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SPS Commerce 

Document Tracker 

Quick Reference 
 
 
Version 3.0 

_______________________________________________________________________________ 
 
 

System Requirements 
 

Recommended system requirements for Document Tracker include; 

• A reliable internet connection (broadband is recommended) 

• Microsoft Edge (Chromium) 

 
_______________________________________________________________________________ 
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1. Logging In 

To login to Document Tracker; 

Step Action 

1. Go to http://documenttracker.leadtec.com.au 

 

 

2. Enter your login details, and click ‘Save Login Details’. This will ensure log in details are saved on this 

screen (except the password) for easy access. 

3. Click ‘Logon’. 

Result: You should now be able to access your Document Tracker account  

 
 
 
 

2. Search Documents 

The ‘Search’ function in Document Tracker allows users to locate documents. There are 2 options to search for a document 

in Document Tracker: 

Option 1: Global search 

Step Action 

1. After logging in, click on Document Search (located on the left navigation panel). 

http://documenttracker.leadtec.com.au/
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2. Enter at least one search criteria.  

3. Click on 'Find' button. 

Result: All Documents which meet the entered criteria are displayed. 

 

Option 2: Folder-specific search 

Step Action 

1. Click on the ‘Inbox’, ‘Outbox’ or ‘Sent’ link (located on the left navigation panel). 

Click on the ‘Search By’ drop-down box from the top of the screen to select search criteria. 

 

2. Enter search value. 

3. Click on 'Find' button. 

Result: All Documents within the folder which meet the entered criteria are displayed. 

 

 
3. View Documents 

There are 2 options to view documents in Document Tracker: 

Step Action 

1. Click on the ‘Inbox’, ‘Outbox’ or ‘Sent’ link (located on the left navigation panel). 

Option 1: 

Double-click on the corresponding document 

Option 2: 
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Right-click on the corresponding document. A pop-up context menu will open. Select View, and the related 

document type. 

 

 

 

 

 

 

 

 

 

 

4. Resend Documents 

To resend document in Document Tracker: 

Step Action 

1. Click on the ‘Sent’ link (located on the left navigation panel). 

2. Right click on the document which needs to be resent. 

3.  Click on ‘Resend’.  

 

Result: The ‘Sent’ summary screen will be refreshed automatically and a new entry for the resent document 

will appear. This indicates that the document is being processed to be resent. 

Tip: Refresh the ‘Sent’ summary screen after 1-2 minutes to see the resent message. 
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5. Print Documents 

To print documents in Document Tracker; 

Ste

p 

Action 

1. Click on the ‘Inbox’, ‘Outbox’ or ‘Sent’ link (located on the left navigation panel). 

There are 2 options to print documents in Document Tracker; 

Option 1: 

Tick the checkbox adjacent to the document to print and select the ‘Print’ button.  

 

Option 2: 

Double-click on the required document to open and click on the ‘Print’ button. 

 

Result: A pop-up window will show all selected documents as a PDF document ready for you to print. 

Tip: To print multiple documents; tick any checkbox for any document or tick the checkbox at the very top of the 

summary screen and all documents will be automatically selected and included for printing.  

 

 

6. Export Documents 

The ‘Export’ function allows users to download the transactional data in a format as specified on the “Doc Format” column. 

To download a document in Document Tracker; 

Ste

p 

Action 

1. Click on the ‘Inbox’, ‘Outbox’ or ‘Sent’ link (located on the left navigation panel). 

There are 2 options to export documents in Document Tracker; 

Option 1: 
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Right-click on the required document to export, select ‘Export’ and then select ‘Data’. 

 

Option 2: 

Double-click on the required document to open and click on ‘Export’ button and then select ‘Data’’. 

 

Result: A pop-up window will show the document in the format that is specified. 

2. You will be prompted to open or save the document. 

 

 

7. Document Management 

Document Management is represented by a number of folders and functions similar to email applications (e.g. Microsoft 

Outlook) which appear under the Mailbox section. The Inbox, Outbox, and Sent folders are default folders.  

Folder Description 

Inbox All documents coming from trading partners will be delivered into the Inbox folder. 

 

Tip: To refresh the Inbox click on the refresh        icon on the web browser.  

Outbox The Outbox holds documents that are in the process of being sent from Retailer to its trading partners. 

Tip: Documents sitting for extended periods in the ‘Outbox’ i.e. greater than 24 hours could indicate a 

problem with the documents. If the problem persists, contact your Document Tracker administrator or 

SPS Commerce support team. 

Sent The Sent folder contains documents that have successfully been sent from Retailer to trading partners.  
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8. Division Configuration 

Division Configuration allows the admin user to update company information such as Purchase Order email notification 

addresses. To update information in Document Tracker: 

Step Action 

1. Click on ‘Division Configuration’. 

 

2. Enter new or updated information. 

Tip: Ensure all email addresses are accurate and use the ‘enter’ key (or start on a new line) to separate 

additional email addresses. 

4.  Click on ‘Save’.  

Result: The system will display a message that change has been updated. 

Result: The Trade Partner admin users email address will be sent a confirmation email containing all the email 

addresses that have been added to the Document Tracker account for Purchase Order notifications. 

 

 

 

9. Trading Partner Configuration 

Trading Partner Configuration allows the admin user to update regular and BCP (Business Continuity Process) communication 

methods with trading partners (e.g. webforms, email, or fax). To update information in Document Tracker: 

Step Action 

1. Click on ‘Trading Partner Configuration’. 
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2. Click on the preferred communication method for a specific trading partner. 

3.  Click on ‘Save Changes’ to save the new setting.  

4.  Click on ‘Cancel Changes’ to revert any changes to the configuration. 

5. To search for specific trading partners enter the search criteria and select ‘Find’. 

Result: A list of trading partners that meet the search criteria are displayed. 

6. To activate BCP, click on ‘Activate BCP’ 

Result: All trading partners communication methods will automatically be switched to Fax 
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10. User Accounts 

User Accounts provides a list of all the users set up for your Document Tracker account and allows you to view the details of 

a specific user. 
Step Action 

1. Click on ‘User Accounts’. 

 

Result: A list of all the users set up on the specific Document Tracker account is displayed. 

2. To search for specific users enter the search criteria and select ‘Find’. 

Result: A list of users that meet the search criteria are displayed. 

3.  Double click on the required user to see detailed user information such as user type and email address. 

 

 

11. My Profile 

My Profile allows the user to update their own contact details and change their individual password. To update your details 

or change your password in Document Tracker; 
Step Action 

1. Click on ‘My Profile’. 

 

2. To Add or Change an Email Address enter a new or update an existing email address. 

Tip: Ensure all email addresses are accurate and use the ‘enter’ key (or start on a new line) to separate 

additional email addresses. 

3. To change a Password Click on the ‘Change Password’ button.  

Enter your current password and your new password twice in the relevant fields. 
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4. Click on ‘Save’.  

Result: After selecting ‘Save’, the system will display a message that change has been updated. 

 

 

12. Trading Partners Report 

Trading Partners Report allows users to download a list of all trading partners set up for your Document Tracker account in 

CSV format (Excel compatible) and allows you to  reset or turn off announcement page. 
Step Action 

1. Click on ‘Trading Partners’ from the Report section. 

 

Result: A list of all the users set up on the specific Document Tracker account is displayed. 

2. Click ‘download’ 

Result: You will be prompted to open or save the CSV document. 

3.  To reset announcement page for all trading partners, click on ‘Reset announcement page’. 

You will be prompted to confirm or cancel the reset of announcement page. 

Result: Trading partners will see an announcement page when they log in to webforms. 

4.  To turn off announcement page for all trading partners, click on ‘Turn off announcement page’. 

You will be prompted to confirm or cancel the turn off of announcement page. 

Result: Trading partners will see not see any announcement page when they log in to webforms 

 
 


