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New Ecom User Guideline 
Version: 1.0 25-1-2016 

Click here to see New Ecom Demo Site  

1. How to log into EEC 
1) In IE browser, type EEC Testing address: https://eecsystem.cn 
2) In EEC Login Page, type your User Name, Password and Check Code.  (See Figure 1-1). EEC Helpdesk will 

send you user name and password if you do not have an account. If you have a user ID but forgot the 
password, please click Forgot Your Password to reset your password. 

 
Figure 1-1 EEC Login Page 

  

http://192.168.20.44/demo/EEC/EcomMaster/#p=ecom_item_master
https://eecsystem.cn/
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2. How to Maintain Field Name 
1) Click New Ecom Maintenance Field Name to open this Page. It is maintained by EEC Help Desk. If you 

having any new field to add, please send email to eechelpdesk@syncsoftinc.com. 

 

Figure 2-1 

 
Figure 2-2 
 

1) Click New and enter Field Name, Select Type and enter Description if having and click Save. Description will 

be used as tool tips in the Ecom Item Master Item DetailItem Master page. 

 
Figure 2-3 

 
Note:  
 Field Name: It is not allowed to be duplicated. When duplicating, it will give the warning message "Fail to save 

due to the Field Name XXX is duplicated！" If it is used in the Customer Template or Customer Setup Sheet or 

Field Value or Ecom Item, you have to remove it from those pages first before deleting. 

 Type: The drop down list contains Blank, Text, Date and Checkbox, Dropdown. Default to blank. Type is grayed 
out once it is successfully saved. 

 Active: If the field name is no longer used for any customer, you can remove them in the Customer Template 
and Customer Setup Sheet first and uncheck it. The warning will be "This Field has been used in Customer 

Template and Customer Setup Sheet, please delete them first.” If you do not remove them in the Customer 

Template and Customer Setup Sheet first 
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3. How to Maintain Customer Template 
1) Click New Ecom  Maintenance Customer Template. This page is maintained by EEC Help Desk. If you 

have any new customer setup sheet to add to system or a new field need to add to Ecom Item Master Item 

Master page, please send request to eechelpdesk@syncsoftinc.com.  

 
 

2) Click New, select Customer and enter Field Name or type partial field name and select it from the drop down 

list and click Save.  

Notes:  
 Field Name: It is not allowed to duplicate in the same Customer. 

 Required: If having the check, when creating Retail Data for a customer (Ecom Item Master Item 

DetailRetail DataRetail Data Detail), it will have the error flag when missing value. 

 

Figure 3-1 

4. How to Maintain Field Value 
1) Click New Ecom Maintenance Field Value to open Field Value page. For any field name having the drop 

down list, you must maintain the value here. 
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Figure 4-1 

2) Click New and type the field name has been existed in Field Name page or type partial field name and select 

from the drop down list, enter the Value and click Save. If the Field Name does not existing in the drop down 

list, please send your request to eechelpdesk@syncsoftinc.com . EEC Help Desk will add them in Field Name 

page.  

 

Figure 4-2 
Notes:  
 Value: It is not allowed to duplicate in the same Field Name. 

 Active: If it is not used, please uncheck Active. That way, the drop down list of the related field name in Ecom 
Item Master Item DetailItem Master page will not display the inactive value.  

 

Figure 4-3 

5. How to Maintain Setup Sheet Template 
1) Setup Sheet Template to open Setup Sheet Template page   

 
Figure 5-1 
2) Enter Template Name, Select Customer from the drop down list, enter Starting Row, Sheet Name, Sequence 

No and Starting Column No and click Save 
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Note:  
 Template Name: It is required and manual enter. It is not allowed to duplicate in the same Customer. For 

Kohl, since different division has the different setup sheet and one division setup sheet has multiple sheet 

name. For Kohldsn bedding setup sheet “Khol.com DSN Assortment” (See Figure 5-2), you need to create two 

setup sheet templates “Bedding 1” for “DSN” and “Bedding 2” for “Assortment COPY”. (See Figure 5-3) 

 

Figure 5-2 

 
Figure 5-3 

 Starting Row: It means which row starts to have column name in the Excel. E.g. For Kohldsn Bedding setup 

sheet template “Bedding 1”,  the starting row is 11 (See Figure 5-4) 
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Figure 5-4 
 

 Starting Column: It means which column starting to have item information and default to 1 such as Kohldsn 

Bedding setup sheet template “Bedding 1” (See Figure 5-4). If original customer setup sheet has beginning 

hidden 2 column A and B such as BBB 2nd Form - long form.xls (See Figure 5-5), Starting Column is “3”, the 

setup sheet preview will be like Figure 5-6. 

 
Figure 5-5 

 
Figure 5-6 

 Sheet Name: It is required and is the exported excel sheet name (See Figure 5-7 ) 

 Sequence No.:  It’s the sheet sequence no shown in the exported excel if you select multiple setup sheet 

templates to export. 
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Figure 5-7 
 
3) Click Detail to open Setup Sheet Template page  

 
a) Enter Field Name shown in customer setup sheet. 

 
b) Put a check for Auto Row No. if the field name is used to show the item count.  
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c) Puta check for Cust. Required if this field is required for the customer setup sheet.  

d) Select EEC Field Name by clicking to open the EEC Field Name Selection page if the field name is getting 

from EEC specified field.  In the selection page, find EEC Field Name and click Select.  

 
 Ecom View: It is the existing EEC fields added by EEC Help Desk. If it is missing, please send email to 

eechelpdesk@syncsoftinc.com  

 Field Name: It is from Field Name Page. 

e) Enter Manual Value if the field name in customer setup sheet always has the same value such as “Yes” or “No”  

For example, “Recycled and/or Organic Material” in Assortment COPY of KOHLDSN, the value is always “No”. 

Therefore, the user enter “No” in Manual Value. When exporting to in Assortment COPY of KOHLDSN Setup 

Sheet, all item have the value “No” in this field. 

f) Click Save to save the field name. 

 

Note: 

 Column No.: It is column no where the field name will be shown in customer setup sheet. The first field added 

to be template Default to 1. And will auto add 1 when user clicks New Button and allow the user to make the 

change 

Field 
Name 

Column No After Delete  Field B          
After insert D with Colum No 
2 between A and C 

A 1 Field Name Column No Field Name Column No 

B 2 A 1 A 1 

C 3 C 2 D 2 

    C 3 
 

 Cust. Required: If it is checked, the preview of the Field Name is highlighted in orange color in the preview ( 

See Setup Sheet Preview) or the exported setup sheet. 

 

 Setup Sheet Special Cases: 
o Merged Field Names: If the customer setup sheet has the merged cells in the Excel such like Kohl’s and 

the user has to add three field names such as “Fill Material 1”, “Fill Material 2”, “Fill Material 3” in  the 

Detail of Kohldsn Setup Sheet Template. 
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o Hidden Field Names: If customer setup sheet has hidden Fields in the Excel and the user has to add those 

hidden field names as well in order to have the customer to get the correct data from system generated 

Setup Sheet. E.g. such as BBB 2nd Form - long form for column AN (field Name “What is the Destination 

Country?” and column AQ (“Country”) 

 
 

4) Click Preview to preview the setup sheet 

 

6. How to maintain Item Setup Rule 
1) Select the business unit “EComDropShip”, select Product ResourceCustomer 
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2) Select the customer  

 
3) Click Item Setup Rule 
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a) Select Copy description and enter Handling Fee%. For Kholdsn, enter 2. 

b) Pending Setting:  For all customer excluding customer having Pending Setting, put a check for Pending, select 

Brand and Division and change the default 180 days if need it. If Days= 180, Today - Inventory Available Date > 

180, EEC service will change the item setup status from “Pending” to “Open” for this customer.  For Olliix, 

please do not do the Pending Setting here. EEC will hard code Olliix Pending Status Rules. 

 
 Brand: The drop down list only list the brand has retail brand check and it’s multiple selection 

 Division: It’s multiple selection 

 Days: Pending Days excluding the customer  

c) Restricted Setting: Put a check for Restricted, select Brand and Division 

d) Division: Set the priority for each division for the selected customer. Priority cannot be duplicated for 1 

customer. 
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e) Pattern Tier: Set Pattern Tier for each division. For quick setting, you can put the check for Tier 1 for all 

division and change the each division Tier  

 
4) Click Save 

 


