
Catalog Manager Supplier

Standard Training



Reminders

This is a standard training session and open to the public. We are looking 

forward to have everyone to connect with you!

We recommend having these instructions handy before we start the session.

Mute: All participants are on listen-only mode to guarantee client 

confidentiality.

Chat: Please use the chat feature on the lower righthand side of your 

screen if like to raise questions anytime during the session.

Questions: All questions will be discussed at the end of the presentation.



Support Contact Information

If you have questions about the training or in need for specific client 
support, please contact Proactis International Customer Support:

US: +1 866 446 8203 (Toll Free)

US: +1 281 404 2095

France: +33 1 77 62 56 20

Deutschland: +49 308 967 794 11

España: +34 911 88 00 64

UK: +44 203 355 50 21

Or, email suppliersupport@proactisservicedesk.com
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•Buyer

Receive new and 
updated supplier 
catalogs

Release and publish 
supplier catalogs 

•Supplier

Uploads catalogs
(CSV, XLS, XML) 

Download Catalog 

Release Catalogs 
to Customers

Catalog Manager Overview

•The Business Network

•Search

Portal

Approved 

Catalogs



Login Page

https:portal.hubwoo.com

Go to 

portal.hubwoo.com Enter you 

Username and 

Password

.

Click Sign in.



Catalog Manager Homepage

.Click Catalogs.



Sort by 

function

Catalog Dashboard

My Catalogs displays an 

overview of current catalogs or 

displays/hides the filter

Displays the 

number of catalogs 

in the job queue

Filter 

function

Show Less or Show More 
Click this to display or hide the 

“Extended Process Area”



Catalogs According to Buyer

Catalogs are configured according to buyer, and they are presented in one frame 
in the Catalogs Dashboard page.

Each frame will have the 4 colored boxes for the 
Catalog Status, Version History, Item Details, and 
Content Score. The next slides provides more 
information.



Released status indicates that the catalog has been 

released to your customer for approval.

On Error status means errors were detected in the 
entries and catalog upload will not push through. 
Correction must be done and reupload the catalog. 

1. Catalog Status 
and their meaning

In Onboarding status means no successful catalog 

has been done yet. The supplier setup is still in the 

onboarding phase for that customer.

Rejected status means that your customer has 
rejected the catalog on their end.

Imported status means that catalog upload is 
successful, but it has not yet been released to your 
customer.

The status shows the 
most recent catalog 
activity and when the 
date when update was 
made. The status is 
color-coded and 
labeled to present the 
state of the current 
catalog version.



The box labeled Version 
displays the current 
catalog version number 
and the date it was last 
imported. A link to display 
the version history is 
available in this box.

Click Show History link 

to display the Catalog 

Version History.

2. Version History
Click Show History.



3. Item Details Page

The box labeled Items 
provides information 
on the number of items 
that a catalog contains. 
Click Show Items to 
display more 
information on each 
catalog item.

.
Use this to filter the 

Search Results.

.Click Show Items.

Click Show Item link 
to view the available 
items in your catalog.



Extended Process Area



Extended Process Area

The Extended Process Areas in the Catalog Dashboard provides a quick access to download catalog 
templates, upload attachments and catalog files, and release them to the buyer. If errors were found 
during catalog validation, an additional chevron will appear and allow you to fix the errors online.

Click Show Less to hide 
the extended process area.

Chevrons in the extended process area 

provides step-by-step guide for each activity.



1. Download a 
Catalog Template

New suppliers may download 

a blank copy of the template 

for each of their buyers from 

the Catalog Dashboard page. 

Doing this will ensure that the 

Catalog IDs in the header tab 

are automatically filled-out 

and correct.

Steps to Download a 

Blank Catalog Template



4. A message will appear informing you that 

the creation of your template is in progress. 

Follow the progress in the Monitor page.

Steps to Download a Catalog Template

1. Click Download Template.

2.  Choose the Language, 

Format, and Version 

from the drop-down list.

3. Click Create Template.



2. Upload Attachments 
and Catalog Files

Attachment file: attachments can be 
an image, a URL or a document.

Content file: A catalog can be a 
spreadsheet file (*.xlsx; *.xls) or 
text file (*.txt). 

Catalog files should have the 
prefix “_SCF_” in the filename. 

For example: 
BuyerName_SCF_DDMMYYYY

What files can be uploaded?

Attachment files should be 
compressed in one file (*.zip).

Upload Attachment files before 
uploading the Content file.



Steps to Upload Files

1. Click Upload Files.

2. Locate the file from your local drive.

4. Click Process files.

3. Use the dropdown list 

to indicate the file type.

5. A message will appear informing you 

that the file is being uploaded. Follow 

the progress in the Monitor page.



3. Submit Catalog

This is the final step to publish the 
catalog to the buyer

Options:

Manual: This is the default 
release mode. After catalog 
upload, you can decide when to 
release the catalog to the buyer.

Automatic: The system will 
subsequently release the recent 
catalog if no errors were found.



3. A message will appear informing you that 

the creation of your template is in progress. 

Follow the progress in the Monitor page.

Steps to Download a Catalog Template

1. Click Submit Catalog.

2. Click Submit Catalog.



FAQs

“New catalog version cannot be released 
because your customer has not loaded or 
rejected the last released version so far. 
Please contact your customer.”

Next Steps:

Reach out to your buyer to inform 
them that an update to your 
catalog is made. They might have 
missed out in reviewing the 
previous catalog update that you 
submitted. 



Error Handling



Error Correction

After catalog upload, Catalog Manager validates the entries in the catalog file. The Error Correction page 

provides a list of errors detected in the file. 
The number of errors in the catalog 

file will also appear in bracket.

Errors are grouped by Error Type, Error Column 
and Value to help you locate the entries in the 
SCF catalog file.



Online Correction

After all entries are corrected, 

click Revalidate Catalog 

to reprocess the catalog update.

Apply corrections according to error types 

by entering new values for the grouped 

items and then click Save All. 



Revalidate Catalog

A confirmation message will appear in the Error Correction page.

Press F5 to update the catalog status 

or go to the Monitor page



Monitor your Requests

The Monitor tab allows Catalog 
users to keep track of the progress 
of a task requested to the system. 

Status Indicators:

 Grey box indicates the 
process has started.

 Blue box indicates the 
process is in progress. 

 Green box indicates the 
process is complete. 

 Red box indicates that the 
process is complete but 
contains errors.

.Click Monitor.



SCF Template 
(Simplified Content Format)



Header Tab

This sheet contains the Buyer Catalog ID, Supplier Catalog ID, and Language Code.

HEADER



Data 1 Tab

This sheet contains data requirements and other relevant information for the 
entries of the catalog that you will upload and release to your buyer.

DATA 1



Mandatory and Optional Fields 

Mandatory fields are columns 

highlighted in green.

Optional fields are columns 

highlighted in yellow.

Conditional fields. Optional fields can become 
mandatory when a partner field is filled-out. Refer 
to the instructions sheet for more information.



Instructions Tab

This sheet provides 

detailed information 

on how to fill-out 

the columns in the 

DATA 1 sheet.

INSTRUCTIONS



Classification Codes

The Classification Codes sheet 

contains a list of valid UNSPSC or 

eClass codes for your Buyer. 

UNSPSC or eClass is the 8-digit 

Classification Code for the item.

If a Buyer requires UNSPSC or 

eClass Codes, contact your 

buyer to obtain a list.

UNSPSC 
CODES



Unit of Measure

The UOM sheet 
contains all the 
valid Units of 
Measure codes 
allowed by the 
buyer.

UOM



Best Practices



Catalog Templates

Catalog Templates are buyer-specific.  
It is advisable to download a new 
template for each buyer. 

Header tab: Check the catalog IDs of 
both the supplier and buyer.

Upload Sequence: 

1.Attachment files (Saved in one 
zipped file)

2. Catalog file

Error Correction should be made in 
the SCF file and then upload the 
catalog file with the corrected values.



Catalog Entries

Instruction tab: Always check the 
data requirements including 
characters length.

DATA 1: Do not rename the tab and 
column headers. Catalog data should 
be entered here.

All mandatory fields should be filled-
out. Check for additional instructions.

Don’t leave out empty rows in the 
catalog content. 

Attachment files are for 

uploading pictures and 

documents. 

Content files are for 

uploading catalog or 

product contents. 



Attachment Files

The maximum file size 
of the zipped file for 
attachments is 512 MB.

Zipped: Save all 
attachments in one 
folder and compress the 
file. No subfolders.

Upload attachment file 
before the catalog file.

Images 

Minimum file size: 

300x300 pixels. 

RGB color format; 

not CMYK 

The color depth not  

greater than 24 bit.

Allowed Attachments: 

Images (gif, jpg or jpeg), 

links, document files 

(Refer to the instructions 

for attachments)

Invalid Attachment: 

Animated gif images are 

also not yet supported. 





For further information, do not hesitate to 
contact us:

+1 866 446 8203 - US Toll Free

+1 281 404 2095 - US Local

+33 1 77 62 56 20 – France

+49 308 967 794 11 - Germany

+34 911 88 00 64 - Spain

+44 2033 555021 - UK

suppliersupport@proactisservicedesk.com
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