 08 ETOE COT
ORV2 12016 D827 06 OO
QA A S OF 3T 06 COT

Searchv 7

Ta o Maxt

¥ ¥ ¥ ¥ ¥ ¥ ¥ .r ¥y ¥FIYTYyTITrTrrvrwrw

Support Cantar

Navigate to the bottom of the page and check the box that says Select Page. Then click on the Select an Action
drop-down and choose Auto-Complete.

Select Page

Select All Results

Document Management
Flag
Accept
Mark Read
Open
Close
Requeue
Archive
Unarchive
Un-Flag

Label Documents / Remove Labels

Document Editing
Auto-Complete | |

Auto-Complete (One Per Source)

Reply
Forward
Print Documents

Print Labels and Warehouse Documents

Download Documents

. Track UPS Shipments

Select an Action

S

= 1

=
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Select Advance Ship Notice from the new pop-up window. This will begin to Auto-Complete pro-
cess on the selected Orders. Once complete, a new screen will appear requiring additional infor-
mation for the Advance Ship Notice. Click the Additional data entry required link to to open the
Advance Ship Notice for editing. You may also navigate to your Drafts folder to locate your saved

Advance Ship Notice there.

Created 1 document(s).
Stein Mart Advance Ship Notice (New)

D Order

A 4 12 124831072 Additional data entry required

Select All Select an Action |-

1-1

Once the Advance Ship Notice loads, complete all the boxes outlined in blue. Try to create Defaults
for all of the fields that remain the same to minimize the number of fields being manually complet-
ed.

You will need to complete either the Bill of Lading field or the Carrier Pro/Tracking # field -- these
fields are either-or fields which is why they are not outlined in blue. Please note, the Lading Quan-

tity is the total amount of cartons shipped for the entire Advance Ship Notice.

) Sl Mot Aidvanas Soap Hics Pesw

Advance Bhip Notioe [Wow)
[ Hescor R

Diate SOV

Lzing Owen Labed Humbers?

Shipmert

Packaping Type Laling Ty Cross Welght dkz1 walume iCuble Frer: Bauting Ssquente Code
Cormgated Camor =

-l T Transportation Mechod| Type Equipment Descrption Code Equipment Inltial Equipment Humkber

Eill o Lacling LIPS FucdFe Shipment Trarking & MECL & Cak & Carrivr's Relerence & MR Contact Emall

Core |Eiciae] | 9 coeek | | Defaults | |5 | B 5ene | # Find a Finkl
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Once the Header tab is complete, navigate to the Order tab. All of your Orders will be under the
Order section in which you can navigate by clicking the navigation arrows. You will see the store

number and below that the items packed into each carton under Item Info.

There are two ways you can pack the cartons when auto-completing (See Defaults for more infor-

mation):
Single SKU per carton
Multiple SKUs per carton
[ X X | St Mart Sdwuancs Shap Karlen [
Adwance Ship Hotice [Mow)
Header [0
1| of 57| + #H il ¥ M ]
PC Mumber
EEEREFE]
Spoic
1 of T L3 ] [ ] 33 1]
Lading Dy
[ e DEpamment & Irsclcs Humber wenders Crder £ Erone £
A411715 A% DOaEs
Par b Infiz
N L i Ik M m
Srgle ar Mulli e per Pack
Rrgle

Landscape Label

[ L]

1 ol U] == b L | Ik W m

SElLw FAM = Ferzpear Aol lekesmal PredeerTede Mndel & 0 Caammss Sr.. Salzpsd O [ it g s St
EEDDLZDE DDE4FLDEDLDTIE E4F4DEDL DTN MECTIE H Each
Core | =l Cizar | I'\-_.-' :'!rl-_l Dielaults I_F: e B sens _| M Find a Field

Be sure to enter in the Lading Qty for each Order indicating the total number of cartons shipped for that particular
Purchase Order. Also be sure to enter the Quantity per Carton fields in the Item Info section.

Lading Qty Qty per Carton

| | [ ]

21



Once all required fields are complete, click the Check button at the bottom of the form to ensure

all mandatory fields are filled in.

@ Check Successfull

Check Successful!

L]

I
|
L

You may send your document.

oK

If you receive an error, you can click on the error and it will highlight that field on your form for you
so you know where you missed a mandatory field. Once checked successfully you can then either

Save or Send your document.

m Crder

[ Ean Errors

Click an item im the list to locate it on the Torm.
Digte MMYILAYFY Time hF:mm:zm

[Cate] is marndatory
[ 1T | —_ [Time| i sandatary

[Lad iy Qty] is mandatory

You must send one of [Bill of Lading] or TUFSFecEx Shipmant Tracsing ]
[Contact Erfail] is mandatory

|Shipped Date] 15 mandatory

[Wendar Maree] is mansatary

[#ddress] is mandatary

[City! is mandatory

[S1ate] = mandatary

i Unide] B mansdatary
Lsing Own Label Numbers? L
g [Lad iy Qiy] s rmandatory

[ty per Carwn] is randatory
O
-

PLEASE NOTE: all Advance Ship Notices need to be received no later than 11:00 am
the next business day that the product was shipped. Anything after that time will
be marked as late and a charge-back will be issued.

22



Shipping Labels
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Shipping Labels

You are required to send your shipments with a UCC-128 Shipping label on the outside of the car-

tons. To access your shipping label you can navigate to your Drafts folder or sent folder (whether

you saved or sent your ASN) and then click on the orange next steps triangle off of the ASN and

select shipping label.

”030

Test

Working withAdvance Ship Notie 07

ik Shipping Label
ese Related Documents

The labels will load in a new tab where you have

access to print them by clicking on the printicon
°

in the top right hand corner of the page.

123 Test St

Minneapolis, MN 55555

To:

STEINMART 00852

767 Douglas Hills Road
Lithia Springs, G4 30122

Vendor #:
Dept #:
Carton: 1 of 1

PO #:

FOR:

(91)00952

00952

SSCC

24
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Invoice - 810
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Invoice - 810
I

Stein Mart requires you to send one Invoice per Order. When creating the Invoice, you will want to

set Defaults for every field on the form to minimize manual entry into every form.

Navigate to the Dynamic Folder that you created earlier, check the box in the status column for 10
Orders at a time. Click the s Select an Action drop-down at the bottom of the page and choose

Auto-Complete (One per Source).

Document Management
Flag
Accept
Mark Read
Open
Close
Requeue
Archive
Unarchive
Un-Flag
Label Documents / Remove Labels

Document Editing
Auto-Complete
Auto-Complete (One Per Source)
Reply
Forward

Print Documents

Print Labels and Warehouse Documents
Download Documents
Track UPS Shipments

Select Page Select All Results  Select an Action E @ m = B 8

Once the auto-complete is finished, a quick edit screen will pop up. In the left hand column you
will see the PO numbers. Enter in the corresponding information in the blank boxes, Invoice num-
ber, weight, etc. Then at the bottom of the box you will see a drop down where you can select Save

or Send.

Created 1 document(s).
Stein Mart Invoice (New)

1D Order
a7 unknown 123456888 Additional data entry required

Select All _Select an Action )

Completing Invoices via Auto-Complete eliminates the process of having to open each Invoice indi-

vidually to manually enter in the required fields before sending the document.
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Defaults
I

You will want to create as many Defaults for your Advance Ship Notice and Invoice as you can to
minimize the amount of manual entry needed on your documents. To create a Default navigate to

your Inbox, click on Preferences in the left-hand column.

NEW DOCUMENT

General Labels Searches Columns

Stein Mart

o Advance Ship Notice (New)
> Invoice (New)

Save and Close m

28



From the loaded Defaults form, navigate to the left-hand column. Click on the plus sign next to a
folder to expand it. If you click on a word (for example, “Date”), you will see a box on the right-hand
side where you can complete that field. Do this for all fields that will contain the same information

every time you load a form.

yew Letau is: Stein Mart, Advancs 30ip Notice {Maw)

Item Repositon
¥ Advance Ship Motlcs iMaw
¥ i Header 09y 1072015 -
m Setup Lookups
Timz
Using Own Label Numbers?

" Date MMWDIYYY

3 Shipment
- Crder
PO humber
L] Stors

Descripton:
Length: B =B
EDI Intc: Segment = B5N Reterence o, =03

Activate Detaults

Save Chetk Clear All Close

If you wish to create a Default for your Advance Ship Notice so that it packs the cartons as Multi-
ple SKUs (all items in one carton), expand Store then Pack Info. Click on Single or Multiple Item
per pack. On the right there will be a drop down to choose single or multiple. If you choose single
auto-complete will pack your cartons one SKU per carton, if you select multiple auto-complete will

pack your carton as one carton with all SKUs in it.

v Pack Info

Single or Multi Item per Pack

Landscape Label

Upon completing all Defaults, check the Activate Defaults check-box at the bottom of the form
and then click Save.
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Support Center
—

The Support Center is home to a wide variety of training material including videos and answers to
common questions you may have. Itis a great resource to utilize when searching to find and ask
questions. A quick way to access the Support Centeris by clicking on the blue banner at the bot-

tom of the home screen of your WebForms account:

Analytics  WebForms Fulfillment Reporting  Assortment - Catalog EDI Testing  Carrier Portal

2 Welcome, Test Account!
News Feed

Priority Date Trading Partner — Headline
F1y 11/0215 Modine Invoice (810) -- Update

News Feed

F1y 10/28/15 Princess Auto Advance Ship Notice (856) — Update
User Securitv Profile F1y 10/26/15 McLendon Hardware -- Vendor EDI Portal
Company User Admin 1Y 10/20/15 Stein Mart Invoice (810) - Update
F1Y 09/14/15 iRobot -- Vendor EDI Portal
Support Center F1y 09/08/15 Tree Top Carrier -- Vendor EDI Portal
Billing Information F1y 09/07/15 Toro Company -- Approved SCAC Code List

R o 09/03/15 The Sportsman's Guide Inventory Advice (846) --
Webinar Training ah Update

Suppo

Get help, Give,

Label Stock & Print
Shipped TOYOU | mmcm & SPS COMMERCE

System Troubleshooting

Partner Information

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

CATEGORIES ABOUT Signin - Register

Conversations

ARTICLES QUESTIONS IDEAS. PROBLEMS PRAISE ANNOUNCEMENTS
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