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WebForms

Welcome
Welcome to the WebForms Fulfillment 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 WebForms to access your EDI Documents.

Please watch the WebForms Navigation and Features training video for additional training.

Please review all the information before you begin. If at any point you have questions, contact
Customer Support.

WebForms
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EDI Basics

EDI is a standard electronic format for business data exchange between organizations. There are
many EDI documents, some of the most common documents for your business are listed
below. The links below will open training videos for the respective document.

EDI Document Description
Document
850 Purchase Order - a retailer sends a PO to a supplier to order

an item from that supplier.

855 Purchase Order Acknowledgment - a supplier sends a PO
Acknowledgment to accept, change, or reject the PO from
the retailer.

860 Purchase Order Change - a retailer sends a PO Change to a

supplier to change a previously sent Purchase Order.

865 Purchase Order Change Acknowledgement - a supplier
sends a PO Change Acknowledgement to accept or reject a
PO Change.

856 Advance Ship Notice - a supplier sends a shipping notice

once items have shipped.

810 Invoice - a supplier sends an Invoice to the retailer once the
requested shipment has been sent.

846 Inventory Advice - a supplier sends Inventory Advice to
inform your trading partner of your available inventories.

997 Functional Acknowledgement - a Functional
Acknowledgment confirms that the trading partner has
received the document. It does not confirm anything more
than the receipt of the document. This document is not visible
to vendors in WebForms.
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What is WebForms?

WebForms is a service that enables non-EDI capable businesses to use a standard web browser
to exchange electronic documents with trading partners over the Internet.

WebForms is a simple web site, allowing you to input the information necessary to trade
electronically with your business partner. The information that you provide is translated into an
Electronic Data Interchange (EDI) format and then sends it to your business partner. WebForms
allows trading partners to use online forms to send and receive data for documents such as
purchase orders and invoices.

WebForms utilizes XML and Java technology to generate forms directly from a database,
checking against business rules prior to transmission to ensure data integrity. This e-commerce
technology increases accessibility and ease of use for non-technical personnel - all without the
purchase of a software application!

Minimum Requirements

Operating System: Windows 7, Windows 8, or Mac 10.6 (or greater)
Processor: 1.5 Ghz Intel Pentium IV (or equivalent)

RAM: 2 GB RAM

Internet Connection: Broadband (DSL/Cable)

Internet Browser: |E 10 or greater; Mozilla Firefox 16.0.2 or greater
Java: JRE 8 or greater

A laser or thermal printer is required for printing barcode labels and WebForms documents

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.



SPS COMMERCE

WebForms Icon Guide

Below is a list of icons used in WebForms. Use this guide as a tool to help you understand the

meaning of each icon.

Accept - This icon applies only to PO
changes

EArchive Document

v Auto-Complete

L] Delete

B Document read/acknowledged

Document Error/Failure

@Download Document

£ Edit or Work with this Document

i FedEx Shipping Label

™ Flag a document
& Mark as Read

¥ page Forward
< Page Backward

P Next steps in the document process

i} New/Unread document/unacknowledged
l:-'Print

I|I-':ﬂﬂ'Print Pick List/Warehouse Documents
B'Print Shipping Labels

UPSPrint UPS Labels
£ Print Packing Slip

®Reject - This icon applies only to PO
changes

*:Related Documents
¢ Resend Document

° Send
¥ 4 Sort/Ascending/Descending

B Template
& void UPS Shipment

WebForms

© Copyright SPS Commerce, Inc. All rights reserved.



SPS COMMERCE

WebForms Navigation Bar Buttons

The navigation bar allows you to move quickly between different WebForms functions and

features.

INBOX
SENT
DRAFTS

NEW DOCUMENT
PREFERENCES

ORDERS

._____________________________________________|
Support Center Log Out

The six buttons of the navigation bar are defined as follows:

Inbox - contains inbound documents sent from your trading partner(s)

Sent - contains copies of outbound documents that have been sent to your trading partner(s)
Drafts - contains documents that have been saved

New Document - assists you to send return documents

Preferences - edit several default settings and access the Item Master

Dynamic Folders - these are quickly accessible saved searches.

Search - provides a window to search for documents

WebForms
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WebForms Inbox

All incoming documents are stored in the Inbox. Unread documents are displayed in bold.
Documents that have been viewed are displayed in a non-bold font. Documents displaying the

%,

iy f
¥ icon are unread. Documents displaying the = icon have been viewed.

Please watch the WebForms Navigation and Features training video for additional training.

The Inbox is organized into rows and columns. Rows include individual document records.
Columns provide document information. Use the arrows to sort by column. See Sorting for more
details.

NOTE: To view or hide columns, see Preferences.

Search by Document ID — type in a document ID to search for a specific document. Click the E
magnifying glass or hit the Enter key to perform the search.

Definitions:

Status - Indicates the place of the document within the work cycle, such as Read, Unread, or
Errored; sort arrows k&4 allow for viewing documents by Status

Sender - The name of the trading partner that has sent the document; sort arrows EFY allow for
viewing documents by trading partner

Type - Indicates the kind of document that is being viewed, such as purchase order or product
forecast

ID - A unique number that has been assigned to the document; sort arrows ¥ allow for viewing
documents by ID number

NOTE: Should your trading partner use additional identification information that cannot
be entirely displayed, such as a release number, that additional identification
information can be displayed by using the mouse to "hover over" a particular ID.
Should additional identification information be present, a small dialogue display
window will appear as long as your cursor is over it.

Label - A user-created label used to identify or mark documents. See Labeling Documents for
more details.

WebForms
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Date - Date and timestamp of when the document posted to your site; sort arrows allow for
viewing documents by date

Next Steps - Allows for viewing a list of return documents to be completed for that particular
document and trading partner

Use the toolbar at the bottom of the window to perform the following actions:

= Print the selected document(s)
IHPrint labels and warehouse documents
™ Flag the selected document(s)

=] Archive the selected document(s)
Accept a PO Change

& Mark the selected document(s) as read

[~ Select Page | Select an Action Yl amma R 8

To Open a Document

. . \ = .
1. Click on either the *" icon or “= icon under the Status column and the

correlating document from that row will open in a secondary window.
or

2. Inthe Sender column, click on the trading partner name for the document that
you want to open. The correlating document from that row will open in a

secondary window.
To Perform an Action on Multiple Documents at One Time

1. Place a check mark in the box in the Status column of the document(s) that

you want to view.

[~ Select Page |Select an Action =l

WebForms
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2. Choose an option from the Select an Action pick-list in the lower-left of the

window (below the Status column). Learn more about the Select an Action

menu in this training video.

I - | :
‘Select an on
r D Document Management
Flag
" D Accept
r D IMark Read
Cpen
— D Close
Archive
" D Un-Flag
r :.'# Label Documents / Remove Labels
Document Editing
r D Auto-Complete
Auto-Complete (One Per Source)
r @ Reply
A Forward
Print Documents
r D Print Labelz and Warehouse Documents
Download Documents
[ D Track UPS Shipments |
I SelectPage |Select an Action |

NOTE: To use the Select an Action menu on multiple documents, each document must be on
the same screen. Please see the Documents Per Page or the Search sections of this
manual for more information on how to have all desired documents on the same screen.

Archive Documents

Archiving documents removes them from your inbox.
Learn how to archive a document by viewing this training video.

1. Select the document(s) you wish to archive.

2. Click the Archive =] button on the bottom tool bar.

[~ SelectPage | Select an Action > & |"'E'I b2

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.


https://supportcenter.spscommerce.com/spscommerce/topics/video_advanced_features_select_an_action
https://supportcenter.spscommerce.com/spscommerce/topics/video-document-archiving

SPS COMMERCE

3. You may also use the Select an Action drop-down menu and click Archive.

L Selectan Action
A Document Manageameant
Flag
r B Accept
r B Mark Read
Open
re =
re
r % Label Documents / Remove Labels
Document Editing
[ E] Auto-Complete
Auto-Complete (One Per Source)
F B Forward
Print Documents
r B Print Labels and Warehouse Documents
Downlead Documents
r B Track UPS Shipments |
[~ Select Page |Selectan Action |

RELATED: Unarchive a document

Sorting

Each column has two arrows next to the column title. Use these arrows to sort by that column.

1. Click the down arrow to sort ascending by name.

Status Ta Sender Fa T

2. Click the up arrow to sort descending by name.
Status Ti Sender &

Sorting Documents

Open documents have sorting options as well. Any open document may be sorted by any
columns with sorting arrows £¥ next to it. This sort feature allows you to sort by any column
within a document.

NOTE: This feature may not be available to users with a custom style sheet.

& SHU AW FEHDE'R PN UPC/CTIN 4% DESCRIPTION LIP

WebForms
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You may now sort your order information by any of the columns with the £¥ arrows next to it.
Click on the up & arrow to sort ascending, and the down ¥ arrow to sort descending.

Alternate Store View

This option lists a line item by store location. In this view there is only one store per line.

Alternate Store View I-

‘\ This option switches to a new view which
gives each store its own line.

PURCHASE ORDER (NEW)
B o B

Order #:
Release #:

PO Type: Reorder Original
Cnnbrart #:

NOTE: This feature may not be available to users with a custom style sheet.

VENDOR DESCRIPTION LINE ITEM UNIT COST/ RETAIL ITEM
LINE 4F SKU &F PN 4y UPC/GTIN av COMMENTS i STORE & QTY AV PRICE v UM 1oral av
7 Ttem Detail: Description 7 ) 6 Unit Price: Each

Resale (Retail Price):

Buyer Color:#
o ci

Quoted
All these items are being
10 (B . 12 Unit Price: Each
shipped to store #17. Resale (Retail Price):

DUyET SUToTs

Buyer Size:NSIZE z Quoted
Item's Case Pack:1 /
4 Item Detail: Description 30 ) i ™ Unit Price: Each
Resale [Retail Price):
Buyer Color:
Buyer Size:NSIZE / Quoted
- P 1
c The blank field indicates N . o
that the item is for the store o R=t All these items are being
- - - p—
numberdesignated inthe shippedto store #30.
previous field. —
15 S2C 53378 886798532 [ Unit Price: l|Each
13282471 Resale [Retail Price):
Buyer Color:Lavender
Buyer Size:NSIZE Quoted
Item's Case Pack:1

WebForms
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Labeling Documents
Add document labels as desired to add specific user-driven detail to documents. Labels may be
up to 25 characters long.

NOTE: See Search for information on searching by label.

To edit a single document label, view this training video, or follow the instructions below:
1. Move the mouse cursor over the Label field.

Label Ta Date

Jul24, 2012 9:30:23 Al

Nov 13, 2012 1:38:41 F

\ Eoh 4 047 7-99.93 Pl
Click to label this dummentE

eb 4, 39:0F P

Nov 30, 2012 10:53:56

2. Click in this field to open the label text box.

Label
Jul 2
I ]«:w
LE1l=y FE‘b
Priori i
. | Feb:
{ =hip teday ;
=hip tomorrow Now
ship wednesday —| Mar
Simple ASH = || Mar:

3. Type the desired label name. If the name already exists, it will appear below the
text box. Click it to use the existing label name. Click the X to delete the label.

Label i
J
te I
Test | F
E
WebForms
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To edit the label for multiple documents at once:

1. Select the desired documents by checking the status box for each desired

document.

2. Click the Select an Action menu at the bottom of the screen.

3. Click on Label Documents / Remove Labels menu item. Learn more about
the Select an Action menu in this training video.

L =
r @
r B
r B
r B
r B
r <
~ B
V[
F B
r B
r B

[T select Page

Select an Action
Document Management

Flag

Accept

Mark Read

Open

Close

Archive

Label Documents / Remove Labels
g ey i diIv]
Auto-Complete
Auto-Complete (One Per Source)
Reply
Forward
Print Documents
Print Labels and Warehouse Documents
Download Documents
Track UPS Shipments

Select an Action

-

4. The Label Documents / Remove Labels window will appear.

Label Doecuments / Remove Labels

What would you like to do?

5

Enter Label

Label All Selected Documents

WebForms

© Copyright SPS Commerce, Inc. All rights reserved.

14


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

SPS COMMERCE 15

5. If the all the documents are already labeled, the Remove Labels on Selected
Documents option will appear in the window, as shown below.

Label Documents / Remove Labels ?

What would you like to do?

0

Label All Selected Documents
" Only Label Documents Without a Label
r

Remove Labels on Selected Documents

Enter Label

ot e

6. If some of the documents are labeled and some unlabeled, the Only Label
Documents Without a Label option will appear in the window, as shown
below.

Label Documents / Remove Labels ?

What would you like to do?

(# Label All 5elected Documents
"  Only Label Documents Without a Label
r

Remove Labels on Selected Documents

Enter Label

|
=3

7. Type in the label name and click Continue to save the label name, or Cancel to
cancel the label change.

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.



SPS COMMERCE 16

Next Steps

Next Steps > provides a list of all available return documents that can be generated from the
source document as determined by your trading partner business rules. These are generally
listed in the order they would be required by your trading partners in their business rules.

Click on the Next Steps icon ¥ for the document that you will be working with. For additional
information, refer to the Completing Return Documents section later in this reference guide.

Here is a list of commonly required documents that you may see available in your next steps
options:

Purchase Order Acknowledgement (POA) - While the required content may vary, this
document allows you to communicate any changes you require to be able to ship this order
such as an update to the quantity you have available or your actual expected ship date.
Some retailers may require this document even if no changes are required.

Advanced Ship Notice (ASN) - This document is delivered prior to your shipment receiving its
destination point. The ASN typically communicates the content of each box or pallet, the
tracking number or bill of lading, the delivery method, and expected ship arrival date. Please
consult your trading partner's vendor compliance material for further information regarding
this document.

Invoice (INV) - Like its paper counterpart the invoice indicates the monetary amount your trading
partner owes for a given order in accordance with your agreed payment terms. Automating
this process allows your trading partner to more quickly deliver your payment.

Click on the Next Steps icon ¥ on the far right end of the row containing your purchase order or
in the upper right-hand corner of your opened purchase order.

See the sections for Auto Complete and New Document for advanced tools that can be used to
generate return documents.

NOTE: Please close all new windows once you are finished in the window.

WebForms
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Completing Return Documents

The data entry applet opens for the selected document. This applet includes the following three
windows. Complete the document fields outlined in blue. These are the required fields.
Significant buttons and options are defined in the following step.

Contact Customer Support with questions regarding specific data entry fields.

Advance Ship Notice (SPO)

Header | Order i

Date Mibiddiyyyy  Time hhimm:am

paiizizniz | x|[finisan =

Shipment

ID Code Gual Id Code Shigmenk Method

=T I |

Bill of Lading

Shipped Date wbtiddAnyy
-

Ship From

“wendor Mame Location ID

Address Address City State Zip Code
| I | I I I ]
Ship To
Name Lacation ID
Address Address City State  7ip Code
| | | I I ]
I one dose | Pcheck | pefaus | sve || Qs | 3 Find 2 Field

Please note that the tab names (Header, Select PO, and Summary) may vary based on your
trading partners.

You may type in fields with drop-down menus and the field will auto-fill for you.

Significant buttons and options of the data entry applet include:

Done
Closes the original document so that no subsequent return documents may be created
unless the document is re-opened. This will remove the document from the New Documents
menu.

Close
Closes the document without saving changes (unless the document was saved prior to
closing).

WebForms
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Check
Verifies that all mandatory fields have been completed.

Defaults

Opens the defaults window. NOTE: Setting defaults from the data entry applet does not set
defaults for the open document-only subsequent documents.

Save
Saves the document to the Drafts folder. After you click save, a window will appear stating
the save was successful. If the document in progress is a shipment, you will be able to
preview the shipping label.

'Y Document Save Succes x| A Document Save Succes x|
A draft of this document has been stored. A draft of this document has been stored.

View Shipping Label

Send
Sends the document to the specified trading partner and moves this document to the Sent
folder.

Find a Field
Searches for a particular field name or EDI segment using the search window below; search
options include Name and EDI.

B x|

Erter information below to search Far fields in the Farm:

[ Mame (For example: Address I

[~ EDI ifor example: BEGOL) I

Fimd | Shio &l Zancel

To complete the Find a Field window:

1. Select either the Name, EDI, or both check-boxes.
2. Complete entry of the Name and/or EDI fields.

WebForms
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3. Select the appropriate button.

Search
Searches for results that match the criteria specified in the Name and EDI
fields, displaying the results one field at a time

Show All
Searches for results that match the criteria specified in the Name and EDI
fields, displaying a list that contains all the fields matching the criteria

Cancel
Ends the search and returns to the data entry applet

4. Once you have completed data entry, click on the Check button at the
bottom of the document to verify that all required fields are populated.

5. You may either Save then Close to save the document as a draft.

6. Click Send to return the document and exit the applet.

NOTE: Please close all new windows once you are finished in the window.

Printing From WebForms

Whether you want to print a WebForms document or you need to print bar code labels, printing
from WebForms is simple and convenient. When printing a document, you can either print from
an open document or directly from the Inbox. For printing bar code labels or warehouse
documents, print either from the Shipping Labels option from the Next Steps menu, Saved
document(s), or the Next Steps of Sent documents to your Sent folder.

Important note for Firefox users

WebForms
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These options are explained more in depth in the following examples:

Printing From an Open Document

20

1. Click on the Print icon*™* of an open document. This option is only available for
a document that is already open.

Bl B & v » |

Requested Delivery Date:

11/17/2012

ate:

Cancel Date:

Shipping Window:

Department #:

2. The Print window displays. Select the appropriate options and click the Print

button.
Printing From the Inbox

1. Place a check mark in the box under the Status column for the document that

you want to print.

2. Select the Print Documents option from the Select an Action pick-list in the
lower-left of the window (below the Status column). Learn more about the

Select an Action menu in this training video.

e Selectan Action
A Document Manageameant
Flag
r D Accept
r D Mark Read
Open
r & Close
Archive
r D Un-Flag
r 4# Label Documents / Remove Labels
Document Editing
v D Auto-Complete
Auto-Complete (One Per Source)
F D , [ AR 1
:Print Documents
I_ D d ke d d
Downlead Documents
r D Track UPS Shipments |
[~ Select Page |Selectan Action |
WebForms

© Copyright SPS Commerce, Inc. All rights reserved.


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

SPS COMMERCE

21

3. The Print window displays. Select the appropriate options and click the Print

button.

Printing Barcode Labels

Some trading partners require that you use the UCC-128 bar code labels on your shipments. For
best results, you will want to use a laser or thermal printer to print your labels from your

WebForms site. After you have saved or submitted your shipping notice, follow the steps below to
print the UCC-128 bar code labels.

Bar code labels can be printed as many times as needed. You can print bar code labels from
saved or a submitted ship notices. Saved documents are found in the Drafts folder. Submitted
documents are found in the Sent folder. Select the ASN(s) to be used for the labels.

NOTE:

NOTE:

If any changes are made change any cartons on the ASN, the entire sequence of
barcode labels needs to be re-printed not just the label relating to the affected
carton, because the barcode sequence will no longer match the original set.

It is recommended that you print your bar code labels before submitting your ASN
to your trading partner. This will allow you the opportunity to correct any errors
you might encounter while packing your shipment.

Click on the Next Steps icon ® for that document.

Click on the Shipping Label icon

[&s Shipping Label

or Shipping Label.

The Label Print screen will appear, similar to the one below.

g Did you know that you can purchase UCC-128 label stock for use with WebForms through www.sp

to buy UCC-128 Label Stock

UPC /RN #; SO0 EEp s
SHU #: §IrEn

Wendor Part 5 7052
Carton Quantity: 12

UPC | EAN & SR T T
SHU r: P

Vendos Part &1 7123

Carton Quantity: 4

BELC

ARL A REARGEA ARAASL S SS &

FECC

AL A AEA

Ship From: Ship To: Ship Fioan: PBrint
Companny il K Comparmy -
S Hh S B B e IS RS Haxd Page
Minneapolis, MN 12345 e be e e Manneapolis, MM 12345
Ship Te Podal Cade Ship Ta Pofal Code Page 1 of 2
(420) 341044208 carrier: UPSS (420) 341044206
| B/L Number: 123456 ® Laser
Humber of Cartons: 1 of § Tharmal

Contents: Contents:
PO Huriber: G14123.00 PO Mumber: 614123.00 Ranqge o Display:

1-8

a. Select the printer type (Laser or Thermal).

WebForms
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For Thermal Printers:

Please refer to the Thermal Printing Guide on the Portal, and skip to step 10 below.
For Laser Printers:

Change the paper size to Legal if printing to a laser printer. Set Orientation to Portrait.

a. If you need to print a specific label, you will want to indicate which
label or labels to display in your Range to Display field. Type in
the number or numbers of the labels you would like to print (1-4 or
1, 3, 4).

b. View additional pages by clicking Next Page.
c. Print labels by clicking Print.
Printing Warehouse Documents

Warehouse documents, or pick lists, may be viewed and printed via the Select an Action
menu, Next Steps, or from within the document.

Select the document and then click on Print Labels and Warehouse Documents in
the Select an Action drop-down menu. Learn more about the Select an Action menu

in this training video.

1 feves e s e
= Select an Action
- D Document Management
Flag
r D Accept
r D Mark Read
COpen
r D Close
Archive
r D Un-Flag
r * Label Documents / Remove Labels
Document Editing
F B Auto-Complete
Auto-Complete (One Per Source)
F B Reply
F B Forward
r B {Print Labels and Warehouse Documents
Uownload Documents
r D Track UPS Shipments
[~ Select Page |Selectan Action |

Click on the Next Steps icon ¥ for that document. Then select Pick List from the Next
Steps menu.

e Pick List

WebForms
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or

Click on the Pick List mﬁ button from within the PO.

a@® & v » |

Regquested Delivery Date:

11/17/2012

ate: Cancel Date:

Shipping Window:

Department #:

The Pick List will appear. Click the Print = button to print the Pick List.

Date

Friday, March 01, 2013 10:13:06 AM

[Trading Partner [Order Number |
|4440014 |
LINE  yENDOR PART UPC CASE Qry
ssqu;:ucs DORY upC/EAN av GTIN av JPCCAE  parTnuMBER av PART DESCRIPTIONS 4% Qv av uvom AT
T
: = = T ] = o e |
| - - -
WebForms

© Copyright SPS Commerce, Inc. All rights reserved.



24

SPS COMMERCE

Important note for Firefox users:

When printing from the Firefox web browser, you must change the Print Frames selection in the
Print window. By default the setting is 'The selected frame' but you must change this to 'Each
frame separately.’

it 2| x|

— Printer

Hame: [ j Properties. .. |

Status: Feady
Type: NN W R N N

Where B eas eEeE CSE—
Cormment: SN - I W [ Print to file

— Print range — Copiez
o Al Murber of copies: 1 =
" Pages frar;: |1 ED:I'I
¥ Caollate
€ Selection
~ Print Frames I

Change from "the selected frame” to
"each frame separately".

Az laid out on the screen

= The zelected frame

WebForms
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Drafts

WebForms will allow you to save unsent documents in the Drafts folder. You can easily initiate
documents and retrieve them at a later date for completion. Look for the Save button at the
bottom of each document to save your work.

To View a Document Draft:

1. Click the Drafts button in the navigation bar at the top of the window.

INBOX
SENT
DRAFTS

NEW DOCUMENT

PREFERENCES

2. Click on the ™ icon or trading partner name to open a document.
3. Use the bottom tool bar to perform the following actions:

[~ Select Page | Select an Action ;l o g

i
&= Print the selected document(s)

B Print labels and warehouse documents

- Flag the selected document(s)

& Delete the selected document(s)

N
v Send the selected document(s)

NOTE: Deleted draft documents may not be recovered.

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.



26

SPS COMMERCE

Sent

Documents you send are moved to the Sent folder. You may requeue documents from the Sent
folder. If you subscribe to UPS Carrier Integration services, you may view tracking information
from the Sent folder.

Documents not shown in your Sent folder may have been removed from your view in accordance
with your monthly mailbox settings. These documents can still be found using the Search feature
for up to 12 months after the original PO date. Documents will automatically be archived after a
period of 12 months. See the Preferences section of this guide for instructions to change the
default Months in Mailbox setting.

Use the bottom tool bar to perform the following actions:

[~ Select Page | Select an Action ~| @ m

.
#= Print the selected document(s)

B Print labels and warehouse documents
™ Flag the selected document(s)

= Archive the selected document(s)
Learn more about the Select an Action menu in this training video.

NOTE: Sent documents may be deleted from the Sent folder, but deleting sent documents will not
affect their delivery. Use the Search feature to recover deleted documents.

WebForms
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Requeue Documents

You may requeue documents from the Sent folder if it is necessary to re-send documents to a
trading partner.

1. Select the document(s) to requeue.

@ Select an Action
Document Management
r D Flag
- Open
C B
LrChnce
r D Un-Flag
r |T_?'| Label Documents / Remove Labels
Document Editing
r D Auto-Complete
Auto-Complete (One Per Source)
r @ Reply
F B Forward
Print Documents
= D Print Labels and Warehouse Documents
Download Documents
9
[ Track UPS Shipments |
Select P, Select an Action -
I age

2. The Document Action Results window will appear with the results. The top of the window
shows if the requeue was successful or if it failed.

Document Action Results - Requeue ?

% Successful: 2 B Failed: 0 @ Mo Action: 0 Show All: 2

Click a section above to filter the document action results.

Sender Receiver Type 1]
[ Y] Shipment 13025
[ Y] Shipment 13028
WebForms
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UPS Carrier Integration

You may view tracking information using the Track UPS Shipments action in the Select an
Action drop-down menu.

1. Select a shipment, or shipments, in the Sent folder.

2. Click the Select an Action drop-down menu and click on Track UPS Shipments. Learn
more about the Select an Action menu in this training video.

r B Select an Action
Document Management
ag
r
Close
r @& Regueue
Archive
r D Un-Flag
r D Label Documents / Remove Labels
Document Editing
C D Auto-Complete
Auto-Complete (One Per Source)
r @
Reply
~ B Forward
Print Documents
I D Print Labels and Warehouse Documents
Downlead Documents
7
r Track UPS Shipments
[ Select Page | Select an Action -

3. The UPS Order Tracking window will appear.

4. Click the tracking number to view the UPS Shipment Tracking Summary.

|

UPS Order Tracking

Document Shipment Tracking Humber

13028
By using this tool, | agree to these [kUEEUURED T E

NOTE: Click Terms and Conditions if you wish to view the UPS terms and Conditions.

WebForms
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5. The UPS Shipment Tracking Summary will appear.

UPS Shipment Tracking Summary ?
Ta see a detailed report, please select the Details button.

Tracking Humber Status
Delivered On:2013-03-01
Delivered To:KANSAS CTY MO64112

us
Service Type: GROUND

Success

Tracking results provided by WebFarms via UPS.

By using this tool, | agree to these [kalEEIIRRTITE]

6. Click Details to view the UPS Shipment Tracking Detail.

UPS Shipment Tracking Detail ?

Tracking Humber Status Delivery Information
SUCCess Delivered On:
Shipped or Billed On: 2013-03-01
Delivered To: US
Signed By:
Service Type: GROUND

Date & Time Location Activity
2013-03-01 14:51:23 us BILLING INFORMATION RECENED

Tracking results provided by WebForms via UPS.

By using this tool, | agree to these [REEELRELLITLE]

WebForms
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New Document

The New Document option allows you to generate return documents by displaying a list of open
POs for a specified trading partner and document type. If there is no related document for your
order, for example a vendor-managed inventory requires a Free Form Document.

1. To access the New Document window click New Document the button in the
navigation bar on the left.

INBOX
SENT
DRAFTS

NEW DOCUMENT

PREFERENCES

2. Select the desired trading partner from the drop-down list at the top of the
window.

Trading Partner

Cancel
R |
Send Name Defaults
g Advance Ship Notice - P&P - Free-Form
¢ Invoice - FF
& Product Activity
g Routing Request
(g Price Information
¢ Item Maintenance ®

3. Open documents will display once a trading partner has been selected. The
window includes three columns: Send, Name, and Defaults.

4. Click the arrow in the Send column, or click on the Name, next to the document
type you wish to complete and send. The following window will open, allowing
you to select the open source documents to be included. Refer to the section
on Auto-Complete for additional information on using the Auto-complete option

NOTE: This list contains all open purchase orders. If you do not close your orders
through the Select an Action menu or by clicking Done when completing a
return document, POs that have already been acknowledged, invoiced, or
shipped will appear in this list.
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Send ?
Trading Partner
Cancel
I =l
Status Yi  Type ] ¥a Label ¥u Date Ya
CB Order NN0S123 Oct 29, 2012 5:04:53 PM
e Order QJ23439 Oct 10, 2012 1:44:10 PM
CR Order QJ08359 Oct 10, 2012 1:44:10 P
(ml=] Order Q104301 Oct 10, 2012 1:44:09 P
C B Order Q31704 Oct 10, 2012 1:44:08 P
re Order NN0BSTE Jul 20, 2012 10:40:22 AW
R~ Order LL22796 Feb 2, 2012 11:15:47 AM
e Order GG54441 Dec 2, 2011 1:00:38 PM
CR Order GJ35145 Now 23, 2011 11:17:53 AM
| [~ SelectAll [ KeepOpen [ AutoComplete |

5. Check the box in the Status column to select the source document(s). If you
wish to Auto-Complete the selected document(s) put a check in the box in the
bottom right-hand corner. See the WebForms Auto-Complete section for details
regarding the auto-complete function.

6. Click Reply. The following message displays.

0 Completing Documents ..

You may wait and edit the created documents or work
with them in the Drafts mailbox at any time.

[fyou need assistance, contact support.

Close

NOTE: Setting Defaults allows you to pre-populate specific document data entry fields,
eliminating the need for you to enter repetitive data. For example, if you always
ship from the same address, you can set a default so that when that particular
document is accessed, the Ship From address is pre-populated. Refer to the
Setting Defaults section for additional details on working with defaults.

7. If you checked the Auto-Complete box, the Quick-Edit screen may appear if
there are fewer than ten fields to complete in a document.

WebForms
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8. If you did not select Auto-Complete, the data entry applet will now open for
Completing Return Documents. The data entry applet will also appear if there
are more than ten fields to complete in a document.

Creating a Free Form Document

Not all business models follow the traditional document exchange of purchase order, purchase
order acknowledgment, then ASN and Invoice. For example, in some relationships a vendor
replenishes the inventory of their product by making periodic stops and then invoices for the
guantity they delivered. In this scenario the vendor does not have an original document from
which to generate a return document. This is when a "Free Form" return document must be
generated.

View this training video to learn how to create a Free Form document.

NOTE: Not all retailers permit this document type and if a source document was received
it must be used in lieu of the free form option.

If a free form option is available it will be listed in the list of documents available by trading partner
in the New Document tab.

1. Click on the Next Steps #icon to the left of the free form document you would
like to create.

2. As shown in the Completing Return Documents section, the Java applet will
open and you will be presented with a blank form. Again all fields outlined in
blue are mandatory.

3. Complete all mandatory fields, click on Check.
4. Click on Save or Send.

NOTE: This applet for the free form documents has an additional option at the bottom for
Save as Template. Saving as a template allows you to work from that saved
point to complete subsequent documents until the template is deleted. The
template can be found in your Drafts box and will be shown with an icon
indicating that it is a template. To work with the template simply click on Next
Steps and select Edit. If you send from a template the template will remain in
your Drafts box and the individual document will go to your Sent folder.
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To Close Completed Orders

Closing completed orders will close the document to further processing. Close does not delete.
Closed documents can be found using Search.

1. You may close an order while creating return documents by checking the Done
box on the Summary screen. Please see Completing Return Documents for
more details.

Place a check mark in the box under the Status column.

Select the Close option in the Select an Action pick-list in the lower-left of the
window (below the Status column). Learn more about the Select an Action

menu in this training video.

e Select an Action
I D Document Management
Flag
r D Accept
Mark Read
I_ D [lan
r D ............................................................................................................
rchve
r D Un-Flag
r D Label Documents / Remove Labels
Document Editing
C D Auto-Complete
Auto-Complete (One Per Source)
F B Forward
Print Documents
3 D Print Labels and Warehouse Documents
Downlead Documents
r D Track UPS Shipments
[~ Select Page |Selectan Action |
WebForms
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Search

The Search window will display a query (search) window. There are five search options — Date,
Document, ID, Partner, and Status. You may select one or multiple options for your search

criteria.

Learn more about the available search options in this training video.

] [ Exact Match Date All Today 30Days 90Days Year Partner

[Search byDocumentD | From: [1/30/2013  |73]  To: [2/28/2013 |75 [Select Partner |+
Document Status Label Documents/Page

[Select Document |v [selectstatus |'w [selectLabal lv [20 |w m

Search Results

1. Click the Search button in the navigation bar at the top of the window to access the

Search window.

upport Center Log Out

Search p» 7

¥4  Hext Steps
[ 3

2. To search by a specific option place a check-mark the appropriate check-box for the
filter or filters to be used.

Search options include:

ID: Enter the ID # of the document (invoice #, PO#). If searching for multiple IDs, separate
the IDs using a comma.

NOTE: The Exact Match check-box to search by a specific ID # is checked by default.
Uncheck the box if you are using a partial ID.
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Date: Enter dates in both the From and the To fields.
All - Click this to clear the date filter and search without any date parameters.
Today - Click this to set the From and To date filters to today’s date.

30 Days - Click this to set the From date filter to the past 30 days and the To date
filter to today's date.

90 Days - Click this to set the From date filter to 90 days ago and the To date filter
to today's date.

Year - Click this to set the From date filter to 1 year ago and the To date filter to
today's date.

Partner: Highlight the name of the trading partner in the box.

Document: Highlight (click on) the name of the specific document from those listed in the
text box.

Status: Allows you to easily search for documents by their current status on your site - e.g.
Flagged, Read, Accepted, etc.

Label: Search by document label. The label field is a user defined field.

Documents/Page: This sets the number of documents per page for the results screen.
NOTE: In the drop-down lists (Document, Partner, and Status) multiple criteria can be selected
by using the Ctrl or Shift keys.

1. Click off the menu or hit the enter key to set the search parameter and clear the
menu.
Once the search criteria have been specified, click on the Search button.

Documents that match the search criteria are displayed in the Search Results
window — as shown below. Click the Search button if you would like to refine
your search results or complete another search. The criteria that were selected
for the previous search will be retained upon returning to the Search window.

m Choose Saved Search - Search¥ ?
] [V Exact Match Date All Today 30Days 90Days Year Partner
From: [03(27/2013 |75 To: (/2862013 |7 [Select Partner \

Document Status Label Documents/Page R " Search

[elect Document |w [select Status v [select Label | m

Search Results

Status Ta Sender Ya Receiver Y4  Type D Ta Label Ta Date Ta Hext Steps
rB Order 107328-00 Mar 28, 2013 [N
re Change 107328-00 Mar 28, 2013 »

r = 107326-00 Mar 28, 2013 | N

r = Shipment 13193 Mar 27, 2013 > B

NOTE: To save the search filter settings, see Save Search.

4. To open the document, click on either the document status icon, the Originator
name, Sender, Receiver name, ID, or Date. The document opens for review.
You can close the document and return to the Searchbox or Search windows.
You can also leave the document open and return to the Searchbox or Search
windows to locate other documents. Multiple documents can be opened during
the same login.
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5. At the bottom of the Search window is the Select All Results checkbox. This box allows
you to Select an Action for results on all pages. Learn more about the Select an Action

menu in this training video.

[~ SelectPage | SelectAll Results | Select an Action x| &R

Use the blue icons to perform the following actions:

= Print the selected document(s)

W Print labels and warehouse documents
. Flag the selected document(s)

= Archive the selected document(s)
Accept a PO Change

& Mark the selected document(s) as read

NOTE: There are some limitations on the number of documents that any Action may
perform. If you attempt an action on a document that exceeds the limit, you will receive
an error message.

Action Limit
Print Documents 200
Print Labels and Warehouse Documents 200
Reply 200
Forward 200
Download Documents 200
Auto-Complete 2,000
Auto-Complete (One Per Source) 2,000
Mark Read 3,000
Accept 3,000
Open 3,000
Close 3,000
Flag 3,000
Un-Flag 3,000
Track UPS Shipments 3,000
WebForms
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Save Search

Saved Searches are saved, filtered view of WebForms documents that automatically update as
documents are added or modified to meet the search criteria. Dynamic Folders are saved
searches that appear on the WebForms sidebar for quick access. See Preferences to manage
saved searches and dynamic folders.

NOTE: When the To: date is set to the current day, saved searches will automatically update the
To: date to the current day for future searches. For example, a search for From: 1/1/XX To:
[Current day] will always roll to 1/1 to the current date. Any other date range will remain fixed.

1. Click on Save to save the current search parameters for future searches.

] I+ Exact Match Date All Today 30Days 90Days Year Partner

| | From: 121172012 |[75] To: [2128/2013 | [TE] [Select Partner |

Document Status Label Documents/Page
[Order | [select Status [w [select Label | m

2. The Save Search window will appear.

Save Search ?

Name:
|ORDERS - 90 DAYS |

[T Setas Dynamic Folder?

3. Type the name of the search in the Name field.
4. To enable this search on the sidebar, click the Set as Dynamic Folder box.
5. Click Save.
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6. The saved search now appears on the sidebar.
INBOX
SENT
DRAFTS

NEW DOCUMENT
PREFERENCES

ORDERS - 90 DAYS

To edit saved searches, open Preferences.
To Access saved searches:

1. Saved searches are available in the Choose Saved Seaches drop-down menu in the
Search window.

Search Choose Saved Search -

:Choose Saved Search
i Dynamic Folders

I: Other Searches

Document

Crder

Archived Documents:

In Transit Orders
Last 90 days
Orders
Prigrity Orders

Orders Last 30 Days
Outbound Reconciliation

WebForms
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2. Saved searches may also be set as Dynamic Folders, which may be accessed
anywhere within WebForms, by clicking on the search in the sidebar.

[]=10) 4
SENT
DRAFTS

NEW DOCUMENT

PREFERENCES

ORDERS - 90 DAYS

Unarchive Documents

Unarchiving a document moves a document back to your inbox.

1. Select the document(s) to unarchive.

2. Click the Select an Action drop-down menu. Select Unarchive. Learn more about the
Select an Action menu in this training video.

Select an Action
Document Management

Flag

Accept

Mark Read

Open

Close

Regueue

T —

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 Ll

3. The document is now in your inbox.

RELATED: Archive documents
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Preferences

The WebForms Preferences page allows you to customize some aspects of your
workflow. These customizations include:

e Set the default paper size.

e Set the label sorting method.

e Adjust the number of documents you see on each page of your WebForms mailbox.

e Set the length documents are stored in your mailbox.

e Change your start page at login.

e Set your email notification preferences.

e Set the date format, clock, and timezone.

e Create and customize document labels.

¢ Manage searches.

e Set Defaults.

e Customize columns.

1. To access the Preferences page, click the Preferences button in the WebForms
toolbar.

INBOX
SENT
DRAFTS

NEW DOCUMENT
PREFERENCES

ORDERS - 90 DAYS
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© Copyright SPS Commerce, Inc. All rights reserved.



SPS COMMERCE 4

2. The Preferences page will open in a new window.

Preferences ?
Labels Searches Defaults Columns
Item Repository Edit
Label Paper Size 4x5" -
Label Sort UpPC -
Documents/Page a0 -
Months in Mailbox 12 - =
Start Page Inbox -
New Document Email Notifications One Per Partner
|
Date Format MRDDAYYY -
Use 24-hour clock
Time Zone -06:00 America/Chicago - -
save and Ciose | cance |

3. There are five tabs at the top of the Preferences window:
General
Labels
Searches
Defaults
Columns

Preferences - General

The General preferences allows you to make changes to the Iltem Repository, printer type,
documents per page, and months in mailbox.

NOTE: Click Save and Close to save changes before exiting the Preferences window.
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Iltem Repository - The Item Repository allows users to add and edit Iltem information for
repeated use when completing data entry. Once a user specifies Item details within the Item
Master, they are available to automatically populate form fields during subsequent completion of
EDI documents. This reduces the time spent on data entry and the possibility of errors. Click here
for more information on the Item Repository. Click Edit to open the Item Repository.

Label Paper Size - Select the appropriate label paper size: 4x6, legal, or A4.

Label Sort - Use the drop-down selector to set the label sorting by Default (ASN line item
number), UPC, SKU, or Vendor Part Number.

Documents / Page - Use the drop-down selector to select the desired number of documents to
appear on each page. The available range is 15 to 40 (in increments of 5).

Months in Mailbox - Use the drop-down selector to select the desired number of months
documents remain in the inbox. The available range is 1 to 12 months (1, 2, 3, 4, 6, 9, 12).

Start Page - Use the drop-down selector to select the desired landing page when opening
WebForms. The options include: inbox, sent, drafts, search, and your dynamic folders.

New Document Email Notifications - Use the drop-down selector to set the new document
email notifications to be sent one per partner, or to aggregate all documents into one email.

Date Format - Use the drop-down selector to set the preferred date format: MM/DD/YYYY,
DD/MM/YYYY, or YYYY-MM-DD.

User 24-hour clock - Check the option to use a 24 hour timestamp.

Time Zone - User the drop-down selector to set the preferred time zone.
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Preferences - Labels

Preferences ?

General Searches Defaults Columns

| »

Create New Label

i
rd
i
7
Priority
ship today {*

ship tomorrow

[

ship wednesday

[,

Simple ASH

[, [,
B 8F Bf 8F 8f 8f B 8r 8r 8§

te

[,

Save and Close m

The Labels tab allows you to manage the document labels across your company's WebForms
users.

NOTE: Click Save and Close to save changes before exiting the Preferences window.
1. Click Create New Label to create new labels.

NOTE: Creating a label does not assign the label to any documents. See Labeling Documents for
how to label a document.

»

2. Click the Rename icon “- to rename an existing label.

3. Click the Delete icon ] to delete an existing label.
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Preferences - Searches

Preferences ?
General Labels Defaults Columns
Set as Dynamic Folder? —
o
O
O
VO

The Searches tab allows you to manage saved searches associated with your user ID.

1. Check the box associated with the search to set as a dynamic folder. See Save
Search for more details on this feature.

2. Click the Delete icon ' to delete saved searches.
NOTE: Click Save and Close to save changes before exiting the Preferences window.

Preferences - Defaults

Preferences

General Labels Searches _ Columns

| =l

Advance Ship Notice - P&P - Free-Form
Invoice - FF

Product Activity

Routing Request

Price Information

FFFFFHF

Item Maintenance

Defaults - Setting defaults allows you to automatically enter information in a field without manually
inputting it. Click here for more information on Setting Defaults.

1. Use the drop-down menu to select the trading partner. Available documents will
appear listed below.

2. Click on the document name to make changes to the defaults for the selected
document associated with the specified trading partner.

NOTE: Click Save and Close to save changes before exiting the Preferences window.
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Preferences - Columns

Preferences ?
(INCYEIM | Labels | Searches :' Defaults eIyl
IInt:-u:-c ;I Show Column?
=
Sender "
Type =
[+
Label v
Date "
=

Click the drop-down menu to select the page view to customize. The available options are:

Preferences ?
General Labels Searches Defaults m
IInt:-ux ;I Show Column?
2
S h R It 2
carc ESUILE
= v

¥'White Check Boxes may be unchecked, to hide the column for the selected page view.

¥ Gray Check Boxes may not be unchecked, and will always appear for the selected page view.
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Iltem Repository

The Item Repository allows users to add and edit Item information for repeated use when
completing data entry. Once a user specifies Item details within the Item Repository, they are
available to automatically populate form fields during subsequent completion of EDI documents.
This reduces the time spent on data entry and the possibility of errors.

To learn how to use Item Repository, view this training video.

NOTE: Instructions on using the Item Repository are found here.

To access your ltem Repository, click Preferences and then the Edit link for the Item
Repository section.

You may also access the Item Repository from the folder tree in your Defaults window.

The Item Repository window opens.

Create tem
Select and Edit, Delets ftem | Crests tem 2y Im Next 10
m—_—_

® 2597804 Stereo Receiver 014725236901 Edit
@ 26020495 Laptop Computer 02521473691 Edit
o 3069256 Desidop PC 0369147 25836 Edit
o 1457306 Office Desk 789456123078 Edit
o 2086532 LW Player 456123730078 Edit
(&) 2057823 42" HR TV TA1852063074 Edit
O 2784512 Car Stereo Q638527096 Edit
o 2697354 Wideo Game Systemn 654321987032 Edit
o 3034593 hMobile Phone 9635TAZ2107TS Edit
o 3174296 5.8gHZ Phone 3572441869037 Edit

Dovwmnlosd Excel | Downlozad CSY | Upload kems | Synchronize with Trading Partner Irtelligence

[ Refresn ] Close Window |

Available options in the Item Repository include:

Edit - Opens the Edit Iltem window for making changes to item default values
Delete Item - Deletes the item that is currently selected

Create Item - Creates a new item

Download Excel - Download item data into a Microsoft Excel formatted document

Download CSV - Download item data into a Comma Separated Values (CSV) formatted
document

Upload Items - Upload item data using an Excel or CSV formatted file
Synchronize with Trading Partner Intelligence - Synchronize item data with Trading Partner
Intelligence
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To edit an item:

1. Click the radio button in the line of the item that you want to edit.
2. Click the Edit link. The Edit Item window displays.

Crezte tern

ftems

Select and Edit, Delete kem | Create tem Fravious I 1-10 of 5213 'I Mewt 40

= 2507204 Steren Receiver 014725826001

o 2602845 Laptop Computer 02581473691 Edit

3. Make changes to the item details. Click Save to save your changes. Click
Cancel to return to the Item Master window without saving changes. Use the
First, Previous, Next and Last buttons to move through the list of items in the
Item Repository.

List kems

Edit fern

“endor Part #  |2597204
tern # [UPC/EANASEN] |0147252336001

fterm 1D Type 'I

GTIN

Cazepack Gty

Description  |Stereo Receiver

Retail Price

Unit Cost

Category

SubCategory

NRF Color Code

“endor Color Desc

MNRF Size Code

“endor Size Desc

Atribute

Aftributez

Atributes

[ First | [ Previous | | Hext | | Last |
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To delete an item:

1. Click the Delete Item link. The following window displays:
x

\;? Are you sure you wank to delete the selected item?

Ik I Cancel |

2. Click OK to delete the item. Click Cancel to return to the Item Repository
window without deleting the item.

3. Deleted item data will reappear in the Item Master after TPI synchronization if it
is included in the TPI database.

To create an item:

1. Click the Create Item link. The Create Item window displays.

Li=t kerms=

“endor Part #
tem #[UFPC/EANASEM)

t=rm 10 Type vI

GTIN

Casepack Oty

Description

Retail Price
Unit Cost

Category
Sub Category
MRF Color Code

“endor Color Desc

MRF Size Code

“endor Size Desc
Attribite 1
Adtributez
Adtribaste

[ Save [ Cancel

2. Make changes to the item details. Click Save to save your changes. Click
Cancel to return to the Item Repository window without saving changes.
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To download item data to Excel:

1. Click the Download Excel link. The Download Excel window displays.

File Download x|

Do you want to open or zave this file?

@ j Mame: items.2010-01-06_105400, xls
[Hl Type: Microsoft Office Excel 97-2003 Worksheet

From: sgamiscOl.hosted-commerce.net

Dpen Save | Cancel I

harm your computer. If vou do nat trust the zource, do not open or

l--";l YWhile filez from the Intermet can be uzeful, zome files can potentially
b zave thiz file. WWhat's the nsk?

Click Open to open the file in Microsoft Excel.
Click Save to save the file to your PC.
Click Cancel to cancel the download.

o > N

The spreadsheet will be blank if no item data is already loaded into the Item
Master. If item data is already loaded, it will be included in the download.

To download item data in CSV format:

1. Click the Download CSV link. The Download CSV window displays.

File Download X|

Do you want to open or save this file?

ﬁ' Mame: ikems.2010-01-06_105417, csy
T
L

Type: Microsoft Office Excel Comma Separated Yalues File
From: sgamiscOl.hosted-commerce.net

Cpen Save | Cancel I

harm your computer. If wou do nat tust the zource, do not open or

l--';l ‘whhile files from the Intermet can be uzeful, some files can potentially
N zave thiz file. What's the nzk?

Click Open to open the file in the default application (Excel in this example).
Click Save to save the file to your PC.
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4. Click Cancel to cancel the download.

5. The spreadsheet will be blank if no item data is already loaded into the Item
Master. If item data is already loaded, it will be included in the download.

To upload item data in Microsoft Excel or CSV format:

1. Click the Upload Items link. The Upload Items window displays.

List ltems

Use this form to upload a spreadsheet containing product datas in Excel (XLS) or C5V format. The format of the spreadsheet must match the
output from the "Download™ links on the List ltems page.

E ltem Spreadsheet I Browse... |

Uplaad'File | Cam:ell

2. Click Browse to select the file to upload.
3. Click Upload File to upload the selected file.

4. Once the upload is complete, a report screen will list the items that were
changed.

List kems

Irfor mation

Successfully uploaded file aaaa xls [E03643 bytes]
Fila processed successfully.

tems Read: 5213

tems Crested: O

tems Updsted: 3

CHEES G

Uze thiz form to upload a spreadsheet containing product data in Exeel (LS or G5V format. The format of the spreadshest must match the
autput from the "Download” links an the List Bems page.

*® tam Spresdshest I Browse... I

| Upload File | Cancel |

5. Click Cancel to return to the main Iltem Master screen.
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File Requirements:

e The first row should contain only the header description, as shown below, or

A B c 1] E F G H J K L M N o P Q
Vendor Part # ltem # (UPC/EANNSEBN) Item 1D TyGTIN Casepack Descriptic Retail PrisUnit Cost Category SubCateg NRF ColosVendor C:NRF Size Vendor SiAttribute! Attribute? Attribute3
30058 M23456789012 UPC DO1234567 12 TEST DES 599 098 CATEGORSUBCATE 0101 RED COL(D38 SIZE COD ATT 1 ATT 2 ATT3

e The item data should begin in the second row.

e Data should correspond to the header descriptions below.

Header Column Header Description
A Vendor Part #
B Item # (UPC/EAN/ISBN)
C Item ID Type
D GTIN
E Casepack Qty
F Description
G Retail Price
H Unit Cost
I Category
J SubCategory
K NRF Color Code
L Vendor Color Desc
M NRF Size Code
N Vendor Size Desc
@) Attributel
P Attribute2
Q Attribute3

6. You may download a blank spreadsheet by using the Download Excel or
Download CSV links. The spreadsheet will be blank if no item data is already
loaded into the Item Master. If item data is already loaded, it will be included in
the download.
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To synchronize with Trading Partner Intelligence:

1. Click the Synchronize with Trading Partner Intelligence link.

Create kem

1z I 1-10 of 52132 vI Mt 10

Select and Edit, Delete tem | Creste tem

|
|
|

® 2507204 Stereo Receiver 0147252326001 Edit
o 26028945 Laptop Computer 02521473691 Edit
o 2069256 Desktop PC 036914725236 Edit
(9 1457206 Office Desk 720456122078 Edit
o 2096532 DVD Player 456123799078 Edit
9 20578232 42" HD TV THB52063074 Edit
o 2784512 Car Stereo 93552741096 Edit
(9 2607254 Wideo Game Systern B54321927032 Edit
o 2034592 Mobile Phone Q52574321078 Edit
O 2174206 5.2gHZ Phone 257241260027 Edit
Dovvnload Excel | Download C5Y | Upload kems lSynchronize MTh Trading Partner Intelligence I

[ Refresh | | Close Window |

2. Click Synchronize to synchronize the file data.

3. If data is in both the Item Master and TPI, the Item Master data is assumed to
be correct. Deleted item data will reappear in the Item Master after TPI
synchronization if it is included in the TPI database.

4. If TPI has the correct data, and Item Master is incorrect, delete the Item Master
record and then synchronize to update the Item Master record.

5. Click Cancel to cancel the synchronization.

6. When finished working in the Item Repository, click the Close Window button
to exit and return to the Defaults window.

NOTE: Instructions on using the Item Repository are found here.

Defaults

Setting defaults allows you to automatically enter information in a field without manually inputting

it.

Learn how to use Defaults by viewing this training video.
1. Click on Preferences.
2. Click on the Defaults tab.

3. Select the appropriate trading partner, then click the link for the appropriate document.

4. The Defaults tool will open in a new window.
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5. Select the desired trading partner and then click on the icon in the Defaults column,
next to the document type with which you wish to set new defaults.

6. Use the file folder tree on the left side of the window to select the section of the form
for which you will be creating defaults. The file folder tree corresponds with the data
entry fields on the specified document. Folders shown with a ¥ to the left may be
expanded to display additional fields.

NOTE: Defaults should be set for those fields in which information is static on every one of the
specified documents you will be sending, i.e. Ship From address, payment terms, etc.

=

B

. B Ship From
B

Item Repository

. PO Acknowledgement

 Header
S B~ cknowledgement Type
- & PO Number

# PO Date
H- | DateiTime Reference
#- | Ship To /Buying Party

[ Detail
- # Line #
- @ Qty Ordered
- UJOM
- % Type
# Number
-+ . Pricing Information
. ltem Physical Details
. Destination Quantity
. ltem Acknowledgement

-
Eel-E- [

q

A Defaults: PO Acknowledgement

¥ Acknowledgement Type

=101

-1

Setup Lookups |
rDescription:
Length: 2 - 2
EDI Info: Segment = BAK Reference HNo. = 02

Save |

[ Activate Defaults

Check |

Clear all | Close |

7. The right side of the window will display the default options for that field. Some fields
use drop-down boxes, others require you to type in the desired default setting for that

field.

NOTE: Not all fields may be able to have default settings.

8. Continue to click on each additional field for which you would like to provide defaults
until complete.
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9. Use the Check button at the bottom of the form to check for errors. Like the Check
feature in your individual forms, this only checks that the data you entered meets the
character length requirements.

10. Place a check-mark in the Activate Defaults check-box

11. Click on the Save button to save defaults to the form.

12. Click the Cancel button to exit the Defaults window without saving any changes.
13. Click the Clear All button to delete all field entry and start over.

14. To close the Defaults window click on either the X in the upper right-hand corner of
the window or the Close button at the bottom right of the window.

Setup Lookups

Lookups allow you to conditionally default a specific field based on a given value in another field.
If you click on this button you will see a subsequent screen displaying the folder tree again.
Locate the field upon which you would like to base your conditional default off of and then click
OK. Now two columns will display. On the left will be a column showing the original value. On the
right you can enter the value you wish to have source in if the original value is present.

One example of this use is if you pack a certain item number in certain quantities. You can have
the quantity per carton field based on the vendor number. One repetition would be item #1 where
you pack 1 each per carton; a second repetition could be item #2 where you pack 2 per carton.

1. Click on Setup Lookups.
2. Select the desired key for the lookup. Then click OK.

El- | Advance Ship Notice
B 4 Header
---- # Date

= Shipment

Packaging Type

Lading Qty

Gross Weight {lbs)

Routing Seq

SCAC Code

Transportation Method Type

Carrier Mame

Final shipment for this purchase order?
Trailer #

Bill of Lading

Carrier PRO #

Tracking #

Shipped Date

Schedule Del Date

) FOB Information
J Ship To

Ship To Name
----- # Id Code

----- # Location ID
----- # Additional Name
----- # Address

----- # Address

----- # City

""" # State

----- # Zip Code

----- # Country

[#- |, Ship From

[#- |, Consolidator Info

srrssesnsnenes

T
e
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3.

Click the il icon to add a lookup for the field.

" Transportation Method/Type

Header | v|

- Shipment oofo il
- #% Packaging Type ,‘il

IeesseseEsIEIEIES

Delete Lookups I‘

Delete all lookups for
the field.

Lading Qty ShipToName " |
Gross Weight (Ibs) - L3

Routing Seq Add additional Remove selected
SCAC Code lookups for the field. lookup from the field.
Transportation MethodiTyp4

Carrier Name

Final shipment for this purc
Trailer #

Bill of Lading

Carrier PRO #

Tracking #

Shipped Date

Configure the lookup. In the example below all shipments to 'Acme Co." will
automatically be designated as 'Contract Carrier.'

Transportation Method,Type

b:untrau:t Carrier - I

Delete Lookups |

Ship To Mame

Big Box Retailer

Once your lookups have been established, you may add additional lookups or
remove them.

Check the Activate Defaults box at the bottom of the Defaults window and
click Save to utilize defaults.

Save | Check, | Clear all Close

Close the Defaults window by clicking on either the X in the upper right-hand
corner of the window or the Close button at the bottom right of the window.
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Using the Item Repository

The Item Repository allows users to add and edit Iltem information for repeated use when
completing data entry. Once a user specifies Iltem details within the Item Repository, they are
available to automatically populate form fields during subsequent completion of EDI documents.
This reduces the time spent on data entry and the possibility of errors.

Follow these steps to utilize the items in your ltem Repository.

1. When working in the Defaults window, you have the option of deciding whether
or not to use item details that have been added to the Item Repository. To
retrieve items that have been added to the Item Master, click the editable lines
in the left-hand frame of the window. Pop-up messages inform you whether or
not defaults can be set, as shown in the following image.

LA L Y T L L

=
----- #® Line#

#® |Default value ok set,
..... ... UOM

----- # Linit Price

..... # Type

----- # Mumber

----- # Buyer's [tem Mumber

----- # # of Linits Shipped

..... . UDM

----- # ShipmentOrder Status

----- # Quantity Difference i

2. The right-hand frame displays contents similar to the following:

[ Use Iter Repositary

=H= |III|:|FEI i | | Maktch On: INDI‘lE LI

Line # I Quankity I... I LI I Lnik Price Type I Mumber I BLiyer's Ike

3. Click the Use Item Repository check-box.

¥ Use Ikem Repositary
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4. Click the Add il button. The system retrieves all updated items from the
Item Master and returns a list of items that are available for selection. If there
are not any items added to the Item Master, or if there are not any qualifying

fields to be mapped, then an error message will display that reads No Item
Defaults Available.

I
x

L.
\EJ) Retrieving Ikems ...

5. Once the item records have been retrieved, a window similar to the following

displays.
S Select items to include: x|
Click on the items to select.
Quantity Invoiced: 12, Unit Price: 5,99, Type:UPC Consumer Package Code (1-5-5), Mumber ;5 , ‘Buwer's Ikem Mumber, Buyer's Ikem Mumber:
Quantity Imvaiced: 12, Unit Price: 13,99, Type:UPC Consumet Package Cade (1-5-5), Murber: , ‘Buyer's Ikem Mumber, Buyer's Tkem Mumber:
(Quantity Invoiced: 2, Unit Price: 20, Type:UPC Consumer Package Code (1-5-5), Mumber: ., :Buver's Item Mumber, Buver's Item Mumber:
Quantity Invoiced: 1, Unit Price: 10, Type:UPC Consumer Package Code (1-5-5), Mumber: , tBuyer's Ikem Murber, Buyer's Tkem Mumnber::
oK I Select Al | Blank Line Cancel

6. Choose one of the following:

Option 1
Click one or multiple lines and then OK to add the selected lines. The right frame of the

Defaults window redisplays (shown below). Complete entry of the fields and then click
the Save button to add the values.

[V Use Itermn Repaositary

1of1 T | Match Om: |Mone LI

Line # Quankity I... LI Unit Price Type Murnber Buyer's Ike
12 5.99 UPC Consu,., |l
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Option 2
Click Select All to add all line items. The right frame of the Defaults window redisplays

to include all lines added to the data entry table. Complete entry of the fields and then
click the Save button to add the values.

¥ Use Ikem Repository

lsofs T | Match On: |Mane ;I
Line # Cuuankiby I... LI LInit Price Type Murnber Buver's Ike
1z 5,99 UPC Consu,.,
12 5.99 UPC Consu. .. o
12 13.99 UPC Consu... [
2 20,00 UPC Consu. .. -
1 10.00 UPC Consu. . [

Option 3
Click Blank Line to add a new line that does not contain any of the edited defaults. Blank
fields can either be filled in manually or can be completed through using other types of
defaults (static, lookup)

Option 4
Click Cancel to exit the window.

7. Save and close the Defaults window.
NOTE: Defaults must be active to reference your item Master.

8. Now when creating a return document when not using a source document like a
purchase order, the portion of the form where you would click on the add

il button to add an item, the list for select items will display your entire
item repository.
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Download Document

You can download documents from the document view or the folder view.

NOTE: To download documents in a consolidated file, use the select an action menu in the folder
view.

Downloading converts the online view of the document into a CSV file that can be viewed in
Microsoft Excel or uploaded to in-house applications.

Download in the Document View

1. While a document is open, click on the Download Document icon [El in the
upper-right corner of the window.

Glmfr.:.vh I

Requested Delivery Date:

11/17/2012

ate: Cancel Date:

Shipping Window:

Department #:

2. The File Download window displays listing the document that you clicked for
download.

File Download x|

Do you want to open or save this file?

ﬁ‘ Mame: pogodcd0l 25, caw
=Y

Type: Microsoft Office Excel Comma Separated Yalues File
From: ga-wiv4-pool.hosted-commerce.net

Open Save

harm your computer. IF you do not trust the zowrce, do not open ar

l--";] While fles from the Internet can be useful, zome files can patentially
b zave thiz file. What's the risk?

3. Click Open to open the file immediately without specifying a folder location.
Click Save to save the file to a specified folder.

NOTE: The download prompt will vary by browser.
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Download in Folder View

You may also download documents from the Inbox, Sent, or Search views. Use this option to
download consolidated documents.

1. Select the document(s) to download from the Inbox, Sent, or Search views.

2. Click the Select an Action menu and click Download Documents. Learn more about
the Select an Action menu in this training video.

S — Select an Action
r D Document Management
Flag
r D Accept
r D Mark Read
Cpen
- |:I Cloze
Archive
r D Un-Flag
r D Label Documents / Remove Labels
Document Editing
r D Auto-Complete
Auto-Complete (One Per Source)
M & Reply
F & Forward
Print Documents
p D Wiare
[ D rack UF Ipments
[~ Select Page |Select an Action |

3. The Document Action Results window will appear with the documents available to
download. The documents are listed by type. Documents of the same type may be
downloaded as a consolidated document.

Document Action Results

‘

% Successful: B Failed: @ Mo Action: Show All:

Click a section above to filter the document action results.

Sender Receiver Type (1]
B Order 12110000
0] Order 12110000

4. Click the download document [B button to download the CSV file(s). To download the

consolidated document, click the download document [2' button next to Consolidated
Document Download.
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Auto-Complete

What is the Auto-Complete feature for WebForms?

The Auto-Complete feature for WebForms provides a fast and efficient method for completing
EDI documents. Combined with the use of WebForms defaults, the Auto-Complete feature can
save time and reduce data entry errors. Refer to the Setting Defaults section for additional details
on working with defaults.

How does it work?

The user must first establish default data for a document type in order to use the Auto-Complete
option. Once defaults have been established, and after specifying a source (i.e. purchase order,
etc.) and return document type (i.e. invoice or purchase order acknowledgement), the user then
selects Auto-Complete. The WebForms application generates a return document and then
validates it against your trading partner's EDI specifications. If the EDI specifications are
incomplete or if additional fields are required, such as the invoice number or invoice date, the
user may wait to complete data entry through the Quick Edit window or edit the draft saved in the
Drafts folder.

When is the best time to use this feature?

The Auto-Complete feature can be used for all return documents - invoices, purchase order
acknowledgements, and ASNs - but some uses are better than others. The following are some
important considerations for using the Auto-Complete feature:

1. Be sure that your return document does not require any changes to information
such as quantities or price.

2. Using this feature for creating an ASN can pack your cartons in one of two
manners based on your default settings. If you select items per carton as single
in the Defaults, Auto-Complete will create a pack for each line item. If multiple
items per carton is the default, all line items will be put in the same pack.

3. This feature can also be used to complete Draft documents. In many cases,
you may choose to save a draft of a return document and submit it at a later
time. Instead of opening the draft and selecting the Submit option of the form,
you can simply select the draft(s) to be submitted and then select the Auto-
Complete feature. If there are additional fields required, such as the bill of
lading number or invoice number, you can enter those fields using the Quick
Edit window.

4. The Quick Edit window allows the user to enter up to ten (10) fields. In cases
where there are more than ten (10) fields that the user must enter, a draft of the
return document is saved in the Drafts folder and a message indicating that the
Auto-Complete feature did not complete successfully is displayed. If this
occurs, you can complete the document by opening the draft, selecting the
Check option to determine which fields are required, entering the data, and
submitting the document.
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5. Using the Defaults feature can optimize the Auto-Complete feature. Setting
defaults for fields such as the Ship From Address and Payment Terms will
reduce the number of fields that need to be completed using the Quick Edit
window.

Using Auto-Complete

Auto-Complete can be accessed through Aggregation or the Next Steps menu. No matter which
way you access this feature, the steps are the same.

View this training video for instructions on how to use the Auto-Complete feature.

Select the source document(s).
Select the auto complete option.

Select the return document type - PO acknowledgement, invoice, etc.

N A

Enter any missing data using the Quick Edit window, if available, or by editing
the draft generated and sent to your Drafts folder.

5. Check and save or send the document(s).

When accessing the feature through Next Steps or select Auto-Complete (One-Per-Source),
each source document selected will complete one turn-around document. Selecting this feature
from the New Documents menu will create one return document for all source documents
selected.

Accessing Auto-Complete Using Aggregation

1. When in the Inbox, place a check mark in the box in the Status column for the
document that you want to work with.

2. Select Auto-Complete from the Select an Action pick-list in the lower-left of
the window (below the Status column). Learn more about the Select an Action

menu in this training video.

e Select an Action
I D Document Management
Flag
r D Accept
r D IMark Read
Open
r @& Cloze
Archive
r D Un-Flag
r D Label Documents / Remove Labels
. ..
r @
uto-Lomplete (Une Per Source)
F B Reply
F A Forward
Print Documents
I D Print Labelz and Warehouse Documents
Download Documents
[ D Track UPS Shipments
[~ Select Page |Selectan Action |
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3. The Select a Form to Create window displays. Select a return document type.
Auto-Complete will begin to create the return documents.

Select a Form to Create ?

Select a Form to Create

Invoice

Import Invoice

4. Auto-Complete will begin to create the return documents.

0 Completing Documents ..

You may wait and edit the created documents or work
with them in the Drafts mailbox at any time.

[fyou need assistance, contact support.

Close

5. The Quick Edit window displays. Enter data using the Quick Edit window.

Using Quick Edit

In combination with document defaults and Auto-Complete, the Quick Edit window is available to
the user for completion and addition of required fields that were not defined as part of the
standard document layout. For instance, a supplier might prepare 40 ASNs that are complete
except for lacking information in three fields — the Invoice Number, Customer ID #, and SCAC
Code (shown below in the example Quick Edit window). If this supplier had established
document defaults, they could then create these 40 ASNs as a batch rather than one at a time.
Auto-complete will populate the fields that do not change. Quick Edit would be used to
complete data entry for the unique fields within the ASN.

The process is defined as follows.

Created 2 document(s).

Vendor Hlsme: Vendor/DUNS & Type Date Code: Ship Date: vom
11 ] | [Basic =] [mvoceDate = | [Case -
il ] T |[oee o

I” SelectAll |Seiact an Action =

Establish document defaults.
Use Auto-complete to populate the fixed fields of a set of same documents.

Use the Quick Edit window (opens automatically) to complete data entry for the
fields that were not populated through Auto-Complete.
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NOTE: Quick Edit is not available for documents that have more than ten undefined
fields. Documents with more than ten undefined fields will need to be completed
by editing the draft saved in the Drafts folder. To make a document available for
Quick Edit, additional fields (so that there are ten or fewer) will need to be
defined in the document defaults.

4. To review the documents before saving or sending them, you can click on the
document’s ID value.

5. To perform more detailed edits, click on the Edit £ icon in the upper-left
corner of the window.

6. To send a document, place a check mark in the Select an Action check-box
and select the Send option from the Select an Action drop-down list. Learn
more about the Select an Action menu in this training video.

) £ | unknown | 12110000

| Select All |Selectan Action x|

iSelect an Action
Save

Close Send
Send and Close

7. To save a document, place a check mark in the Select an Action check-box
and select the Save option from the drop-down list.

@D £ | unknown | 12110000 |

Select All | Select an Action = |

Send and Close
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Document Forwarding

The Document Forwarding feature allows multiple vendors to collaborate in the completion of a
document that is received from a retail trading partner. It is used primarily in situations that
involve a third-party vendor: For instance, when a retail trading partner submits a purchase order
to a vendor who then forwards the purchase order to a factory (or other third-party entity), with the
factory then completing the order and sending an ASN back.

Document Forwarding begins in the WebForms Inbox. The process of Document Forwarding is
defined in the following steps.

From the Inbox, click on the document that will be sent to the vendor.

The document opens.

1
2
3. Click on Next Steps ¥ in the upper-right corner of the document window.
4. The Next Steps window opens. Click on Forward Order.

MNext Steps X

Working with Purchase Order 006166807 T

I ®  Forward Order |
[¥) PO Acknowledgement
¥ Advance Ship Notice
¥ Advance Ship Notice - P&P
:?f Advance Ship Notice - 5td Pack
[¥) Invoice
" Invoice (5010)
£ Auto-Complete

Pick List
Related Documents

5. Select a vendor from the drop-down list in the Next Steps Address Book.

Address Book for Forward Order

Select LI

s |11
= INDUSTRES
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6. The document complete window appears. To edit the document, click the Edit
£ icon.
(D £ | unknown | 12110000

on =

' Select All |

Sﬂ'.fe
Send
Send and Close

Close

7. The Java data entry applet opens. Significant buttons and options of the Java
data entry applet include:

Done
Closes the document and removes it from the New Documents menu: If the Done
check-box is selected and the document sent, the source PO is removed from the POs
listed under the Send function for that document type

Close
Closes the document without saving changes (unless the document was saved prior to
closing)

Check
Verifies that all mandatory fields have been completed

Save
Saves the document

Send
Sends the document to the specified trading partner

Find a Field
Searches for a particular field name or EDI segment using the search window below;
search options include Name and EDI

For additional explanation refer to the Completing Return Documents topic.
2. When finished, click the Close Window button.
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Related Documents

The Related Documents icon *** will display a list of documents that are related to your currently
selected document. Use Related Documents to find the source document for a return document,
or the return documents for a source document.

Related Documents
Type 1] Sender Receiver Date Hext Steps

B Order 87927 Nov 13, 2012 1:38:33 PM »>

B Invoice TEST Nov 13, 2012 2:02:31 PK >

Close

1. To view Related Documents, click on the Related Documents icon ** in an
open document, as shown below:

amBB[Ev » |

Requested Delivery Date:

11/17/z2012

ate: Cancel Date:

Shipping Window:

Department #:

2. The Related Documents window will appear.

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.



68

SPS COMMERCE

WebForms Access Control

WebForms Access Control, or Company User Admin, is a feature provided to WebForms
customers that makes possible the assignment of unique system rights and roles to the accounts
within their company, specifying whether or not a user can view, create, save, and edit
WebForms data and documents. For example, an employee working in the shipping department
of a company using WebForms might need to view or create ASN documents, while also being
prohibited from accessing documents and actions outside the scope of their job. In this case, a
WebForms user account could be created that provides this employee only with Read/Write
access to ASN documents. This allows the employee to view and create ASN documents, but
restricts the employee from having additional access

There are three access levels, defined as follows:

Read
Allows a user to view the data contents of a document for a given trading partnership or all
trading partnerships; this is necessary to view trading partner data but is not necessary to
create documents related to that data

Read/Write
The default assignment, which allows the user to view, create, save, edit and submit the
document type for a given trading partnership or all trading partnerships

None
The user has neither Read access nor Read/Write access for a given trading partnership or
all trading partnerships

For documents that source from other documents, such as an ASN from a purchase order, it is
not necessary to set permissions on the source document. For example, if a user is given
read/write access to ASN documents but is not granted any permission to purchase order
documents, they are still able to create ASN documents that use a purchase order as a source
document. They will not, however, be able to directly open and view the contents of the purchase
order document.

Administrator Account

Administrators are important for their role in creating new accounts within their organization. A
specific customer contact designated at the time of purchase will assume the Administrator role.
You are given one Administrator login.

Access will be regulated by permissions assigned to user accounts at the trading
partner/document type level. This feature will allow WebForms customers to control access to
trading partners and documents for user accounts they set up through the Administrator Account.
Each user account created by a customer through the Administrator Account will have
permissions granted for read/write or read-only access at the document level for either all trading
partnerships or for a given trading partnership.

The Administrator account has the following capabilities:

Determine recipients of new document email notifications

The Administrator will select who will receive these email communications.
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Create user accounts and grant account permissions
The Administrator will be able to grant any and all permissions that the Administrator
account has in the WebForms application. (The Administrator account will be set up with
all possible permissions for every document/trading partner combination that has been
set up for them.) The Administrator account will not be able to grant the right to another
user account to have the capability to create, modify or remove other user accounts.

Modify the permissions assigned to a user account
The Administrator account will only have access to user accounts that were created by
this account. In other words, the capability to modify user accounts cannot be transferred
across Administrator accounts.

Delete users
The Administrator account will be able to remove a user's permissions in the WebForms
application for any account that has been created by the Administrator account.

WebForms Self-Administration

1. After logging in to the WebForms application, click on the Company User
Admin link in the upper-left hand corner of the WebForms Portal window.

NOTE: You will only be able to access the User Administration window if administrator
rights have been assigned to your username and password.

Hews Feed

User Security Profile
Company User Admin

tem Master

Support Center
Billing Information

WebForms Webinar

System Troubleshooting

Partner Information
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2. The User Administration window displays.

Company User Admin (Additional fe ooy

Username Remove

3. This is the main window from which to complete WebForms access control
administrative tasks.

Available administration options include:
Adding new users .
Editing users £

Removing users *©

Adding New Users

1. From the User Administration window, click on the Add New User button. .
The Add New Company User window displays.

New User Information

Enter a username and email address for the new user. An email will be sent to the new user prompting them to complete their profile.

Usernamel

Email |

Username requirements:
» must be at least seven characters long
- must contain both letters and numbers

i v

2. Enter a user name in the Username field. Username requirements are as
follows:

Length - Must be at least seven characters long
Alphanumeric - Must contain both letters and numbers

Restrictions - Cannot contain % or # characters
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3. Enter a password in the Password field. Password requirements are as follows:
Length - Must be at least seven characters long
Alphanumeric - Must contain both letters and numbers

Requirements - In addition to letters and numbers, passwords must contain at least one
special character (!, #, , &, etc.)

Restrictions - Cannot contain spaces

4. Enter the password again in the Verify field. The password will be confirmed if the
Verify field entry matches the Password field entry.

NOTE: Click Cancel at any time to exit the Add New Company User window. Changes that
have been made will be lost upon clicking the Cancel button.
5. Click the Add User button. The user that was added is provided with account
access.
NOTE: Users will access the WebForms portal using the Username and Password
assigned to them by the administrator.

6. The User Administration window displays with the new user added to the list.

Editing Users

Once a user has been added with access control, the next task is to configure that user with the
appropriate access and information options. This task is completed through a series of steps
beginning with the User Administration window, as follows.

1. From the User Administration window, click on the Edit button next to the
user for whom you will complete access control configuration.

2. The User Administration for: [user name] window displays. Enabled Options
are on the left side of the window, and available, but disabled options are on the
right side of the window. Access categories that are available through this
window include:

Service and Product Options

Trading Partner News and Information

+
+
+

+
+
+
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3. Access can be enabled (and then edited) or disabled through the configuration
available in this window. This is accomplished through making changes in the
left-hand Enabled Options column and the right-hand Available Options
column in each category section. Content that has been enabled for the user
displays in the Enabled Options column. Content that has been provided to
the user is in the Available Options column.

Keep the following functions in mind when working in the User Administration
window.

To provide the user with access to content, click on the Enable button + in the Available
Options column.

To edit user access, for instance to allow read only access to some documents but not to all,
click the Edit button in the Enabled Options column.

To restrict the user from being able to access content, click the Disable button # in the
Enabled Options column.

NOTE: The following warning will display after you click the Disable button. Click OK to confirm
that you want to disable access.

2 Are wou sure you wank ko remove the WebForms service?
*u",/’ This will delete all service privileges and cannot be undone!

[ ok | [ Cancel

4. After clicking the Edit button to configure user access, the User Account
window displays. This window includes options for setting up the user account
(Account Settings) and for associating that account with access rights for
specific trading partner documents (Form Permissions). These options are
shown in the example User Account window provided below.

Account Settings

1. Enter an alias for the account in the Display Name field. An alias is a user-
friendly pseudonym or nick-name assigned to the account in addition to the
username; usernames can be complex due to the alphanumeric requirement;
an alias can be shorter or easier to remember, such as Shipping Department
correlating with a username of shipper7.

WebForms
© Copyright SPS Commerce, Inc. All rights reserved.



73

SPS COMMERCE

2. Enter the email address(es) for the account in the Email Address field. Multiple
email addresses can be assigned to one account in cases where more than
one person will be receiving account news, completing shared tasks, or viewing
account information. Enter multiple email addresses with a single space
separating each email address.

3. Proceed to the Form Permissions section.

Form Permissions

1. Select a trading partner from the Choose a trading partner drop-down list.
This is the trading partner for which the administrator will configure user access.
The option of ALL exists so as to make possible assignment of the same
account settings to all trading partners.

2. There are no actions required in the Trading Partner or EDI Form columns.
The Trading Partner column identifies the trading partner that is currently
being configured. The EDI Form column lists the EDI document types for which
user access can be established.

3. Specify user access to EDI documents using the radio buttons in the
Permissions column. Access selections define user access to the EDI
documents for the current trading partner(s). The three access options include:

Read - Allows a user to view the data contents of a document for a given trading partnership
or all trading partnerships

Read/Write - Allows a user to view, create, save, edit and submit the document type for a
given trading partnership or all trading partnerships
NOTE: If a user is assigned either Read or Read/Write access to a PO, and if an email
address assigned to their account, then they are automatically added to the PO
notification email list

None - Default assignment that results when a user has neither Read-Only access nor
Read/Write access

4. Choose an option from the Select a permissions action drop-down list. This is
useful when assigning the same rights to an account for all trading partner
documents. The options include:

All permissions Read - provides the current used with Read access for all trading partner
documents

All permissions Read/Write - provides the current used with Read/Write access for all
trading partner documents

All permissions None - provides the current used with no access for any trading partner
documents

5. Click the Save button to save the account changes. Use the Close button
either to cancel the changes without saving them or to exit the window after
saving the account changes.
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Removing Users

1. From the User Administration window, click on the Remove button . The
following warning message displays.

Message from webpage ) ﬂ

2 ) Are you sure wou wank to delete user; userl234567
‘\") This cannok be undane!

(0] 4 I Cancel |

2. Click OK to remove the user. Click Cancel and return to the User
Administration window.
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User Security Profile

Use the security profile to change the email address assigned to your Portal account and to
change your password. This is the email address will be used to send your username reminder
or reset your password if you forget it.

Set your security questions to be able to reset your password if you forget it.

1. Click on User Security Profile in the Administration section of the Portal, as shown
below.

News Feed

User Security Profile
Company User Admin

Item Master

Support Center

Billing Information
WebForms Webinar
System Troubleshooting

Partner Information

2. The User Security Profile options will appear:
User Security Profile

This is the current status of your security profile.

Your profile must be complete in order for you to receive a username reminder or reset your password in case you forget.
Email Address Incomplete
Incomplete

Security Questions

Change Password
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Change Email Address

Click Edit to change your email address.

Email Address

Please provide an email address where we can send a username reminder in the future, should you ever need it.

Email fi

Type your email address in the Email field, and click Next.

A confirmation window will appear:

Email Address

Your email address has been saved to your profile.

Lsername reminders will be sentto this address in the future as needed.
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Security Questions

Select and answer security questions to be able to reset your password if lost or forgotten.

Click Edit to select your security questions and type your answers.

Security Questions

Please select and answer two questions below.

For the highest level of security, provide information about yourself that is not well known, and that you have not already provided on another site.

Question 1 | what city does your nearest sibling live? j

Question 2 IWhat is the city you'd most love to visit, but have never been? ;I

Click Next to save the questions and answers.

Change Password

Use this feature to change the password to your Portal account.

Click Edit to change your password.

Change Password

Mew Password fi

Verify Password |

Password requirements:;

 must be at least seven characters long

* must contain both letters and numbers

 must use at least one special character (1,#,%etc.)

Type your new password in the field, re-type your new password in the Verify Password field,
and click Next.

NOTE: Please observe the password requirements listed on the Change Password screen on
Portal.
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Carrier Portal
SPS Commerce Carrier Portal allows users to print retailer compliant packing slips, book carrier

shipments and print shipping labels. This process is also integrated into the ASN service,
allowing easy integration into the packing process.

This is the recommended workflow for creating warehouse documents:

1. Select the desired orders from the Find results screen.
2. View Orders, or mark as Read.
3. Print Pick Lists if desired.

4. Create FedEx shipments for these orders using Auto-Complete.

5. Print Packing Lists from the FedEx Shipments.

6. Pack cartons and label them as required.
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FedEx Shipments
Follow these steps to create a shipment and print a shipping label.

1. Select the source document by checking the box in the Status column and then select
Auto-Complete in the Select an Action drop-down menu.

Select an Action
DER
o= Document Management
" pem  Flag
Accept
O & DEM|  Mark Read
Cpen
O+ DEM  Close
Requeus
—
O & DEM! Archive
— Unarchive
O &= DEM! Un-Flag
O® e
0w Lo
TR
- DEM!  Forward
Print rocuments
D L. Print Labels and Warehouse Documents
& pEmi Download Documents
Track UPS Shipments
[] Select Page | | Select All Results  Select an Action |L] amwE R &

2. The Select a Form to Create window displays. Select Create FedEx Shipment.
Select a Form to Create

Select a Form to Create

® Invoice

™ Advance Ship Notice

M Purchase Order Acknowledgement
_E Create FedEx Shipment I

3. Auto-Complete will begin to create the return documents. Order information will be
sourced from the PO to complete this process including ship-from address, quantity,
weight, and dimensions.

0 Completing Documents ..

You may wait and edit the created documents or work
with them in the Drafts mailbox at any time.

Ifyou need assistance, contact support.

Close
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4. The Quick Edit window displays if additional information (not sourced from the PO) is
required. Enter data as required.

5. Click the Down Arrow to copy data in the top field to all the fields below, if so desired.

Created 2 document(s).1 document(s) could not be auto-completed.

mme  wo Create FedEx Shipment

ID Order Delivery Date

0@

B @ £ 65 5300013 |[Completed

£ B4 5300016

[ Select All  Selectan Action -

Close

6. When you've completed any required data entry, click the Select All box and then
Send and Close from the Select an Action drop-down menu. This will submit the data
to FedEx and create the label(s).

Created 2 document(s).
s cmnCreate FedEx Shipment

D i ID Order Delivery Date
O] @ £ |e6 5300016 [mmiddlyyy |

@ B @ £ |67 5300013 [Completed |

E Select an Action

D 4 Select an Action

o4 b
o4 [m

6. Use Search to locate the FedEx Shipment(s). To narrow the search, you may use the
Select Document filter and select FedEx Shipment to locate only FedEx Shipment

documents.

1D Exact Match
Search by Document 1D |

Document
FedEx Shipment |w

Debit - Credit -
Direct Store Delivery Summary
Error Message I
eqisiration
C C

Forward Order
Freight Bill il

=1

8. Select the desired FedEx Shipment(s) individually, or using the Select All box.
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9. Use the Select an Action menu and select Print Labels and Warehouse Documents.
A S e

Select an Action
@ Document Management
Flag
r D Accept
- D Mark Read
Open
- D Close
Archive
r D Un-Flag
r % Label Documents / Remove Labels
Document Editing
v D Auto-Complete
Auto-Complete (One Per Source)
~ & Reply
~ &
r @
[ D Track UPS Shipments |
[~ Select Page |Select an Action =l

10. The Print Selection window will appear.

NOTE: Prior to creating a FedEx Shipment, Pick List and Packing Slip will be listed. After
creating a FedEx Shipment, Packing Slip and FedEx Label are listed.

Select from the Following Print Options

I - FedEx Label
™ |-3:3-:~:in-; Slip

11. Click FedEx Label to see the Print Preview.
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12. The FedEXx shipping label(s) will appear similar to the one below.

'J‘I:lll}?“ﬁ'\!
Ui Pt e Ly
AT Do S T
TN ERACA R L
T A S H
S b
™ vt i
"
¥ Fed .
PR T il
*TEST LABLL - K MOIT S .
Hmm Gity, WO 64112 {us) i

|!-b'| 280/8) HO0B0A0. ()
INKRECT SIC-.N

13. Click on Print to print the FedEx shipping label(s).
14. Attach the label to the appropriate package(s).

15. Repeat steps 6 - 10 to print Packing Slips.
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