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Version Reason for Change Approved By Date Released

1.0 Creation C. Lokhorst 11/10/21

1.1 Sales Order Entry updates C. Lokhorst 11/20/21
PO edits; Order Sub Status definitions; RMA process; Pending

12 Order Mgmt process; Appendix A: transportation codes C. Lokhorst 05/10/22

13 Added PO/Oder upload process, added additional query C Rich 7/11/2024

options.

Section 1: Login & Navigation Tips

Log in with the provided Username & Password.
https://kspportal.softeon.com/

The system will prompt you to change your password at the first log in.
Please email your KSP Customer Experience Rep if your password needs to be reset.

The ‘Hamburger’ Menu is used for navigation to the various screens.

E)QKSP WMS | Search menu... Q 5 * Softeon

This Icon provides you with your most recently viewed screens for easier navigation.
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https://kspportal.softeon.com/

DIKSP WMS  Search menu.. Q@ﬁ 2 4. s Softeon

Recently Viewed Screens

Order Query

View All Orders

SKU Inventory by SKU Group
View All POs

Sales Order Entry

PO Entry

View Shipment Details
Shipment Log

Daily Shipping Report
Customer

Section 2: Operations - Inbound Process

2.1 —Inbound PO: Manual Process

A PO (Purchase Order) is needed to support incoming inventory to KSP. This provides visibility to the KSP receiving team
on what to expect and the data to support the receiving process. Please see our KSP Shipping and Receiving
Requirement document for further information.

See the steps below to create a PO:
1) Clink on the hamburger menu in the upper left-hand corner, under Operations, click on Inbound,
then Delivery Order/PO Entry, then PO Entry

= DIKSP

FILE

OPERATIONS Delivery Order / PO Entry»

Inbound > RMA Entry RMA Entry

QUERIES

REPORTS

INTERFACE

2) PO field: there are 2 options:
A) type in the PO you would like to use and click on “New”
or
B) when left blank, the system will generate a PO number when you click on “new” as shown below
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= @DKSP PQ En[l’y WMS  Search menu... Q= 5 ? ) Softeon
* PO PO Date * Business Unit Due Date PO Status
10/21/2021 BSH - Beauty Status Hockey v
endor Reference Type Reference # PO Sub Type PO Close TStamp
= v v
* PO Line # * SKU * Quantity Vendor SKU MFG SKU
* Expected Date Lot # Disp CD Country of Origin MFG ID
10/21/2021 v e =
Business Unit PO  Vendor PO Date Due Date PO Line # SKU Description Order Qty Rcv Qty Lot # M

3) PO Date field: defaults to the current day’s date
4) Due Date and Expected Date field: enter the date the product will arrive (can be the same date)

5) Vendor field: Click on the paper icon to select a vendor. If your vendor is not listed choose KSP and press the
tab key. **If you would like a vendor added, please reach out to your Customer Experience Rep.**

6) Reference Type field: choose C — Customer

7) Reference # field: This is an optional field to be used at your discretion

= @DKSP P0 Entry WMS Search menu Q |~ B ? ¢ Softeon

PO PO Date * Business Unit Due Date PO Status
173 10/21/2021 BSH - Beauty Status Hockey v 10/29/2021
Vendor Reference Type Reference # PO Sub Type PO Close TStamp
KSP KSP FULFILLMENT C- Customer v ABC123 v

* POLine # * SKU * Quantity Vendor SKU MFG SKU

* Expected Date Lot # Disp CD Country of Origir MFG ID
10/21/2021 v E E

D @D D < - =D
Business Unit PO  Vendor PO Date Due Date PO Line # SKU Description Order Qty Rev Qty Lot # MFG ID

8) PO Line # Start by entering 1 in the PO field
9) /SKU and Description fields: then enter the SKU or click on the paper icon to pick from a list of SKUs. Then
press the ‘Tab’ key to populate the next field.

10) Repeat this process until all SKU’s arriving on that PO have been entered. If edits are needed, move to
step 10. If not, click on ‘Submit’. The PO status field will now state “Open”
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= @KSP PO Entry WMS  Search menu.. Qlm B ?2 A 4 Softeon

* PO PO Date * Business Unit Due Date PO Status
173 10/21/2021 BSH - Beauty Status Hockey v 102972021
* Vendor Reference Type Reference # PO Sub Type PO Close TStamp
KSP KSP FULFILLMENT C- Customer v ABC123 v
* PO Line # * SKU * uantity Vendor SKU MFG SKU
2 HAT-066 ROOTS (NORTH SHORE) EIREE =
* Expected Date Lot # Disp €D Cogntry of Origin MFG ID

T0/2172021 T <

Business Unit PO Vendor PO Date Due Date PO Line #  SKU Description Order Qty Recv Qty Lot# MFG ID MFG Name MFG SKU Expected Date
BSH - Beauty Status Hockey 173 KsP 10/21/2021 10/29/2021 1 HAT-057 Roots (Twin Cities) 25 0 10/29/2021

11) To edit a line: click on the line, which will populate all the information for that line above. The SKU, quantity
of that SKU etc. can be updated or click on “Delete” to remove the highlighted line from the PO. When edits are

complete, click on “Submit”

2.2 — Updating Existing PO

Please follow the steps below to update quantity or delete a SKU — PO’s can only be updated if the status is OPEN.

1) Navigate back into the PO Entry screen (Operations > Inbound > PO Entry), enter your existing PO number (see
Section 2.1 to look up the PO number if necessary), and click ‘Query’.

2) You can add a new line, click on a line to delete it, or click on a specific PO Line # and change the quantity.

3) Click on ‘Submit’ to save your changes.

= @KSP 0 Entry WMS Search menu. Q B 7 A0 e Softeon
* PO PO Date * Business Unit Due Date PO Status
173 1072172021 BSH - Beauty Status Hockey v 10/20/2021
* Vendor Reference Type Reference # PO Sub Type PO Close TStamp
KSP KSP FULFILLMENT C- Customer v ABC123 v
* PO Line # * SKU * Quantity Vendor SKU MFG SKU
1 HAT-057 ROQTS (TWIN CITIES) 25
* Expected Date Lot # Disp CD Country of Origin MFG ID
1072972021 v
Business Unit PO Vendor PO Date Due Date PO Line # SKU Description Order Qty | Rcv Qty Lot # MFG ID MFG Name MFG SKU Expected Date
BSH - Beauty Status Hockey 173 KSP 10/21/2021 10/29/2021 2 HAT-066 Roots (North Shore) 10/21/2021

2.3 —Viewing Existing POs

Use this function to search for a specific PO or all PO’s entered.
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= @DKSP

FILE

OPERATIONS SKU Master View

View All POs

Inbound > View PO Details

QUERIES

Outbound View Receipts

Portal Dashboard Inventory By SKU

Query(with WH -
REPORTS Summar}r]

INTERFACE Transaction Query

1) View All PO’s = View Menu Access: Queries > Inbound > View All POs
a. Choose your date range to see all POs entered during that timeframe.
b. This view will show you open PQ’s and if any qty has been received against it.

— ¢ ) Q
= @IKSP  \Vjew All POs WMS  Search menu... Q D B 7?7 A ¢ Softeo
Building Business Unit PO Date From To Expected From To
DC1 Fridley Building BSH - Beauty Status Hockey ~ 102172021 10/21/2021
Vendor PO PO Sub Type Shipment Ref # Reference #
F= v = [Jinclude Closed PO

VO B W H S
went ot St VeVttt e % e rosbn sineker sendG o0ty
o 0

BSH Beauty Status Hockey | BSH - Beauty Status Hockey KSP KSP FULFILLMENT 145ABC 172 PO 2 10/29/2021 20 0 CLOKHORS

View 1-20f2

BSH Beauty Status Hockey | BSH - Beauty Status Hockey KSP KSP FULFILLMENT ABC123 173 PO 2 10729/2021 73 0 CLOKHORS

2) View PO Details = Queries > Inbound > View PO Details
a. Use this view to choose your date range to see all items ordered and a specific PO number for that
timeframe.
b. If you refer to see all PO’s, click on the query green button
c. Tosearch by SKU, enter the SKU and then click on query. This will show which SKU is on a specific PO(s).

= @IKSP  \iew PO Details WMS  Search menu... QD B2
Business Unit PO Date From To Expected From To PO
BSH - Beauty Status Hockey v 10/04/2021 11/09/2021
Shipment Ref # Vendor SKU Receipt Ref #
= B
<D =D
Y O B - View 1-160f 15
l_________l
100 16
165 PO 1 BSH Beauty Status Hoc... HAT-001 Hat-001 Hat-001 100 0 100
165 PO 2 BSH Beauty Status Hoc... HAT-057 Roots (Twin Cities) HAT-057 100 0 100
169 PO 1 BSH Beauty Status Hoc... HAT-001 Hat-001 Hat-001 100 0 100

2.4 — Inbound PO — Upload Process
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This form allows for an upload of SKUs for a replenishment versus a manual entry. Upper section shows RECORD TYPE H
(Header), and the lower section shows RECORD TYPE D (Detail). Please fill out based on the information below:

Upper Section: fill out as directed below
e RECORD TYPE H:
e WHSE_ID, BLDG_ID: always reflect KSP and DC1 respectively
* PO_NO: relates to each incoming shipment(s), can be any number of your choosing
¢ ACTION_CD: is always A
e SUPPLIER_ID and SUPPLIER_NAME: represent the Vendor the product is coming from.
If the vendor is not set up in Softeon, please use ID: KSP and NAME: KSP FULFILLMENT. If
you would like that vendor set up, please contact your Customer Experience Rep.
e EXPECTED_DATE and PO_DATE: add date of arrival, please note the number format used in the example
below
Lower Section — fill out as directed below

RECORD TYPE D:

e WHSE_ID, BLDG_ID: always reflect KSP and DC1 respectively.

* PO_NO: relates to each PO in the Header section (see cells in red for example)
* PO_LINE_NO: indicates the number of SKUs per PO

¢ ITEM: represents the SKU

e PO_QTY: represents the quantity of that SKU

¢ LOT_NO: only use if applicable

A B c [n] E F G H | J

1 REGORDTYPE WHSE_ID BLDG_D BUSMESS_UNIT  PO_NO ACTION_CO  SUPPLER_ID EUPPLER_ HANE EXPEGTED:_DATE PO_DATE
2 H K5H (2= 5] AOTHE A K5H KSF FULFILLUENT DS DO
34 RSP D =] T A KT KSF FULFILLMENT DORHEE DR
4 RECORDTYRE WHEE_ID RO FBUISHESS_ UMIT  PO_NO FLLIME_HO TR PO_GTY LOT_MO

5o HEF (L) BSH 20 1 CREW-06-L ol

6 D KEF (i) B P 2 CREW 06 W =

T KSP [ (] ez a RO W0 | 5

B K [l B |ezame r CRUE W08 KL =

a [ DGt BSH -}:?EDE 5 HATO51 50

1 HSF DC BSH -:‘::Eﬂ: 6 HAT-052 50

11 HEF oot BSH [aoaze T HAT-05 1

12 KSP (e (] pee u HAT 054 50

13 KSP DGt ] Fe a HOODIE-324 10

14 K5 DCi =] HEHT i HOODIE-3 i

15 [ (2= B PORHIT 2 HOODIE-32-51 10

16 HEF DCe BSH 2R 3 HOOIDIE-32-X3L 10

When the form is completed, navigate to Interface > Upload > Upload Process and follow the steps below

= ®KSP

= ISP o Process 1 WMS 3 Q * Softeon
..... " 5! =4, -]
=D € €3 €2
1) Building ID: DC1
2) Upload ID: Choose the appropriate XLS Upload (see section in the image below)
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3) File Name: click on the ‘Upload File’ icon to select your saved file, then click on ‘Upload’
a. Select Upload ID with “PQO” in the title for PO upload
b. Select Upload ID with “Order” in the title for a Order upload

4) From Date and To Date: default to today’s date and do not need to be changed.

[ BICSP iJ;‘~ICIAfiVl[ﬁrsrelé(r-on

Upload ID Description Warehouse ID Bldg ID  Business Unit
BSH_GEN_INVENTORY_UPL BSHInventory Upload - XLS KSP [la BSH
IBSH_ORD_UPL_XLS BSH Order XLS upload KSP pC1 BSH
FSH_PO_UPL_XLS 85HPO XLS upload Ksp DC1 BSH
BSH_UPL_ITEM_XLS BSHItem upload - XLS KSP DC1 BSH
5) If the upload was successful, it will state it was succcessful. If unsuccessful, reach out to your Customer

Experience Manager who will determine the error and work with you to get this fixed.

6) View results of the upload by navigating to Queries (see below):
Queries > Inbound > View All PO’s

2.5 = RMA Process (returns)

When an order needs to be returned, the RMA process provides the KSP Receiving team the needed information to
return inventory back physically and systematically. This functions very similarly to the PO process for incoming

inventory.

Menu Access: Operations > Inbound > RMA Entry

BIKSP  SKU Master View

FILE

OPERATIONS

Inbound » RRA Entry

QUERIES

REPORTS

INTERFACE

- Click on ‘New’ to generate the Request #.
- The ‘Customer’ number field is required to submit an RMA. This can be found by going to the Order Query
screen (see examples at the end of this section).

- Enter the Customer Number and press the Tab key to populate the name.
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— - [o}
= @ICSP  RWA Entry WMS | Search menu... Q & &7 4. e Softeon
* Business Unit RMA # RMA Status * Request# Request Date * Customer Tracking No
BSH - Beauty Status Hockey v 146 B 03/31/2022 [ 1001 Molly Kalis
BOL No Arrival Date Carrier Comments Ship To Bill To
5] & y y
* Line # * SKU * Quantity * Lot# * FIFO Date
03/31/2022
Country of Origin Reason Comments
y
Business Unit Request # Customer Request Date | Line # ‘ SKU ‘ Description ‘ Need Authorizat

- Enter Line #, SKU and Quantity to be returned.
Use the Comments field to include information such as the original order number.

— ’ Q
= @KSP  RMA Entry WMS | Search menu... Q & E 7 AL e Softeon
* Business Unit RMA # RMAStatus  * Request# Request Date * Customer Tracking No
BSH - Beauty Status Hockey ~ 10-Open 146 03/31/2022 [ | 1001 Molly Kalis
BOL No Arrival Date Carrier Comments Ship To Bill To
[ & p “
* Line # * SKU * Quantity * Lot# * FIFO Date
1 HAT-057 Roots (Twin Cities) 1 03/31/2022
Country of Qrigin Reason Comments
Original Order #3344

Business Unit Request # Customer

| Request Date

Line # | SKU Description ‘

- Click on Submit.

Enter additional SKUs to be returned or navigate from this screen to complete the process.
If a return label is needed, please reach out to your Customer Experience Representative.
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Section 3: Operations - Outbound Process

3.1 —Sales Order Entry — Manual Process

A sales order can be manually entered in lieu of an integrated process (an integrated sales order process is always

preferred).
Menu Access: Operations > Outbound > Sales Order Entry

SIKSP

FILE

OPERATIONS

Pending Order
Management

Outbound >

QUERIES

REPORTS

INTERFACE

1) For NEW customers, move to step 3.
2) If you have shipped this customer before, skip to step 11.
3) Click on ‘Create Customer’, which opens a new window to input information show below.

= @IKSP  Sales Order Entry WMS | Search menu Q] ¢ A * Softeon
Basi: Info Other mn‘I
* Order No * Ord Date Business Unit Status
* Customer Accoun Carrier Delv Type
Ref Order # PO# Order Priority Order Sub Type
15 - STANDARD ~ REG - Regular v
* Ship To * Do not Ship Before Date # of Lines
10/26/2021 [
* Do not Ship After Date
10/26/2021 [
#
Pickup Date

NOTE: The system automatically displays the Ord Date (as Current Date), Business Unit, Order Priority and Do
not Ship (Before and After Date).

4) To create a new customer, choose a unique number for your Customer (to be used for future orders).
5) Tab over to the next field to type in the customer’s name.

6) Inthe ‘Account’ field, click on the paper icon to select your Business Unit ID.

7) Inthe ‘Customer Address’ field, click on the paper icon to input the Ship To address.
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8)
9)

10) The address will not appear in the Customer Address screen, now click on Submit and proceed to step 12.

@amicsp  Customer

Business Unit
BSH - Beauty Status Hockey

* Account
BSH

LPN Lbl Style
[CJ PN Label

Active

* Customer Address

*_Customer

~ 5678 |iobert Smith

Case Lbl Style
) Case Label

MBOL Req Flag

® vesO oD combine

“

Business Unit

Customer ID

Customer Name

Corp. Cust. ID

Status

Enter the customer’s information in the appropriate fields and click on ‘Submit’ to save.
Highlight the address and then click on Select.
(Submit is also used to save if an edit is needed for that customer’s information).

@micsp  Address
(-]

* Name
ROBERT SMITH
* Address
234 5TH ST
Address Line3

Address LineS

MY TOWN
Country Code
us &
) ddress N
Address ID Address

Address D
1950

City

Address Type Address Ref.D
cust 5678
Home Ph Co
Work Phone No Extn Ref Field1

ROB234MY B2A5

Fax No Ref Field2
- f Field3
E-Mall p Zone Group
O creat d 3 4

State Zip Extn

Country Code

icsp  Customer

Business Unit

BSH - Beauty Status Hockey
* Account

BSH

LPN Lbl Style
(J LPN Label

Active
* Customer Address(1950)

ROBERT SMITH
234 5TH ST
MY TOWN
MN-55101

us

Business Unit Customer |

D

Customer Name

* Customer
5678 Robert Smith
Case Lbl Style
([ Case Label N

MBOL Req Flag

®vesO NoO Combine

Corp. Cust. ID

~

Status

11) Customer field, enter the unique customer code, if unknown click on the paper icon to the right of the customer

KSP Softeon Customer Portal Quick Reference Guide

field to search for your customer number. Address information will then populate in the Ship to: box.
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DKSP

Sales Order Entry

WMS  Search menu..

alm @ ?

2. .* Softeo
Other Infola g

* Order No * Ord Date Business Unit Status
11/19/2021 BSH - Beauty Status Hockey v _
* Customer Account Carrier Delv Type
8gf Order # PO# Order Priority Order Sub Type
15- STANDARD v REG - Regular v
* Ship To * Do not Ship Before Date # of Lines
11/19/2021
* Do not Ship After Date
11/19/2021
7
Pickup Date
<D D €D €D
= @KSP  Sales Order Entry WMS  Search menu.. Q @ k7 4. e Softeo
* Order No * Ord Date Business Unit Status
11/19/2021 BSH - Beauty Status Hockey v _

* Customer Account Carrier Delv Type

5678 ROBERT SMITH 2] BSH BEAUTY STATUS HOCKEY
Ref Order # PO# Order Priority Order Sub Type

1 - HIGHEST v REG - Regular v

* Ship To (1950) * Do not Ship Before Date # of Lines

ROBERT SMITH 11119/2021

2345TH ST

MY TOWN * Do not Ship After Date

gﬂ;‘: o ’ 11719/2021
Pickup Date

12) Click on Submit to generate the Sales Order number.

13) Ref Order # and/or PO# - enter info for your purposes as these are not fields that need to be filled in.

WMS | Search menu...

= @®KSP  Sales Order Entry

* Order No * Ord Date Business Unit

272 11/11/2021 BSH - Beauty Status Hockey
* Customer Account Carrier

5678 ROBERT SMITH BSH BEAUTY STATUS HOCKEY SHIPSTORE SHIPSTORE
Ref Order # o# Order Priority

147 147 15 - STANDARD

ooy rSHroeroTetT #of Lines

ROBERT SMITH 1141172021 0

234 5THST R

MY TOWN * Do not Ship After Date

MN-55101 11/11/2021

us

’a

Pickup Date

CD €D € €D

a » B ?

Status

Delv Type
ALL

Order Sub Type
v REG - Regular

2. % Softeo
.

GRND AND INTL RATE SHOP

14) Carrier Field: If you have any questions, reach out to your Customer Experience Rep/Acc’t Manager.

a. LTL/Freight shipments:

a.

KSP Softeon Customer Portal Quick Reference Guide

If KSP is to set up the shipment and bill the customer at the cheapest rate, choose Carrier code
KINGL.
If a specific carrier is requested for KSP to use, choose that carrier from the list and KSP will line
up shipping and bill you for the freight.
If you are lining up the carrier, choose CUSTLTL
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b. Shipping Small Parcel
a. KSP to ship and bill customer: Type ‘SHIPSTORE’ and a small dialogue box will appear. Choose
the delivery type (l.e., UPS Ground, Fed ex 2-day, ect). For the most economical rate, choose
‘SHIPSTORE All'.
b. If Customer provided shipping labels: Choose “PICK” as the carrier.
If shipping Collect, Prepaid or 3" party shipping: Click on the Other Info tab shown below. Then
choose from the Fright Type options and add the Bill to Account number.

Carrier Delv Type
< SHIPSTORE WMS | search menu... QD B 2 -
. Oeddoe Con T,
5 SCilex - Google Chrome = o X Basicinfo [ENEANITE 4 >
#ofLines | @ kspuatportal.softeon.com/servlets/scm/base/common/popupserviet
‘ Business Unit Status
wicsp  Carrier Selection BSH - Beauty Status Hockey v
| T-Third Party ) v ABC123
Carrier  Carrier Description  Delv Type  Delv Desc P, reate Date
SHIPSTO... SHIPSTORE UPS1DA UPS Mext Day Alr - P Prepaid
Last Modify Date
@ SHIPSTO... SHIPSTORE UPS1DAM UPS Mext Day Air Early AM.
SHIPSTO... SHIPSTORE UPS1DAS UPS Next Day Air Saver
SHIPSTO... SHIPSTORE uPs2DA uPs 2nd Day Alr
SHIPSTO... SHIPSTORE UPS2DAM  UPS 2nd Day Alr AM. BOL ALL
SHIPSTO... SHIPSTORE UPS3D;
SHIPSTO... SHIPSTORE ur
SHIPSTO... SHIPSTORE u
a A

SHIPSTO... SHIPSTORE UPSEXP UPS Express PLUS
SHIPSTO... SHIPSTORE UPSEXPD UPS Expedtited
SHIPSTO... SHIPSTORE UPsG UPS Ground Create Customer w

15) Click on Submit

16) Then click on Details to begin adding SKU to the order.

= @KSP  Sgles Order Entry WMS  Search men Q - C N~ + Softeon
* Customer ccount Carrier Delv Type
5678 ROBERT SMITH ] BSH BEAUTY STATUS HOCKEY SHIPSTORE SHIPSTORE [EE] ALL GRND AND INTL RATE SHOP
FO Jrder Priority Order 5ub Type
147 147 15 - STANDARD v REG - Regular v
Ship To(1950) * Do not Ship Before Date # of Lines
ROBERT SMITH 1171172021 0
234 5TH ST L=
MY TOWN Do not Ship After Date
MN-55101 111172021 ]
us
p
=5
siomis 3 copy | ossis ) corce

17) Enter the desired SKU or choose by clicking on the paper icon to search.
18) Choose the required quantity (*Each) and click on Add to add that line item.
19) Repeat for additional items.

13
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@icsP  Order Entry Detail
Order # PO# Customer
3211 1010 H-12345 JOHN SMITH
* SKU Lot# * Each Avail Qty Units Per Pack
CREW-01-XL TRADE MARK *FRENCH TEF 5 0
ya
[ sdd petece L submit L resec 1 refesn I pack ]
V'{) E B = View 1-10f 1
1/ HAT-057 - Roots (Twin Cities) 5

20) Click on Submit and click on Back to return to the Sales Order Entry screen.

IMPORTANT TO NOTE: You can click to highlight a line that is already entered to edit the quantity, or you can delete the
entire line if the incorrect item was chosen.

21) Check the # of Lines field to ensure that this reflects the number of unique SKUs entered.

= ®KSP  Sales Order Entry

WMS Search menu. Q = 57 4. s Softeon
* Order N * Ord Date Business Unit Statu:
* Custome: Account Carrie Delv Type
H12345 JOHN SMITH BSH BEAUTY STATUS HOCKEY B
Ref Order # 0 Order 5ub Type
1010 v REG - Regular v
* Ship To(1928,
JOHN SMITH
123 MAIN STREET
TOWN
MN-55001
us
Pickup Date
.

22) MOST IMPORTANT STEP - check the box for ‘Order Entry Completed’
and click on Submit. The Status field will now reflect ‘Entry Complete’ and will go to KSP Fulfillment for order
processing. If this step is not completed, the order will not be processed, picked or shipped.

14
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3.2 —Sales Order Entry - Upload Process

The upper section shows RECORD TYPE H (Header), the middle section shows RECORD TYPE D (Detail) and the
bottom section shows a RECORD TYPE C for Comments (this row is required even when there are no
comments. It should be the last row on the form prior to upload. Please fill out based on the information below.

Upper Section
1) RECORD TYPE H:

2) WHSE_ID, BLDG_ID: always reflect KSP and DC1 respectively
3) 'ORDER_NO': field is required, no spaces can be used, and the only special characters allowed are the dash
and the underscore.
4) ORDER_TYPE: field is either B2B or B2C
5) PURCHASE_ORDER_NO and REF_ORD_NO: fields are not required. They can be left blank, they can be the
same number, or different. No spaces can be used, and the only special characters allowed are the dash and
the underscore.
6) CUSTOMER_ID:
a. Ifyou've already shipped to this customer, please use the existing Customer ID
b. If you have not shipped to this customer yet, you may leave this field blank and Softeon will

assign a numeric ID, visible in Order Query after the order is placed.
7) SHIP_TO Columns (J-S): fields are to be filled out as needed. These columns can also be copied into
columns X through Al as well
8) SHIP_TO Columns (T and U): phone and email are helpful but not required
9) Freight_Payment_Type: Choose either C (Collect), P (Prepaid), and T (Third Party)
10) Freight_Account: . If Third Party, this needs to be populated with the account number
11) DO NOT SHIP AFTER DATE:
12) If there is a specific date the order must ship, please enter here. Ensure this date is the same for the
next column, which is DO NOT SHIP BEFORE DATE.
13) If you have a shipping window, you can enter your date here.
14) DO NOT SHIP BEFORE DATE:
15) If there is a specific date the order must ship, please enter here. Ensure this date is the same for the
next column, which is DO NOT SHIP AFTER DATE.

**For Freight (LTL) shipments, please choose a date 2-3 days out from your order date. Our

teams needs time to pull the order, obtain pallet dims and weights to either communicate to the client

or send off to our broker for quotes and to schedule pick up.

** Small parcel orders that come in before 2:00 P.m. CST, please choose the next day as the DO NOT
16) SHIP BEFORE and AFTER DATE

AJ AK

DO NOT SHIP AFTER DATE DO NOT SHIP BEFORE DATE
20220802 20220802
20220802 20220802

17) CARR_CD and CARRIER SERVICE LEVEL: pertain to the carrier. Please see Appendix A in the Softeon
Customer Portal Quick Reference Guide to determine the appropriate CARR CD and CARRIER SERVICE LEVEL.
(see example below)

AL AM
|c.mn o CARRIER SERVICE LEVEL
SHIPSTORE UPSG
SHIPSTORE UPsSG

KSP Softeon Customer Portal Quick Reference Guide
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18) Columns AN through BG: Not required to fill out, so can be left blank.

Middle Section:
19) RECORD TYPE D:
20) WHSE_ID, BLDG_ID: always reflect KSP and DC1 respectively.
21) ORDER_NO: relates to each ORDER_NO in the Header section (see cells in red below for example)
22) ORDER_LINE_NO: indicates the number of SKUs per ORDER
23) ITEM: represents the SKU
24) ORDER_QTY: represents the quantity of that SKU
25) LOT_NO: only use if applicable
26) ORDER Quantity: Quantity either represents number of each or cases
27) UOM (Unit of Measure): items can be ordered in Eaches (EA) or Cases (CA) and ensure they align with the
guantity in column H.
28) CUSTOMER_SKU, UPC_CODE; UNIT_PRICE: Not required fields

Lower Section
29) RECORD TYPE C: Information in this area will be printed on the packing slip that accompanies

each order

30) WHSE_ID, BLDG_ID: always reflect KSP and DC1 respectively.

31) ORDER_NO: relates to each ORDER_NO in the Header section (see cells in red for example)
32) ORDER_NO: indicates the number of SKUs per ORDER

33) COMMENT TYPE: leave as ALL SEQ_NO: leave blank

34) COMMENT DESC: Add copy here

Upload Process

When the form is completed, either a PO or Order upload, navigate to Interface > Upload > Upload Process and

follow
the steps below

= BIKSP

OPERATIONS ~

REFORTS e
INTERFACE -~
Upload »

jpoa

= WmMSP d Froee 1. WMs > : * Softeon
o 3. =4, -]
=D €
1) Building ID: DC1
2) Upload ID: Choose the appropriate XLS Upload (see section in the image below)
3) File Name: click on the ‘Upload File’ icon to select your saved file, then click on ‘Upload’

a. Select Upload ID with “PQO” in the title for PO uploa
b. Select Upload ID with “Order” in the title for a Order upload
4) From Date and To Date: default to today’s date and do not need to be changed.

16
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[ »icsPp  Upload 1D Selection

Upload ID Description Warehouse ID Bldg ID  Business Unit
BSH_GEN_INVENTORY_UPL BSHInventory Upload - XLS KSP DC1 BSH
FSH_ORD_UPL_XLS BSH Order XLS upload KSP pC1 BSH
FSH_PO_UPL_XLS BSHPO XLS upload KSP DC1 BSH
BSH_UPL_ITEM_XLS BSHItem upload - XLS KSP D1 BSH
5) If the upload was successful, you will see this message. If unsuccessful, reach out to your Customer

Experience Rep who will be able to determine the error and work with you to get this fixed.

6) View results of the upload by navigating to Queries (see below):

Queries > Inbound > View All PO’s

3.3 — Pending Order Managment

If orders were shipped short and items are on backorder, the Pending Order Management is used for closing an order or

creating a pending order for zero/partially picked SKUs.
‘Allow Backorder’ must be enabled on the SKU profile (consult your Customer Experience Rep for clarification).

1)

From this view, click on Query where the order(s) will be displayed.

OoooOoo

&SP Pending Order Management

* Business Unit WMS Order #

BSH - Beaury Status Hockey w

WMS | Search menu...

s Orir Y Crst peningrier 3 et Y seron )

Business Unit WMS Order #

BSH 14868 0415-3
BSH 14869 0415-4
BSH 14870 0415-5
BSH 14871 0415-6

Reference Order #

Customer Name

9999
5998499
99899
9999

PO #

0415-3

0415-4

0415-5

0415-6

?

+_Softeon

2) Select the desired record(s).
When clicking ‘Close Order’, the system closes the order and displays the message, “Order is closed

successfully”.  Click OK.

fulfillment and shipping.

KSP Softeon Customer Portal Quick Reference Guide

3) When clicking ‘Create Pending Order’, the system displays a message similar to the one in the image below. Click
OK. This creates an order that can be viewed and monitored in ‘Order Query’ and will process through

17




Informa

Total No of Orders: 1
No of Orders created : 1
No of Orders failed: 0

KSP Softeon Customer Portal Quick Reference Guide
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Section 4: Queries

Queries provide data results (existing orders, inventory, tracking numbers, etc.) that can be extracted to a spreadsheet
or .pdf document.

4.1 - SKU Master View

This report will provide a list of all SKU’s, along with specific information about each SKU as noted below:
e number of eachs in a master case,
e the size of the each, master case and pallet/LPM
e Number of cases per pallet/LPN.

When pulling this report, you can download to excel.

% ISP SKU Master View

FILE v
OPERATIONS v
QUERIES ~ SKU Y Dy SKU
| Group
>

Inbound

SKU Master View

View All POs

Qutbound

View PO Details
Portal Dashboard

Inventory Control
REPORTS A%
INTEREACE - View Receipts

Inventory By SKU
Query(with WH -
Summary)

Transaction Query
RMA Request Status

RMA. Request Status
Detail

4.2 - SKU Inventory by SKU Group

This report will show you all SKU’s and the inventory that is On Hand versus Committed (or allocated to other orders)
and remaining inventory.

KSP Softeon Customer Portal Quick Reference Guide



% @IKSP  SKU Master View

.

Inbound

Group

Outbound

Portal Dashboard

REPORTS ~
INTERFACE ~

KU Inventory by SKU

SKU Master View

View all POs

View PO Details
Inventory Control

View Receipts

Inventory By SKU
Query{with WH -
Summary)

Transaction Query

WMS SKUINVENTORY BY SKU GROUP

RMA Request Status
RMA Request Status
Detail
Example of the report:
= @KSP Sk Inventory by SKU Group
Business Unit SKU Ref SKU
BSH - Beauty Status Hockey v 52

() Below Min Level [ Below Safety Level
SKU Groups

Category Product Groups

VOB EHD
| musinessy

BSH AHS-02-XL Wolves of Winter *1/2 Zip Anorak Shell (Cinder Grey) Sweatshirts XL
BSH AHS-02-XXL WOLVES OF WINTER *1/2 ZIP ANORAK SHELL (CINDER GREY) - XXL
BSH BEAUTVIS Beauty Vision Sunglasses Accessories

BSH BELT-02 Breezer Belt *Bottle Opener (Charcoal) Accessories

BSH BELT-03 Breezer Belt *Bottle Opener (Skate Blade Steel) Accessories

BSH BLB-01 In The Clutch Insulated BlenderBottle® *Limited Edition Accessories
BSH BMR-01-L In the Clutch *Lightweight Bomber Jacket (Black) Sweatshirts L

4.3 - Transaction Query:

[ in-Transit Inv

D =D

0
0
0,
0
0
)
0
0

o o o o

KSP Softeon Customer Portal Quick Reference Guide
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This report will provide an overview of all transactions that have occurred within a given time period chosen and by SKU.
This includes orders/sales, returns, cycle count, pallet consolidation, and receiving.

J v

T

Inbound

~
OPERATIONS v SKU Master View Transaction Query
>

Inventory Control >

Qutbound Transaction b3

Kitting

Transaction Query

Portal Dashboard

REPORTS ~
INTERFACE ~

Choose the time period the report should be run within along with the SKU

= @KSP Transaction Query WMS search menu Q D W ?2 a0 #S
* From Date * To Date Business Unit
01/02/2023 00:00:00 05/13/2024 23:59:59 FRIDLEY BuiLDING BSH - Beauty Status Hockey

SKU Ref SKU LPN

Trar oy Trans Type Location Lot #1 User
i

Reference Type Ref No Ref Type2 Ref #2 Ref Type3 Ref #3
v v v

Ref Type4 Ref #4 Ref Type5 Ref #5 Ref Type6 Ref #6
~ ~ v

Comments
%
G CD

When the r(;port is run, filter by column “Trans CD”, see below for options to search by:

S-Sales = order placed/shipped

CC-Cycle Count Transaction = a cycle count has been performed on this SKU. Scroll to the notes column to
understand why an adjustment has been made.

RV-Receiving From Vendor = this is an inbound receipt

RR-Return Receipt Trans Codes = return received at KSP. Scroll to the right to the column labeled Disposition CD
that will show if product returned was damaged or good.

4.4 - Order Query

This report will show you all the orders over the last 90 days that are either still in process or have already shipped.
Note: If past 90 days, the orders have been archived so please reach out to your Customer Experience Manager for
assistance.
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;

FILE
OPERATIONS Order Query

QUERIES View All Orders

View Shipment Details

Outbound

v

Portal Dashboard

REPORTS

INTERFACE

= Q
= DIKSP Order Query WMS Search menu... Q D 5 _) fil. * SOfteon
< Bldg ID Business Unit Cust Bus. Type Order Sub Status Order No Order Group
DC1 - Fridley Building v BSH - Beauty Status Hockey v v v | 321 |
s Order Type Truck Ref No Carrier Carrier Group Carrier Package Id
E = = v
Pre Plan Ref Id Wave PO Pro No Customner
E
Ord Date BOL Ord Weight SKU
: ’ z
Req Ship Date End Date Pickup Date
’ )
Client # Order Pool Type Qrder Source

iii
<

=)

[[J ords. Hold [_] Non-Hold Orders [_] Sorter Flag [_] Exclude Cancelled Order ] Exclude Ship.Closed [_] Exclude Pick Completed [_] Price Labelling Flag

© Advanced
Order Info ~ Picking Info ~ M Shipment Info ~
YOBRMEHR View 1-1of 1
3211 BSH 1010 1010 0 10 - Entry Complete H-12345 MY TOWN - MN

1) Search Options:
- For a broad search, you can simply click on Query. All orders that have not shipped will appear. To view
orders that have already shipped uncheck the Exclude Ship Closed box.

- Tonarrow you reach see below:
o You can enter the Order No and click query
o Search on your Ref Order #, or the Ord Date and click query
o Search by SKU and click query
o Search by Order Sub status to see all orders that have a specific status (see next steps below to
understand what each subs status means)

= ISP OrdE'QUE‘l’}'
IMPORTANT TO NOTE: The ‘Filter Card’ will collapse when you conduct a

. . © Filter Card
search. Click on the arrow > to expand and see the searchable fields.

2) ORDER STATUS - To understand the status of the order, see the Order Sub Status column and the codes along
with a definition of each.
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© Filer Card

= @®KSP  Order Query WMS | Search menu.. Q& ? A e Softecg

VO & HE

11104
11103
11102
3342
3338
3335
3334
3333
3332
3279

[ ouen J Liave o

. View 1 - 30 of 251 Page((1 Jofs 2> 3
BSH abel22 AHE122 10 - Entry Complete 1002 Bradley ... Binghamton - NY 0.00 SHIPST.. 12/21/2021 12:1... =
BSH 10 - Entry Complete 1002 Bradley .. Binghamtaon - NY 0.00 SHIPST.. 12/21/2021 10:5..
BSH XV12345 2345 10 - Entry Complete 1003 Nick Cos... | Edwardsville - 1L 0.00 SHIPST... 12/21/2021 10:4...
BSH ABCILT AHC147 10 - Entry Complete 3344 CAROL L... SOUTH ST. PAUL.. 0.00 SHIPST... 12715/2021 11:1...
BSH 5- Created 1002 Bradley .. Binghamtaon - NY 0.00 12/10/2021 04:2...
BSH 1234566778  16f777 60 -In Picking 9999 CAROLL... FRIDLEY- MN 0.00 424 SHIPST... 12/03/2021 13:5...
BSH 12 124 80 - Shipment Closed 1001 MOLLY ... | LAKEELMO - MN 100.00 444 12/03/2021 14:1...  03/31/2022 13:20:24
BSH 5- Created 923 BOBSMI... ST. PAUL - MN 0.00 11/23/2021 14:5..
BSH NOD287 NG0987 10 - Entry Complete 923 BOBSMI.. ST.PAUL-MN 0.00 SHIPST... 11/23/2021 14:4...
BSH 5 - Created 5678 ROBERT ... MY TOWN - MN 0.00 11/19/2021 14:0...

5 - Created: an order is not yet complete; you can edit SKUs and quantities in this status. To finalize the order,
check the ‘Order Entry Completed’ box in the Sales Order Entry screen.
IMPORTANT TO NOTE: there is no ability to edit an order when ‘Entry Complete’ has been submitted.

10 - Entry Complete:
- Every half hour the system will run the inventory allocation process to advance to status ‘20-In Distribution’
- Ifinventory is not available to allocate, the order will stay in status ‘10-Entry Complete’. IF we should ship
the order short of the SKU on backorder, contact your Customer Experience Rep.
o The SKU that has not shipped will move to ‘Pending Order Management (see Section 6: Pending
Order Management)

20 - In Distribution: the order is waiting for the Fulfillment team to start picking the inventory in preparation for
quality control & shipping

60 - In Picking: the order is in the process of being picked in preparation for quality control & shipping

70 - Pick Completed: the inventory is waiting for quality control prior to shipping

75 - PickPack Update Complete: the order is complete, and a shipping label has been generated.

80 - Shipment Closed: these orders can only be seen when the ‘Exclude Ship Closed’ box is un-checked. Tracking
numbers are now available. After 90 days, order data is archived. Please reach out to your CE account manager
who can pull archived data on your behalf.

End Date

der Pool Type Order Source

Exclude Cancelled C-’-:I’D Exclude Ship.ClosedY | Exclude Pick Completed D Price Labelling Flag

[ query Norderinio -} Wave info -

IMPORTANT TO NOTE: Order Sub Status updates are refreshed every half hour.

3) ORDER INFORMATION
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- Tolocate SKU’s on an order, highlight the order number, then click on Order Info and choose Order Details.

@KSP  (Order Query WMS  Search menu. Q = 5?7 A s Softeon
© Filter Card ﬂ
cumy Corier o Y o

YOBERH= Order Tnfo View 1-10f 1 page (T )of 1

Add & splinstr.

. Ord Picks |
[ . C 0 ooEwyCompes  WIZe MYIOWGMN o

- This will launch a window to show you the details of what was ordered.

“icsP  Order Details

Order # PO Ord Date Order Status
321 1010 10/26/2021 10-IN CUST.SERVICE
Order Sub Status Account Customer Order Type
10-Entry Complete Beauty Status Hockey JOHN SMITH REG
4# of Full Cases Loose Cases # of Lines/Amount
0 1] SKU Footer Total [j Include Zero Qty Order Lines
2 $0.00 0 $0.00 2 $0.00

oy Y oo

Y O E EE} H View1-2of2 Dage aﬂ
1 HAT-057 Roots (Twin Cities) Y
2| CREW-01-XL Trade Mark *French Terry Cr... ¥

- Toview the address the order is shipping to, click on Order info, then Add & Spl. Instr.

4) ORDER TRACKING:
- Ifthe order is in 80 status, you can highlight the order, click on Shipment info, then shipment summary

4.5 - Picking Report/Sales Order Report

Use this query to obtain a report showing which SKU’s are on each order that has not yet shipped. This is a great report
to pull to view all orders that are also in 10 status to assist in managing backorders.

24
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BIKSP

FILE

MASTERS

OPERATIONS

QUERIES

Order Related > Online Pick
View All Orders

View Shipment Details

Picking Report/Sales
Order Report

Picking >

Portal Dashboard

REPORTS

INTERFACE

E
< < ~ > <] <) <

4.6 - Shipment Query
This view provides the carrier’s tracking numbers.
Menu Access: Queries > Outbound > View Shipment Details

%

FILE
Crder Query

<

OPERATIONS

View All Orders

View Shipment Details

QUERIES

Outbound

A

Portal Dashboard

REPORTS

INTERFACE

This view requires some search parameters such as an Order # or BOL Date.
BOL (Bill of Lading, generated when shipped) can be set to a date range to narrow or broaden your search.
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— ¢ ‘ : ‘ . 0
= @IKKSP  View Shipment Details WMS  Search menu.. Q = B 7 4. e Softed
Bldg ID * Business Unit * Order # * Order Group ‘
DCi FRIDLEY BUILDING BSH - Beauty Status Hockey v
Ref Order # * Customer * Truck Ref No Cust Bus. Type
D - Generic v
Cust Bus. SubType * Carrier * BOL Date * BOL#
v 10/04/2021 10/26/2021 2
Tracking #
BOL Details Truck Details
VOBRHME = View 1 -3 0f3 page (T)of 1
BSH 9999 - GENERIC CUSTOMER 0000017522 1937 1014 1937 SHIPSTORE - SHIPSTORE Y 1Z7FOF280339756990
BSH 9999 - GENERIC CUSTOMER 0000017492 3150 11544 3150 SHIPSTORE - SHIPSTORE ¥ 1Z7FOF280303856814
BSH 9999 - GENERIC CUSTOMER 0000017485 3149 11543 3149 SHIPSTORE - SHIPSTORE ¥ 1Z7FOF280303951194

Refer to Section 4.5 — Customize Your Views to help display the information that is most important to you.

4.7 - Inventory Query

This view provides a look at your inventory levels at any given time, what is Committed (scheduled to pick),
Menu Access: Queries > Inbound > Inventory by SKU Query (with WH-Summary)

FILE

:

-

OPERATIONS SKU Master View

QUERIES View All POs

Inbound > View PO Details

Outbound iew Receipts

Portal Dashboard Inventory By SKU

Query(with WH -
Summary])

REPORTS

INTERFACE

Transaction Query

You can search your available inventory by a specific SKU — enter the SKU number or click on the paper icon to view the
list; or you can check the box Show All SKUs to see the entire list.

| = . Q
= @KSP  |nventory By SKU Query(with WH - Summary) WMS | Search menu.. Q k7 A0 e Softeo
© Building * SKU * Ref SKU Lot #1
DCl Fridley Building
D Show Intransit LPNs Also D Exclude RCV Dock Inventory E] Show All SKUs

© Inventory Summary

D DT
EE’} H View 0-0of 0 Page (0 )ofo

Refer to Section 4.5 — Customize Your Views to help display the information that is most important to you.neous
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Section 5: Miscellaneous

5.1 - Customize Your Views

Turn on the Filter icon?to drill down for more specific information in a column.

9999 -

GENERIC CUSTOMER

0000035014

When in any query, you can drag & drop any of the columns to where they work best for your view.

220 Labs
220 Labs
220 Labs
220 Labs
220 Labs

= @®ISP  Yiew All POs
Building Business Unit
i<} Fridley Bullding. [l BSH- Beauty Status Hockey
Vendor [
VO EUEM
BSH Beauty Status Hockey 0 B5H - Beauty Status Hockey
BSH Beauty Status Hockey 0 B5H - Beauty Status Hockey
BSH Beauty Status Hockey PO 8SH - Beauty Status Hockey
BSH Beauty Status Hockey PO 8SH - Beauty Status Hockey
BSH Beauty Status Hockey PO 8SH - Beauty Status Hockey
B5H Beauty Status Hockey 0 B5H - Beauty Status Hockey

220 Labs

PO Date From

PO Sub Type

2200
2200

2200
2200
2200

W = BKSP  View Al POs
To Building B nit
= [a] Fridley Building
Shipment Ref # Vendor

VO @

[ausines
BsH Beauty Status Hockey 106 BSH - Beauty Status Hockey
125 854 Beauty Status Hockey 125 BSH - Beauty Status Hockey
126 BSH Beauty Status Hockey 126 BSH - Beauty Status Hockey
SFTPO1 B5H Beauty Status Hockey SFTRO1 B5H - Beauty Status Hockey
SFTPO101 BSH Beauty Status Hockey SFTPO101  BSH - Beauty Status Hockey
SFTPO103 BsH Beauty Status Hockey SFTPO103  BSH - Beauty Status Hockey

BSH - Beauty Status Hockey ~

220 Labs
220 Labs
220 Labs
220 Labs
220 Labs
220 Labs

PO Date From

PO Sub Type

2200
2200
2200
2200
2200
2200

WM

] . . . .
Save H your new search preferences view for your future inquiries.

Save Preferences

9999 - GENERIC CUSTOMER 0000034987 49588 10038 1Z7F0F280327802130
9999 - GENERIC CUSTOMER 0000035007 49590 10025 285327899750

9999 - GENERIC CUSTOMER 0000035021 49592 10043 285328067028

9999 - GENERIC CUSTOMER 0000034918 49595 10202021 PICKED UP

9999 - GENERIC CUSTOMER 0000034925 49908 20211022 PICKED UP

BOL Details

You can also click on the EE} Customization icon to change and save your view to see the information that is most

important to you.

9999 -
9999 -
9999 -
9999 -

9999 -
9999 -
9999 -
9999 -
9999 -
9999 -

GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER
GENERIC CUSTOMER

0000034987
0000035007
0000035021
0000034918
0000034925
0000034994
0000035038
0000034970
0000035014
0000035045

49588
49590
49592
49595
49908
49589
49593
49587
49591

49594

|

Customer
soL#
Ocder 2
Ref Order #

Carrier
ProNo

Sibimixcustshipsgs.
Business Untt

[ = T o= )
.

SHIPSTORE - SHIPSTORE

10011 49591

KSP Softeon Customer Portal Quick Reference Guide

You can drag & drop the fields to
rearrange or click on the red icon to
“| remove fields you don’t need.
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5.2 — Customer and Vendor Set Up

When there are regular vendors used to supply your inventory, KSP will set up the company in Softeon on your behalf to
allow you choose it in the PO Entry process. Reach out to your Customer Experience Manager to have these added to

your Business Unit Profile.

= @KSP D0 Entry WMS | Search menu... Q o 5 ? A ¢ Softeon

* PO PO Date * Business Unit Due Date PO Status

179 11/03/2021 BSH - Beauty Status Hockey v 1170412021

Reference Type Reference # PO Sub Type PO Close TStamp
Tilsner C- Customer v | | ABC123 v

P * SKU * Quantity Vendor SKU MFG SKU

1 AHS-01-M WOLVES OF WINTER *1/2 ZIP ANORAK SHELL ( 25
* Expected Date Lot# Disp €D Country of Origin MFG ID

11/04/2021 v ]

oy 3 New Y sumt oot >
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If you have any additional questions, please reach out to your Customer Experience Account Manager

KSP Softeon Customer Portal Quick Reference Guide
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