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Basic ecPortal Guidelines 

www.ecutopia.com 
 
Welcome to ecUtopia! 
 

Please use this document as a reference for navigating and operating our user-friendly ecPortal. Our 
goal is to make your management of orders an easy and simple part of your day.  
 

The Guideline’s main purpose is to advise on how to locate a Purchase Order and how to create the three 
essential Return Documents as required by retailers for every Purchase Order:   
 

1. PO Acknowledgement (855/POACK): confirms product, cost, quantity and ship date 
2. Advanced Ship Notice (856/ASN): created when product is ready to ship with a tracking number 

available 
3. Invoice (810/INV): created after ASN has already been sent 

 

Each retailer has specific requirements for return documents. Please make sure you are aware of the 
requirements for each. 
 
ecUtopia’s Help and Training 
 

If you would like to obtain hands on training or if you experience any issues while using ecUtopia.com, 
you are more than welcome to contact our  Support team at Support@ecutopia.com or call directly at 
(858) 634-5055.  
 

ecUtopia offers a variety of different options for training. Over the phone training and visual aids can be 
provided upon request. Our most commonly used tool for Hands On Training is GoToMeeting.com. 
Online meetings can be set up by appointment or on the go and allow for personalized training and 
communication directly on your computer. Our team will simply send you a link and conference number 
to dial in to and the training can commence.  
 

Our Normal Business Hours:   
Monday – Friday 
5:00 am PST – 4:00 pm PST 
6:00 am MT – 5:00 pm MT 
7:00 am CT – 6:00 pm CT 
8:00 am EST – 7:00 pm EST 
 

After Hours Emergency Support 
 
If in the event of a business stopping emergency that occurs outside of ecUtopia’s business hours, we do 
offer an alternate communication source to alert our team: 
alerts@ecutopia.pagerduty.com 

 
Please note this communication source should ONLY be used in the event of a business preventing 
emergency outside of our business hours. 
 

http://www.ecutopia.com/
http://www.ecutopia.com/
mailto:support@ecutopia.com
mailto:alerts@ecutopia.pagerduty.com
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New Documents 
 

 
 

The ‘New Documents’ tab will contain all new Purchase Orders and Purchase Order Changes that have 
been submitted by your Retailer’s Buyer. 
 

Purchase Orders are also commonly referred to as 850 documents, and Purchase Order Changes are 
commonly referred to as 860 documents.  
 

The ‘New Documents’ tab will highlight how many new orders are waiting for review. By selecting ‘New 
Documents’, all documents will be available for the Seller/Vendor to open and review.  
Purchase Order Changes will be highlighted in red as ‘Purchase Order (Changed)’ under ‘Document 
Type’. 
 

You have the opportunity to Print and View the documents in ‘New Documents’ by selecting the check 
box of the specific purchase orders needed. Individual and/or multiple can be selected. 
 

 
 

To open the purchase orders, select the hyperlinked document number.  
Once a new document has been selected, it will progress out of ‘New Documents’ and into ‘Document 
Management’, where return documents can be built. This action will change the document’s receipt 
status from ‘Initial’ to ‘Received’ on the ecPortal, alerting your Buyer that the new document has been 
received successfully. 
 

A document in ‘Document Management’ can be moved back in to ‘New Documents’ if needed. Search for 
the document in ‘Document Management’, select the document line and select ‘Keep As New’ at the 
bottom of the Portal webpage. 
This document will then move from Document Management to New Documents. 

 
 
 
 
 

http://www.ecutopia.com/
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Document Management   
 

Finding your Purchase Order once it has progressed from ‘New Documents’                         
 

 
 

Document Management contains all of Purchase Orders that are in production, the Trading Partner 
associated to the Purchase Orders, the Receipt Status of the Purchase Order, and the Return Documents 
that have been transmitted. 
 

Similar to ‘New Documents’, there is a Search Engine with a variety of different filters that can be 
utilized to search for a specific document. Key filters include ‘Doc Number’, ‘Trading Partner’ and 
‘Document Type’, all of which will narrow your search when looking for a particular PO or PO Change 
and its return documents.  
 

To open a Purchase Order, simply select the hyperlinked number under the ‘DocNum’ column.  
 

Viewing the Receipt Status of a Purchase Order 
 

Log in to ecUtopia.com and select the ‘Document Management’ tab. Every Purchase Order has a ‘Receipt 
Status’ column that will show either Late, Initial, Rcv’d or Final.  
A Vendor can create PO Acknowledgements (855’s), Invoices (810’s) and ASN’s (856’s) as long as the 
Receipt Status of the document is not in Final Status. 
 

 

 

http://www.ecutopia.com/
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How do Documents on the Web Portal obtain a status of Final? 
1. The Retailer sends ecUtopia multiple files via EDI throughout the day indicating what 

Documents have achieved a Final Status. Those files are then used to update the status on the 
Web Portal.  

2. Once the Document has a Receipt Status of FINAL, the Vendor can no long make any additional 
changes to the Document. 

3. Only the Retailer can change the status of a Purchase Order on the ecPortal.  

Return Documents in Document Management 
 

Every Purchase Order has three columns specific to the PO ACK, INV, and ASN. The three columns will 
contain a Y or an N. 
 

 
 

The Y and the N represent whether that particular return document has been submitted for a PO.  
An N represents No, for no return document and Y represents Yes for return documents. 
The Y will either be a Red Y or Blue Y. The Blue Y indicates that no exceptions are included in the ACK, 
and the Red Y indicates that there are exceptions. 
An exception represents any change that has been made to price, qty, or dates in the ACK.  
If the Y is a bolded Red color or bolded Blue color, this indicates that multiple acknowledgments have 
been submitted for the Purchase Order. 
 

By hovering over the Y, detail information about the document, such as when the return document was 
sent, will populate. 
To open a Return Document, select the Y directly or the hyperlinked document number that is displayed 
once you hover over the Y. 
 

 
 

Once opened, any return document, Purchase Order or Purchase Order Change can be printed, saved to a 
PDF or Saved to a CSV.  

  

http://www.ecutopia.com/
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How to Generate Return Documents for Purchase Orders 

Purchase Order Acknowledgement 
 

A PO ACK, or an 855 as it is commonly referred to, is a return document sent to the Buyer 
acknowledging that the Purchase Order has been received and the details of the order have been 
processed by the Seller. Many Buyers require an acknowledgement for every Purchase Order to be 
submitted within 48 hours of the Purchase Order being sent. 
 

The PO ACK acknowledges the product, the estimated Ship Date, the quantity and the cost of the items 
that have been ordered. Any cancellations or back orders are expected to be communicated in the PO 
ACK.  

Acknowledging a Purchase Order: How to Create a PO ACK 
 

1. In Document Management, you will see Live/Production Purchase Orders listed below the Green 
Search Tool Box under the “Doc Num’ column. 

2. Open the purchase order you need to create an Acknowledgment for by selecting the Blue 
Hyperlinked Purchase Order number under the ‘Doc Num’ column. 

3. Once opened, select ‘Create Ack’ to create a PO Acknowledgement. 
 

 
 

4. There are four red asterisk fields that are required in order to send a PO Acknowledgment. 
5. The ‘*ACK NUMBER’: an internal Ack Number can be entered .  However, if using an internal 

number, please ensure this value is unique to each Acknowledgement sent. ecPortal will 
generate a unique Ack Number by selecting  ‘Generate Ack Number’ button.   

6. The ‘*ACK DATE’ is the date the PO Acknowledgment date is being created (this date is already 
populated for you). 

7. The ‘*REQ SHIP DATE’ is the confirmed or estimated date the product will ship 
a. The purchase order contains the desired ship date communicated by the Buyer.  This 

may be entered as the same date or next day as the PO indicating for you to Ship ASAP.  
You must update the date with the correct information. 

8. After entering the Ship Date, select ‘Update All Lines’ and the Ship Date will also populate for 
each Product Line at the Line Level below. 

http://www.ecutopia.com/
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9. The ‘*REQ ARRIVAL DATE’ is the estimated Arrival date the product will arrive 
10. Enter your estimated Arrival Date and select ‘Update All Lines’ and the Arrival date will also 

populate for each product line at the line level below. 
11. Quantity and Price can be updated on each line item at the product line level as needed. Any 

adjustments will be alerted in Red as an exception for the Retailer/Buyer’s review. 
12. If a line item has been discontinued, the quantity must be set to zero. 

 

 
 

13. If a line item is on Back Order and shipping at a later date, the quantity remains the same, and 
the ship date must be changed to the estimated date the product will be available to ship. Select 
the B/O Check Box that indicates the line item is Back Ordered 

 

 
 

14. Once all of the information has been entered and is accurate, select the ‘Send Ack’ button located 
on the left hand side of the screen. 
 

 
 

Once a PO Acknowledgment has been sent, a Blue or Red Y will appear under the PO ACK Column in 
‘Document Management’ for the Purchase Order.  The Blue Y indicates that no exceptions are included in 
the ACK, and the Red Y indicates that there are exceptions to price, quantity, or dates in the ACK. 
  
Please Note: the ‘Cancel All Items’ and ‘Backorder All Items’ option below the ‘Send Ack’ button are to 
only be used if an entire order is Back Ordered or Cancelled. Do not use for partial Cancellations or 
partial Back orders.  
 

An (855) Acknowledgment is expected to be sent for a Purchase Order that has been completely 
cancelled.  
 
To Cancel a Whole Purchase Order: Create a PO ACK and select ‘Cancel All Items’ 
 

http://www.ecutopia.com/
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Clicking ‘Cancel All Items’ will prompt Confirmation 
 

 
 

By selecting ‘Yes’, a Cancellation Reason prompt will appear next 
 

 
 

After choosing a Cancellation Reason, clicking ‘Continue’ will autofill the cancellation information in the 
Acknowledgement. The Ack Number will have CANCEL_ appended, Ship Dates will be set to 
12/31/2049, a date and Reason will be sent in the Comment section and all Quantities at the line item 
level will be set to zero. Select ‘Send Ack’ for an official (855) PO ACK document to be sent to the 
Retailer.  
 

To Back Order All Items, follow the same steps of procedure by selecting ‘Backorder All Items’. A 
Confirmation and a Backorder Reason Prompt will follow. By selecting ‘Continue’, the last step will be to 
fill in the *Requested Ship Date and *Requested Arrival Date, which identifies the Estimated Date the 
product will be available to ship. “Update All Lines” and select “Send Ack”. 
  

http://www.ecutopia.com/
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Advanced Ship Notice 

How to Create an Advanced Ship Notice (ASN): Build Shipment 
 

An Advanced Ship Notice, also commonly known as the ASN or 856 document, is created when the 
product is ready to ship with tracking information available. 
 

1. Open the purchase order you need to create an ASN for by selecting the blue hyperlinked 
Purchase Order number under the ‘Doc Num’ column. 

2. Select ‘Build Shipment. 
3. There are five red asterisk fields that are required when Building a Shipment. 

 

 
 

4. The ‘*ASN NUMBER’ can contain an internal Advance Ship Notice number. Please ensure this 
value is unique to each ASN. Or by selecting ‘Generate ASN Number’, ecPortal will generate one 
for you. 

5. The ‘*ASN DATE’ is the Date the ASN is being created, which will already be populated for you  
6. The ‘*SHIP DATE’ is the confirmed date the Product will be shipping. 
7. The ‘*TRACKING NUMBER/BOL’ for the shipment must be entered prior to sending the ASN.  

BOL is short for Bill of Lading. 
8. The ‘*CARRIER NAME’ is the confirmed Carrier shipping the product and their official SCAC 

code. Once a Carrier has been entered, their information can be chosen for future ASN’s. 
a. To enter a Carrier name, you will need to obtain the Carriers SCAC code. The SCAC code 

is similar to a Carrier’s Vendor Code. For example: For UPS, the SCAC is UPSN.  SCAC 
codes are required to ship to the USA. 

b. Select the green ‘+’ sign. 
c. Enter the Carrier name and the SCAC code in to the fields indicated by the red asterisk. 
d. Save the Carrier by selecting the Blue and Green File/Floppy disc icon. 

9. Once all of the red asterisk information has been fulfilled, select the ‘Add PO(s)’ button at the top 
left of the ecPortal screen. 

10. The Purchase Order you are creating the ASN for will already be included under ‘Selected PO(s)’. 
Additional PO’s with the same Ship From Address can be included in the Advance Ship Notice by 
selecting them as listed in Retailer POs. 

11. The Total Pieces that are included in the Purchase Order is displayed and the items can viewed 
by selecting ‘Edit Line’. 
 
 

http://www.ecutopia.com/
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Please note: The number of pieces in the ASN need to reflect the items that are actually shipping 
under this specific ASN/Tracking Number combination. To edit the quantities being shipped by 
line, click the hyperlinked ‘Edit’ button to make any necessary adjustments. 
 

12. You can save the ASN for later or if ready to send, please select ‘Send Now’. 
 

 
 

Once an ASN has been sent, a Blue Y will appear under the ASN Column in ‘Document Management’ for 
the Purchase Order. 
  

http://www.ecutopia.com/
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Invoice 

How to Create an Invoice 
 

1. Open the Purchase Order you need to create an Invoice for by selecting the blue hyperlinked 
Purchase Order number under the ‘Doc Num’ column in ‘Document Management’ 

2. Select ‘Create Invoice’ 
3. Select the document to base the invoice on (ASN is recommended) and select ‘Create 

Invoice’ 
 

 
 

4. There are 4 red asterisk fields that are required when creating an Invoice 
 

 
 
 

5. ‘*INVOICE NUMBER’ is the internal invoice number you will manually enter 
6. ‘*INVOICE DATE’ is the current date the Invoice is being created 
7. ‘*TRACKING NUMBER’ is the Tracking Number for the Product Shipment. Please enter if not 

already populated from the ASN Document 
8. ‘*SHIP DATE’ is the date the Product has shipped.  It will be pre-populated if based on ASN. 
9. If Charges and Allowances need to be submitted on an Invoice, please use the “Charges” field at 

the header level under Payment Terms.  
a. Click the ‘+’ sign to the far right and select the correct criteria from the drop down’s. If 

this charge or allowance should be on every single invoice, select the hyperlink ‘Default 
Setting’. 

 

 

http://www.ecutopia.com/
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10. Canadian Taxes are populated based on the Province of the Ship to address and are 
automatically calculated to be included on the ‘TAXES’ line of the Invoice.  Please make sure to 
select the check box ‘We need to include Canadian Taxes for this Invoice’ 

11. Once all of the information is correct, select ‘Send Invoice’ 
 

Once an Invoice has been sent, a Blue Y will appear under the INV Column in ‘Document Management’ 
for the Purchase Order. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.ecutopia.com/
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Archiving 

Archiving Completed Purchase Orders 
 

Once a Purchase Order has been fulfilled and completed, Purchase Orders can be filed in to the Archive 
database and removed from Document Management.  
 

Archiving a completed Purchase Order will allow for users to organize and separate Orders that are still 
in Process from Orders that have been fulfilled.  
 

Select the Purchase Order you wish to archive by checking the box to the left of the PO and select 
‘Archive Selected’ at the bottom of the Document Management Page.  
 

 
 

The Archive Database can be accessed by hovering your cursor over ‘Document Management’, and 
selecting ‘Archive’ 
 

 
 

Purchase Orders that have been moved in to the Archive can also be moved back in to Document 
Management by selecting ‘Move to Active’ at the bottom of the Archive page.  
 

Purchase Orders are never deleted or removed from ecPortal, they will always be accessible in New 
Documents, Document Management or the Archive.  

 
  

http://www.ecutopia.com/
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User Management 
 

User Management is a feature on the ecPortal that allows for an Administrative User to add, edit or 
delete users. User Management is only available to user’s that are classified as  ‘Administrators’ and they 
have access to every users’ account.  
Users that are classified as ‘Manager’ or ‘Staff’, have access to their own User Profiles only. Each user can 
edit their own profiles by using the same steps as indicated below and selecting ‘User Profile’. 
 

Accessing User Management as an Administrator 
 

Hover over ‘Administration’ and select ‘User Management’. 
 

 
 

This will take you directly to the ‘Manage Users’ tab, where all of all of your current users are listed.  
The ‘Manage Users’ tab gives a higher level view of the email addresses, usernames and user types that 
are currently associated to each User.  
 

 
 

To add a New User, select ‘Add User’ and this will take you to the ‘User Personal Information’ Page 
 

Fill in as much Personal Information as needed. The required fields to create a successful user are 
indicated by a Red Exclamation Point.  
 

 
 

http://www.ecutopia.com/
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The Email Address is the current address that the user expects to receive email notifications and alerts.  
The User Name will populate the email address automatically, however the username can be 
personalized by the User as well.  
The Password must be entered twice for compatibility. The password must be 6 characters minimum, 
contain atleast one lower case letter, one upper case letter, one number and one special character. Valid 
special characters are: @#%^&+=  
The User Type determines the level of access and privilegs for the new user: 

▪ Staff – Staff users have the ability to view and print documents as needed. They do not 
have access to creating return documents or changes on the Web Portal. This is a View 
Access Only User Type.  

▪ Manager – Managers have the ability to create and manage Return Documents for 
Purchase Orders. They have the ability to make adjustments to their own User Accounts. 
They do not have overall visibility of other users.  

▪ Administrator – has full access to the Portals full capabilities, access to all users, 
management of orders, Application Configuration, and Billing.  

Select Language gives the opportunity for the User to view the Portal in the Language of their choice.  
The User has the option to be excluded from Specific Emails by selecting the Check Box that pertains to 
their preference. 
Select Position indicates the User’s Role  
Assign the Available Retailers this User will need access to by moving the Retailer of Choice out of the 
‘Available Retailer’s’ Box to the ‘Assigned Retailer’s Box 
Select Save 
 

To Edit a Current User, select the hyperlinked ‘Edit’ option in the Edit column associated to the User in 
the ‘Manage Users’ tab.  
 

 
 

This option will bring you to the User’s Personal Information page, where details of their account can be 
altered, updated or changed.  
 
To Delete a Current User, select the hyperlinked ‘Delete’ option in the Delete column associated to the 
User in the ‘Manage Users’ Tab. 
 

 
 

Deleting a User will remove the User Account entirely 
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User Audits 
 

 
 

The User Audit tab is available to Administrative Users only in User Management. This tab provides 
insight to each users’ log in activity with how many days since their last log in and the exact date and 
time the user logged on last.  
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Retailer Portal  
 

 
 

The Retailer Portal provides an opportunity for Vendors to communicate available inventory 
information to the Retailer. This feature is available if it is a requirement of the Retailer and must be 
implemented and tested prior to production.  
 
If the 846 Inventory Upload has already been approved and implemented with an ecUtopia Project 
Manager, available Upload Instructions are located in the “Retailer Portal” tab under “Item Uploads”. 
Added training requests or Support opportunities can be communicated to Support@ecutopia.com. 
 
If your company is interested in enhancing the ecPortal with the 846 Inventory Upload, please reach out 
to Support@ecutopia.com for information on whether this Feature is approved by the Retailers 
currently trading with you.  
 
 

http://www.ecutopia.com/
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