File Format Instructions

Usually, the customer will post this file to our FTP site and send an email that summarizes the orders (i.e. number of orders and total Qty for each SKU in order file). Our CSR then uses the summary email to verify that all the orders made it into our system. After the orders ship we then provide a file that has the tracking numbers for each order so they can import that back into their system if they want. Please see the attached excel file that outlines the various file formats and below for some additional details. 

Field1 (ReferenceNbr) absolutely needs to be populated and MUST BE UNIQUE. This is how our system knows which lines belong to which order. This would mostly be an order number that website or call center would assign and is something that we will flow to all reporting so that our records can easily tied back to your records. 

Field2 (PONumber): Specify if you have a PO number for this order

Field3 Use Null (i.e. leave blank or empty fields)

Field4 Set to A

Field5 Set to A

Field6 (Customer) needs to be  _ _ for Mixology (The 2 digit code is assigned by our IT department)
Field7 (Facility) needs to be PH1 for our Phoenix warehouse

Field8 (BillConsignee)Ignore this as it won't apply to you. Specify the billing address in Fields 9- 20

Field9 -Field 20: use for Billing address. Use the Tab called  "CountryCodes" in spreadsheet to know what country code to use in field 17

Field 21 (ShipConsignee) Ignore this as it won't apply to you. Specify the shipping address in Fields 22-33

Field22 -Field33: Use for Ship address. Use the Tab called  "CountryCodes" in spreadsheet to know what country code to use in field 30

Field34 (OrderDate), Either set to the date order was placed or leave null

Field35: Use Null (i.e. leave blank or empty fields)

Field36: Use Null (i.e. leave blank or empty fields)

Field37(Shipdate): REQUIRED set this date to the date file is generated unless you want to specify a future ship date.

Field38 - Field 46: Use Null (i.e. leave blank or empty fields)

Field 47: USE PPD if shipping on SPExpress account, use 3RD to bill freight to a different account

Field 48 (FreightAcctNbr): If shipping as 3RD party freight payment then specify the accountnumber for the carrier (FedEx/UPS/etc)

Field 49: (Source_Key): Allows you to specific a source for orders (such as web/phone) or any other way to distinguish orders.

Field 50: Default to S for Small package unless you know if the order will be an LTL or TL prior to us preparing it (then you can set to L or T)

Field 51 (Ship Carrier): Use tab named "Carrier & Service codes" in spreadsheet to find correct service. 

Field 52 (ShipSrvCode): Use tab named "Carrier & Service codes" in spreadsheet to find correct service. 

Field53 - Field59: Use Null (i.e. leave blank or empty fields)

Field60 (DepartmentID): Secondary method for passing information for segregate the orders for reporting purposes, such as a product line or sales channel

Field61(Ref2): Specify a second reference number if you want

Field 62 –Field 67: Use Null 

Field 68 (Auth Resp Code): Leave Blank.

Field 69 (Auth Source): Leave Blank.

Field 70 (AVS Response): Leave Blank.

Field 71 (Auth Reference Nbr): Leave Blank.

Field 72: Use RG unless you want to require a signature (Sig) or Adult Signature (AdtSig) for delivery by the carrier (UPS/FedEx/USPS).

Field 73: use NA unless you need to do a COD Shipment

Field 74: Use NA unless you need SPE to buy insurance with Carrier

Field 75: Use NA since you don't use endorsements with USPS

Field 76: Use Y if residential delivery address or N for commercial delivery address

Field77 (PAYMETHOD): Leave Blank.
Field 78 (AcctNum): Leave Blank.
Field 79 (ExpDate): Leave Blank.

Field80 (CCVCode): Leave Blank.

Field 81 -Field 92: Use Null. If you need to specify data to SPE that is not in a different field we can setup one of these custom fields for that.

Field 93: Use Null as you don't use SPE for credit card processing

Field 94: Allows you to pass us a Subtotal for the order if you want it to show up on a packing list. If you don't want to use then set to 0

Field 95: Allows you to pass us a Tax for the order if you want it to show up on a packing list. If you don't want to use then set to 0

Field 96: Allows you to pass us a ShipCost for the order if you want it to show up on a packing list. If you don't want to use then set to 0

Field 97: Allows you to pass us a Total for the order if you want it to show up on a packing list. If you don't want to use then set to 0

Field 98: Allows you to pass us a Balance (i.e paid Paid for part of it up front rest billed later) for the order if you want it to show up on a packing list. If you don't want to use then set to 0

Field 99 -Field 111: Use Null as you don't use SPE for credit card processing

Field 112: If you specified insurance in Field 74, then put the amount for insurance here

Field 113: Use Null (i.e. leave blank or empty fields)

Field 114 - Field 165 are specific to the item. There will be a line for each new SKU on an order so if you 3 different items on an order then you would have 3 different lines, Fields 1 -Field 113 will be identical for all 3 lines, but field 114 -165 may be different. It is important you don't list the same SKU twice, because the second line for the same SKU will be ignored by our system. For example, if you have a SKU ABC and you want quantity of 10. You CAN NOT have 2 lines one for ABC QTY 6 and one with ABC QTY 4 or else the system will only pick up the line with 6 and ignore the 4. You would need to have 1 line that says ABC QTY 10. 

Field 114: Item Number or SKU that is on file with SPE

Field 115: Use Null. If you want to force SPE to use a specific lot number then contact your CSR so we can setup this feature

Field 116: Use EA for eaches. You can specify Cases and Pallets but I recommend you use EA instead because otherwise you need to be in sync with SPE on what quantities are in cases and pallets.

Field 117: Quantity of the item. Make sure this is in line with what you used in Field 116 (i.e. if you put 1 here and you put EA in field 116 then we will ship 1 unit. But if you put Pallets in Field 116 then we would ship 1 pallet of product). 

Field 118 - Field 159: Use Null (i.e. leave blank or empty fields)

Field 160: (ItemCostPerUOM) This allows you to put the cost per a single unit on the packing list, if you don't want to show this then leave null. Ex: A 5 pack of knives costs $10 so you would put $10 here

Field 161: (LineItemSubtotal). This allows you to put the Total cost for that SKU (units * ItemCostPERUOM) if you want this on the packing list and don't want us to calculate using the value in Field 160. EX:  10 5-packs of Knives are order (each cost $10) you would put $100 here.

Field 162- 165: Use Null (i.e. leave blank or empty fields)

