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Searching for Styles, Sample Tracking, Entering Costs, and 

Downloading Tech Packs
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Searching for a 

Style

• When searching for an 
individual style page, its 
best to search by the 
location that you would like 
to update:

• PO= Purchase Order

• Tech Pack(Fit Comments, 
BOM, Testing and Care)= 
Tech Spec

• Offer line= Style

• Select the drop down under 
“Quick Search” and make 
the above selection.
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Searching for 

Multiple Styles
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UPLOADING 

SUBMITS
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• From the Style Overview page, click on the “attachments” tab

• Next, find an empty cell and select “C”.

• The File Upload Window will appear. Select “Browse”, then select 

image you would like to upload, then select Save.



UPLOADING 

SUBMITS ct’d
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• After saving, the image will appear in the empty cell. Please enter comments pertaining to the submit 

in the box next to the image, and select “Save again”. Please include:

• Name of  color and CSI or Pantone # used for the dip 

• Please ensure the standard is placed in the photo alongside the approved lab dip where 

applicable.

• Name of  artwork if  applicable

• Please send an email to PD or color team advising that the image has been uploaded to the 

attachments page of  the tech pack.

• Hit SAVE after entering all images

• If  you need to make changes to the image, select “R” under the image and follow the previous 

steps.



Entering 

Costs
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Entering 

Costs
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Submitting 

Costs
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Copying 

Offers
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Entering 

T&A Events
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• Production T&A lives on the Events Tab in the Tech Spec.

• Once at the Overview page, select the “Events Tab”

• To enter or review events for multiple styles, please use the Update 

Events query on the Dashboard
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Entering T&A Events
• Production T&A lives on the Events Tab in the Tech 

Spec.

• Once at the Overview page, select the “Events Tab”

• Before PO’s are issued, events should be entered on 

the “Generic Tech Spec”.

• After PO’s are issued, Events should be entered on the 

sheet listing the corresponding bulk PO number.

• To enter or review events for multiple 

styles, please use the Update Events 

Query on the Dashboard.



Sample Tracking

• It is important that all sample information 
is entered on the sample request line in 
Tradestone. Please do not send sample 
information in email. This includes 
photos, measurements, awb# etc.

• To enter sample tracking info, please use 
the Development Samples Tracking query, 
found on the dashboard

• There are separate queries for Agents and 
Vendors. Please use the query according 
to your type of  registration profile.
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Sample Tracking:
Development Samples Tracking query

• Search for the style or styles to 
update by Class, Season, Sample 
Type etc

• Be certain to complete all fields 
highlighted below: Expected Ship 
Date (within 48hrs of  receiving 
sample request), Agent/Vendor Sent 
Date, Carrier, Awb# and Comments

• Comments Field: When you are not 
sending sample by the Date Due, 
please enter the reason here. You 
may also enter other details relate to 
the style.

• Update 2022: This query can now 
be used to check for fit approvals 
and whether a sample has been 
received. Refer to Sample Status and 
Received Date for this info.
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Downloading Tech 
Packs and Fit 
Comments

Vendors are able to download 

certain sections of  the tech 

pack or the complete Tech 

Pack. Check only the boxes 

next to the sections that you 

want to print.

Tech Pack Fit All:
This option will print all fit 

comments

Tech Pack Fit Active:

This option will print 

only the most recent fit 

comment

Select Tech Spec Report
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Downloading Tech Pack without Fit Comments

Downloading Tech Pack with Fit Comments


