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1. Introduction 

This guide will give you a complete overview of our PBSeasy® platforms  

 MyPBSeasy®  

 PBSeasy® Shop 

Links to our platforms: 

 MyPBSeasy® (Backoffice/Excel Upload): https://my.pbsnetwork.eu 
 PBSeasy® Shop (View your uploaded data): https://shop.pbsnetwork.eu 
 Ticket system: see chapter 7 for links 

2. Login details 

You will receive your login details from our support team. Your login consists of your username 
(valid email address) and a password.  

To change the password for MyPBSeasy® and the PBSeasy® Shop please log into either site. The 
password, once changed, will be valid for both pages. 

You have the option of changing your password: 

 MyPBSeasy®   Users  

 PBSeasy® shop platform  account  profile.  

NOTE: as both sites are connected, you only need to change your password on one site. 

 Ticket system 

The ticket system is an independent platform. A password change is only valid for this site.  
Open the page via the respective link and click on your user icon on the top right-hand side.  
Select “Profile”  “Change Password”. 

3. MyPBSeasy®   

MyPBSeasy® is your backoffice platform in our system, which affords you complete control over 
your buyer/supplier relations. 

The number of tabs available in MyPBSeasy® depend on various factors like booked products and 
individual user rights.  

For example: if you use the Excel template to upload your product data, additional tabs “Media” and 
“Catalog” will be displayed. 

This guide lists and explains every tab currently available in MyPBSeasy®. 
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Order Tracker 

The Ordertracker allows you to view the complete PBSeasy® order history. It lists all orders placed 
by your retailers via PBSeasy® and offers you search and resend options. 

Ordertracker options: 

 Search by date, retailer/buyer name or GLN, order number or order channel. Searching by 
“Severity” brings up all orders containing errors. Orders containing errors are not sent to 
you, orders containing warnings are. Retailers are informed if their order contains errors or 
warnings.   

 Resend orders. Use this if you had problems receiving orders to the specified order recipient 
(e.g., a server failure). Alternatively, you can mark and resend all accumulated orders once 
the problem is fixed. If the recipient problem persists you can switch to an alternative order 
recipient (go to “Settings”  “Order transmission”) and then command to resend the 
respective orders. 

 

 

 View order details: select an order to see a detailed view of your order and follow-on 
documents (if applicable). The following options are available:  

o Order: View the complete order 

o Orderlines: view the list of products contained in the order 

o All documents: suppliers who also send follow-on documents, e.g. order response, 
delivery advise, invoice) through PBSeasy®, can view these here. 

o Status list: view the different order process stages in PBSeasy®.  
Click on “Dokument anzeigen”. 

 Status: 050_INCOMING:  original order as received from the buyer 

 450_EMAIL: PBSeasy® order confirmation sent to the buyer 

 800_SUBMIT: Order transmitted from PBSeasy® to supplier 
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 Events: if  the order contains errors they will be listed here. 

Price Tracker 

The Price Tracker lists all net prices (negotiated dealer prices) you sent to your respective retailers. 
You can export the search result as well as resend the listed net price files. 

To use the Price Tracker, your user must have admin rights. For extra security, you need to 
communicate your IP address to PBS. It will be added to your supplier profile. If you would like to use 
the Price Tracker, please send an email to support@pbsnetwork.eu. 

NOTE: the Price Tracker can only be used if you have a fixed (not dynamic) IP address.  

View price file content: 

Select respective price file. The tab “Overview” gives you the dates and retailer details for this price 
file. 

Screenshot Price Tracker Details: “Overview”

 

Selecting “Status list” will show the transmission overview and clicking on “Inhalt” will bring up the 
actual price file”.  
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Price Tracker Details: “Status List”

 

 

Screenshot Net Prices (negotiated dealer prices) 

 

Click “Herunterladen” to download file. 

Buyer 

In PBSeasy you can manage your buyers and buyer information. Send messages to your buyers or 
connect a new freight group for certain buyers or buyer groups. This tool makes it easy to keep an 
overview over your connected retailers. 

Manage Buyers 

Screenshot - Buyer overview
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The following columns are available: 

 Buyer: Company name 

 Buyer GLN 

 PBSeasy® customer number (automatically generated when buyer registers in PBSeasy®). 

 Customer number: Select a buyer to add your customer number for this buyer (if available). 

 Remarks PBS: additional information regarding a buyer if applicable.  

 PBSeasy® products for buyer – Explanation: 

o PBSeasy® Online: buyer orders via the PBSeasy® shop platform only 

o PBSeasy® mail and PBSeasy® direct: buyers are connected to PBSeasy® with their 
ERP system. The only difference consists in the format this buyer is sending their 
orders in. Mail = ASCII format | Direct = Edifact format 

o PBSeasy® media Shop: buyer can download media files via MyPBSeasy® 

o PBSeasy® media Push: buyer receives media files (media assortment) in full as well 
as updates in BMECAT format with image links. 

o PBSeasy® EDIFAX: suppliers can be sent fax orders to be transferred into EDI 
orders  

o PBSeasy® EDI: transfer orders via EDI (let us know if you are interested in booking 
this product) 

o Freight group: you can assign a corresponding freight group to each buyer (refer to 
chapter “Settings”  “Delivery settings” to learn how to set up a freight group 
profile).  

o Created date: date you granted or blocked a buyer in PBSeasy®. Switch to status 
"requested" to see if there are buyers still waiting for your approval. 

o Granted assortments: applicable if supplier has more than one assortment 

o Additional requested assortments: applicable if supplier has more than one 
assortment 

o Media Shop AGB confirmed: buyer is using the media shop or media push option. 
Terms and conditions must be acknowledged separately for media files. 

Maintain Buyers 

Set a check mark to select multiple buyers. You can now export the buyers as a CSV file, send a 
message via PBSeasy® to these buyers or add a freight group for the buyer group.   
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Screenshot: select buyers

 

 

Assortment Access 

To grant or block access to your assortment, click on the respective buyer and the tab “Activation”. 

 

Block buyer:  
If you decide to block a buyer, please enter a note in “Blocking due to” so this buyer knows why they 
were not accepted. Press “Save” to finalise. 

Grant buyer: 

If you grant a buyer access, select the appropriate status, and select the respective assortment(s).  
You also have the option of adding a freight group.  

NOTE: please ignore delivery options and Term of payment for the time being. 
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Press “Save” to finalise. 

Catalog 

This tab is only displayed if your company uses the Excel Upload option to upload/update/delete 
product data. If this applies to your company, please refer to chapter 4 (Excel Upload) for further 
details. 

Data Syndication 

This tab is displayed if your user has administrator rights. 

It shows your assortment(s) in all formats in which it/they are distributed to the respective buyers. 
You have the option of downloading these files either as complete assortment or just the last 
updates. 
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Lists outgoing file(s) of your assortment(s). 
Depending on the formats in which your assortment is distributed to buyers, they will find your 
assortment files in the respective formats. 

Assortment files are named for example with the date assortment code_new.96a.zip.  
Files marked with “new” mark that is a complete assortment.  
Files marked with “u” signify that this is an update. Select “Show updates” to see the update history. 

Your buyers can set a check mark and click “request data” to resend your complete assortment or 
updates to their system once more.  

 

Alternatively, click on the assortment link to save file to your PC.

 

Media Shop 

If you maintain a media assortment, which is separate to a data order assortment, it will be 
displayed to your buyers in this tab.  

All connected buyers can obtain free access to our free media database and use it to obtain media 
data of products by copy & paste or by downloading (max. 50 products per download). Buyer can 
only see your media assortment if you grant them access to it 

Initially the terms and conditions have to be confirmed. After following the process and logging into 
MyPBSeasy® again all available media assortment(s) can be selected and products files 
downloaded. 
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The same procedure applies to terms of use for the eCl@ss classification data. These must be 
confirmed separately if you want to use this part of the media data. 

Additional information on the PBS media data standard can be found here: http://www.pbs-
mediendaten.de/en/mediendatenstandard.php  

User 

If you want to give more colleagues access to the PBSeasy® platform, you have the following 
options to manage your users accounts. 

Add User 

Create additional user accounts and assign various access rights to these accounts.  
NOTE: the username must be a valid email address.  

In the first step, the user profile is created by clicking on  

Select the newly created user to set the access permissions. 

 

Select “Shop approval” to select the assortments this user should see on the shop platform.  
Default is set to “all granted assortments”. 

You can furthermore set the following user rights: 

 Show product: view products only 

 Show prices: products are displayed with price 

 Add to shopping cart: if check mark is not set, the shopping cart button will be greyed out. 
No products can be put in the shopping car 

 Place order: if check mark is not set, the user cannot place orders through the shop page. 
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Delete User 

Open the corresponding user by clicking on the username (email address) – select “Delete user”. 

Change Password 

Open corresponding user by clicking on the username (email address) – select “change password”.  

Settings  

In the settings tab you have various options like viewing/amending your company or contact data or 
upload freight conditions. If you have any questions regarding the settings options, please raise a 
ticket via the “Ticketsystem” button on top of the page or contact our support team 
(support@pbsnetwork.eu) 

Company settings 

 Company data: General company information. 

 Contact: Contact information displayed in the PBSeasy® Shop platform in your supplier 
profile. 

Order flow settings 

 Order transmission: states how and in which format orders are transmitted to you. 

 Error tolerance: If activated and set to e.g.  %100 and number of positions 0 – you would 
accept all orders, even if they contain validation errors. 

 Edifact settings: mark/unmark your settings for EDIFACT orders. 

Price settings 

Receive confirmation that the net price file you sent was forwarded to the respective recipient. 

 Price data settings: mark and input a recipient email address if you would like to receive a 
APERAK (Application error and acknowledgement) message when sending net prices. 
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Delivery settings 

 Freight conditions 

To state your freight conditions, you have the options in MyPBSeasy® listed below. Among the 
options are to state a minimum order amount (retailers cannot place orders below this order value) 
as well as two amount brackets for which you can define surcharges. You can set up numerous 
profiles and link them to respective buyers (in the buyer tab). 

Press the button “+new freight condition” to set up a new freight condition profile. 

You have the following options:  

 Freight group name: The very first freight conditions template will always be named 
“Default”. Additional freight groups can be named by you individually. 

 Country: State the country this freight conditions group is valid for. 

 Currency: State the respective currency. 

 Minimum order amount: Orders below the minimum order value cannot be placed through 
the shop platform (button in shopping cart is greyed out). 

 Amount limit: State an order amount below which the surcharge, stated in the next field, 
will apply. 

 Quantity limit surcharge: Surcharge if order is below the amount limit. 

 Amount limit for freight surcharge: specify amount (see screenshot) and the respective 
surcharge in the next field. 

 Freight Surcharge 

 Order surcharge: Fixed surcharge amount per order, independent of the order value 

 Order line surcharge: Fixed surcharge amount per order line  
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Example 1: setting up a freight charge template
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Refer to below screenshots of the PBSeasy® shop platform (shopping cart) to see how freight 
conditions are displayed to the customer.  

Example 1: order is below the minimum order value

 

Example 2: order above the freight charge limit of 200 Euro.

 

IMPORTANT: You do not have to fill all the fields, but rather select fields matching your delivery 
process. 

 

 Delivery Options 
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Please note, that only the last 7 options are available to all suppliers. If you have any questions in this 
regard, please contact our support team. 

Additional product settings 

 Individual products: a product set up as an “individual” product will not be visible on the 
shop platform and cannot be found by using the search option in the shop. These products 
are meant for specific buyers and are not part of a catalog. Once set up, you can 
communicate the product number or GTIN (EAN) of a product to said buyer. He/she can 
order them via the Quick order option in the shop or out of their ERP system if their ERP 
system is connected to PBSeasy®. 

 Quantity amendment: is used for buyers ordering directly out of their ERP system. This 
option applies if a buyer regularly sends the wrong unit/quantity for a specific product. You 
can set up an exception for this buyer and product, stating what the correct unit/quantity 
should be. 

Example: Product “123456 Pen” is sold by you in a pack of 10 pens per pack. 

 A buyer orders 20 pens. In their ERP system, the buyer has set this pen as an individual 
product (because they sell them on as single items), but you only sell these pens as 10 pens 
per pack. You can state here that if this buyer orders this specific product, you will change 
the order from 20 pcs to 2 PK (pack) > thus receiving the order with the correct unit instead 
of  erroneously sending out 20 PKs to this customer. 

Additional information 

 Reports: applies to German customers only 

Download & Info: depending on the products you booked with us, you can find various 
documentation and files (like this guide) for download here.  
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4. Excel Upload 

Important: This tab is only listed if a supplier uses the Excel upload for data maintenance. 

The Excel template allows you to manually upload your product information and media files to our 
PBSeasy® platform.  

Besides the Excel upload template, where you fill in your product information, we also provide a 
data explanation sheet listing which information/format is required/allowed in the respective fields.  
You can download the latest version of this file in MyPBSeasy® under “Download and Info”. 

Two additional tabs are available in the tab list if you upload your product data via Excel template:  

 Catalog: upload your product template and view already uploaded items. 

 Media: upload the respective media files (single or zip upload) here. 

Catalog (product file upload) 

Under this tab you can maintain your assortment(s). You can upload, update, or delete your 
products via the Excel template. You also have the option of viewing the content of your uploaded 
items. 

The template is divided in mandatory and optional fields, and we encourage you to provide as much 
details as you can. The richer the content of your product, the better the chances that your products 
will be selected for order.  

Download Excel Template 

You can download the latest Excel upload template by first selecting the “Catalog tab” and then 
“Download format file”. 

Screenshot My PBSeasy®
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Screenshot Excel Template

 

 Header Row 1 = expected information 
 Header Row 2 = mandatory or optional 
 Header Row 3 = is the field numeric (n) or alphanumeric (an) and the maximum number of 

characters allowed. For example: an35 = alphanumeric field, maximum 35 characters. 
 Header Row 4 = Field indicator (P-0100 etc.) 

Please note: 

 Header Row 4 cannot be deleted, as the field indicator is needed when uploading data. You 
can delete rows 1-3 if you wish. 

 The file upload is only possible once all mandatory fields have been filled! 
 Do not use formulas. 
 Adhere to the maximum number of characters. 

If you are unclear about the type of information required in a field, please refer to the "data 
explanation sheet" which is available for download in MyPBSeasy®® under “Download & Info”. You 
can also contact our support team by raising a ticket via the “Ticketsystem” button. 

Please note for field P-0602 Product Title: 
If this field is not filled, our system will use the information from fields P-0105 and P-0502 to P-0506 
to create a product title in the shop.  

Maintaining texts in multiple languages 

For the following fields, the texts can be maintained in multiple languages.  

P-0105 name of base product 
P-0118 short title of product for EDI 
P-0601 keywords 
P-0602 headline (shop platform) 
P-0603 long text 
P-0604 web text 

Prepare your upload template as follows: 

Duplicate the respective columns and mark the field indicator (P-0... fields) by adding - “dash” and 
the “language code” in capital letters! For example, DA for Danish, DE for Deutsch (German) NL for 
Dutch etc.  

See screenshot below. 
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Screenshot Excel Upload Template - Languages

 

Maintain prices 

The following prices can be uploaded via the Excel template. 

 LP (List Price): is the net price of your product without discount or rebate. 

 RSP (gross) = Recommended Sales Price incl. VAT.  

 Pricing scales = e.g., a product has a lower price when ordered in higher number of units – 
see example below. 

Pricing Scales: 

The unit price of a product can decrease if it is ordered in higher quantities.  

To upload pricing scales, please indicate the product quantity from which on the new price applies 
and state the absolute amount per PCE (each). 
 
State in fields P-0212, P-0214, P-0216 and P-0218 the quantity a price is valid from. 
State in fields P-0213, P-0215, P-0217 and P-0219 the absolute price per piece. 

Screenshot - pricing scale
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NOTE: NET (net price) – net prices (negotiated dealer prices) are not uploaded via the Excel 
template. See chapter 5 for further information. 

Uploading your template to our platform 

Part 1: 

 Click on the "Catalog" tab 
 Select "Import Product"  
 Choose your CSV or Excel template. 

Part 2: 

After loading your file: 

 Select your assortment 
 Choose your country and language 
 Encoding can stay on UTF-8 
 Press “Check” to start the validation process. 

 

The system checks all values in your Excel file against the requirements. Errors and inconsistencies 
will then be listed on screen. 

Error messages – upload cannot be completed. 

If the file contains information inconsistent with our systems requirements, you will not be able to 
upload the file. You must amend the listed errors, save your file, repeat the process by choosing your 
amended file for upload again and finally press “check”. 

How to read the error messages:  

From left to right:  
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1. Which row (line) in you Excel sheet contains the error(s). 
2. The field indicator number (P-0…) 
3. Field name/column description 
4. Error types. 
5. Column value: shows the current value in your Excel/CSV file. 
6. Error description: tells you which values are expected/allowed by our system.  

 

Error message – missing media files 

You can upload your file, even if you haven’t yet uploaded the respective media files listed in your 
Excel/CSV file. The email protocol you receive after the upload will list the GTINs (EANs) for which 
the images are missing. Please make sure to upload the images in a timely manner. 

If you have missing images but no other error messages, please scroll all the way to the bottom of 
the screen to finalise the upload. 

Upload Excel/CSV file to platform 

Once the upload template is error free the button “Import/Update Product” button will appear.  

All product lines will be displayed beneath with the respective status. 
NEW = product GTIN (EAN) is uploaded for the first time. 
UPDATE = GTIN (EAN) has been uploaded before. Product is being updated. 

Screenshot > Import/ Update

 

Screenshot > product status detail 
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Press the “Import/Update Product” button to finalize your upload. 

You will receive upload protocols via email.  

Note: images and product files are not uploaded synchronically. Depending on the upload size it 
might take some time before your products are available for distribution to your retailers and the 
shop platform.  

Delete Products 

To delete items from the platform, just list the respective GTINs (EANs) in CSV or xlsx file.  

 

Select “Catalog” è “Delete Product” è Choose Excel (or CSV) file è You can leave the encoding on 
UTF-8. Click on “Check”. 

All items you want to delete are listed. Click on “Delete” to finalize the upload. 

  

View product content 

When selecting the Catalog tab, you will firstly see the list of all your uploaded products. 
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Sorting options for this list are:  "Last change", assortment, GTIN, Description (Product name) and 
Manufacturer product number. 

You can also pre-select a certain assortment, should you maintain more than one. 

NOTE: you cannot amend or change product information directly on the page! This was a conscious 
decision on our part to make sure that there are no discrepancies between the product data you 
upload via the template and amendments made on the platform. If product details were to be 
changed on the platform but not in the excel template, the changed information would be 
overwritten with the next template upload. 

 
 

Select a product and get all available product information neatly listed in area columns. 

Common: contains the basic information of your product like GTIN, product name 
Screenshot – section of common tab

 

Text/Media contains your product texts, URLs, image types and all media files associated with this 
product.  
Hint: click on “image preview” to get a visual preview of the media file. 
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Screenshot - Image preview 

 

Properties: lists all technical information e.g., measurements, key values etc. 

Screenshot - properties

 

Packages/pallets: shows all related repackaging GTINs for a product 

Screenshot – packages/palettes

 

Price: lists all the prices uploaded with your product file.  
These are: List price (catalogue price) and RSP (recommended sales price) 
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Screenshot - prices

 

ECl@ss: maintaining eCl@ss information via excel upload ist not available. 
If you upload your assortment via our Datamanager you can maintain eCl@ss classification data 
which would be listed here as well as on the shop platform.   
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Media (image file upload) 

Important: This tab is only listed if a supplier uses the Excel upload for data maintenance. 

In tandem with the product file upload, you can view and upload the matching image files here. 

If you entered image links in your template, you would find the respective images listed here under 
“Media”. You would not have any further to-do here. 

If you entered media file names in your upload template for example “testimage.jpg”, you need to 
upload the physical media files here. Your media files need to have the exact same image names as 
stated in the template!  

How to upload images to our platform: 

Only two image types are mandatory. 

 P-0401 - main product image 
 P-0408 -brand logo (JPG, PNG, EPS, SVG) 

TIP: If you upload via the Media tab, we recommend uploading the images first. Advantage: you 
would not get a warning when uploading the Excel template stating that images are still missing.  

Select “Media Upload” to switch to the upload options. 

 

 
You can now either: 
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a) Upload a zip file containing your images  
b) Upload single images 

In both cases, you must comply with the relevant restrictions.  

Option 1: uploading a zip file 

 Select the appropriate encoding “WINDOWS” or “MAC”. 
 Click on “+ choose files”. 
 Select your zip file. 
 Press “Start”. 
 Wait until the orange bar has filled and disappeared. 
 Or press “Stop upload” to cancel the upload. 

 

Option 2: uploading single images 

 Select the appropriate encoding “WINDOWS” or “MAC”. 
 Click on “+ choose files”. 
 Select your zip file. 
 Press “Start”. 
 Wait until all images are pre-loaded. 
 Once all images are collected from your drive the image list will be displayed. 
 Press “Media Upload” to transfer the images to our site. 
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NOTE: the image upload can take some minutes depending on the file sizes.   
Also, the images are not uploaded synchronically. It is therefore possible, that the images are 
uploaded but not visible on the page right away.  

IMPORTANT for manual image upload: it is imperative that the names of the images in your Excel 
template are identical! to those you upload to the platform. Otherwise, the system will not be able 
to match the image to the respective product. 

Example: you uploaded the image “pencilcase_test.jpg” which belongs to product number 
“1234567” -you must enter the file name for this product with the same spelling and file format in 
the respective column. 

Once a media files upload is complete, you will receive a protocol by email. 
Find further information how to read these protocols in “Validation Protocols” 

Option 3: uploading image URLs 

You can upload media by using URLs in the respective columns in the product file.  
Please enter the URL linking to the image directly and not of a general website.  

Validation Protocols 

After successfully uploading your data file via MyPBSeasy®, you will receive an automated email 
containing up to 3 zip files. All uploads are validated by our central data server, to make sure that our 
schema criteria are met.  

 Processing protocol: states a data processing overview of your uploaded document/media 
 Delta protocol: states all changes to previously uploaded data. 
 Error Protocol: will give you more details if there were validation errors. Error protocols 

always show the error of all products contained in your assortment., not only for the most 
recent upload. 

 
The most important file is the “Error Protocol”.  
This protocol gives you details regarding corrections and changes that need to be made to some of 
your product information.   

It distinguishes between Errors and Warnings. 

Warnings: GTIN is distributed to our platforms. 
Errors: GTINs are not distributed to our platform. You need to fix the error and upload again. 

Screenshot: Email protocol – product file upload: 
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It states that your upload to our server was successful, but that some articles failed the validation 
process. 
 
Most important are column A (Severity), C (GTIN), column J (Description) and M (Modified) 
 
Example: 

 
In this example, our test assortment contains a base product with errors. Once I correct the base 
product, the error message for the related article will also disappear. 
 
The warning concerns a missing image. Once I upload the image the warning message will disappear. 
 
All GTINs needing correction are listed in the protocol - also for older uploads. Observe the 
“modified” field to see when the respective product was uploaded and refer to this upload template 
should the product  not be contained in your most recent upload. 

5. Net Prices – negotiated dealer prices 

In the logic of our platform, a supplier can have negotiated net prices with each dealer or dealer 
group they work with. 

IMPORTANT:  these net prices are not uploaded via the master data feed (product data). You would 
send these prices separately for each respective buyer. 

Why do we have an extra feed for the net prices? 

Because these net prices are highly confidential, we don’t mix them with the master data feed (list 
and sales prices). 

We have two ways of how you can provide your net prices: 

 Via CSV file 
 Via PRICAT file 

 
NOTE: In both cases we will provide templates. Kindly contact us (support@pbsnetwork.eu) if you 
have any questions regarding net prices. The way you provide net prices needs to be set up by us in 
your supplier profile. 
 
Future prices:  

You have the option of sending prices with a future validity date.  You can indicate the starting date 
of your net price for a specific product.  
 
You can also have multiple starting dates. Please note that you must have one separate file per 
starting date because duplicate EAN codes in one price file are not allowed. 
 
Example: 
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EAN 4711 valid from 01.02.2022 – indicate this in your CSV price file No 1 
EAN 4711 valid from 01.06.2022 – indicate this in a separate csv file No2  

6. PBSeasy® Shop Platform 

Every supplier gets access to our shop platform. Here you can check how your assortment is 
displayed to your buyers. It is the best way to see if your product upload has worked correctly.  

NOTE: There might be a slight delay between upload and display in the shop, as we validate all 
incoming product files against our PBSeasy® date specifications.  

View your products 

You can view your uploaded data on the PBSeasy® shop platform (https://shop.pbsnetwork.eu). 
Once logged in, firstly select your language flag in the upper left-hand corner. 

Select your company from the “select supplier” dropdown menu and press the “search-icon”  

Screenshot  - search result

 

Your uploaded products will now be listed.  
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Click on an product to get more details displayed. 
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Place test order 

If you are a new supplier in the onboarding phase and before buyers can order your products for the 
first time via our platform, we recommend that you place a test order. This way we can be sure that 
the order process is correct set up on your end as well. 

Each supplier has the approval and access to their own assortment. You can log on to the shop 
platform and place a product in the shopping cart. 

After placing an item into the shopping cart select the shopping cart icon. Select your order by 
clicking on the link: 

 

You can now see the details of your order.  

Select “order” to finalise the order process. 

This allows you to test the entire order process chain (order entry, further processing, creation of 
follow-up documents if applicable) yourself and make necessary adjustments. 

If you have questions, please raise a ticket with our support team (see next chapter). 

7.  Ticket System 

If you have question and/or need support with our platform,  please write to 
support@pbsnetwork.eu. A ticket will automatically be raised with our support team. 

8. FAQs 

How do I manage freight 
conditions? 

Please see above, chapter “Settings”  “Delivery settings   
"Freight Conditions". 

 

As a supplier, how can I give 
dealers access to my 
assortment(s)? 

Registered buyers can apply for assortments via MyPBSeasy®. 
You are informed via email. To grant or deny access please go to 
MyPBSeasy® > Buyers > Select the status "requested" in the 
"Status" column to see buyers applying for your assortment.  
Select the respective buyer and click on "Activation". Select 
status "Grant Buyer or Block buyer. When blocking a buyer 
simply click on "Save". When granting a buyer select the 
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respective assortment and, if applicable, the freight group and 
press "Save". 
 

What is PBSeasy Data? Suppliers can maintain product data, media data and price files 
(negotiated dealer prices via PBSeasy®. To guarantee the 
highest data quality, it is checked against more than 380 criteria 
(minimum requirements). 
 

How to update product data There are various ways to update assortments. Either via 
Datamanager, AMP platform or Excel upload template. 
 

What is the cost of PBSeasy® 
products and services? 
 

Cost for suppliers depend on negotiated contract and booked 
PBS product. 

How to add "similar 
products"? 

For every base article a supplier can also input cross selling 
items, which will be displayed in the PBSeasy® Shop on the 
product details page.  
 

Where does the order end up? The order recipient can be set up in MyPBSeasy® > Settings > 
Order transmission. Here they can state a standard order 
recipient (Email/FTP/SFTP or AS2) as well as an alternative 
recipient, in case standard recipient is not available.  
 

Is there a demo environment 
in which I can have a look and 
discuss with some team 
members? 
 

There is a demo environment for our shop platform only. Please 
contact "support@pbsnetwork.eu”. We would need an email 
address and name to set up a user profile in our "demo-shop". 

I see data that is not correct or 
not complete, how can I 
manage this? 
 

Supplier: amend your product data accordingly and make a new 
upload to our platform. 

How can I manage negotiated 
dealer prices? 

We have two ways of how you can provide your net prices: 
1. Via CSV file (per drop on an FTP server) 
2. Via PRICAT file (sent to an email address). 
For further information, please contact our support team 
(support@pbsnetwork.eu). 
 

How can I change my 
username? 

Your username consists of a valid email address. If this has 
changed, the old account needs to be  deletedand a new user 
account created. If you are a user with admin rights, you can 
create a new user profile in MyPBSeasy® > user tab. After setting 
up the new user don't forget to give your new user authorization 
rights incl. administration rights. Alternatively, you can raise a 
ticket with our support team by pressing the Ticketsystem 
button at the top of the page. 
 

Where can I change our 
company address? 
 

Go to MyPBSeasy® > “Settings” tab and amend your company 
data. 
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Excel Upload 

Can I use formulas to autofill 
some of the columns in the 
Excel Template? 

You can use formulas to initially fill the columns. However, 
before upload, you would need to convert the information in the 
respective column to “text”.  
 

VAT input in Excel template Please input without percentage sign (%) 
 

I cannot see my uploaded 
images on the shop platform 

Depending on how you provide your image files:  
Manual upload: make sure the names of your image files and the 
image names stated in the upload template do match exactly. 
Image links: if you provide image links in your upload template, 
please make sure they link directly to the product image and not 
to a general website. 
 

Country of Origin Make sure to use the correct country code and input in capital 
letters. 
 

Upload images or template 
first? 

If you upload your images manually, we recommend that you 
upload them first before uploading the product template.  
 

I have uploaded my images 
first and then my template, 
but I am shown warnings that 
the images cannot be found. 

The image upload does not run synchronous to the product 
upload. It always might take a bit longer for images to be 
matched to their product. Depending on the data volume it can 
take a while. Please check regularly.  
Also: check your upload protocols for Error messages and take 
appropriate action if needed. 
 

Where do I find the latest 
upload template version? 

You can download the template in “Catalog” > “Download 
format file” 
 

How can I delete products?  Simply input the GTINs (EANs) of the products you want to 
delete into the first column of an Excel sheet. Upload under 
“Catalog” > “Delete Product”. 
 

What are the different prices 
on the shop platform? 

NET prices: are negotiated dealer prices. These are the prices 
negotiated between supplier and buyer. 
LP List prices: are your standard list prices (or catalogue prices) 
without discounts or rebate.   
RSP (NET): recommended selling prices without VAT. 
RSP (gross): recommended selling prices including VAT. 
OSD: Relevant for Danish buyers only 
Warehouse: Relevant for Danish buyers only 
 

What is the minimum order 
quantity (MOQ)? 

The minimum order quantity of your smallest selling unit with an 
EAN code (the smallest unit with a barcode on). For example, if 
your minimum order quantity is 50 pce, a buyer could not place 
orders for less than 50 pce through our platform. 

What is the incremental order 
quantity (IOQ)? 

The incremental order quantity defines the next higher amount 
(lot size) that can be ordered on top of the minimum quantity. 
Example: minimum order quantity is 50. If the lot size is 10 
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(incremental value), the next amount the dealer can order is 60, 
then 70, 80 etc.  
 

Which columns can be 
maintained in multiple 
languages? 
 

See chapter 4 Excel Upload  “Catalog”  Uploading texts in 
multiple languages. 
 

What is the product family? For example:  your product is a pen  then the product family 
could be “ballpoint pen” or “gel pen”. The product family sorts an 
item into a specific category.  
 

  

  

  

  

  

 


