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Introduction

This user guide explains what SPS Commerce Integrated Fulfillment for 
QuickBooks Online is and how to use it.

Integrated Fulfillment for QuickBooks Online is an SPS service that syncs and connects 
customer QuickBooks Online accounts to the SPS Universal Network. The service works 
entirely in the cloud and connects directly to your QuickBooks Online account.

The service sits between your QuickBooks Online account and your SPS Commerce 
connection point. Any transactions that come from your customer(s), through SPS 
Commerce, will go through the service first before importing into your QuickBooks 
Online account. The opposite is also true. Any transactions that come from your 
QuickBooks Online account will go through the service first before going to SPS 
Commerce, to be sent to your customer(s).

Product Overview




3

Product Navigation
The service has five components that can be accessed by clicking the tab with the same name.

Transactions Activity Iten Lookups Customer Lookups Settings

Transactions

Clicking here will allow you to see inbound and outbound transactions that have processed through the 
service. You can also push or pull data to/from SPS Commerce and your QuickBooks Online account.

Activity

Clicking here shows you a status report of transactions that have processed through the service.

Item Lookups

Clicking here will allow you to manage/match item cross references for your customer transactions. 
Since QuickBooks only stores one item number, you can associate a QuickBooks Item number to 
different buyer item number(s) that your customers send/receive.

Customer Lookups

Clicking here allows you to configure which customer transactions you would like to process through 
the service. Here you can choose which QuickBooks Online customer records you would like to cross 
reference (match) to inbound customer orders.

Settings

Clicking here will allow you to connect the service to your QuickBooks Online account and your SPS 
Commerce connection point. You will need to connect to your QuickBooks Online account and SPS 
Commerce before you can use the service.

  Go to Sending & Receiving Transactions to learn more on page 6.

  Go to Viewing the Activity Report to learn more on page 7.

  You will need to manage your Item Lookups before processing transactions through the service.

  Go to Managing Item Lookups to learn more on page 5.

  Go to Configuring Customer Lookups to learn more page 4.

  Go to Initial Service Setup between SPS Commerce and QuickBooks Online to learn more  
         on page 4.
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Initial Service Setup between SPS Commerce and QuickBooks Online
1. Login to the online service.
2. Left-click Settings in the top banner.
3. Type in the Profile Name you want to 

setup for your company in the service
4. To connect the service to QuickBooks 

Online:
 

5. To connect the service to SPS Commerce:
 a.  Enter your SPS credentials under Connectivity Settings.
 b.  Select the Production Mode or Test Mode options to toggle between test and production environments.

Configuring Customer Lookups

1. Left-click Customer         
Lookups in the top 
banner.

2. Click the Refresh 
Customers button 
to sync all of your 
QuickBooks Online 
customers into the 

        service.

3.    Click the pencil icon next to the Trading Partner you want to configure.
 a.  Left-click the check box, to activate the Customer within the service.
 b.  Enter the 3 digit Hub Num assigned by SPS for your Trading Partner.
 c.  If you have multiple Ship To location numbers associated to the Trading Partner, then
      add the Ship-To Location IDs, under the Location column. Numbers should be
      separated by a comma with no space.
 d. Click Save when you’re done editing the Trading Partner.

4. When you are done configuring all of your customers within the Customer Lookups tab, click the
     Save button in the upper right.

Pro Tip: You will need to configure each individual Trading Partner for customer 
specific data you want to run through the service.

a. Left-click the Connect to 
QuickBooks icon under System 
Connection.

b. A new window will appear.
c. Follow the prompts to finish 

connecting the service to 
QuickBooks Online.

d. When the service is connected 
to your QuickBooks Online 
account, you will see Connected 
Successfully under System Connection. You will also see the name of your company setup within 
QuickBooks.
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Managing Item Lookups
You can manually manage Item Lookups or use a spreadsheet upload.

1. Left-click the Item Lookups in the top banner.

2. Click the Refresh Items button.

 a. This will sync all of your QuickBooks items into the service.

3. Select the QuickBooks Item you want to set a cross reference for on the left side of the screen.

         Pro Tip: Use the search bar to find a specific item.

4. Find the Trading Partner you want to setup an item lookup for on the right side of the screen.

 a.  Click the pencil icon to insert all the part numbers that should correspond to the   
     QuickBooks Item for that particular Trading Partner.

NOTE: You can add five different part numbers in the service that will correspond to the Item number in 
your QuickBooks Online account.

  i. Vend Part #

  ii. Buyer Part #

  iii. UPC

  iv. GTIN

  v. Nat Drug Code

Manually Managing Item Lookups:

Pro Tip: Only update the Vend Part # if the value the Trading 
Partner sends/receives is different than what is in your 
QuickBooks Online account. The QuickBooks Item Number 
defaults to your Vendor Part # in your documents.
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1. Left-click the Item Lookups in the top banner.
2. Left-click the Download button.
3. A spreadsheet file will download to your computer.
4. Find the file in your downloads folder and open it.
NOTE: You will need Microsoft Excel installed on your computer to finish the spreadsheet upload.
 a. Do not modify any data in the five left columns (columns A – E) of the spreadsheet.
 b. Data in your QuickBooks database will become corrupted if you modify any of the 
      data in the left five columns.
5. Make sure the Excel spreadsheet is formatted so that all cells contain Text values.
 a. Left-Click the top left corner of the spreadsheet so that all cells are highlighted.
 b. Right-Click the top left corner of the spreadsheet.
 c. Select Format Cells.
 d. Select the Number tab.
 e. Select Text and then right-click Okay.
6. Find the QuickBooks Item Name you want to update in Column B.
7. Find the corresponding Trading Partner(s) you want to update in column E.
8. In columns G – K insert the part numbers you want to correspond to the QuickBooks Item number and  
    Trading Partner.

9. When you are done editing the spreadsheet, save the file to your computer.
10. Go back to the online service and click the Upload button within the Item Lookups tab.
 a. Find the spreadsheet file on your computer you want to upload to the service.
 b. Click Open.
11. The spreadsheet upload will update items in the service, but it will not modify your QuickBooks database.

Managing Item Lookups via a Spreadsheet Upload:

Sending & Receiving Transactions
The Transactions tab has two sub-tabs, described below.

Inbound Transactions: 
 Clicking here will allow you to pull available document transactions (e.g. orders) from SPS  
 Commerce into the service to be forwarded to your QuickBooks Online account.
Outbound Transactions:
 Clicking here will allow you to pull available document transactions (e.g. invoices) from your  
 QuickBooks Online account into the service to be forwarded to SPS Commerce.
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1. Left-click Transactions in the top banner.
2. Left-click Inbound Transactions.
3. Left-click the Receive button in the upper-right corner.
 a. The service will now pull in any available documents on SPS’ platform and process the files   
     according to the Customer and Item Lookups you have setup.
 b. Once the transactions have been processed within the service they will be pushed to your   
      QuickBooks Online account for you to review.

Receiving Inbound Transactions:

1. Left-click Transactions in the top banner.
2. Left-click Outbound Transactions.
3. Use the search criteria options to find an Invoice in your QuickBooks Online account.
 

 a. Note: You will have to create a New Transaction within your QuickBooks Online account and save  
      it, before searching for the Invoice within Outbound Transactions.
4. Once you have found the transactions you would like to process through SPS Commerce, click the check     
     boxes on the left.
 

 a. Then click the Send Transactions button.
 

 b. A dialogue box will appear in your browser showing you the status of the document transaction;  
     and whether or not the transaction fails or passes within the service.

Sending Outbound Transactions:

Viewing the Activity Report
1. Left-click Activity in the top banner.
2. Scroll through the report to find the date/time of a transaction you would like to view.
3. Left-click the Activity you would like to view.
 a. Activity status details will appear below the reporting window.


