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Accessing Internet EDI 
Go to the Internet EDI website at https://exchange3.commport.com to login.  

You will be presented with a Username and Password prompt.  Enter the username and 

password as provided by Commport.   
 

Fig 1.0 

 

 

 

  

 

 

 

 

 

 

 

 

 

 
 

After entering your Username and Password a new screen will appear that will enable you 

to view and post orders, create purchase order acknowledgements, shipments and invoices 

to be sent.  
 

Navigating your Mailbox 
Upon login, the system will automatically present the Mailbox Tab defaulted to the Inbox. 

The Mailbox is divided into 2 main folders: the Inbox and the Outbox.  The Inbox lists all 

inbound EDI documents (documents you receive) and the Outbox lists all outbound 

documents (documents you send).    
 

By default the Inbox is initially selected, and all types of inbound documents appear in the 

list.  The InbƻȄ Ŏŀƴ ōŜ ŜȄǇŀƴŘŜŘ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ƭƛǘǘƭŜ ŀǊǊƻǿ Ƨǳǎǘ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ άLƴōƻȄΦέ  ¢Ƙƛǎ 

will expand the Inbox to reveal sub-folders.  Selecting any one of the subfolders will filter 

the list of documents just to the types of documents described by the sub-folder name.  The 

same is true of the Outbox and its sub-folders.  
 

The column headings will provide information that will help you identify each transaction type, along 
with sending and receiving parties, important dates, document status, and more. 
  
Fig 2.0 
 

 

  

 

 

https://exchange3.commport.com/
https://exchange3.commport.com/
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Mailbox tab displays the Inbox by default which displays all transactions that have been 

sent by your trading partner(s).  

Orders tab displays the active sales orders that are available in the system along with their 

current status.  

Shipments tab displays the active shipments (Advanced Shipping Notifications or ASNs) that 

are in the system along with their current status.  

Invoices (will only appear if you are set up to do Invoices) tab displays the active invoices 

that are in the system along with their current status.  

DSD Statements (will only appear if you are set up to do DSDs): Tab displays the active 

direct to store statements with their current status.  You can also create new statements.  
  
Within the inbox the information about your transactions include: 
 

Sender: The name of the trading partner that has sent the transaction  

Document Type:  Indicates what type of transaction received from trading partner 

Document Date:  The date the transaction was issued by the trading partner.  This is most 

often the same date as the received date (may be different if the document resent). 

Document Number:  An original number sent on the transaction.   

PO Number: Purchase order number assigned by the trading partner.  

Received:  Date the transaction was received into Internet EDI  

Status:   

Posted ς purchase order has been turned into a customer order. 

Applied ς Purchase order change (860) has been applied. 

Error ς Purchase order change (860) cannot find matching Purchase order (850) 

New ς Untouched Purchase order.  

 Viewed: Transaction has been viewed at least once.  
 

PURCHASE ORDERS (850) 

Sender: The name of the trading partner that has sent the transaction.  

PO Number: Purchase order number assigned by the trading partner.  

PO Date: Purchase order date as assigned by the trading partner.  

Value:  This is the dollar amount of the purchase order. It will default to $0.00 if no value is sent.  

Received: Date the transaction was received into Internet EDI  

Document Type: Indicates what type of transaction received from trading partner 

Status: 

Posted ς purchase order has been turned into a customer order. 

Applied ς Purchase order change (860) has been applied. 

Error ς Purchase order change (860) cannot find matching Purchase order (850) 

New ς Untouched Purchase order.  
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PLANNING SCHEDULES /ORDER FORECASTS (830) 

Sender: The name of the trading partner that has sent the transaction  

Document Type:  Indicates what type of transaction received from trading partner 

Document Date:  The date the transaction was issued by the trading partner.  This is most 

ƻŦǘŜƴ ǘƘŜ ǎŀƳŜ ŘŀǘŜ ŀǎ ǘƘŜ wŜŎΩŘ 5ŀǘŜ όƳŀȅ ōŜ ŘƛŦŦŜǊŜƴǘ ƛŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǊŜǎŜƴǘύΦ  

Document Number:  An original number sent on the transaction.   

Received:  Date the transaction was received into Internet EDI  
 

PMTS REMITTANCE (820) 

Payer: Name of the trading partner. 

Payer Action: Payment Type 

Value: Dollar Amount of Payment 

Effective Pmt Date: Date of Payment  

Received: Date the transaction was received into Internet EDI 
 

PRODUCT ACTIVITY/SALES (852) 

Sender: The name of the trading partner that has sent the transaction  

Document Type:  Indicates what type of transaction received from trading partner 

Document Date:  The date the transaction was issued by the trading partner.  This is most 

ƻŦǘŜƴ ǘƘŜ ǎŀƳŜ ŘŀǘŜ ŀǎ ǘƘŜ wŜŎΩŘ 5ŀǘe (may be different if the document resent).  

Document Number:  An original number sent on the transaction.   

Received:  Date the transaction was received into Internet EDI  
 

CUSTOMER MESSAGES (864) 

Sender: The name of the trading partner that has sent the transaction  

Document Type:  Indicates what type of transaction received from trading partner 

Document Date:  The date the transaction was issued by the trading partner.  This is most 

ƻŦǘŜƴ ǘƘŜ ǎŀƳŜ ŘŀǘŜ ŀǎ ǘƘŜ wŜŎΩŘ 5ŀǘŜ όƳŀȅ ōŜ ŘƛŦŦŜǊŜƴǘ ƛŦ ǘƘŜ ŘƻŎǳƳŜƴǘ Ǌesent).  

Document Number:  An original number sent on the transaction.   

Received:  Date the transaction was received into Internet EDI  
 

Outbox 
Shows transactions that have been sent or are on hold status. On Hold transactions are 

transactions that have been created and are ready to be sent but have been put on hold 

awaiting release.  
 

You can expand the Outbox to have your transactions segregated by transaction type.  

When using the transaction type specific view, there are details available that are specific to 

each transaction type.  
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INVOICES (810) 
Sent To:  Shows the name of trading partner that the invoice has been or will be transmitted 

to  

Invoice Number:  Invoice number, this is the document number for the invoice  

Invoice Date: Date of invoice  

Amount: Total Dollar Amount of Invoice  

Sent: Date Invoice was transmitted to Trading Partner  

Type: 810 = Invoice  

PO Number: Purchase order number as assigned by the trading partner. 

 

 

 

Status Definitions: 

New: Status will only be new when the invoice is received and has not been translated to 

EDI. This status is very rare. 

Sent: Document has been sent to trading partner and no Functional Acknowledgement 

(997) has been received yet. 

Accepted: 997 has been received by the trading partner. 

Rejected: 997 has been received by the trading partner but was rejected due to an issue 

with the EDI structure. 
  
SHIPMENT NOTICES (856)  
Sent To: Name of the trading partner that the Shipment Notice has been transmitted to  

Ship To: Name of the store or DC that shipment is being delivered  

Ship From: Name of the party that is shipping the goods  

Ship Date: mm/dd/yr of shipment sent to destination  

ASN Ref #: Shipment Number  

BOL #:  Bill of Lading Number  

Lading Qty: Number of Containers or Pallets  

Total Weight: Total Weight of Shipment  

PO Number: Purchase order number as assigned by the trading partner. 

Status Definitions:  

New: Status will only be new when the shipment notice is created and has not been 

translated to EDI. This status is very rare. 

Sent: Document has been sent to trading partner and no Functional Acknowledgement 

(997) has been received yet. 

Accepted: 997 has been received by the trading partner. 

Rejected: 997 has been received by the trading partner but was rejected due to an issue 

with the EDI structure. 
 

PURCHASE ORDER ACKNOWLEDGMENTS (855) 

Sent to: Shows the name of trading partner that the acknowledgment has been or will be 

transmitted to. 

Document Type:  Patric to have Vlad remove ς redundant 

Document Number:  An original number sent on the transaction.   
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PO Number: Purchase order number as assigned by the trading partner.  

Document Date: Date the document was created by the customer, but not sent.  

Sent:  Date the transaction was sent from Internet EDI  

Status Definitions: 

New:  Status will only be new when the invoice is received and has not been translated to 

EDI. This status is very rare. 

Sent: Document has been sent to trading partner and no Functional Acknowledgement 

(997) has been received yet. 

Accepted: 997 has been received by the trading partner. 

Rejected: 997 has been received by the trading partner but was rejected due to an issue 

with the EDI structure. 

 

Account Administration 
Administration of your account and settings in Internet EDI is accessible from the buttons 
located at the top right of the page. Refer to figure 3.0 below.  
 

Fig 3.0 

 

 

 

 

 

Tools 
It is important to note that this section is found on the home screen as a separate button 
and not under Company Settings in one of the tabs. Refer to figure 3.0 below.  
 

Transaction Search  
The transaction search tool allows you to filter out unwanted data/transactions in order to find exactly 

what you are looking for. Transaction search includes transactions that are no longer visible due to the 

document threshold you set previously. This way old transaction are always available to you.  
 

Fig 4.0 

 

 

 

 

 

 

 

 

 

 



8 
 

Commport Communications International, inc. | 5 Scanlon Court, Aurora, Ontario | 905 727 6782 | www.commport.com 

 

 

 

 

 

 

Trading Partner: Can search for documents sent and received by specified Trading Partners you deal 
with.  
Transaction Type: Search by Business or EDI document Type i.e. Invoice (810), Purchase order (850), 
Advance Ship Notice (856) etc.  
By Reference No: Ref number could by the Invoice #, PO #, Shipment ID, CO #.  
By Date Range: When the EDI or document was created in system or received into Internet EDI. 
Find Transactions: Does the search based on the settings you have selected.  
Open Selected Transactions: will open the selected document. Can also be done by double clicking the 
document in the list.  
 

Company Settings  
You can access the Company Settings section by selecting the Company settings button 

shown in figure 3.0 above. The Company Settings section allows you to set up your account 

profile, tax jurisdictions, company addresses and document thresholds, refer to figure 5.0 

below.  
  
Fig 5.0 
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Profile Tab 
The profile tab allows you to set your contact details, including specifying whom to send the 

Alerts and Notifications from Internet EDI.   
 

Language: 

You can select your language preference which will determine what language Internet EDI 

will be presented to you in. The system default language is English, or your operating 

ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƭŀƴƎǳŀƎŜΦ  
 

 

GS1 Company Prefix:  

Enter your GS1 Company Prefix (also known as a UCC/EAN number or company prefix) in 

this section.  This number is required to print labels. You may be wondering why you need a 

GS1 Company Prefix. Look at it as the license plate of an item or product moving through 

the supply chain. It forms the base for a family of identifiers that uniquely distinguish your 

ŎƻƳǇŀƴȅΩǎ products, locations, documents, shipments and relationships in the supply chain. 
  
Transaction Control Numbers: 

There are two boxes for each transaction type. The first box can be used to designate 

characters to be used to prefix all control numbers for your company. Some examples could 

be: 

¶ INV for invoice   

¶ CO for purchase orders.  
 

Internet EDI gives you the option to specify them (or not at all) for each transaction type. 

The transaction control numbers allow you to establish the starting number to support the 

ǎȅǎǘŜƳΩǎ ŀōƛƭƛǘȅ ǘƻ ŀǳǘƻƳatically increment document numbers.  Using the value in this 

section for Orders (850), Invoices (810), Advanced Ship Notices (856) and Purchase Order 

Acknowledgements (855), the system will assign a unique document number each time you 

create a new document.  This number will increment every time you begin a new document 

of the same type. The document number on an invoice can be over written when creating a 

new document by keying the desired number into the document during creation.  
 

Taxes: 

You can also turn on or off taxes for Canada or the U.S.A. This is also the section where you 

can enter your GST or HST registration number. Refer to figure 6.0 below. 
  
Fig 6.0  
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Tax Jurisdictions 
This section is automatically filled out for you by the Internet EDI.0 system.  
 

However, just as a review, this is the area where you would establish tax percentages and 

handling based on the jurisdiction. You can also turn on/off taxes for Canada or the U.S.A. 

This is also the section where you can enter your GST or HST registration number. Refer to 

figure 7.0 below.  
 

Fig 7.0 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 7.1 is the window that appears when you select edit a jurisdiction. You can add a new tax to 
a jurisdiction in this screen.  You can also edit the default taxes.  

 

 Fig 7.1 
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Figure 7.2 displays the screen that appears if you select Ψ!ddΩ ǘƻ ŀŘŘ a new tax into an existing 

jurisdiction. The Tax field is a drop down list that allows you to select applicable taxes for Canada. The 

rest are self-explanatory.  
 

Fig 7.2 

  
 

 

 

 

 

 

 

 

 

 

Figure 7.3 displays the screen that appears if you edit an existing tax.  
 

Fig 7.3 

 

 

 

 

 

 

Company Addresses 
The Company Addresses tab allows you to establish default addresses in the system.  You 
can store addresses for your coƳǇŀƴȅΩǎ ŘƛŦŦŜǊŜƴǘ ƭƻŎŀǘƛƻƴǎΦ  
 

Fig 8.0 
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To add a new address, ǎŜƭŜŎǘ ǘƘŜ Ψ!ŘŘΩ ōǳǘǘƻƴΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ŜŘƛǘ ŀƴ ŜȄƛǎǘƛƴƎ ŀŘŘǊŜǎǎ ǎŜƭŜŎǘ 
ǘƘŜ Ψ9ŘƛǘΩ ōǳǘǘƻƴΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŘŜƭŜǘŜ ŀƴ ŀŘŘǊŜǎǎκƭƻŎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ !ƭƭ ƻŦ ǘƘŜǎŜ ōǳǘǘƻƴǎ 
are found at the top right of the screen, refer to figure 8.0.  

Fig 8.1 

 

  

 

 

 

 

 

 

 

Name: Company Name 

Location Number: This is the location number identifier. The most common number used is a DUNS 
(Dun & Bradstreet) number. If your organization has multiple locations that are identified using a 
number, this field is where you can store this information. 
Location Description: You can enter a description such as Head Office to help make the address 
easier to identify.  
Line 1, Line 2, City, Province/State, Country, Postal/Zip Code, and Country: These fields are 

the physical address that will be transmitted in EDI documents that use this address.  

Contact Name, Contact Telephone and Contact Email Address: A place to store contact 

information for that location.  

Default Remit-To and Default Ship-From: If you select the checkmark you have activated 

the addresses to populate on the various transactions for that Trading Partner. It will 

populate the Remit-To and/or Ship-From depending on your selections here. 
 

3PL Users  
This tab is currently under construction and not available for use as of yet.  

Document Threshold 
This tab allows you to set a transaction data threshold. It will automatically filter out transactions that 

have a status of Complete, Closed, Cancelled or Viewed and that are older than the threshold date that 

you set. Transactions that are Complete, Closed, Cancelled or Viewed will no longer be visible if they are 

older than the threshold you set.  Open and incomplete transactions will always be visible regardless of 

the threshold you set. Refer to figure 9.0.  
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It is important to note that although old documents may not be visible, they are still searchable using the 

Transaction search tool under the Tools button on the home screen. Refer to figure 3.0. 
 

This setting helps you to remove old data and ensures that you receive improved overall system 

performance because you are reducing the size of your working data.  

 

Fig 9.0 

 

 

 

 

 

Set Threshold In: Select either Months or Days.   

Number: Amount of threshold. Max is 12 months or 365 days  

Save Threshold: Saves the threshold. When you save the threshold it automatically reloads your 
transactions with the new threshold. 

 

Items and Packing Rules 
It is important to note that this section is found on the home screen as a separate button and not under 

Company Settings. Refer to figure 3.0 
 

This is where you can load your product catalogue. If you add your items into Internet EDI, they will be 

available for use on transactions you create using the system. This tab allows you to Import or Export a 

product catalogue or manually enter products individually. To import a catalogue it must be in a CSV 

(Comma Separated Variable) format which is a recognized format that excel files can be saved in.  

Fig 10.0 
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If you want to import a prodǳŎǘ ŎŀǘŀƭƻƎǳŜ ǎƛƳǇƭȅ ǇǊŜǎǎ ǘƘŜ ΨLƳǇƻǊǘ ƻǊ 9ȄǇƻǊǘ LǘŜƳ /ŀǘŀƭƻƎΩ ōǳǘǘƻƴ ƛǘ ǿƛƭƭ 

bring you to a new window. Refer to Fig 10.1 below 

Click ΨLmport catalogΩ. Select your CSV file you would like to import. Please note that the file you are 

importing has to be a CSV file.  

Fig 10.1 

 

 

 

 

 

 

 

 

 

 

 

 

LŦ ȅƻǳǊ ŦƛƭŜ Ŏƻƴǘŀƛƴǎ ŎƻƭǳƳƴ ǘƛǘƭŜǎ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ǎŜƭŜŎǘ Ψ{Ƙƻǿ /{± ό9ȄŎŜƭύ ŦƛƭŜ ǎŜǘǘƛƴƎǎΩΦ ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ 

ŀ ƴŜǿ ǿƛƴŘƻǿΦ {ŜŜ CƛƎǳǊŜ млΦн ōŜƭƻǿΦ {ŜƭŜŎǘ ΨIŀǎ IŜŀŘŜǊ wŜŎƻǊŘΩΦ ¢Ƙƛǎ ǿƛƭƭ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ŦƛƭŜǎΩ column 

tit les are not imported as well.  

Fig 10.2 
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Once you have selected the CSV file to import you will have to map the fields from your file to the fields 

available in Internet EDI. This is telling Internet EDI.0 where you want the data from your file to be 

placed in the catalog fields available.  

 

Fig 10.3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Map the fields from the CSV to the right files in the drop down lists for each column. 

Fig 10.4 
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When you select Unit of Measure (UOM) in the drop down list, you will be prompted to map all the 

different words listed in that column to the right 2 digit UOM. 

Fig 10.5 

 

 

 

 

 

 

 
 

hƴŎŜ ȅƻǳ ƘŀǾŜ ƳŀǇǇŜŘ ǘƘŜ ŦƛŜƭŘǎΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŜƛǘƘŜǊ ΨaŜǊƎŜ ǿƛǘƘ ŎǳǊǊŜƴǘ ŎŀǘŀƭƻƎΩ ƻǊ ΨwŜǇƭŀŎŜ ŎǳǊǊŜƴǘ 

ŎŀǘŀƭƻƎΩΦ aŜǊƎŜ ǿƛƭƭ ƻƴƭȅ ƛƳǇƻǊǘ LǘŜƳǎ ǘƘŀǘ ŀǊŜ ƴƻt already there.  This is based on the UPC Code and 

±ŜƴŘƻǊ ŎŀǘŀƭƻƎ ƴǳƳōŜǊΦ  ¢ƘŜ ǎȅǎǘŜƳ ŘƻŜǎ ŀ ŎƘŜŎƪ ƻƴ ǘƘŜ ¦t/ ŎƻŘŜ ǘƻ ƳŀƪŜ ǎǳǊŜ ƛǘΩǎ ǾŀƭƛŘΦ ¢ƻ ƛƎƴƻǊŜ ǘƘƛǎ 

rule, check the Ignore UPC Validation box. Replace will delete whatever is currently in the catalog and 

replace it with the catalog you are importing.  

If there any issues on the import, they will be shown in the error box. The errors will reference which 

ƭƛƴŜ ǘƘŜ ŜǊǊƻǊ ƻŎŎǳǊǊŜŘ ƻƴ ƛƴ ǘƘŜ ŎǎǾ ŦƛƭŜΦ ¸ƻǳ Ŏŀƴ ǎŀǾŜ ǘƘŜ ŜǊǊƻǊǎ ǘƻ ȅƻǳǊ t/ ōȅ ŎƭƛŎƪƛƴƎ Ψ{ŀǾŜ 9ǊǊƻǊǎΩΦ 

Fig 10.6 

 

 

 

 

 

 

Packing Rules 
This section is currently under construction and not available for use.  
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Trading Partner Defaults 
 It is important to note that this section is found on the home screen as a separate button and not under 
Company Settings in one of the tabs. Refer to figure 4.0 
 

Trading partner defaults is where you set up all of the detail/defaults for your trading partners.   

Fig 11.0 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Vendor Number: Assigned number for Trading Partner. Used as the vendor number and Ship-From 

Number.  

Preferred Currency: Currency used by the Vendor with the selected Trading Partner  

Terms Type: Type of payment terms  

Net Days Due: Number of days until total invoice amount is due  

Net Day of Month: Day of the month the terms is being referenced  

Discount Days Due: Number of days in the terms discount period by which payment is due if terms 

discount is earned  

Discount Percent: Terms discount percentage available to the purchaser if an invoice is paid on or before 

the Terms Discount Due Date  

Basis Date: identifying the beginning of the terms period  

Terms Description: A free-form description to clarify the Terms  

Override Ship-To as Tax Basis: Allows Vendor to overwrite the selected Tax Jurisdiction on the Invoice.  
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Partner Locations 
You can sort your addresses by adding your addresses to different tabs depending on the address type 

using the following Internet EDI.0 tabs: 

Billing Addresses 

Distributions Centers 

Store Locations 

Other Addresses 
 

This is how you add addresses to any tab of the above listed tabs: 
 

Fig 11.1 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Location ID: ¢Ƙƛǎ ŎƻǳƭŘ ōŜ ŀ ¢ǊŀŘƛƴƎ ǇŀǊǘƴŜǊΩǎ ǎǘƻǊŜ ƴǳƳōŜǊΣ 5¦b{ ƴǳƳōŜǊΣ 5/ ƴǳƳōŜǊ ŜǘŎΦ  

Location Type: Designate the type of trading partner location: Billing Address, Distribution Center 

Store Location or other. 

Default Billing Address: If you select the checkmark when the invoice is created it will pull that address as 

the billing address. 
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Import or Export an Address Catalog:  
If you want to import a product catalogǳŜ ǎƛƳǇƭȅ ǇǊŜǎǎ ǘƘŜ ΨLƳǇƻǊǘ ƻǊ 9ȄǇƻǊǘ /ŀǘŀƭƻƎΩ ōǳǘǘƻƴΣ ǘƘƛǎ will 

bring you to a new window. Refer to Fig 11.2 below 

Click import catalog from the screen below. Select your CSV file you would like to import. Please note 

that the file you are importing has to be a CSV file.  

This is where you can load your hub specific addresses. If you add your items into Internet EDI, they will 

be available for use on transactions you create using the system. This tab allows you to Import or Export 

addresses or manually enter addresses individually. To import a file it must be in a CSV (Comma 

Separated Variable) format which is a recognized format that excel files can be saved in.  

Fig. 11.2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

If your file contains column titles you will have to seleŎǘ Ψ{Ƙƻǿ /{± ό9ȄŎŜƭύ ŦƛƭŜ ǎŜǘǘƛƴƎǎΩΦ ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ 

ŀ ƴŜǿ ǿƛƴŘƻǿΦ {ŜŜ CƛƎǳǊŜ млΦн ōŜƭƻǿΦ {ŜƭŜŎǘ ΨIŀǎ IŜŀŘŜǊ wŜŎƻǊŘΩΦ ¢his will ensure that the files column 

titles are not imported as well.  
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Fig 11.3 

 

 

 

 

 

 

Once you have selected the CSV file to import you will have to map the fields from your file to the fields 

available in Internet EDI. This is telling Internet EDI.0 where you want the data from your file to be 

placed in the catalog fields available.  

 

Fig 11.4 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Map the fields from the CSV to the right files in the drop down lists for each column. 

Fig 11.5 
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hƴŎŜ ȅƻǳ ƘŀǾŜ ƳŀǇǇŜŘ ǘƘŜ ŦƛŜƭŘǎΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ΨaŜǊƎŜ ǿƛǘƘ ŎǳǊǊŜƴǘ ŎŀǘŀƭƻƎΩ ƻǊ ΨwŜǇƭŀŎŜ ŎǳǊǊŜƴǘ 

ŎŀǘŀƭƻƎΩΦ aŜǊƎŜ ǿƛƭƭ ƻƴƭȅ ƛƳǇƻǊǘ ŀŘŘǊŜǎǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ŀƭǊŜŀŘȅ ǘƘŜǊŜΦ ¢Ƙƛǎ ƛǎ ōŀsed off of the Store/DC/Bill 

number. Replace will delete whatever is currently in the catalog and replace it with the catalog you are 

importing.  
 

Fig 11.6 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

997 ς Functional Acknowledgements  
Functional Acknowledgements or 99тΩǎ ŀǊŜ ǎŜƴǘ ōȅ ǘƘŜ ¢ǊŀŘƛƴƎ ǇŀǊǘƴŜǊΣ ǘƘŜȅ ŎƻƴŦƛǊƳ ǘƘŀǘ ȅƻǳǊ ǘǊŀŘƛƴƎ 

partner has received the document and it conforms to EDI Standards. In your Internet EDI outbox, once 

ŀ ǘǊŀƴǎŀŎǘƛƻƴ Ƙŀǎ ǊŜŎŜƛǾŜŘ ŀ ффтΣ ƛǘǎΩ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ŦǊƻƳ ǎŜƴǘ ǘƻ !ŎŎŜǇǘŜŘ ƻǊ wejected. This 

applies to any related transactions (Invoices (810), Advance Ship Notices (856)) as well.  
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Managing Purchase Orders Using Internet EDI.0 
In order to use and begin creating return documents in response to the purchase orders you receive, you 

must first create a sales order in Internet EDI.0.  The sales order is a copy of the purchase order as sent 

by your customer.  As you create shipments and invoices against the sales order, Internet EDI.0 will 

update the sales order with the products and quantities that have been fulfilled or remain available for 

fulfillment. 
 

Viewing and Printing Your Purchase Order (850) 
The purchase order is available in your Inbox under the Mailbox tab.  You can view a printable copy of 

this purchase order by double clicking on the order or by clicking on the print button. This will generate 

a report with all of the details as provided by your customer. 
 

Fig.12.0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can use the ΨtǊƛƴǘΩ ōǳǘǘƻƴ at the bottom of the screen to print a copy of your purchase order. You 

can print multiple purchase orders by simply selecting multiple orders. You will know that the 

order/orders have been selected as they will be highlighted in blue.  
 

 

 

 

 

 

 

 

 

 




