
How to Mark Samples 
Received in Tradestone
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1. After logging into TS, from the 
dashboard, select “Design Center”

2. Next, select “Tech Spec”. 

3. Enter the Style number, press search
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1. Select the Sample Tab on the header of 
tech pack.

2. Once on Sample tab, look for the 
sample request line, that corresponds 
with the sample you have.

3. In the Date in Tech field, select the 
current date.
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Adding Sample requests

1. If there is no sample request, select “Sample 
request” under the header.

2. Find the Sample Request type i.e. “Proto, Fit 
etc”. Enter the Agent Name, Vendor name 
(optional).

3. Select “Save” in top right corner.
4. Click on “Color, Size, Qty”. Enter a number in 

the sample field and select save at bottom.
5. Last, select “Save” in top right.
6. Return to “Sample Tracking” Tab in top left 

and mark the date in tech in the newly 
created request.
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