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GLOBAL PLM [TRADESTONE]
USER MANUAL

*This manual should be used in conjunction with the requirements/guidelines outlined on the
URBN Vendor Website*

https://vendor.urbn.com/vendor

All Instructions outlined in the URBN Global PLM User Manual apply to ALL POs issued to any URBN region
unless a specific region and/or Import/Domestic status is specified in the instructions.

URBN regions include US and EU — the region can be identified by referring to the Ship To address on the PO.

*The Ship To address can be found on the PO report. Please see here for instructions to access the PO report.


https://vendor.urbn.com/vendor
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How to Log In

To access the URBN PLM platform, go to: https://urban.bamboorose.com/

Log in

User id

PLM

For assistance please contact the Vendor Relations team.
Go to www.urbnvendor com, General Information, to view the Contact list w
WARNING for best performance, please use Internet Explorer 9 or above

Your User ID is typically based on your five-digit vendor 1D#, VEN-xxxxx-01

Enter the User ID and Password provided by your URBN vendor relations team at the time of registration.
Your User ID will always contain your vendor ID# (xxxxx) in the following format:

User ID: VEN-xxxxx-01

Be sure to type the exact User ID and password provided in the welcome letter, including the “VEN” and all
dashes. The system may prompt you to change your password upon logging in for the first time.

Once logged in successfully, you will arrive to the Dashboard.

If you have difficulty logging in, please first clear your browsing history, cookies, and cache in your browser
settings — you can also try a different browser. If you are in need of further assistance, please contact Vendor
Relations.

*Contacts are provided on the URBN Vendor Website, specific to the region in which you are doing business.


https://urban.bamboorose.com/
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How to Update Vendor Information

How to Update Vendor Address and Contact Information

Vendors are responsible for ensuring profile information in Tradestone is accurate and up to date. Vendors
have the capability to update contact and company/ticketing address information manually, without the
assistance of Vendor Relations.

Please follow instructions pertaining to the region (US/EU) that you are doing business with, by using the
following link on the URBN Vendor Website to update contact/address information.

US: https://vendor.urbn.com/us/tradestone-training/us-vendor-profile-update-instructions
EU: https://vendor.urbn.com/eu/tradestone-training/uk-vendor-profile-update-instructions

How to Update Billing and Banking Information

Please follow the instructions pertaining to the region (US/EU) that you are doing business with, by using the
following link on the URBN Vendor Website to update Billing and/or Banking information.

US: https://vendor.urbn.com/us/payment-procedures/update-billing-and-banking-information
EU: https://vendor.urbn.com/eu/payment-procedures/update-financial-information



https://vendor.urbn.com/us/tradestone-training/us-vendor-profile-update-instructions
https://vendor.urbn.com/eu/tradestone-training/uk-vendor-profile-update-instructions
https://vendor.urbn.com/us/payment-procedures/update-billing-and-banking-information
https://vendor.urbn.com/eu/payment-procedures/update-financial-information

PLM

ORDER MANAGEMENT

VENDOR MANAGEMENT

SEARCH
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URBN PLM Dashboard

The vendor Dashboard is shown below.

*NOTE — You will have additional queries on your dashboard if you have registered for a Bamboo Rose Key in
order to use the PLM Design Center. If you are an Ownbrand vendor and do not have access to the PLM Design
Center for Tech Speck, Fit Eval, etc. and believe you should, please contact your Production Coordinator.

n Purchase Order ¥ E * b Weeome

Vendor Agreements Packing List/Manufacturer Management

<

Q

Vendor Tasks

Vendor Tools

Quick Search

@
o

F
3
A
H
a
5.

6oE0008888 ¢

Copyright ® 2002-2021 Bamboo Rose LLC

System Navigation

Quick Search

Quick Search is available at the top of the screen and is available from all screens.
To use:
1. Select what screen you would like to search from the drop-down (Purchase Order, Packing List,
Invoice etc.)
2. Type in the exact record you are trying to search and select “Go”

This allows for each navigation to another area (document) without going back to your dashboard to search.
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PLM n n Purchase Order v (u h E
e
ORDER MANAGEMENT . -
[ < Helpful Links. Vendor Agreements Packing List/Manufacturer Management
- . ;
SEARCH URBN Vendor Website = Accept URBN Agreements = Packing List Builder
L URBEN PLM Manual (Tradestone/Bamboo Rose) = Search for Existing Packing List(s)
Packing List -
TR How to Accept a PO and Enter the COO Vendor Tasks L = Create Manufacturer

How to Enter a Customs Description

How to Create a Packing List, Carton Labels, and -

Quick Search

Purchase Order ~

Enter value to search

Back/Forward Button

You may use the back/forward button to return to a previous screen you were on.

on Purchase Order »

= Accept New/Revised POs
= Enter Customs Description

= Revise Customs Description

Vendor Tools

= Update Vendor Profile

PLM Quick Search
ORDER MANAGEMENT ) -
[ < Helpful Links Vendor Agreements Packing List/Manufacturer Management
- . ;
SEARCH URBN Vendor Website = Accept URBN Agreements = Packing List Builder
L URBN PLM Manual (Tradestone/Bamboo Rose) = Search for Existing Packing List(s)
Packing List =
Invoice(s) How to Accept a PO and Enter the COO Vendor Tasks s = Create Manufacturer

How to Enter a Customs Description

How to Create a Packing List, Carton Labels, and .

Quick Search

Purchase Order hd

Enter value to search

= Accept New/Revised POs
= Enter Customs Description

= Revise Customs Description

Vendor Tools

= Update Vendor Profile

If you press and hold the back or forward button, you will see a history of recently viewed records and may select
a specific screen to return to.

o Purchase Order v Quick

-
nks E Purchase Order - 0002977126 4
WIBW - ] ckl
wdor Wehsite @ iew - Reset £O to BuIld Pack g o
List
A Manual (Ti ic
RFC R — —
IEpt aPOad MBS 2w - Revise Customs Description 4
1ter a Custor, s| G pLs- 101752112 c
eate a Packl £ @ o, »_ 101702115 n
@ invoice o - 1434262 19
irch
@ invoice no - 250452 4
{
2 Order o
wWiew - Enter Customs Description
Ie to search
B/ invoice no - 1434481 =
B8 0L = 101448711 ¥

'
=

search

r Agresments

2pt URBN Agreements

r Tasks

2pt New/Revised POs
2r Customs Description

ise Customs Description

rTools

£ date Vendar Profile

rch All PO's
ort POs to Excel-Header

ort POs to Excel-Detail

*The “recently viewed” list will include previous document and query searches*
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Recently Viewed Documents

Recently Viewed Documents shows your recently viewed documents and queries for convenient access.

PLM Purchase Order ¥ | Quick Search B

ORDER MANAGEMENT ) o
< Helpful Links Vendor Agreements Packing List/Manufacturer Management
|
\ - I - cl i ilder
SEARCH URBN Vendor Website Accept URBN Agreements Packing List Builde
o UREN PLM Manual (Tradestone/Bamboo Rose) = Search for Existing Packing List(s)
Packing List =
Invoice(s) How 1o Accept a PO and Enter the COO Vendor Tasks s = (Create Manufacturer

How to Enter a Customs Description W Accept New/Revised POs

How to Create a Packing List, Carton Labels, and - ® Enter Customs Description

= Revise Customs Description
Quick Search

Vendor Tools

Purchase Order v
Enter value to search = Update Vendor Profile
= Search All PO's
Go = Export POs to Excel-Header

= Export POs to Excel-Detail
Recently Viewed Documents = Reset PO to Build Packing List

= Status of Imported Shipment
PL #- 101754378 P

@ Invoice No - 1406781
@M Invoice No - 1406763
@ Invoice No - 1406776
PL #- 101754251

= Docked/Rec'd Orders

= Docked/Rec'd Orders 14 days

Review Chargebacks - Vendor

@ Purchase Order - 0002209170 = View Recent Chargebacks - Ven
@ Purchase Order - 0002838151 = View All Chargebacks - Ven
@ pPurchase Order - 0002731398

PL #- 101778276 China Market Queries

PL=- 101734365 = China Product Safety Assign

= China Transfer Style Assign

How to Return to a Search Result List or the Dashboard

To return to the previous screen from a query, you will have the option to select Search List ori = .
To return to the home screen/dashboard select the URBN PLM logo.

PLM
ORDER MANAGEMENT
| 4
VENDOR MANAGEMENT

Packing List

Invoice(s)

Never select the back button on your browser or the system will automatically log you out.
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Search - PO

On the left side of the dashboard is the Order Management section. You may use this query to search for
existing POs that are in Accepted status. Search by using the PO number or any additional search functions
outlined in How to Find any PO in Accepted Status.

**New PO’s that have not been accepted can ONLY be found in the Accept New/Revised PO’s query**

PLM

ORDER MANAGEMENT
<

ORDER MANAGEMENT
DASHEOARD

Dashboard
Order(s)

Search — Packing List and Invoice

On the left side of the dashboard is the Search section. You can use these queries to search for packing lists or
invoices. Search by using your PO, PL, or invoice number.

PLM

ORDER MAMNAGEMEMT
<

Packing List

Invaoice(s)
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Vendor Tasks + Vendor Tools

The Vendor Tasks area on the dashboard will allow you to monitor your workload. These are tasks that URBN
requires you to complete prior to building your packing list.

Helpful Links Vendor Agreements Packing List/Manufacturer Management
UREN Vendor Website = Accept URBN Agreements = Packing List Builder

URBN PLM Manual (Tradestone/Bamboo Rose) ®m Search for Existing Packing List(s)
How to Accept a PO and Enter the COO Vendor Tasks &) = Create Manufacturer

How to Enter a Customs Description w Accept New/Revised POs

How to Create a Packing List, Carton Labels, and = Enter Customs Description

= Revise Customs Description

Quick Search

*NOTE — Check the Accept New/Revised PO’s query regularly, with or without a notification. Not all changes
to PO’s will generate an automatic notification email. It is a vendor responsibility to be aware of all PO’s issued
and any changes that have been made.

The Vendor Tools area on the dashboard will contain tools that you may need to use when processing orders.

*As an Agent or Ownbrand vendor, your dashboard may look slightly different*

Helpful Links Vendor Agreements Packing List‘Manufacturer Management
UREN Vendor Website = Accept URBN Agreements = Packing List Builder

URBN PLM Manual (Tradestone/Bamboo Rose) m Search for Existing Packing List(s)
How to Accept a PO and Enter the COO Vendor Tasks (&) = Create Manufacturer

How to Enter a Customs Description w Accent New/Revised POs

How to Create a Packing List, Carton Labels, and _ = Enter Customs Description

m Revise Customs Description
Quick Search

Vendor Tools

Purchase Order v
Enter value to search = Lpdate Vendor Profile
= Search All PO's
Go = Export POs to Excel-Header
= Export POs to Excel-Detail
Recently Viewad Documents = Reset PO to Build Packing List

= Status of Imported Shipment
€D pL#- 101754378 °

Invaice No - 1406781
Invaice Ne - 1406763
Invnire No - 1406776

= Docked/Rec'd Orders

= Docked/Rec'd Orders 14 days

10
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Packing List/Manufacturer Management

Helpful Links Vendor Agreements Packing List/Manufacturer Management
URBN Vendor Website = Accept URBM Agreements = Packing List Builder

UREN PLM Manual (Tradestone/Bamboo Rose) m Search for Existing Packing List(s)
How to Accept a PO and Enter the COO Vendor Tasks < = Create Manufacturer

How to Enter a Customs Description = Accent New/Revised POs

How to Create a Packing List, Carton Labels, and = Enter Customs Description
= Revise Customs Description
Quick Search

Vendor Tools
Purchase Order A4

The Packing List Builder is where you go to start a new packing list. If a packing list has already been created,
you will receive an error message that the PO number has returned no results. Use Search for Existing Packing
List(s) in that case.

Search for Existing Packing List(s) is where you will search for a packing list that you have already created using
the Packing List Builder. You will use this query to search for a PL even if it is still in DRAFT status. If your PO
does not appear in the Packing List Builder, please be sure to check the Search for Existing Packing List(s) query.

Create Manufacturer is a query used by US Market Import and Ownbrand (US & EU) vendors.
These vendors will use this query to submit a manufacturer to URBN for the creation of an MID.
*Neither US Market Domestic vendors nor EU Market vendors are required to use this query.

The Purchase Order

PO Notification

MARKET VENDORS: When a new or revised PO is issued, an email will be sent to the contacts listed on the
vendor record, alerting you to sign in to Tradestone and acknowledge the PO. (see below for example)

ATTN: You have a New or Revised Purchase Order 0001234567 !

[UREN Vendor] you have a new or revised Purchase Order from [URBN Brand]

Your Purchase Order is located on Tradestone. To access your Purchase Order please go to our IradeStone link and sign-in.

t require you to re

nto Tradestone to viev

Once you have viewed y ndor.com home page to learn about how to label, pack, ship and much

more

DO NOT REPLY TO THIS EMAIL! If you have any questions or problems regarding this email, please contact the ANTHROPOLOGIE Vendor Relations

To a successful partnership,
[URBN Brand] Team

11
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How to Find your PO

All new or revised PO’s awaiting a vendor’s acceptance can be accessed in the Accept New/Revised PO’s query
under Vendor Tasks.

*URBN Ownbrand Vendors (who work with URBN Production and Sourcing to produce URBN brand styles) have a unique
query to review new/revised POs (and enter MID prior to acceptance). Please see here for instructions.

You may select the refresh button on the right-hand side of “Vendor Tasks” to add a counter for
the number of POs or styles in each of the below queries.

Vendor Tasks ﬂ

= Accept New/Revised POs
= Enter Customs Description

®m Revise Customs Description

Selecting the Accept New/Revised PO’s query will open a list of POs requiring vendor attention.

To review PO details, select the underlined PO # under the Search List heading.

Accept New/Revised POs @

v Search Fields

Purchase Order | Like ~ seling cnannel Like w - v wendor Style | Like
sub Class Like v URSN Class Lk v Erand Like
ordsr Place Date | Equal o v dd /| snip Date Equal I ~ dd/yyy /| wendor Status| Like
Vendor Like ~ Vendor Name | Like ~ Agent Like
Clear Fields Search Show All
List of all New/Revised Purchase Orders
o SEmEhla that need to be Accepted or Re-accepted.
Export to Excel(¥LSX) | Export PDE | Save MyVier | Click the underlined PO number to open
and view the PQ.
Drag a column header and drop it here 1o G " grouped
« «( 1) 2 »w 1-1000f139items Goto Page | 1 of 2
Purchase Order ¢ Selling Channe i LastRevised ¢ Vendor Style ¢ Style Description  §  Sub Class {  URBN Class ¢  Brand
0002851168 RETAIL OB1241304 EARMUFF METALLIC CO... 4153 ANTHROPOLOGIE
0002851282 DIRECT 08/07/2020 0B1235342 MITTEN PU METALLIC C... 4153 ANTHROPOLOGIE
0002851283 DIRECT 08/07/2020 0B1235342 MITTEN PU METALLIC C... 4153 ANTHROPOLOGIE
0002851291 RETAIL 08/07/2020 0B1235342 MITTEN PU METALLIC C... 4153 ANTHROPOLOGIE

The “Vendor Status” column signifies the status of the PO (you may have to scroll to the right to view this

column).
NEW: The PO has been raised and approved by URBN but has yet to be accepted by vendor.
URBN REVISION: PO has been revised (and re-approved) by URBN and requires vendor acceptance.
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: Accept New/Revised POs )

~  Search Fields

Purchase Order | Like v Selling Channel | Like v [~ v vendor Style | Like v
Sub Class Like v URBNClass | Like ~ 8rand Uike v
Order Place Date Equalto w || MMrddiyyyy B Ship Date Equal 1o w B wendor status| Like -
vendor Like v vendor Name | Like v Agent Uike v
Clear Fields Search Show All
~  Search List
Export to Excel(¥LSX) | Export PDF | Save MyView | Save Search | Saved Searches |
Drag a column header and drop it here to group by that column. Rows from only this page are grouped
€ «(1) 2 »w 1-1000f139items Goto Page | 1 of2
Vendor Style §  Style Description  § | SubClass §  URBN Class § Brand f OrderPlace Date § PassDate i  Ship Date 1 Vendor Status H
OB1235367 MITTEN LD COLLAB AML... 41353 ANTHROPOLOGIE 06/26/2020 06/26/2020 10/16/2020 URBN REVISION
0OB1235361 BEANIE LD COLLAB ANI... 4153 ANTHROPOLOGIE 06/26/2020 06/26/2020 10/16/2020 URBN REVISION
OB1235367 MITTEN LD COLLAB ANL... 4153 ANTHROPOLOGIE 06/26/2020 06/26/2020 10/16/2020 URBN REVISION
0B1032114 TEDDY MITTEN 0153 URBAN OUTFITTERS 07/01/2020 07/01/2020 10/02/2020 NEW
0B1032114 TEDDY MITTEN 0153 URBAN OUTFITTERS 07/01/2020 07/01/2020 10/02/2020 NEW

You may also search for a particular PO number in the Accept New/Revised PO’s query.

Type the PO # in the “Purchase Order” field, then select Search.

Search V

w: Accept New/Revised POs 1]

~ Search Fields

Purchase Order | Like W || DDO297712§) selling Channel| Like w |- w

sub Class ke w URBN Class Like w

Order Place Date| Equal to v /| ship Date Equal to v /3
vendor Like w vendor Name | Like w

Clear Fields Search Show All

You will see the PO appear in the Search List.

Accept New/Revised POs €) More Actions... v

¥  Search Fields

Purcnase Order | Like ~ || 0002077126 selling channel | Like M= N vendor Style #| Like ~
sup Class Uke - URenclass  Like v arand Like ~ - ~
order Place Date| Equal 1o v m snip Date Equal to v iz Vendor Staty v v
vendar uke ~ vendor Name | Like ~ Agent Lke ~
Clear Fields  Search  Show All
v Search List
Export to Excel(XLSX) | ExportPDF | Save MyView | SaveSearch | Saved Searches | Compare
Drag a column header and drop it here to group by that column. Rows from only this page are grouped
4 «(1)» ¥ 1-30f3itams Goto Page | 1 of1 100 v | Records Per Page
Purchase Order  §  Selling Channel  § | Last Revised i VendorStyle # §  StyleDescription  §  Sub Class URBN Class $ Brand § OrderPlaceDate }  PassDate i ShipDate H
0002977126 DIRECT 05/14/2020 BLCO-01 BLOSSOM CUTICLE OIL 0164 URBAN OUTFITTERS 09/14/2020 05/14/2020 10/08/2020
0002977126 DIRECT 05/14/2020 BLCO-02 BLOSSOM CUTICLE OIL 0164 URBAN OUTFITTERS 09/14/2020 05/14/2020 10/08/2020
0002977126 DIRECT 05/14/2020 BLCO-6 BLOSSOM CUTICLE OIL 0164 URBAN OUTFITTERS 09/14/2020 05/14/2020 10/08/2020
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select any of the hyperlink PO # lines to enter into the SAME PO screen (seeing the same PO #
appear multiple times does not mean the PO was raised that # of times — It just showing up once

) A repeating PO # in the Search List indicates there are multiple rows of SKUs on the PO. You may
( & for each SKU on the PO).

How to Navigate your PO

When you open your PO, you will land on the Overview tab. Overview provides you with your Purchase Order
terms and information.

r 0005000002
w» Purchase Order Overview
o R did 1e
Order Id Order Information Order Attributes
K- USTES sistory send To
Next to Overview, you will see the Details tab. Details provides the Style information and detailed SKU
information included on the Purchase Order, plus the Open and Packed quantities (as they relate to any
existing PLs against the PO).
*NOTE — Use the vertical light grey scroll bar that spans the PO details to scroll through all SKU information.
If there are more than 50 SKUs on a PO, you will need to toggle to the second page of the PO Detail.
I“ . 0005000002
W Use the light grey scroll bar to view

w Purchase Order

FillUp  Fill Down

additional SKU details.

Detail View

Fill Selected

NEW ELCO-02 LAVENDER 0000 ALL 50 50 0 50 usp 6.00 usD Q
BLCO-6 ROSE 0000 ALL 75 75 0 250 usD 6.00 usD Q

NEW BLCO-01 HONEYSUCKLE 0000 ALL 100 100 Q 2.50 UsD 6.00 usD Q
- ~
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How to Download, Save, and/or Print a PO

A PO can be downloaded, saved, and/or printed at any time. PO’s may be easier to view in a printed format.
Please open the PO and ensure you are on the Overview tab at the top of the PO screen. Then, select More
Actions in the top right-hand corner and select PO Report. A PDF of the PO will appear, giving you the option to
save and/or print.

I 0005000002
» Purchase Order Overview Ordis L
Ed Refresh | Add to Favorites  Vendor Accept PO
Vendor Accept PO
Qty By Colos
Order id Order Information Order Attributes
Commit Print - 5,
er | 0005000002 Pass Dat 07/06/2022 10/26/2022 B RBAN QUTFITTERS = Sub B
= 10000 URBN FACIL P Cla 0164
GFC URBN GAP . ay Terms NET 30 Oroer Type Select Delivery Group Last Revised | 07/06/2022
AMAIORAN, 62
64304 FOB usb 1,350.00
Vendor Instructions
me | UK-USTES.. otal Q¢ 225
HELLO HELLO
History :
64804 UK - US TES. Send To

How to Enter the Country of Origin — US Market Domestic and ALL EU Vendors

Using the “Accept New/Revised POs” query, select the PO that you’d like to action. The URBN Status below is
APPROVED. This means the URBN team has approved the PO on their end making it available for vendor
acceptance. You will see below that the Vendor Status is NEW, requiring the vendor to enter the COO on the
Details tab before accepting the PO.

0005000002

(ovven ot Gorge g |

w» Purchase Order Overview

E3 Refresh || Add to Favorites ||| Vendor Accept PO

Order Id Order Information

Purchase Order | 0005000002 Pass Date 07/06/2022 Ship Date el Date
Bulk PC ncoTerms NFA Ship Mode Place of Hand:
Channe DIRECT Deliver GFC URBN GAP ... | Pay Terms

Buyer AMAIORAN... URBN Status APPROVED Vendor Status ~ NEW
vendor 64804 FOB Cur usD Total Reta 1,350.00 Total Price A
vendor Name | UK - US TES Total Qty 225 DomesticAimport DOMESTIC
i History
Global ID 64804 UK - US TES...

The Country of Origin (COO) must be entered before a PO can officially be accepted. COO entry is required of
US Market Domestic vendors and ALL EU Vendors.
**The Country of Origin is the country in which your product was manufactured**
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Please select the “Details” tab at the top of the PO screen.

The COO must be entered for every SKU on a PO.

0005000002

Notice all "Origin Country”
w» Purchase Order Detail View

rows are initially blank.
FillUp  Fill Down | Fill Selected

0 ¥ Slatus v endor yle # v venda olor » Sizelesc » PO Tt Units » OpenBalance » Packea Qry = Rec'd v FOBPrice » FOBCur » Rewsl » Retail Cur w§ Origin Country w JMfg |
— L MNEW BLCO-02 LAVENDER 0000 ALL 50 50 0 250 usb 6.00 uso Q,
= |2 NEW BLCO-6 ROSE 0000 ALL 73 73 0 2.50 usD 6.00 UsD Q,
3 NEW BLCO-M HONEYSUCKLE 0000 ALL 100 100 0 250 usD 6.00 usD Q
NEW uso Q,

You may choose to enter the COO using the free-type feature or use the @, to perform an advanced COO
search.

To use the free-type field, begin typing the Country Code into the COO field. As you type, Country Code
suggestions will populate underneath the field. Please select the appropriate code as it appears.

0005000002

w Purchase Order Detail View

FillUp  Fill Down  Fill Selected

0w Status ve Style e w endor Color » Size Desc w POTU Units * OpenBalance w  Packed Qty ¥ Recd w FOBPrice » FOBCur v Retsl w Retail Cur w  Origin Country » Mig
= 1 NEW BLCO-02 LAVENDER 0000 ALL 50 50 ] 250 uso 6.00 usb

= 2 NEW BLCO-6 ROSE 0000 ALL 75 75 (] 250 usD 6.00 usD
o= 3 NEW BLCO-O1 HONEYSUCKLE 0000 ALL 100 100 0 250 usD 6.00 uso Q,

COO populated on the row:

0005000002

(onren s Gors i

# Purchase Order Detail View

Fillup Fill Down Fill Selected

ec'd » e w - - - -
1 NEW BLCO-02 LAVENDER 0000 ALL 50 50 0 250 usD 6.00 usb us Q,
2 NEW BLCO-6 ROSE 0000 ALL 75 75 0 250 usD 6.00 usp Q
0 = |3 NEW BLCO-01 HONEYSUCKLE 0000 ALL 100 100 0 250 usD 6.00 ush Q

To use the advanced COO search option, select the ©, next to the “Origin Country” field associated with the
SKU you are completing.

A pop-up window will appear, providing you the option to search by the Country Code, Description (Country
name), or Currency. It is recommended that you type the country name in to the “Description” search field,
then click Search.
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w» Purchase Order Detail View
Fillup Fill Down Fill Selected
- en - = T v = - P Retail ¥
E 1 NEW BLCO-02 LAVENDER 0000 ALL S0 50 (1] 250 usD 6.00 usD
= 2 NEW BLCO-6 ROSE 0000 ALL 75 75 0 250 usD 6.00 usD
=3 NEW BLCO-01 HONEYSUCKLE 0000 ALL 100 100 1] 250 usp 6.00 usD
[ NEW usb
O NEW uso
NEW usD
NEW Code Description Currency usD
% Contains b Contains ot Contains
a8 NEW usb
UNITED STATES|
- e Search ShowAll Reser Post e
0 NEW usD
A list of all Country Codes associated with the description will populate. Once the desired COO is found, select
the box next to the Country Code, then select Post. This will populate the Country Code into the field on your
PO.
Country Codes X
Code Description CLI’I’EH{)"
Contains b Contains it Contains
UNITED STATES
Search Show All Reset Post
] Codew Description » Currency »
us UNITED STATES UsSMH
: UmM UMNITED STATES OUTLYIL... UsSD
: Wi UMNITED STATES VIRGIN ... USD
COO populated on the row:
ha 0005000002
(o et corg o
w» Purchase Order Detail View
Fill Up Fill Down Fill Selected
= 1 NEW BLCO-02 LAVENDER 0000 ALL 50 50 a 2.50 usD 6.00 usD us
=2 NEW BLCO-6 ROSE 0000 ALL 73 73 0 2.50 usp 6.00 usp
O = 3 NEW BLCO-01 HONEYSUCKLE 0000 ALL 100 100 a 250 usD 6.00 usD

If ONE COO applies to every SKU on the PO, once you have entered the COO on the first row, you may select

“fill down” to automatically apply the COO to each line on the order. Once complete, select SAVE.

If more than one COO applies to the SKUs on the PO, the COO entry process will need to be actioned for each

row one at a time.

Once the COO is entered for each SKU, you are ready to accept the PO.

17

s 5 0lol

4

oo p o oo o

b



o ot o e 0
w» Purchase Order Detail View
Fill Up

URBN Global PLM User Manual [September 2023]

How to Enter the MID — US Market Import and ALL Ownbrand (Import and Domestic)

Using the “Accept New/Revised POs” query, select the PO that you’d like to action. The URBN Status below is

APPROVED. This means the URBN team has approved the PO on their end making it available for vendor
acceptance. You will see below that the Vendor Status is NEW, requiring the vendor to enter the MID on the

Details tab before accepting the PO.

*URBN Ownbrand Vendors (who work with URBN Production and Sourcing to produce URBN brand styles) have a unique

query to review new/revised POs and enter MID prior to acceptance. Please see here for instructions.

*NOTE — Upon saving the MID entry, the Country of Origin (COO) will automatically populate on the PO Detail
according to the Country associated with the Manufacturer. Separate entry of COO is not required or

permitted.

0005000002

(oen o e o

» Purchase Order Overview

S

Order Id

Refresh || Add to Favorites

er | 0005000002

AMAIORAN...

64804

UK - USTES...

64804 UK -

Vendor Accept PO

Order Information

History
US TES...

07/06/2022

N/A

GFC URBEN GAP _
usD

225

08/15/2022
ROUTING GUIDE
NET 30

NEW

1,350.00

mport [DOMESTIC

In order to enter the MID on the PO, you must first ensure you’ve submitted the manufacturer’s information to
URBN and URBN has generated the MID in Tradestone. First, review the MIDs associated with your Vendor ID.

Upon review, if the MID(s) required for the SKU(s) on your PO does not appear, please follow the instructions

to Create a Manufacturer Record in Tradestone. Once submitted, URBN will generate the MID allowing you to

enter it on the PO.

When you are certain the MID(s) required for the PO have been generated by URBN and are available in your
Vendor Manufacturer List, please select the “Details” tab at the top of the PO screen.

The MID (Mfg Id) must be entered for every SKU on a PO.

0005000008

Fill Down Fill Selected

Notice all rows are initially
blank.

HEATHER GREY 4000
HEATHER GREY 5000
HEATHER GREY 6000
HEATHER GREY 7000
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You may choose to enter the MID using the free-type feature or use the @, to perform an advanced MID
search.

To use the free-type field, begin typing the MID Code into the MID field. As you type, MID suggestions
associated with your Vendor ID will populate underneath the field. Please select the appropriate code as it

appears.

Rec'd w FOBE Price » FOBCur » Retail » Retail Cur » Origin Country = Mfgld » M Split Shipped? Revised Ship Date
0 7.00 usb 38.00 uso da O, | -Select- hd |
0 700 LUSD 28.00 UsD CMMGGAXT1234 DAN TEST MFGT | TEST 1 MEXICO CITY | | MX |
] 7.00 uso 38.00 uso Q, || -Select— hd |
] 7.00 uso 38.00 usD Q,| || -Select- hd |

e ~ ~ - - - ]

MID populated on the row:

FOB Price + FOBCur w» Retail » Retail Cur w Origin Country w» Mfgld w Split Shipped? » Revised Ship Date +» P
7.00 usD 38.00 usp CNXXX_.. | DAN TEST MFt | Q, ||| | —Select-—- v |
7.00 usD 38.00 usD Q| -select- i E=
7.00 usD 38.00 uspD Q||| -Select— v =
7.00 usD 38.00 usD Q,| || -Select— hd B

To use the advanced COO search option, select the ©_ next to the “Origin Country” field associated with the
SKU you are completing.

A pop-up window will appear, providing you the option to search by the Country Code, Description (Country
name), or Currency. It is recommended that you type the country name in to the “Description” search field,
then click Search.

0005000008

e o 1

w» Purchase Order Detail View

Fill Up Fill Down Fill Selected

T S—— endor Style ¥ endor Color ¥ - Xy - Recd v FOBPrice v FOB » Retall w Reta - gin Country w Mfgid w
= |1 NEW OBl1440214 HEATHER GREY 4000 X5 ] 7.00 usb 33.00 usD Q Selert-
O = 2 MNEW DEB142021= HEATHER GREY 5000 5 0 7.00 usb 38.00 uso Q Sele
0O = |3 NEW 0OB1440214 HEATHER GREY 6000 M o 7.00 UsD 38.00 usD Q

= 4 NEW OB1420214 HEATHER GREY 7000 L 0 7.00 uso 33.00 usp Q
O NEW usb Q, Q
0 NEW usD Q Q
O NEW| wmip Party Name y Address Party Address2 Party City Barty State party Postal Code Party Country Q,
- - E?‘ma ns v | Contains - v | Contains + || Contains v | Contains v || Contains ¥ | Contains b Q,

MNEW! | Search Show All Reset Post o

O MNEW Q, Sele

i
5
1
H
]

A list of all MIDs associated with the description will populate. Once the desired MID is found, select the box
next to the MID, then select Post. This will populate the MID Code into the field on your PO.
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0005000008

Change Tracking 10

w Purchase Order Detail View

FillUp | Fill Down Fill Selected

) ERP Flow No » Status w vendar Style # = vendor Color = Size Desc w iy - Recd w FOBFrice » FOBCur w Retail w Retail Cur w OriginCountry + Migld =
=1 NEW 0B1440214 HEATHER GREY 4000 xS 0 7.00 usD 3800 usD Q,
0 =2 NEW 081440214 HEATHER GREY 5000 s 0 7.00 usb 3800 uso Q,
0 = |3 NEW 0B1440212 HEATHER GREY 6000 M 1] 7.00 usD 3800 usD Q,
0 = |4 NEW 0B1440214 HEATHER GREY 7000 L ] 7.00 usD 32.00 UsD Q,
O NEW ush Q, Q,
(] NEW usD Q, Q,
- il mio Lookup x N
O NEW| wip Party Name Party Address1 Party Address2 Party City Party State Party Postal Code Party Country A
Contains bl Contains > Contains by Contains i Contains » Contains 4 Contains 4 Contains .
NEW| — L
N
= NEW| (Saaren) [Showail (Reser | Post k
0 NEW |
MID » Party Name » Party Address1 = Party Address2 » Party City » Party State w Party Postal Codew Party Countryw
] W |
g CNIOOCXK 1 234 DAN TEST MFG1 TEST 1 TEST2 MEXICO CITY L] Mx =
O NEW FR
] NEW usD Q Q

MID populated on the row:

» FOBCur » Retail » Retail Cur » Origin Country + Migid » plit
usD 38.00 usD CNXOOL. | DAN TEST MFt | Q, _=
usD 38.00 usD Q s
usD 38.00 usD Q| -se
uso 33.00 usp Ql|[-se
7= ~ ~

If ONE MID applies to every SKU on the PO, once you have entered the MID on the first row, you may select
“fill down” to automatically apply the MID to each line on the order. Once complete, select SAVE.

If more than one MID applies to the SKUs on the PO, the MID entry process will need to actioned for each row
one at a time.

Once the MID is entered for each SKU, you are ready to accept the PO.

How to Accept a PO

After the COO (US Market Domestic and EU Market Vendors) or MID (US Market Import & US/EU Ownbrand) is
entered on the PO Detail and saved, the PO may be accepted. To accept a PO, select the Vendor Accept PO
button on the Overview tab.

I Purc r: 0005000008
(omen omsis corge rocr 1 |
w» Purchase Order Overview
@" Refresh || Add to Favorites | Vendor Accept PO
Order Id Order Information
Purchase Order | 0005000008 Pass Date 07/06/2022 Ship
Bulk PO IncoTerms FOB Ship
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Two things will happen:
1. The Vendor Status on the PO will switch to ACCEPTED.
2. The PO will move out of the Accept New/Revised PO’s query since it is no longer waiting a vendor’s
acceptance.

*If these two things fail to occur, select Vendor Accept PO again.

0005000008

» Purchase Order Overview

B Refresh || Add to Favorites | Vendor Accept PO

Order Id Order Information Order /
Purchase Order | 0005000008 Pass Date 07/06/2022 Ship Date 10/06/2022 N/A Brand
Bulk PO ncoTerms FOB Ship Mode AR Plac andover | 47061 BARCELONA Q,| IPClass
Channe DIRECT Deliver To GFC URBNGAP .. | Pa NET 30 Order Type COLLECTION STYLE Delivery G
Buyer LENAHANC1 URBN Status APPROVED ACCEPTED Total FOB 1,750.00 Pre-ticket
Vendor 64804 FOB Cur usp Total Reta 9,500.00 Total Price A G,500.00

Vendor
vendor Name | UK - US TES Total Qry 250 Domesticimport IMPORT

HELLO b

History

Global ID 64804 | UK-USTES.. Send Ti

An accepted PO can be found in the ORDER MANAGEMENT - Order(s) query going forward. If you need to

retrieve the order after it has been accepted, go to the Order Management section on the far left-hand side of

the dashboard and select Order(s).

PLM

ORDER MAMAGEMENT

ORDER MANAGEMENT
DASHBOARD

Dashboard
Order(s)

How to Request a Change to a PO

A change can be requested to a PO at any time, even after it has been accepted. To request a change, please
send any revision requests directly to the buying team.
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How to Review the Revisions made to a PO

Revisions to any of the following details on a PO made before the PO Ship Date will cause the PO to change to a

Vendor Status of URBN REVISION.

= Ship Date

= FOB Point

= Cancel Date
=  Ship Mode

= Deliver To

= Anticipate Date

=  FOB price

= No of units or prepack

When any of the above fields are revised, the date and type of revision will post to a “History” box on the
Purchase Order. Please review this field to refer to which detail(s) have changed.

*You will need to re-accept any POs in a Vendor Status of URBN REVISION by using the Accept New/Revised
PO’s query on your Tradestone Dashboard.

Below is an example of the PO History Box where the Ship Date, Cancel Date, and Anticipate Date have been
revised. You can also see the Vendor Status is URBN REVISION. This PO still needs to be re-accepted by
selecting Vendor Accept PO on the Overview tab.

0004000001

(ommen e | congs s

w» Purchase Order Overview

E4 Refresh || Add to Faveorites || Vendor Accept PO
Order Id Order Information
Order = 0004000001 12/27/2021 Ship Date 12/30/2021 Cancel Date 04/04/2022
ncolerms | FOB Ship Mode AlR Place of Handover | 57035 5
Channe DIRECT URBN GAP ... NET 30 Order Type —Select—
Buyer AMAIORAN D URBN REVISION DB 750.00
Vendor 64804 1,800.00 Total Price A 1,800.00

vendor Name | UK - US TES MPORT

History
Global ID 64804 | UK-USTES
2022-01-09: FOB Point  2022-01-09:
FOB Point, Ship Mode
4

For further detail regarding PO history and revisions, Change Tracking is available. To use, select the Change
Tracking tab on the PO.

: 0004000001
oveven | s acmens | e s s o rong o
v Search
Select v | | —Selec v | | Time &Section + | Search Reset

* Track Changes
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In the Change Tracking Viewer below, you will notice the Ship Date, Cancel Date, and Anticipate Date changed,
providing further detail to the revisions noted in the PO History Box.

You can also see that the Vendor Status changed from “Accepted” to “URBN Revision” when the revision was
made.

Purchase Ord 0004000001
¥ Search
—Select— v | —Select— v | | Time &Section v | Search Reset

¥ Track Changes

¥ Purchase Order modified by WEBSERVICE on September 14, 2020, 08:49 PM

NO 2504863

For OWNER URBN. Work Order
MNoO. Days From 1To 0

ABR2 From 1 To nuill

Total L

Over Run % From 1.00 To 0.00

2020, 08

¥ Purchase Order modified by WEBSERVICE On September 14, 2020, 08:49 PM
FOr OWNER URBN, Work Order No 2504863
Cancel Date From 10/15/2020 To 10/16/2020
10/08/2020 To 10/10/2020

m null To 1

UMBR2From null To 1

Over Run % From 0.00 To 1.00
Anticipate Date From 10/15/2020 To 10416/2020

vendor Status From ACCEPTED To URBN REVISION

To navigate out of the Change Tracking Viewer, select the tab you would like to navigate to.
Once you have reviewed the changes to the PO, please re-accept the PO using the Vendor Accept PO button

on the Overview tab.

I Purchase Order: 0004000001

mm Change Tracking 11

» Purchase Order Overview

B4 Refresh = Add to Favorites | Vendor Accept PO
Order Id Order Information
Purchase Order | 0004000001 Pass Date 1202712021 Ship

Bulk PO ncoTerms | FOB
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How to Find any PO in Accepted Status

A PO can be found in the ORDER MANAGEMENT - Order(s) query after it has been accepted. If you need to
retrieve the order after it has been accepted, go to the Order Management section on the far left-hand side of
the Dashboard and select Order(s).

PLM
ORDER MANAGEMENT

ORDER MANAGEMENT
DASHBOARD

Dashboard
Order(s)

There are 3 unique search methods provided in the Order(s) query:

ORDER MANAGEMENT Purchase Order: List
<

ORDER MANAGEMENT

DASHBOARD w» Advanced Search: Purchase Order
Order{s){=) ) . .
SIE Field Search Operational Search Change Tracking Search
Purchas: URBN Status Ve Field Operation Value e
v
v v
v v
v v

Clear Fields Cancel Save Search Search

w Purchase Order List

Field Search allows you to search by exact PO number, URBN Status, or Vendor Status.
Order: List

w Advanced Search: Purchase Order

Field Search Operational Search Change Tracking Search
Purchase Order || URBN Status  Vendor Status FEle Operation Vae Changes Since
2977126 - " ~Select— v
v v
v ~
Clear Fields Cancel Save Search Search

w Purchase Order List

Purchase Order URB Latus Vendor Status

0002577126 UR-APPR VN-REV
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Operational Search allows you to search by PO number, URBN Status, and/or Vendor Status, while adding

conditions to the search results.

» Advanced Search: Purchase Order

Change Tracking Search

Field Search Operational Search
Purchase Order ~ URBN Status ~ Vendor Status Fielc Ope Value
Purchase Order ¥ | | Like v | 2009 —selec ¥
w w
w w

Clear Fields Cancel Save Search Search

» Purchase Order List

Purchase Order  URBN Status  Vendor Status . .
Since the operational search prompted any
[190,805167 DA | eV POs to populate where the PO number is like

2909, the search results returned any POs

0002909170 UR-APPR  VN-ACCP . ! url
including these digits.

Change Tracking Search allows you to search for POs revised by date (e.g., Today, Yesterday, Last Week, Last
Month, All)

List

» Advanced Search: Purchase Order

Change Tracking Search

Field Search Operational Search
eld Aoeration lue
Purchase Order RBM Status  Vendor Status Fiele ~peratio o
~
w w
w A
~ A

Clear Fields Cancel Save Search Search

= Purchase Order List

Purchase Order  UREN Status  Vendor Status

Since the Change Tracking Search prompted
any POs to populate that have been revised
0002909170 UR-APPR = | VN-ACCP .

since yesterday, the search results returned
any POs revised yesterday and today.

0002458138 UR-APPR VMN-REV

0002977126 UR-APPR VMN-REV
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Customs Description Requirements

A critical URBN initiative is ensuring all product — whether purchased domestically or internationally — includes
the following:

e  Customs Description — a description of the goods clearly defining the item for Customs
e  HTS # - the “Harmonized Tariff” code that classifies the item for Customs

The vendor is responsible for entering the customs descriptions as soon as possible. The URBN customs team
is responsible for entering the HTS codes.

You should be entering your customs description before or immediately after you have accepted your Purchase
order.

*NOTE — Domestic/landed POs do not require HTS code assignment prior to shipment — it is acceptable to ship
these POs without HTS codes on the Tradestone invoice.

*NOTE — Import POs do not require HTS code assignment prior to shipment — it is acceptable to ship these POs
without HTS codes on the Tradestone invoice; the HTS Code will be assigned by the URBN customs team any
time prior to customs clearance.

How to Enter a Customs Description

*Before entering your customs description(s), please be sure to consult the customs description page on the
URBN Vendor Website (US or EU) to ensure an accurate entry.

Styles will appear in the ‘Enter Customs Description’ query 120 days before and 60 days after the PO ship
date. Once the Customs Description is entered, it will move to the “Revise Customs Description” query.

Under Vendor Tasks on the Dashboard, is the Enter Customs Description query. This is where you will go to
enter the customs descriptions.

1. Select the Enter Customs Descriptions query.

Q

Vendor Tasks

Accept New/Revised POs
Enter Customs Description

Revise Customs Description

2. Vendors are only required to enter the customs description for a style one time, so any styles missing a
customs description will appear in the Enter Customs Description query.
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Enter Customs Description €

~  Search Fields

vencor style No| Like v style Description| Like v srand Lice v

Clear Fields ~ Search  Show All

v Search List
| Eil Down | Eill Se

Export 10 Excel(XLSX) | Export PDE | Save MyView | Save Search | Saved Searches |

Drag a column header and drop it here to group by that column. Rows from only this page are grouped
100 v | Records Per Page

4 41N 1-8of8items Goto Page 1 of 1
VendorStyleNo  §  Style Description  §  Brand §  Customs Description § ORDERNO § ShipDate
|
5] R363P BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876744 11/27/2020
#
R363P BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876746 11/09/2020

3. Inthe “Customs Description” field, enter a description of the goods to satisfy customs requirements.
(Detailed customs description requirements can be found on the URBN Vendor Website)

4. Once your customs descriptions have been entered for each unique style, select Save.

e csors. | ()

Enter Customs Description €%
v Search Fields
Brand Like ~

Vendor style No| Uke - Sty Description| Uke -

Clear Fields ~ Search  Show All

v Search List

Export to Excel(XLSX) | Export PDE | Save My View | Save Search | Saved Seard

Drag a column header and drop it here to group by that column. Rows from only this page are grouped

“« <(1)»» 1-8of8Bitems GotoPage 1| of 1 100 v Records Per Page

VendorSyleNe  §  SwyleDescripion  § | Brand #  Customs Description i ORDERNO # | Ship Date

WOMEN'S WOVEN GOWN
00 poLvesTes|

@ R363P BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876744 11/27/2020

R3639 BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876746 11/09/2020

*NOTE — A style will appear in the query once for every PO which includes the style. In the above example, you
can see the style listed twice, for 2 separate POs. You only need to enter the customs description in one of the
“customs description” fields for that style. After you enter the customs description and SAVE, each occurrence
of the style will automatically fall out of the query.

After you save, you may receive the below alert:

Saved Successfully.
Incomplete information to cost - Price must have a value.

Please ignore the “Incomplete information to cost - Price must have a value portion”. This is a message for

internal use by URBN only.
Once the customs descriptions have been successfully entered, the HTS codes will be assigned by URBN’s

customs team in advance of clearing customs.
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How to Revise a Customs Description

e If you have entered a customs description, and it has since changed or needs to be amended, you may
do so by using the Revise Customs Description query. A style in this query does not require vendor
attention unless the information in the customs description needs to be updated.

Vendor Tasks G

= Accept Mew/Revised POs
= Enter Customs Description

®m Revise Customs Description

*NOTE — The Revise Customs Description query will only include styles with a complete customs description
but NO HTS assignment. Customs descriptions cannot be altered in Tradestone after the HTS# has been
assigned by the URBN Customs team.
e Please contact the URBN customs team (contacts included on the URBN Vendor Website) for
assistance in updating the customs description if your style is not available in the Enter
Customs Description OR Revise Customs Description query. Please remember to check BOTH
queries for your style before contacting the URBN Customs Team.

e Using the Revise Customs Description query, search for the style you would like to revise. Once
located, re-enter the correct customs description in the “Customs Description” field.
e Once your revised customs description has been entered, select Save.

Revise Customs Description € More Actions... v m

v Search Fields

vendor Style No| ke v Style Description Like - srand| Uke v

Clear Fields  Search  ShowAll

v Search List

EXpOrt to Excel({lSX) | EXpOrtPDF | Save MyView | Save Search | Saved Searches |

Drag a column header and drop it here to group by that column. Rows from only this page are grouped
« «(1)» ¥ 1-30f3fems  GotoPage| 1  ofi 100 v  Records Per Page

VendorSyyleNo  §  Style Description  § | Brand $  Customs Description ¢  ORDERNO ¢ Ship Date

el R383P BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876744 11/27/2020

R363P BHLDN ATHEA GOWN ANTHROPOLOGIE 0002876746 11/09/2020

e *NOTE — A style will appear in the query once for every PO which includes the style. In the above
example, you can see the style listed twice, for 2 separate POs. You only need to enter the customs
description in one of the “customs description” fields for that style. After you enter the customs
description and SAVE, it will automatically apply the revised description to each occurrence of the style
in the query.
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Failure to enter a customs description or failure to enter an accurate customs description may result
in a chargeback to the vendor.

*NOTE — Domestic/landed POs do not require HTS code assignment prior to shipment — it is acceptable to ship
these POs without HTS codes on the Tradestone invoice.

*NOTE — Import POs do not require HTS code assignment prior to shipment — it is acceptable to ship these POs
without HTS codes on the Tradestone invoice; the HTS Code will be assigned by the URBN customs team any
time prior to customs clearance.

Commercial Invoice Invoice #: 1794096
Seller : Remit To : Final Consignee : Bill To: Date : 07/15/2022
UK - US TEST VENDOR UK - US TEST VENDOR Urban Outfitters, Inc. URBAN OUTEITTERS WHOLESALE, INC. 54804 GEC
123 URBN DRIVE 123 URBM DRIVE 5000 South Broad Streat IR-EPRRENES Tt Supplier Inv - 1784096
Philadelphia, PA 19112-1495 HTS #is entered by URBN Customs <ing List Mo : MULTIPLE
UREN UREN usA Compliance, not vendor. Please ship even if | Terms : FOB

HTS #is missing from the Invoice. URBN = of Handover: BARCELONA

PA 19581 PA 10581 : ] - . mient Termes : MET 30
will assign prior to clearing customs.
UNITED STATES UNITED STATES anp 9 2 - Multiple
Catus: WORK
PO#  |Total Units c;:h‘fn s Vendor Style No Customs Description of Goods coo HTS# | UnitPrice Currency|  Total MID Info ‘
DDOS000009 250 3 OB 1440214 LOS KNIT PULLOVER 97% COTTON %% ELASTANE us 7.00 UsD 1,750.00 USURBOUTS00OPHI |
250 3 | Total Value: 1,760.00 |
- ) B ommeson Customs Descripion must appear on the Invoice
USURBOUTSI00PHI ) - L
ABEY TEST 2 prior to shipping. If the Customs Description does
1254 LIREN . not appear on your invoice, please review the
PHILADELPHIA . . . .
PA 18112 instructions to enter Customs Descriptions in the
UNITED STATES Tradestone User Manual.
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How to Build a Packing List

Please follow ALL steps to ensure you complete the packing list.

*NOTE — if you are working with URBN in multiple regions (US/EU), you may be Domestic for one region and

Import for another. Please be sure to follow the requirements based on your Domestic/Import term according

to each PO region.

STEP 1: Create the Packing List

* You may not pack multiple POs together. Each PO must be packaged separately.
Tradestone will not allow more than one PO number to be added to a single PL.
* POs are not permitted to be split shipped (unless required by the Freight
Forwarder or approved by the Buying Team via Email).

As a result, there may only be one PL per PO.

Once a PO has been accepted and you are ready to build the packing list, select Packing List Builder on the
Dashboard.

Packing List/Manufacturer Management

= Create Manufacturer
= Packing List Builder

= Scarch for Existing Packing List(s)

On the Packing List Builder screen, enter the PO # you are working on and select Search.
Your PO should appear in the “Record(s) Available” section on the left (If it does not, please see Why a PO
Returns no Results).

Packing List Builder
| Build |
~ Search: Packing List Builder

Purchase Order Like ~ | goosoooooz| | Vendor Style # | ke Ad Vendor Like v
Vendor Name Like v Channe Like v Ccoo Like v
Place of Handover | Like v Ship Date Equal to v [ Deliver To | wke v

Search Reset

Show All
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Move all items over to the “Record(s) Selected” side by selecting the icon with a page and arrow pointing to
the right. Tradestone will require all SKUs with an OPEN BALANCE (also shown on the PO Details Screen) be

moved over and added to the Packing List. Using this icon specifically ensures that no SKUs are missed during
the PL Build.

Packing List Builder
Build

v Search: Packing List Builder

Purchase Order Like w | 0008000002  Vendor Style # | Like hd Vendor Like A4
Vendor Name Like b Channel Like b coo Like »
Place of Handover Like ~ Ship Date £qual ~ 1 Deliver To | ke v

Search Reset Show All
Record(s) Available 4= Page 1 of 1 =  Goto Page 6o Record(s) Selected

Purchase Order Vendor Style# ShipDate Deliver To Vendor Color Size Desc Pack Type PO TdlUnits # Unitsor PPKs  Open Balance - Purchase Order Vendor Style # Ship Date Deliver To Vendor Color Size Desc PackType Pt
0 £0-02 8M5/2022 GFC AVEMNDER

@

m o
]
a
5

After all items from your PO have been moved over to the right, select Build.

~ Search: Packing List Builder

Purchase Order | Like ~ | ocos000002 | Vendor Style #| uke » vendor | Like -
Vendor Name Like v b oo Like v
Place of Handover  Like - Ship Date squaits - [ Detiver To | uke -
Search  Reset  Show All
Recordis) Available 4= Page 1 of | =  GotoPage Go Recordis) Selected = Page 1 of 1 = Goto Page Ga
Purchase Order VendorStyle# Ship Date DeliverTo Vendor Color SizeDesc PackType PO TuUnits #Unitsor PPKs Open Balance "

Purchase Order Vendor Style # ShipDate Deliver To Vendor Color  Size Desc PackType PO T Units & Units or PPKs  Open Balance

*If all SKUs are not moved over prior to selecting “Build”, you will receive the following error message requiring
that all SKUs be moved over before proceeding.

Packing List Builder

Clear Message

M maE e ar Dl e s e s et meae mralaerse Olases rooe
i M e L L Ddilaloe LA s LERA AEICLLIELS,. FICUoE TE=o

w» Search: Packing List Builder

After selecting Build, you will be taken to the packing list screen.
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There are only 2 reasons why a PO would not return search results in the Packing List Builder:

1. The PO is not in APPROVED/ACCEPTED status on URBN/Vendor side. Always verify the PO is in
“APPROVED /ACCEPTED” status before attempting to build a packing list. You can find any POs in a
New or Revised Status in your Accept New/Revised POs query.

2. All units on the PO are accounted for on an existing Packing List. SKUs with 0 Open Balance
(shown on the PO Detail Screen) will NOT populate in the search results of the Packing List Builder.
To locate the existing Packing List, use the Search for Existing Packing List(s) query and search by
PO number.

STEP 2: Create a Booking — US Purchase Orders Only

You have now created a blank draft of the packing list. You will use your Packing List Number to create a
booking if you are working with a URBN designated freight forwarder. Your packing list number can be found in
the Packing List Header.

Packing List Header | || E
Cance Generate Invoice Copy Line(s) Mixed Carton Vendor Submit PL
Packing List Header Delivery/Booking

PL # 102216803 Agent Bocking Date
endor Mame UK - USTEST VENDOR vendor 1D 64804 Ship Mode ROUTING
L bl Domestic/import  DOMESTIC  Bocking No/HEBOL#
e DIRECT Glopal 1D 64204 Cargo Recelpt

i al Cube 0.000

Invoice/ASN Planned ETD

Please consult the routing guide on the URBN Vendor Website for further instructions on how to create your
booking. If you are prepared to fill out and complete your packing list now, please proceed to Step 3.

If you are not prepared to fill out your packing list at this time, you can find your packing list in the Search for
Existing Packing List(s) query on your Tradestone Dashboard and searching by PO number in order to complete
your packing list in the future.
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STEP 3: Fill Out Packing List Header & Detail

Packing List Header

The Packing List Header contains multiple editable fields + sections.

The fields requiring vendor entry differ based on the region (URBN US or URBN EU) that the PO is associated

and the PO Import or Domestic designation.
*You may determine the region by referencing the PO Ship-to. Any Ship-to destination in the United States is associated with URBN US
and any ship-to destination in the UK is associated with URBN EU.

el| | Generate Invaice

Packing List Header

102216802

& UK-US TESTVENDOR

DIRECT

Invoice/ASN

Packing List Detail

BRI RE"2IN

Delivery/Bocking Totals Carton Sizing

54804 " ROUTING GUIDE T GFC B o

oo ppopop"

Logistics

10000 Place of Handove URBN FACILITY

Filldown || Bdlup || Fill Selected

Cargo Ready Dt

Est. Gross Weight %
Unit of Measure X
Carton Sizing x

Shipped from Zip code

Shipped Date X
Carrier X
Master Tracking Number X
Vendor Handover Date Ownbrand Vendor Packing Lists Only

Cargo Ready Dt x — The expected date the goods will be handed over to freight forwarder.
Est. Gross Weight x x —indicates the Estimated Gross Weight of the entire shipment. If carton sizing is
entered, this field will auto-populate. If carton sizing is not entered, this will need to be manually filled
in.
Unit of Measure x x x — specifies the Unit of Measure (LB or KGM).
Carton Sizing x x —the dimensions and Unit of Measure (UM) of the cartons.
o See here for instructions to enter carton sizing information.
Shipped from Zip Code x — The zip code from where the PO is being shipped.
Shipped Date x x — Date the PO was shipped.
This field will not be filled in on the PL until the PO has shipped.
Carrier x x — Carrier used to ship the PO.
This field will not be filled in on the PL until the PO has shipped.
Vendor Handover Date — applies to Ownbrand Vendor Packing Lists only. The date goods are handed
to the Forwarder. The date selected may not be in the future.
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o If you are a US Domestic vendor who has shipped with a URBN nominated carrier and the
Booking No/HBOL# field has populated systemically, you will not be able to enter the Carrier —
no vendor action is required!

o Master Tracking Number x x —BOL or Tracking # associated with the PO shipment.
This field will not be filled in on the PL until the PO has shipped.
o US: See here for instructions to enter tracking information
o EU: See here for instructions to enter tracking information
o If you are a US Domestic vendor who has shipped with a URBN nominated carrier and the
Booking No/HBOL# field has populated systemically, you will not be able to enter the
BOL/TRACKING # - no vendor action is required!

Packing List Detail
The Packing List Detail contains multiple editable fields.

As with the PL Header, the fields requiring vendor entry differ based on the region (URBN US or URBN EU)
that the PO is associated and the PO Import or Domestic designation.

*You may determine the region by referencing the PO Ship-to. Any Ship-to destination in the United States is associated with URBN US
and any ship-to destination in the UK is associated with URBN EU.

Paeking LiEt DR 8 riiomn | Fatup || Pl sermctect

]

US - Domestic | US - Import _
SKU Qty per Carton X X
Start Carton # X X
Qty of Cartons X x
End Carton # X X
Carton Code X
Carton NW X X
Carton GW X X

o Qty per Carton x x —The number of units packed in the carton for the specific row (SKU).
o Prepack: Please enter the number of PPKS in each carton, not the number of individual units.
o Start Carton # x x —The Start Carton # is the first carton number for the specific row you are
working on.
o Your first row should always begin with Start Carton #1. Do NOT enter a preceding 0.
For example, use “1” for the first carton in the sequence, not “01”.
o #of Cartons x x —The number of cartons for the specific row. This is NOT the total number of
cartons for the entire order if the packing list has more than one carton.
o End Carton # x x —The last carton number for the specific row you are working on.
This value may automatically populate based on the Start Carton # and # of Cartons. If it does not,
enter manually. If the # populates incorrectly, delete.
o Carton Code x x — The code(s) created in the Carton Sizing section of the PL Header will be applied in
the Carton Code column of the PL Detail.
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o See here for instructions to apply Carton Codes

« Carton NW x x x — The weight of the product inside the carton. EXCLUDES weight of packaging/carton.
o For Mixed Cartons, the NW should be entered on each row with the weight of the unique SKU.
=  For example, a mixed carton with 4 SKUs where the gross weight is 20 kgs will result in
5 kgs entered on each row.
« Carton GW x x x — The weight of the product in addition to the weight of the packaging/carton.
o For Mixed Cartons, the GW should be entered on each row with the entire gross weight of the
carton divided equally amongst each row in the mixed carton.
=  For example, a mixed carton with 4 SKUs where the gross weight is 20 kgs will result in
5 kgs entered on each row.

Example of SKU Qty per Carton, Start Carton #, Qty of Cartons, and End Carton # in practice:

Filldown || Fillup | Fill Selected

0000

ROSE 0000

BLCO-6

BLCO-01

HOMNEYSUCKLE | 0000

W

ve Packi i 1i t i llowing:

- There are 50 units (SKU Qty per Carton = 50) of the LAVENDAR SKU in the carton. There is ONE carton being shipped with this exact SKU and Qty combination (Qty of Cartons = 1)

The carton containing this SKU and Qty combination is carton # 1 (Start Carton # = 1 and End Carton # = 1).

- There are 75 units (SKU Qty per Carton = 75) of the ROSE SKU in the carton. There is ONE carton being shipped with this exact SKU and Qty combination (Qty of Cartons = 1).

The carton containing this SKU and Qty combination is carton # 2 (Start Carton # = 2 and End Carton # = 2).

- There are 50 units (SKU Qty per Carton = 50) of the HONEYSUCKLE SKU in the carton. There are TWO cartons being shipped with this exact SKU and Qty combination (Qty of Cartons = 2).

The cartons containing this SKU and Qty combination are cartons # 3 and 4 (Start Carton # = 3 and End Carton # = 4)

*NOTE — You may need to see Other Packing List Functions in addition to reviewing the above depending on
how you are packing the PO. For example —
=  Mixed Carton: refers to multiple SKU’s (sizes and/or colors) combined and packed together in
the same carton.
=  Copy Line(s): The “Copy Line(s)” button is to be used when there are extras or overruns of a
SKU, or the same SKU is being packed in cartons of different quantities.

STEP 4: Save & Submit Packing List

Please make sure you refer to the Packing List Header and Detail requirements before submitting your PL.
Once you have confirmed that all packing list details are entered, select the Save button and submit the
packing list for approval by selecting the Vendor Submit PL button. All packing lists must be “APPROVED” prior
to shipping.

Packing lists that are still in DRAFT status cannot be processed in URBN’s Distribution Centers.
Failure to accurately complete the PL may result in delivery, receipt, and payment discrepancies/delays.

Below, you can see the PL Status says DRAFT. This PL still needs to be submitted, using the Vendor Submit PL
button:
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Packing List Header E
Generate Invoice Copy Line(s) Mixed Carton Vendor Submit PL Remaove Invoice Number

Packing List Header Delivery/Booking

PL# 102216803 ate

vendor Name UK - USTESTVENDSR 64304
PLS T DOMESTIC
S DIRECT 64304
Invoice/ASN

*NOTE — The Packing List cannot be submitted more than once per minute. If the PL is submitted, then a
change is made and needs to be resubmitted, you will be required to wait a minute to do so.

An attempt to resubmit the Packing List within a minute of the prior submission will result in the below error

message.
Packing List Header | || E || 5 || “ |
Generate Invaoice Copy Lineg(s) Mixed Carton Vendor Submit PL Remowve Invoice Number Cancel Packing List
Clear Message
@) Pl 1022165804 Pocked quartities/PL changes previously submitted are being updated on PO# 0005000002, Please allow one minute to pass before resubmitting the Packin

Packing List Submission and the Impact to the Open Balance and Packed Qty on the PO
Packing List submission affects 2 fields on the PO Details Screen — Open Balance and Packed Qty.

Open Balance: The number of units per SKU that have not been packed and submitted on a packing list or that
exist on a PL that has been cancelled. SKUs with an Open Balance may be added to a new Packing List.
Packed Qty: The number of units per SKU that exist on an active (not cancelled) and submitted packing list.

*Note — For dual-allocated Omni Purchase Orders, where the same SKU is listed more than once, please refer
to the guidance for Building an Omni Packing List.

Before a packing list is submitted against a PO:

The Open Balance field on the PO Details screen will reflect the same quantity per SKU as is ordered on the PO
(PO Ttl Units). Packed Qty will be null.

0005000004

» Purchase Order Detail View

Fill Up | | Fill Down | Fill Selected

O ERPRowMNo w Status w Vendor Style & » Vendor Color w Size Desc w PO Tt Units » Open Balance w Packed Qty v Recd »=

O B Q FOBPrice v FOBCur w Retail v
0O =1 NEW BLCO-02 LAVENDER 0000 ALL 50 50 0 2.50 usD 6.00 usD
0O =||2 NEW BLCO-6 ROSE 0000 ALL 75 75 0 2.50 usD 6.00 usbD
0O =||3 NEW BLCO-01 HONEYSUCKLE 0000 ALL 100 100 0 250 usD 6.00 usb
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Once a PL is submitted against a PO:

The total quantity submitted per SKU on the PL will read back to the PO and populate in the Packed Qty field.
The Open Balance will reflect any outstanding units that are ordered on the PO but not packed on the Packing

List.

e If all of the PO Ttl Units are packed on the submitted PL, each Open Balance field will show 0 while
each Packed Qty reflects the exact number of units from the PO Ttl Units.

0005000003

mm Change Tracking &

¥ Purchase Order Detail View

Fillup  FillDown | Fill Selected

(] ERPRowNo » Status v Vendor Style & w Vendor Color » Size Desc

O =1 PACKED BLCO-02 LAVENDER 0000 ALL
0O =2 PACKED BLCO-6 ROSE 0000 ALL
O|=||3 PACKED BLCO-01 HONEYSUCKLE 0000 ALL

50

75

100

v Rec'd w B 0 tail v
50 0 250 usoD 6.00 usb
75 0 250 usoD 6.00 usb
100 0 250 uso 6.00 uso

e Any SKUs that are shipped short of the PO Ttl Units on the submitted PL will reflect the outstanding
guantity in the Open Balance while the Packed Qty reflects the quantity on the PL.

Q005000004

(v o

w» Furchase Order Detail View

Fill i Filll Down Fill Selected
- - - -
PACKED  BLCO-0Z MDER o
2 PACKED CO-6 ROSE 000
PACKED | BLCO-D HOMEYSUCKLE 000

e Any SKUs that are shipped over the PO Ttl Units on the submitted PL will reflect the overage quantity
as a negative in the Open Balance while the Packed Qty reflects the quantity on the PL.

0005000003
» Purchase Order Detall View
Fill Up Fill Dewn Fill Selected
No w Saws w engor Spfe & w -
E |1 PACKED BLCO-02 LAVENDER 0000 ALL
= |2 PACKED BLCO-6 ROSE oooa ALL
= |3 PACKED BLco-m HONEYSUCKLE oooo ALL

If a Packing List is cancelled:

- - -
S0 = sD E00 usD
7 Fl usD 600 D
g 25 usD B.00 D

- Re - B Cu eral ek

5 ] 25 usD .00 uso
7 0 25 usD 6.00 150
100 0 L Uso 6.00 usD

The Open Balance will RESET on the Purchase Order. The quantity per SKU that was packed on the Packing List
will move from the Packed Qty field on the PO Details back to the Open Balance. This allows a new Packing List
to be built for the SKU(s) with an Open Balance.
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Packing List Statuses Upon Submission

When the PL is submitted, the system will automatically compare the quantities entered on the packing list to

the quantities on the purchase order and the status of the packing list will switch to APPROVED, OUT OF
TOLERANCE or DRAFT.

PL APPROVED — ALL SKUS PACKED WITHIN TOLERANCE:

Packing List Header | || 8 || '-Ll || II |

|: Generate Invoice :| |: Copy Line[s]] |: Mixed Carton :| |:VEI1I:|DF Submit PL:| |: Remove Invoice Nurnber:| |:Cam:el Packing List :|

Clear Meszage

[n] mrmm Cwme mmel O rmmmeet e
Bl Frocess Execured Successfully

Packing List Header Delivery/Booking
PL# 102216804 Agent socking Date service Proy
Vendor Name UK - US TEST VENDOR wvendaor 1D 64804 ship Made ROUTING GUIDE Snip To
PL Status APPROVEL v || Domestic/import  DOMESTIC  Bocking Mo/HBOLS Cargo Read
sellchannel  DIRECT Global 1D 64804 carge Recelpt E<t Gross v

PL FLAGGING AN OVERAGE WHICH EXCEEDS THE ALLOWABLE TOLERANCE:

Packing List Header LB_] LB_] 'j Il

| Generate Invoice | | Copy Line(s) | |_ Mixed Carton | | Vendor Submit PL | | Remove Invoice Number Cancel Packing List |

Clear Message

C.:l—‘-: # 0: The Tl Units are out of 1o €, pléa ecuce the Quontity for BLCO-02 Color: LAVENDER and Size: 0000 or contact yo eriy IS Cannot be reguceg
Packing List Header

PL# 102216804 Agent Service Provider

vendor Name UK -US TEST VENDOR vendor ID 64804 ROUTING GUIDE Ship To GFC

PL Status DRAFT v | Domesti/import DOMESTIC  Booking NO/HBOL# Cargo Ready Dt =
Sell Channe DIRECT Global ID 64804 Cargo Recelot Est. Gross Wet

PL FLAGGING A SHORTAGE WHICH EXCEEDS THE ALLOWABLE TOLERANCE:

Packing List Header @ a 5 Il

| Generate Invoice | | Copy Line(s) | | Mixed Carton | |:\u’end0r Submit PL:| | Remove Invoice Number | |:Cancel Packing List |

Clear Message
M Frocess Executed Successfully

<|_> Entered shipment quantities are not within acceptable tolerance. Please increase gquantities and ship within tolerance or contact your buyer for approval to reduce PO quantities.

Packing List Header Delivery/Booking Totals
PL# 102216804 Agent Booking Date Service Provider Ttl Units
Vendor Mame UK - US TEST VENDOR Vendor ID 64804 Ship Mode ROUTING GUIDE Ship To GFC Cartons
PL Status OUT OF TOLERANCE ¥ || Domestic/import DOMESTIC  Booking No/HBOL# Cargo Ready Dt B UnitofMeas
Sell Channel DIRECT Global ID 64804 Cargo Receipt Est. Gross Wt Met Wgt
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Overage and Shortage Allowances & Out of Tolerance Resolutions

The acceptable unit variance rate (tolerance) for PO’s that are more than 1,000 total units is +/- 5% per SKU.
The acceptable unit variance rate (tolerance) for PO’s that are under 1,000 total units is +/- 10% per SKU.

Though the 5 or 10% tolerance is determined based on the total number of units on the PO, the tolerance
check is applied to each SKU on the Packing List.

If the allowable tolerance is exceeded for even one SKU, the packing list will flag it accordingly — whether over
or under the allowable tolerance.

Packing Lists built where all SKUs are within +/- 5 or 10% of the quantity raised on the PO will show an
APPROVED status and the vendor may proceed with the Tradestone process and ship.

OVERAGE:

Packing Lists built where one or more SKUs totals an OVERAGE greater than 5 or 10% of the quantity on the PO
will remain in DRAFT status and require that the vendor decrease the units on the PL and ship accordingly or
contact buying to increase the quantities on the PO to match what is being shipped.

e Contacting buying signifies that the buying team will need to increase the quantities on the PO to
match the overage(s). Once buying has updated the PO quantities, it is the vendor’s responsibility
to reaccept the PO, then resubmit the Packing List for Approval.

e Vendors are not permitted to ship with a DRAFT Packing List. All overages must be resolved and
the Tradestone process completed prior to shipping.

SHORTAGE:

Packing Lists built where one or more SKUs totals a SHORTAGE below 5 or 10% of the quantity on the PO will
show an OUT OF TOLERANCE status and request that the vendor increase the units on the PL and ship
accordingly or contact buying to increase the quantities on the PO to match what is being shipped.

e Contacting buying signifies that the buying team will need to increase the quantities on the PO to
match what is being shipped. Once buying has updated the PO quantities, it is the vendor’s
responsibility to reaccept the PO, then resubmit the Packing List for Approval.

e Vendors are not permitted to ship with an OUT OF TOLERANCE Packing List. All shortages must
be resolved and the Tradestone process completed prior to shipping.

*If you believe to be packing within tolerance but the PL flagged an overage or shortage exceeding the
allowable tolerance, please compare the total quantity of EACH SKU packed on the Packing List to the quantity
of EACH SKU included on the PO. Once the discrepancy is found, please update the Packing List accordingly
and resubmit. The PL should show APPROVED.
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STEP 5: Print Packing List

1. Select the Reports drop down menu

Select Print Packing List

3. A PDF of the packing list will pop up in a separate window. You will have the option to print or save the
packing list.

4. Domestic Vendors: The packing list must be placed in a packing slip envelope and adhered to the
outside of the first carton of your shipment (PO).

5. Import Vendors: Tradestone packing list and invoice will be submitted to your freight forwarder in
addition to being adhered to the outside of the first carton of your shipment (PO).

N

Process... ¥ More Details... ¥ Reports... v+  Search List
Print PDF Carto...
Send Carton La...

Print Packing List

Packing List Header (RE] E _f;_‘ :‘ )
Generate Invoice | [ Copy Linels)) | Mined Carton | | Vendar Submit PL | [ Remove imeice Number | || ad @ repert - Google Chrome - =] X
'acking List Header Delivery/Booking A Mot secure | tss-stage2.urbanout.com/reportTid=1300&method=customraports&level =08 repartname = PackingList |
e 102218304 ag sooking Date 2
= UK. US TEST VENDOR =ndor 1 64804
v Domestcimport DOMESTIC 8
el Cnannel  DIRECT G0l 10 E4B04 a—
B i £st Toual 0.0
. 2 URBN PL Number : 102215804
Logistics Shipper | UK - US TEST Ship To : URBAN OUTFITTERS,
- VENDOR NG
123 LN DR RN AP FULFILLMENT CENTER
TE6 BRACKEILL ADAD
s
1000¢ P 19581 o
CRTDTIP I —" oA Siren erved |
]| Row = z B o
Car-
0 LAY ALL e POe
1 | 5 a e
0 - AL 22 aomooaR
= 1|
.......... BLCO-01 HO LE | 0O L
Backing Breakdown |
(] Eivle. | Pask | Sim G
s wooar wos v o LavENDR [ [
‘eoraco000; mios Tw Fow | e LooSE 1 L | )
socscocmns woos we : TSR i x
"0
sciig et e -

40



URBN Global PLM User Manual [September 2023]

STEP 6: Print Carton Labels/Trigger ASN

URBN requires all master cartons to ship with UCC-128 labels generated from the Tradestone Packing List. The
Packing List will provide the detail needed for each carton number.

FROM : ASN#:102216804 | 0 ASN#  wum
. . —
Vender's company name and PO #: 0005000002 a associated
address (Legal Company Name f“m’":of , | = withthe ;
and address on th_e Tradestone = carton —
Vendor Record) will populate - =
here. Carton # out of total e — | ————
cartonsonthe PL oo | e
SHIP TO : Qty per Carton: 50 | EEE— | —
N
PO Ship-ta lacation name and gy, po5774170s —
address will populate here. —
Color: LAVENDER e —
]
Size: 0000/ALL —
URBAN OUTFITTERS —
§SCc-18 Sell Channel: —
00099999990537268857 DIRECT E—
I
.___________________________________________________________||

Exporting the UCC-128 Carton Labels will automatically trigger the ASN to transmit to URBN systemically.

The ASN transmits the Packing List data to URBN’s Warehouse Management system, allowing the Distribution
Center to scan and receive the shipment upon delivery.

e Itis acceptable for the ASN to be transmitted more than once. Vendors may refer to the number of

times the ASN has been transmitted on the Packing List Header, as shown in the image below. The
“ASN Date” also shows the last date that the ASN was transmitted.

o If the Packing List is updated in any way that affects the Packing List Detail, Sell Channel and/or

Ship-to after the labels have already been exported, it is the vendor’s responsibility to re-
export the labels which will also re-transmit the ASN.

Packing List Header | @ | |

Generate Invoice | | Copy Line(s) | | Mixed Carton | | Vendor Submit PL
Packing List Header
PL# 102216804
a UK - US TEST VENDOR

Remove Invoice Numk

Delivery/Booking
Date

&4804
tic/lmport DOMESTIC
64804

DIRECT

07/11/2022 Logistics
ASN Count 1

Shipped from Zip Code

e There is no required time frame for exporting the carton labels and sending the ASN, as long as this is

complete PRIOR to shipping as the carton labels must be applied to the shipping cartons and the ASN is
required before product arrives to URBN.
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How to Export and Print UCC-128 Carton Labels

The Print PDF Carton Labels in Batch option allows you to print labels from any browser and/or type of printer.
As soon as Print PDF Carton Labels in Batch is selected, it will also trigger the ASN send to URBN.

*The PDF Labels are the UCC-128 Carton Labels.

1. Select all valid rows that you wish to export + print carton labels for in the Packing List Detail using the
check boxes

2. Select the Reports drop down menu

3. Select Print PDF Carton Labels in Batch

4. Print the labels from PDF export
e UCC-128 Carton Labels should not be smaller than 3x5 inches or larger than 8x11 inches

5. Apply UCC-128 Carton Labels on the lower right-hand corner of the short side of each corresponding

carton
Process... ¥ More Details... ¥ Reports... ¥  Search List
Print PDF Carto...
Sen| print PDF Carton Labels in Batch
Print Packing List
.@ B LAl Process.. ~ More Details.. ¥ Reporis... ¥  Search List
kg e el Delivery/Booking Totals Carton Sizing ——
5 o R s ‘o i i D B =
#  DIRECT G D 4804 003 Q,
G\
Invoice/ /ASN Q Q
e Q
Logistic: Q,

Packing List Decall & riicown | Filup | Fi Setected

m o 5 1 BLCO-D2 LAVENDER D000 ALL 50 50

a

BLCO-6 ROSE 0000 ALL 75 75

2 o 1 3 8LCo-01 HONEYSUCKLE 0000 ALL 100 100

*NOTE — if you wish to configure a label printer to print the UCC-128 Carton Labels, you may do so and use the
Send Carton Labels to Printer option. Please be advised that you will be required to use Internet Explorer to
print using this option, and you will still be required to select Print PDF Carton Labels in Batch to trigger the
ASN. Send Carton Labels to Printer will not trigger the ASN, which is required.

Process.. ¥ More Details... ¥  Reports... ¥  Search List
Print PDF Carto...

Send Carton La...

um Height um Print Pac| Send Carton Labels to Printer

How to Correct UCC-128 Carton Labels
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If your UCC-128 Carton Labels do not accurately reflect what is on your Packing List, please follow the below
steps to correct your labels.

When a Packing List is modified and resubmitted after carton labels have already been exported, you may need
to delete the original labels from the system so that the new PL data can read to new labels.

1. Select the row that was modified (if more than one carton label is incorrect, you will need to address
one row at a time)
2. Select More Details then Reflist

Packing List Header BB "N Process.. > More Details.. ¥ |
Generate Invoice | | Copy Line(s)| [ Mixed Carton | [ Vendor SubmitPL| [ Remove Invoice Number | [ Cancel Packing List m Record 1 of 3 = Notes
Packing List Header Delivery/Booking Totals Carton Sizing Carton Code

; 102216804 8 Dae T 25 fMeasure EA Carton Code | Lengtl UM | Width i PR

= UK-USTEST VENDOR 64804 ROUTING GUIDE GFC 3
L & e G 0.000 Q Reflist
v DOMESTIC & | -
DIRECT B4B0a 00080 q
0-
0000
- M 0\
Invoice/ASN Planned ETC t of Measure Q
¥ D\
Ty Logistics Q,
f Q =]
Q,
10000 Place a e URBN FACILITY
Packing List Detall ®.  rigown | Fillup | Fill Selected
Row# POE PO Line | Vendor Style # | Vendor Colc POC e vl L k E KU Gty per Cart ond | O Mixe: on Qty itsIPPK L Oty p
] [ BLCO-02 LAVENDER oooo ALL 50 50 1 LOOSE 50 1 1 1 50 50
2 BLCO-6 ROSE oooo ALL 75 75 0 2 2 75 75
2 005000002 3 BLCO-0 HOMNEYSUCKLE 000D ALL 100 100 3 100 0

3. Alist will appear with all the carton numbers previously generated for that style. There may only be 1
reflist row or there may be additional rows (as shown below).

4. Select the box at the top of the column next to “Carton #” to auto-select all rows, then select the
Delete button.

PLM n Purchase Order v E
Reflist L i
Parent Information
102216804 G4E04 BLCO-02 LAVANDE 59665 APPROVE
Reflist
s
5 1 00099999990414067874
¥ 2 00099999990414067885

Once deleted, you will receive the below message, and no rows under “Reflist”:

Reflist

(M1 |

Clear Message

Parent Information

102216804 64804 BLCO-02 T LAVANDE 59665 APPROVE

Reflist

5. Select the return button L | toreturnto the packing list detail screen.
6. Repeat this process for each row in the Packing List Detail Section until all Carton Labels are accurate.
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How to Generate the Invoice
The invoice, like the carton labels, is generated from the completed and approved Packing List screen.

*VAT applicable EU Vendors — Please see Adding VAT to the Tradestone Commercial Invoice — EU Vendors Only
instead.

1. On the packing list screen, select Generate Invoice.

Packing List Header D

Generate Invoice || | Copy Ling(s) Mixed Carton | | Vendor Submit PL Remowve Invoice Number

Packing List Header Delivery/Booking
PLE 102216804 Agent Booking Date
Vendor Mame UK - US TEST VENDOR endor ID 64804 Ship Mode

PL Status APPROVEL v Domestic/import  DOMESTIC  Booking Mo/HBOL#
Sell Channe DIRECT Glokal ID 64804 Cargo Receipt

Container No
Note: When you select Generate
Invoice/ASN Inveice, the system will
automatically generate and
apply the invoice # to this

T5 Invoice No

ASM Date o7/M1/2022 T5 Invoice Mo, field.
ASM Count 1 . gde
Carrier
2. The Commercial Invoice screen will appear.
PLM N Purchase Order H -
Commercial Invoice Bl == Process.. ¥ More Details.. ¥ Reports.. ¥  Search List
Cancel Invoice Line(s) ju Record 1 of 1
Clear Message Print Massages
Invoice Header AP Totals Additional Info Involce Attachments
o S4804 Y 56250
e UK. US TEST VENDOR 000
ue 56250
64804 000
= usD
25
3
Pay T =
Selver To -
Click to Add Attachment
Details
Total #of e | MR Agjustment  Adjustment . First Sale = Preference
Row  POE Uniies | Cartons  endor Style Mo | Description Vendorcolor | prica | 2 |-von | Asncuer Type el HTsa Amount o rstSule | oruicane
000500000 BLCO-02 LAVEMDER 25000 USD 12500 Q, 330, Q, w
DODSG0000? 75 1 BLCO-6 ROSE 25000 UsD 18750 Q 3304300000 us Q ¥
BLCOD1 HONEYSUCKLE 2.5C q 3 L a
Q Q v

*TIP — You have the option to add your company’s invoice number (if desired) to allow for cross-referencing.
Enter your invoice # in the “Supplier Invoice No” field and select Save. Otherwise, you can leave this field blank.
The Supplier Invoice No must be unique on each PL in Tradestone. You may not use the same number on more

than one Invoice..
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3. To generate a PDF which you can save and/or print, select Reports then Commercial Invoice. A PDF
version of the invoice will appear in a separate window with the option to save and/or print.

Process... ¥  More Details... ¥ Reports... ¥  Search List

Commercial Inv...

Wholesale Cust... Print Messages
PDF Export of Commercial Invoice:
Commercial invoice (B % ) Process... v
Cancel Invoice Line(s) B repont - Google Clivorna - o *
- .‘V-“-.-'EE A Notsecure | tss-stage2.urbanout.com/report?id=B04&method=customreports&level=0&reportname=Commerciall... &,

Invoice Header Parties
mvoice No 1794085 k D BB
mvoice Date 0771272022 Name UK-USTESTVENDOR P

veice No | 1794085

Commercial Invoice Invoica #: 1784085

64804
oo To Lrer—
5T vENDOR Litan e,

fa]
acking List N 102216804
102216804

Details = T
Total ¥ of verd L T ] =] LT o mmeee] Te = e coo First Sale
— Row PO® Units Carmons Vendor Style No  Description 1 o = — |
E DM CUTICLE O I Lo Vardas Sty oo e oy e
0005000002 0 1 BLCO.02 [ - - :,‘ us_|Q
BLOSSOM CUr LE OIL
0 2 [aos000002 751 BLCD6 RO us_|*
BLOSSOM CUTICLE OIL
3 poos 100 1 BLCO-01 HOM . us @
" Q
s Q

*Invoices should not be cancelled after the PO has been shipped or handed over to the freight forwarder
without consulting Vendor Relations.

*NOTE — Domestic/landed POs do not require HTS code assignment prior to shipment — it is acceptable to ship
these POs without HTS codes on the Tradestone invoice.

*NOTE — Import POs do not require HTS code assignment prior to shipment — it is acceptable to ship these POs
without HTS codes on the Tradestone invoice; the HTS Code will be assigned by the URBN customs team any
time prior to customs clearance.

How to Submit an Invoice for Payment

*NOTE — Invoices should be generated in Tradestone before POs are shipped. Failure to do so may cause a
delay in payment.

o Vendors with Net 60 payment terms ONLY: As long as you have generated your invoice in Tradestone per

the above instructions, our AP department will automatically receive your invoice when the goods are
received at our DC. No additional steps, beyond selecting Generate Invoice on your packing list, are
necessary.

e Allvendors paid by Letter of Credit, Wire Transfer, or with terms other than Net 60, please follow the
instructions in the Payment Procedures section of the URBN Vendor Website.

*Non-Tradestone invoices should never be submitted to the freight forwarder or carrier.
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Other Packing List Functions

If you are not sure how to fill out the packing list to represent your specific packing arrangement — find the
answer in this section!

How to Search for an Existing Packing List

To search for a previously created packing list (meaning the Packing List Builder process was already completed
for the PO) select Search for Existing Packing List(s) under Packing List/Manufacturer Management.

Packing List/Manufacturer Management

= Create Manufacturer
™ Packing List Builder

® Search for Existing Packing List(s)

You can also search by Search = Packing List from the left-hand side of the dashboard. Search by PO # or any
other listed field.

PLM

ORDER MANAGEMENT
<

Packing List

Invoice(s)

Copy Line(s)

The “Copy Line(s)” function is to be used when there are extras or overruns of a style/size/color (SKU), or the
same SKU is being packed in cartons of different quantities.

For example: 50 units of the LAVENDAR SKU are ordered on the PO. 40 units are packed in one carton and 10
units are packed in a second carton. The “Copy Line(s)” function will copy the row for the SKU in order to pack
the different quantities. Please see below for the “Copy Line(s)” process.

To add the additional line:

1. Select the box to the left of the SKU that requires an additional line for the carton with a different
number of units.
2. Select the Copy Line(s) button. A new row will be added.
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Packing List Header l Step 2 ' E m m
‘Generate Invoice ||| Copy Line(s) [Mixed Carmn] [VEndur Submit PL] [Remmre Invoice Number] [Cancel Packing List]

4= Record 2 of 6 =

Gortonsizing
Carton Code | Length L

PLE 102216803 Agent Booking Date Service Provider Ttl Units. o Unit of Measure  EA
Vendor Name UK - US TEST VENDOR Vendor ID 64804 Ship Mode ROUTING GUIDE Ship To Cartons ] :@ :] [
PL Status \ DRAFT v | Domestic/import  DOMESTIC  Booking No/HBOL# Cargo Ready Dt ] UntofMeasure (Gross Wzt 0.000

Sell Channel  DIRECT Global ID 64804 et gt 0000000 Uit of Measure

Container Mo

Cargo Receipt Est. Gross Wgt

Est. Total Cube 0.000 Est. Net Wgt

ASN Date

Step 1

Place of Handover 10000 Place of Handover URBN FACILITY
m it [ s

I

O P(J Line | VWendor Style # | Vendor Color Size Code | Size Desc | PO Qty per SKU | PO Open Qty | Units per Pack | Pack Type LSKU Qty per Carton LSIart Carton # thyofcarmns LEnrl Carton# | Mixed Carton |

BLCO-5 ROSE 0000 ALL LOOSE

0 2 [mosmmz ] 3 BLCO-01 HOMEYSUCKLE | 0000 | ALL 100 100 1 LOOSE [n | [ ( ]

4

The below image is the result of completing steps 1 and 2:

Packing List Header m m E m

[ Generate Invoice | [ Copy Line(s)| [ Mixed Carton | [ Vendor SubmitPL| [ Remove Invoice Number | [ Cancel Packing List | 4= Record 2 of 6 m

line(s) copied.

PLZ 102216803 Agent Booking Date Service Provider Tel Units a Unit of Measure  EA  Corton Code | L
Vendor Name UK - US TEST VENDOR Vendor ID 54804 Ship Mode ROUTING GUIDE Ship To GFC Cartons 1] q” ‘
PL Status DRAFT v | Domestic/import DOMESTIC  Booking No/HBOL# Cargo Ready Dt | ‘E\ unit of Measure Gross Wit 0.000 .
Sell Channel  DIRECT Global ID B804 CargoReceipt st Gross Wer ( T New Wt 0000000 Uit of pfeasre _.?'l
Container No e q | |
Est. Total Cube 0.000 Est. Net Wgt —=1 -4
T O B -
TS Invoice No. | —;‘:“,—‘,
iy Ctegsis Q) (
ASN Count Row 3 is an exact copy of Shipped from Zip Code ‘q| Shipped Date I ‘m}
Row 1 Carrier [Ql Master Tracking Number |
Place of Handover 10000 Place of Handower URBN FACILITY
0 D O
| D |Rowe poz |POLine  Vendorstyle# VendorColor | SizeCode | SizeDesc PO QuyperSKU | POOpenQy | UnitsperPack  PackType | SKUQty per Carton | StartCarton # | Quyof Cartons | EndCarton® | Mixed Carton |
'O 0 || osasoo0002 1 BLCO-O2  LAVENDER 0000  ALL 50 50 1 oost ||o | |l || ] i | \
[0 (3 || ooosoooo0 1 BLCO-02 LAVENDER 0000 ALL 50 1 LOOSE | o \ I I 1 || \ \
O |1 || ooosooooa2 | |2 BLCO6 ROSE |0000  ALL 75 75 1 LoosE ||o | I Il I ] \
O 2 || 0005000002 | |3 BLCO-OT  HONEYSUCKLE 0000 AL 100 100 1 Loost (o \ I I | I } ‘

3. Enter the SKU Qty per Carton, Start Carton #, Qty of Cartons, and End Carton # for each row.
4. Select Save.

Filldown || Fillup || Fill Selected

0O |Rowz poz Vendor Style #  Vendor Color | size PO QuyperSKU PO Open Qry PackType  SKU Qryper Carton | StartCarton# Quyof Cartons | End

Ojo | ooosaoooo2 | 1 BLCO-02 LAVENDER 0000 | ALL 50 50 1 LOOSE |40 [1 I | |1 |
O |3 || oooso00002 | |1 BLCO-2  LAVENDER 0000 AL 50 1 LOOSE [0 |2 i [2 |
o1 | ooosoooooz | 12 BLCO-6 ROSE 0000 | ALL 75 75 1 LOOSE |0 | | [ | ] |
02 | oswocwez | E BLCO-01 :HONEYSUCKLE jmoo AL [100 100 1 LOOsE |o 1 i | i || |
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Building a Mixed SKU Carton

For URBN, a mixed carton refers to multiple rows (SKUs) packed together in the same carton. At first, creating
a “mixed carton” in Tradestone can be tricky! Please carefully follow these instructions:

1. Select the boxes to left of the rows that are being packed together in a single carton (there should be
nothing entered in the required fields at this point).
2. Once the rows are selected, select the Mixed Carton button.

Packing List Header

Generate Invoice | | Copy Linels!
Packing List Header

PLE 102216803

Vendor Name UK . US TEST VENDOR

DIRECT
Invoice/ASN
Step 1
Packin-, List Detail ® | fiigown | Fill
Row# PO£ PO Line
L0 00050000 03 1
1 0005000003 2
0 |2 3

Mixed Carton

i,

Step 2 SN L

g1C

Cancel Packing List

Vendor Submit PL | | Remove invoice Number

Delivery/Booking

64804 ROUTING GUIDE
omest . DOMESTIC Boocking No/HBOLE
64804
T 0.000
Logistics
Q
Q,
H ” 10000 ?
p || Fill Selected
Vendor Style # | Vendor Colar Size Code | Size De: v
BLCO-02 LAVENDER 0000 ALL 50
BLCO-6 ROSE 0000 ALL 75

BLCO-01 HONEYSUCKLE 0000 ALL 100

Totals
T 0
GFC ']
|
Q
=
URBN FACILITY
en Qty | Units per Pack Type  SKU Quy per Carton | Start Corton #
1 LOOSE
1 LOOSE
LOOSE

The lines selected will duplicate at the bottom into a mixed carton.

» The Start Carton # and End Carton # fields will auto-populate according to the carton sequence.

» The “Qty of Cartons” field in the first row associated with the mixed carton will auto-populate
to 1. The “Qty of Cartons” field will remain blank for the rest of the rows in the mixed carton.

Packing List Header

Generate Involce Copy Line(s) Mixed Carton Vendor Submit PL Remove Invoice Number Cancel Packing List
Clear Messape
| M 0
Packing List Header Delivery/Booking
L& 102216808
ame  UK- US TEST VENDOR 64804 ROUTING GUIDE
v © DOMESTIC
DIRECT 64804
0.000
Invoice/ASN
Logistics
. o,
o\
10000
Packing List Detail & Fipgoven || Fitlup | Fill Selected
Row # o ize D PO Qtyy
o 1 ALL 50
2 ROSE ALL 75
2 3 HONEYSUCKLE = 0000 ALL )
3 1 EL LAVENDER 0000 ALL
4 2 BLCO- ROSE 0000 ALL
3.

>

BB

Enter the SKU Qty per Carton that is being packed in the mixed carton.

URBN FACILITY

Process... ¥

Carton Sizing

Width Height U

0.000

rO 10 lo /O 10 -0

Carton Quy of Units/PPKS | PL QX

Process..,
#= Record 2 of 3 o
Carton Sizing
= EA Carton Code | Length um Width M Height
o,
0.000

QUICK TIP: You can ensure you have created
a mixed carton systemically by checking the
"Mixed Carton” column. Each row for the
mixed carton will populate a count in this
column. The rows associated with the same
mixed cartonw will show the same number.

*Please be sure you are entering the SKU Qty per Carton in the mixed carton rows, not the original

rows.
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4. After entering the SKU Qty per Carton on each row in the mixed carton, select Save.

Packing List Header

B

8% 0]

Generate Invoice | | Copy Line(s) | [ Mixed Carton | [ vendor suomit PL| | Remove Invoice Number | | Cancel Packing List
Packing List Header Delivery/Booking
102216809 - e
ame UK - US TEST VENDOR 64804 ROUTING GUIDE
v ot DOMESTIC  Boc HEOLS
DIRECT 64804
0.000
Invoice/ASN
Logistics
: Q
Q
Place of Handove 10000
Packing List Detail «_ | riugown | Fillug | Fil setectea

Row# | POF : Desc | PO

0 || ooosoooces 1 50
3 2 0000 ALL 75

2| 000500000 3 3 0000 ALL 100

3 1 0000  ALL

4 2 0000  ALL

5. Click the refresh button El to reorder the PL rows into the order of the carton sequence.
example, the mixed carton is carton #1, so it will populate at the top of the Packing List Detail.

URBN FACILITY

LOOSE
LOOSE
LOOSE
LOOSE
LOOSE

Totals

SKU Quy per Carton

0.000000 Unitof Measure

Carton Sizing
EA Carton Code

0.000

P o o o0

Enter the SKU Qty per Carton in each
mixed carton row according to how
the mixed carton was physically
packed.

Start Carton # | Quy of Cartons ~ End Carton

*NOTE — If more than one mixed carton is needed on a PL, please complete the entire mixed carton process
from start to finish for each mixed carton. The next mixed carton from the above example would populate the
number 2 in the “Mixed Carton” column, to signify a second mixed carton.

e For any original rows that were used to create a mixed carton but do not need to be used to pack a
single-SKU carton as well, please be sure the Start Carton #, Qty of Cartons, and End Carton # fields are

left blank.

e If an original row does need to be packed in a single-SKU carton in addition to the mixed carton, please

be sure to complete the SKU Qty per Carton, Start Carton #, Qty of Cartons, and End Carton #

accordingly.

o For example, the 25 remaining units of the ROSE SKU (75 ordered with 50 included in the

mixed carton) are packed in a single-SKU carton:

Packing List Header

Generate Invoice | | Copy Line(s) | | Mixed Carton | | Vendor Submit PL | | Remove Invoice Number | | Cancel Packing List

Packing List Header Delivery/Booking
PL# 102216809 Booking Dae

sme UK - US TEST VENDOR 64304 ROUTING GUIDE
v estic/imy DOMESTIC  Booking No/HEOL®
DIRECT 54804
N 0,000
Invoice/ASN
Logistics
z Q
Q
10000
Packing List Detail ®_  rigown || Fitlup || Fill Selected
: Row# PO# PO Line Vendor Style # | Vendor Color Size Code | Size Desc | PO Quy per SKL
3 BLCO-02 LAVENDER 0000 ALL
4 2 BLCO-6 ROSE 0000 ALL
O 1 2 BLCO-6 ROSE ALL 75
0 1 BLCO-02 LAVENDER ALL 5
2 3 BLCO-01 HONEYSUCKLE 000D ALL 100

IENEN TN

URBN FACILITY

Totals

¢= Record 2 of 3 =

Carton Sizing

125 tof Measure  EA Carton Code Length
2 O‘
= GrossWgt 0.000
0.000000 Unit Q,
Q
o\
Q
Q

Process.. ¥ More Del
It Heignt L
on Gty of Units/PPKS | PL Qry per SKU
50 50
50 50
In the
Process.. ¥  More Det
Vit L Height
arton Qty of Units/PPKS | PLC KL
50 50
50 50
15 15
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Managing Unused Rows on the Packing List

Individual rows cannot be removed or cancelled off of a Packing List. If you have one or more rows on your
Packing List that you do not need, please manage accordingly —

e The SKU Qty per Carton should be 0 or blank.

o If you previously entered a SKU Qty per Carton in the row and saved the PL, the PL has
calculated the quantity in the PL quantity totals. If you no longer wish to use the row, you will
be required to enter a 0 in the SKU Qty per Carton field in order to reduce the quantity from
the totals. Removing the quantity from the field and saving will not be sufficient.

e Unused rows should ALWAYS have blank Start Carton #, Qty of Cartons, and End Carton # fields.

Rows where the SKU Qty per Carton, Start Carton #, Qty of Cartons, and End Carton # are blank will NOT
populate on the Packing List printout or the Commercial Invoice printout. These rows cannot be removed from
the PL screen, but they should not appear on the exports/prints.

If you see an invalid row on the print, please review the PL and correct the row.

Building an OMNI Packing List

Sell Channel on PO = OMNI :

OMNI refers to the PO Channel designated for specific URBN Fulfillment Centers which support POs being
raised for multiple allocation channels.

On an OMNI Purchase Order, Vendors may see the same SKU information displayed on two or more lines —
SKUs that have been dual-allocated will appear on the PO detail more than once. Omni POs with dual allocation
are intended to support more than one allocation channel of the same SKU on the same Purchase Order.
Vendors should fulfill the # of units listed for each respective SKU, inclusive of those that appear more than
once.

*NOTE — Not all Purchase Orders with an Omni PO Channel will contain dual-allocated SKUs. If your Omni PO
only has each SKU listed once, you may refer to the standard Packing List instructions.

Open Balance for dual-allocated Omni POs:

In instances where a SKU has been dual allocated, the Open Balance displayed on the PO detail (representing
the number of units per SKU that have not been packed and submitted on a packing list) will be the
consolidated Master SKU Qty. The Master and subsequent (child) SKUs are consolidated in the first SKU line. All
subsequent (child) SKU lines will reflect an N/A value:

Open Balance reflects the

0004700181 consolidated Master SKU Qty of
149 units.
m Change Tracking 7
» Purchase Order Detail View 129 units + 20 units = 149 of units the

same SKU

FillUp || Fill Down | Fill Selected
N/A will appear when the
child SKU Qty has been
consolidated in the Master
SKU Qty.

O ERP Row No ¥ Vendor Style w vendor Color = ERP Size ¥ TtlUnits ®  OpenBalance » Packed Qty ¥ Recd ¥

0 = 17 0B1497851 JET BLACK 5000 S 129 149 0 0

0 = 2 0B1497851 JET BLACK 5000 S 20 N/A N/A 0]
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Packed Qty for dual-allocated Omni POs:
In instances where a SKU has been dual allocated, the Packed Qty displayed on the PO detail (representing the
number of units per SKU included on a submitted packing list) will be the consolidated Master SKU Qty.

0004700181

mm Change Tracking 9

Packed Qty reflects the
consolidated Master
SKU Qty included on a

» Purchase Order Detail View submitted Packing List
Fillup || FillDown  Fill Selected

O ERP Row No ¥ Vendor Style w vendor Color % ERP Size ¥ Ttl Units ¥ Open Bala ¥ Packed ( v hd
O =17 0B1497851 JET BLACK 5000 5 129 0 149 0

0O =22 0B1497851 JET BLACK 5000 5 20 N/A N/A 0

N/A will appear when the
child SKU Qty has been

consolidated in the Master

SKU Qty.

To complete a Tradestone Packing List raised for a dual allocated Omni PO:

The SKU Qty that appears on the Packing List Builder will reflect the consolidated Master SKU Qty.

The Packing List Builder and Packing List will no longer display the individual Master and Child SKU Qty
on a dual-allocated PO. Vendors are expected to fulfill the consolidated Master SKU Qty in its entirety.

Packing List Builder

» Search: Packing List Builder

Omni PL Qty reflects the
consolidated Master SKU Qty for
dual-allocated Omni POs.

Record(s) Available = Page 1 of 1 = Goto Page Go

PO# Vendor Style Ship Date Deliver To Vendor Color Size Desc Pack Type OMNIPLQty Open Balance N
0004700181  OB1497851 06/26/2023  KC2 JET BLACK LOOSE .00 8 selected Items
0004700181  OB1497851 06/26/2023  KC2 JET BLACK LOOSE 1439.00 149

0004700181 OB1497851 06/26/2023  KC2 JET BLACK LOOSE 265.00 265

0004700181  OB1497851 06/26/2023  KC2 JET BLACK LOOSE 96.00 96 «
0004700181 OB1497851 06/26/2023  KC2 JET BLACK LOOSE 77.00 77 Selected Items

Open Balance will reflect the
Open Balance displayed on the
PO detail.

Vendors will have the option to pack all units of a consolidated Master SKU in the same carton. All other
Packing List functions / requirements will apply.

Modifying an Already Submitted Packing List

It is possible to modify a packing list that has already been submitted. First, search for the already created
packing list using the Search for Existing Packing List(s) query. Enter any necessary updates, then save and

resubmit the packing list.

Remember to select Vendor Submit PL after editing, as the packing list will go back to DRAFT status once
updates are made and saved.

*NOTE — The Packing List cannot be submitted more than once per minute. If the PL is submitted, then a
change is made and needs to be resubmitted, you will be required to wait a minute to do so.
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An attempt to resubmit the Packing List within a minute of the prior submission will result in the below error

message.
Packing List Header | | | E | | ':' || I' |
Generate Invoice Copy Line(s) Mixed Carton | | Vendor Submit PL Remowve Invoice Mumber Cancel Packing List

Clear Message

@l PL# 102216504: Packed quantities/PL changes previously submitted are being updoted on PO# 0003000002, Flease allow ane minute to pass before resubmitting the Facking

If you have already printed your Packing List and UCC-128 Carton Labels, both items will need to be re-printed
after changes have been saved and resubmitted.

Packing List Header |

3

Generate Invoice Copy Ling(s) Mixed Carton Vendor Submit PL Remove Invoice N

Clear Message

Packing List Header Delivery/Bookii
PL# 102216787 Agent Booking Date
Vendor Mame  UK- US TEST VENDOR Vendor ID 64804 Ship Mode
PL Status stic/import . DOMESTIC  Booking Mo/HBOL#
Sell Channe RETAIL Global ID 64804 Cargo Receipt
Container No

Est. Total Cube

Making an Update to the Packing List after the Invoice has been Generated

Tradestone will allow the vendor to update and resubmit the packing list even when an active invoice already
exists, however the vendor will not be able to generate a new invoice until the existing invoice has been
cancelled.

e The invoice should always be cancelled PRIOR to updating the PL

e Please see here for information regarding Cancelling an Invoice
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Packing List Header ‘ @ H a H 5 H I] ‘

| Generate In\roice:l | Copy Line(s) | | Mixed Carton:l |:Vendor Submit PL:| | Remove Invoice Numher] |:Cancel Packing List:l

Clear Message

Avaire il exicrs on Focking List Tun
YOI =) EXISIS O (2] £ LISy u

i
]
i
]
m
o
0
o
=+
:
]
L]
5]
i
fivt
|
=]
]
m
3

m
[}
o
3
lie
T
3

Packing List Header Delivery/Booking Totals
PLE 102216787 Agent Booking Date service Provider Ttl Units
Vendor Mame UK - US TEST VENDOR Vendor ID 64804 Ship Made ROUTING GUIDE ~ ShipTo 00051 Cartons
PL Status APPROVED v Domestic/import  DOMESTIC  Booking Mo/HBOL# Cargo Ready Dt 07/15/2022 D Unit of Measu

Ket Wi
Sell Channel  RETAIL Global ID 64804 Cargo Receipt Est. Gross Wet 20000000 et Wet
Container No
Est. Total Cube 0.000 Est. Net Wgt 20.000000

Invoice/ASN Planned ETD Unit of Measure Q
TS Invoice Mo. 1794086
ATM Nara Logistics

Once the invoice has been cancelled, follow the below instructions to generate a new invoice —

1. Select Remove Invoice Number at the top of the PL screen
e This will systemically remove the invoice number from the TS Invoice No. field

Packing List Header ‘ m ‘ ‘ E H 5 H I] |
| Generate Invoice | | Copy Linets]] | Mixed Cartun] |:Vend-:-r Submit PL:l | Remove Invoice Numherjl |:Cancel Packing List |
Packing List Header Delivery/Booking
PL# 102216787 Agent Booking Date Service Pre
Vendor Mame UK - US TEST VENDOR Vendor ID 84804 Ship Mode ROUTING GUIDE Ship To
PL Status APPROVED hd Domestic/impert  DOMESTIC  Booking No/HBOL# Cargo Rea
Sell Channel RETAIL Global ID 64804 Cargo Receipt Est. Gross

The below image is the result of completing step 1:

Packing List Header | @ || a || 5 || I] |

| Generate Invoice | | Copy Line(s) | | Mixed Carton | |:\u’end0r Submit PL:I | Remove Invoice Number | |:Cancel Packing List |

Clear Message

ved the Invoice from this Packing List and can regenerate the Invoice if needed.

Packing List Header Delivery/Booking

PL# 102216787 Agent Booking Date Service Provic
Vendor Name  UK- US TEST VENDOR Vendor ID 64804 Ship Mode OCN ShipTo

PL Status APPROVED v Domestic/import  DOMESTIC  Booking No/HEOL# Cargo Ready [
Sell Channel RETAIL Global ID 64804 Cargo Receipt Est. Gr
Container No

Est. Total Cube 0.000 Est. NetWgt

Invoice/ASN Planned ETD Unit of MeasL

TS Invoice No.
ASN Nate Logistics

2. Select Generate Invoice to generate a new invoice reflecting the updated PL data

53



URBN Global PLM User Manual [September 2023]

Cancelling a Packing List

If a submitted Packing List is inaccurate and you wish to cancel it to begin a new Packing List, please review the
following terms to cancelling a PL.

e A Packing List may be cancelled anytime before an invoice is generated
e A Packing List may not be cancelled if an invoice has already been generated unless the invoice has
been cancelled or the entire PO associated with the PL has been removed from an invoice containing
multiple POs (Import vendors ONLY)
o Please see here for information regarding Cancelling an Invoice

If an active invoice exists in the system and vendor attempts to cancel the Packing List associated with the
active invoice, the following error message will be received:

Packing List Header ‘ () || B || s || il |

Generate Invoice | | Copy Line{s) | | Mixed Carton | | Vendor Submit PL | | Remove Invoice Number | | Cancel Packing List

Clear Message

Once the Invoice is cancelled, vendor may return to the PL and cancel.

Cancelling a packing list will reset the Open Balance on the Purchase Order Details, which allows a new
Packing List to be created using the Packing List Builder.

A new Packing List cannot be created until an existing PL has been cancelled.

Packing List Header &) || 8| % m Process.. ¥  More Det
Cancel | | Generate Invoice | | Copy Line{s) | | Mixed Carton | | Vendor Submit PL m Record 2 of 5 o

Clear Message

W Pocking List Concelled
Packing List Header Delivery/Booking Totals Carton Sizing
PLE 102216809 Booking Da Service Provide Tal Units 225 it of Measure  EA arten Code. | Leagth. | UM | nde umM Height
e UK.US TESTVENDOR endor 1D 64804 e ROUTING GUIDE 3 o
¥ fDome port  DOMESTIC Bo g No/HBOLS Cargo Ready Dt 0.000 O‘
DIRECT obal IL 64804 0.000000 e \
- Q,
0.000 E
g Q,
Invoice/ASN
Q
3 1794085
071132022 Logistics Q,
1
10000 Place of Hand URBN FACILITY
Packing List Detail . | fiidovn || Fillup | Fill Selected
1) |rows | POz FO Line | Vendor Style £ | Vendor Color Size Code | SizeDesc | POQuyper SKU PO OpenQty  Units per Pack  Pack Type | SKU Qty per Carton | Start Carton 2 r wd Carton £ | Mixed Carton | Carton Qty of Units/PPKS | PL Oty per SKL
3 |3 005 3 1 BLCO-02 LAVENDER 0000 ALL 1 LOOSE 50 1 1 1 1 S0 50
O |4 2 BLCO-6 ROSE 0000 ALL ! LOOSE 50 1 1 1 50 50
2 BLCO-6 ROSE 0000 ALL 75 75 1 LOOSE 25 r ; 1 - 25 25
0 (2 3 3 BLCO-01 HONEYSUCKLE = 0000 ALL 100 100 1 LOOSE a0 3 3 100 100
0 0005000003 1 BLCO-02 LAVENDER 0000 ALL 50 30 i LOOSE

The Packing List printout will also display a CANCELED stamp.
Vendors may not ship with a cancelled packing list.
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. . URBN PL Number : 102216602
0 e
Shipper : UK - US TEST Ship To : URBAN OUTFITTERS,

o e CANCELED
123 URBN DRIVE URBN GAP FULFILLMENT CENTER

766 BRACKBILL ROAD

URBN
PA 10581 CAP
UNITED STATES PA 175270457
UNITED STATES Uniading Point : JFK

Pack [Units/ | Qty/  Noof Total
Type | Pack Carton Cartons Units N

LOGSE | 1 1o 1 10| s0.000 |08
A [ 15 | mmn
220 | 50.000 | 105

BLOGE0M CUTICLE OL_|
BLOSSOM CUTICLE OIL_|

HONEYSUCKLE

o7NE022

Cancelled PLs will still show in the search results when searching for a PL, however you will see the “PL Status”
shows CANCELLED for each of the rows in the results.

Vendors may not reinstate a cancelled packing list, so it is critical that packing lists are only cancelled as
needed.
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Other Invoice Functions

How to Download/Print the Invoice

Use the Search — Invoice(s) query on your Tradestone Dashboard and search by PO #.

Open the invoice by selecting the underlined Purchase Order #.

Select Reports on the invoice screen

Select the first option for Commercial Invoice Report. This will export the invoice as a PDF which can
then be saved/printed if necessary.

PwNPE

*VAT applicable EU Vendors — Please see Adding VAT to the Tradestone Commercial Invoice — EU Vendors Only
instead.

Process... ¥  More Details... ¥ Reports... ¥  Search List

Commercial Inv...

Wholesale Cust...

How to Enter Adjustments on the Invoice

Vendors must have prior approval from the URBN Sourcing or Buying team before adding an adjustment to the
Commercial Invoice. Failure to verify adjustments with the Sourcing or Buying Team prior to Invoice
generation may result in Payment delays.

US Vendors are not permitted to enter any adjustments in the First Sale field of the Commercial Invoice
without prior authorization. First Sale does not apply to ANY EU Purchase Orders.

*VAT applicable EU Vendors — VAT is not considered an adjustment to the invoice. Please see Adding VAT to
the Tradestone Commercial Invoice — EU Vendors Only instead.

1. Inthe first open (blank) row in the detail level of the invoice, enter the Adjustment Amount,
Adjustment Type, and Adjustment Description. Do not enter information in the First Sale Amount or
COO field.

e Adjustment Amount: the dollar amount of the adjustment.
e Adjustment Type: select “OTHER” form the drop down.
e Adjustment description: must be a detailed entry of the type and reasoning of adjustment.
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Cancel Invoice Line(s)
Invoice Header

1794085
07272022

cice No | 1794085

[}

102216804
102216804
Pay Te
Deliver T
Details
~ Row PO#
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*These adjustment attributes can NOT be entered on the same row as detail from the PO*

| T
8 { '.:l' Il Process... ¥  More Details... v

= Record 2 of 3 w)

Parties AP Totals Additional Info Invoice Attachments

tID 54804 LCNo 562,50
me  UK-USTESTVENDOR  Paymentid 0.00
/alue 56250
64804 0.00
i usp
225
3
v
Click to Add Atachment
Towal #of ancr o ||| Adjustment  Adjustment ot St Thamcr First Sale oo Firstsale Preference
Units Cartons Vendor Style No  Description Price Total  Amount Type B P HTse Amount Centificate
BLOSSOM CUTICLE QI
50 1 BLCO-02 LAVENDER 25000 USD 125.00 Q, 3304300000 us Q,
BLOSS0OM CUTICLE OlL
501 BLCO-6 ROSE 25000 USD 187.50 Q, 33 Adjustment entered correctly on a
BLANK row
BLOSSOM CUTICLE OIL
100 1 BLCO-01 HONEYSUCKLE 25000 USD 250.00 Q, 3344300000 us Q
75.00 INV-HO O, LCL CHARGES ” x Q, - x

2. Select Save. The totals will reflect the adjusted value.
3. Added adjustments will appear on the printed or saved PDF version of the invoice.

If there is any reason to enter a credit to URBN (e.g., late delivery penalties),
a negative value can be entered in the Adjustment field.

How to put Multiple POs on one Invoice

US / EU Purchase Order Invoice Requirements:

Domestic Shipments: Vendors are only permitted to have 1 Packing list and 1 Invoice per Domestic
Purchase order/Shipment.

Import Shipments: Vendors are encouraged to consolidate POs on the same AWB (Air) or BOL (Ocean)
on the same Tradestone Commercial invoice.

*URBN defines Import as any international shipment where URBN is acting as the Importer of Record.
Refer to PO Import/Domestic flag to confirm status.

Select Generate Invoice from one of the approved packing lists you wish to consolidate on an invoice.
Take note of the Invoice No automatically generated by Tradestone.

Commercial Invoice

Cancel Invoice Ling(s)

Invoice Header Part
Invoice Mo 1794085 Vendo
Invoice Date 07/12/2022 Vendo
Supplier Invoice No | 1794085 Agent

Glehal
Status WORK v
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The below image is the result of adding the second PL (therefore second PO) to the existing invoice.

Commercial Invoice

Cancel Invoice Line(s)

Clear Message
W Soved Successiully

Invoice Header

Irvoice No 1794085
Invoice Date 071122022
Supplier Invoice No | 1794085

Status

Invvoice Type: a
102216809
MULTIPLE

Packing List Na

Pay Terms

Deliver To

Details

Row POZ

0005000002

ra

0005000002

0005000003
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Open the other packing list that you wish to using the Search for Existing Packing List(s) query from

your Tradestone Dashboard.

In the TS Invoice No. field enter the invoice number this packing list should be added to.

Packing List Header

I: Generate Invoice :I I: Copy Line(s) :I I:Mixed Carton :I I:Vendor Submit PL:I

Packing List Header
FL® 102216809
Vendor Name
PL Status APPROVED
Sell Channel DIRECT

Container No

Invoice/ASN
TS Invoice No.
ASN Date

ASN Count

UK - US TEST VENDOR

Agent
Vendor ID
v Domestic/lmport

Global ID

17940835

07/13/2022
1

54304
DOMESTIC
54304

Select Save then Generate Invoice to add the PL data to the existing invoice

(B8 %] ]

Packing List Header

[ Generate Invoice | | Copy Line(s) | [ Mixed Carton | |Vendor Submit PL| | Remove Invoice Number | | Cancel Packing List )

Packing List Header

PL# 102216809 Agent
Vendor Name UK - US TEST VENDOR Vendor ID
PL Status APPROVED v Domestic/Import
Sell Channel DIRECT Global ID
Container No
Invoice/ASN
TS Invoice No. 1794085
ASN Date 07/13/2022

ASN Count

81

AP
LCNo
Payment i

Payment Da

=

1

K.

Global ID 64804 Payment Amount
invemory Recd Date Tox Pack
v

Total #of Invoice

Units Cartons Vendor Style No  Description ek o || |
BLOSSOM CUTICLE OIL

50 1 BLCO-02 LAVENDER 25000 USD 125.00
BLOSSOM CUTICLE OIL

75 1 BLCO-6 ROSE 25000 USD 187.50
BLOSSOM CUTICLE OiL

100 1 BLCO-01 HONEYSUCKLE 25000 USD 250,00
BLOSSOM CUTICLE OIL

00 1 BLCO-02 LAVENDER 25000 USD 12500
BLOSSOM CUTICLE OIL

75 1 BLCO-6 ROSE 25000 USD 187.50
BLOSSOM CUTICLE OIL

100 1 BLCO-1 HONEYSUCKLE 2.5000 USD 250.00

Delivery/Booking
Booking Date Sel
64804 Ship Mode ROUTING GUIDE Shi
DOMESTIC  Booking No/HBOL# Ca
64804 Cargo Receipt Est
Est. Total Cube 0.000 Est
Planned ETD Un
Logistics
Shipped from Zip Code 0‘ Shipp

é= Record 1 of 1 =

Additional Info Invoice Attachments

1.125.00
0.00
1,125.00
0.00
usD
450
&
Click 1o Add Artachment
Adjustment  Adjustment
P Type Adjust/1st Sale Description ks
Q 3304300000
Q 3304300000
Q, 3304300000
Q, 3304300000
Q 3304300000
Q 3304300000

First Sale
Amount

coo

us

us

us

us

us

Process... ¥  More Details... ¥

Preference
First Sale
Certificate
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Cancelling an Invoice

If an existing invoice is inaccurate and you wish to cancel it to generate a new invoice corresponding to a new
or updated Packing List, please review the following terms to cancelling an invoice.

e IMPORT POs: An invoice may not be amended or cancelled once it has been Customs Confirmed.
o DOMESTIC POs: An invoice may not be amended or cancelled after the Inventory Received Date

Import and Domestic POs may be amended/cancelled prior to the milestones noted above.

*NOTE - Cancelling an invoice is required before you may cancel the Packing List associated with the invoice.

Cancelling an Entire Invoice

If the entire Commercial Invoice is invalid and needs to be cancelled —
1. Select the check box at the very top of the Invoice Details section next to “Row”. Selecting the top
check box will automatically select all rows on the Invoice, which will turn blue.
2. Select Cancel Invoice Line(s)

Commercial Invoice Bl n Process.. v More Details.. » Reports... *
Cancel Invoice Line(s) #= Record 1 of 3 =
Invoice Header Parties AP Totals Additional Info Invoice Attachments
vnice No 1794085 VendoriD 64804 LC No Logged By Invoice Value 56250

mvoice Date 0711212022 vendor Name UK. US TESTVENDOR  Payment i Einance Status Agjust Value 000
Fayment Dae HKS Pay Amit Net Invoice Value  562.50

FirstSale Vaive  0.00
uso
s
3

Supplier Invoice Mo 1794085 Agen
== Global ID 54804

Stan

WRBN € e

Invoice Type a
Packing List Ne 102216804 Sern
102216804

Pay Terms v

tory Rec'd Date

Deliver To ' AP Fil »

Click 10 Add Agachment

Details
Total #of Invoice Adjustment Adjustment First Sale Preference

fow poF Units Cartons Vendor Style No | Description VendorColor  prce ' tora  amount Type Adpist/Tst Sale Description Hrse Amount oo FIEtSale orviticare
BLOSSOM CUTICLE Of

@ 1 0005000002 50 1 BLCO-02 LAVENDER 25000 USD 125.00 Q 3304300000 us  |Q v
BLOSSOM CUTICLE OIL

2 0OOSDOO002 B BLCO-6 ROSE 25000 USD 187.50 Q, 3304300000 us  |Q 3 v
BLOSSOM CUTICLE OIL

3 0005000002 100 1 BLCO-01 HOMEYSUCKLE 25000 USD 250.00 Q 3304300000 us @ v

The entire invoice will now be cancelled. The “Total Units” and “# of Cartons” in the Details will change to 0
values, and all values under “Totals” will change to 0 as well.
If desired, you may also cancel the Packing List(s) associated with the invoice once the invoice is cancelled.

Cancelled invoices will still show in the search results when searching for an invoice, however you will see the
“Header Status” and “Detail Status” show CANCELED for each of the rows in the results.

» Click hera to entar new search criteria

thnt‘lmlh Supplier Inwoice No | PL List No ‘ Header Status | Detail Status

<1 >

[ 1794084 | 1794094 102216814 | 0005000008 | 64804 UK - US TEST VENDOR cl CANCELED CANCELED | 2022-07-1418:43:11
Il 1794094 | 1794094 102216814 | 0O0DSOO000E | 64804 UK - US TEST VENDOR cl CAMNCELED CANCELED | 2022-07-14 18:43:11
O 1794094 | 1794094 102216814 | 0ODSOQ000E | 54804 UK - US TEST VENDOR cl CANCELED CANCELED | 2022-07-14 18:43:11
O | 1794094 | 1794034 102216814 | 0005000008 | 64804 UK - US TEST VENDOR cl CANCELED CANCELED | 2022-07-1418:43:11

59



URBN Global PLM User Manual [September 2023]

Cancelling Part of an Invoice Containing more than one PO

If you have combined more than one PO (therefore PL) onto an invoice and only need to cancel select POs from
the invoice, you may do so. This will leave the remainder of the invoice active and valid for shipment; only the

rows selected to be cancelled will become null.
To select specific rows to cancel from an invoice that you wish to leave active otherwise —

1. Select the check box next to each row that you wish to cancel in the Invoice Details section.
e To remove select POs from the invoice, you must manually select the box for each row
pertaining to the PO/PL.
2. Select Cancel Invoice Line(s)

Commercial Invoice a L] n
Cancel Invoice Line{s) s Rocord 1 of 1 o4
Additional Infa Invoice Attachments

Invoice Header Parties AP
f b vEndes 1D 64204 LEC Na
ame UK -uS TESTVENDOR  Payment id

Gienal i 4RO
a
102216820 Tet P 7
MULTIPLE
ey T v
Details
Total | # of = invoice Adjuzmens Adjustment
Row  PO# Units  Cartons  Vendor Style No  Description o e Price == Toaal  Amount Type i e HTi#
005000009 25 1 DB14&40214 HEATHER GREY 7.0000 USD 17500 Q,
Z  D0DS000009 500 OB1440214 HEATHER GREY 7.0000 USD 350.00 Q,
3T DO0S00000% 71 OB1440214 HEATHER GREY 7.0000 USD 525.00 =1
4 DO0SO00009 [ OB1440214 HEATHER GREY T.0000 USD 700.00 o,
5 00050000110 25 1 ] -4 EEE e RN HEATHER GREY 7.0000 USD 175.00 Q,
6 0005000010 50 1 All rows for PO 0005000010 were GREY 7.0000 USD 350,00 Q
selected in order to cancel the entire PO
7 0D0S00001C 751 from the invoice. GREY 7.0000 USD 525.00 Q
E Q0 0o 1 OB1440214 HEATHER GREY 7.0000 USD 700.00 Q

Rows that are cancelled will become null and 0 out; The “Total Units” and “# of Cartons” in the Details will
change to 0 values for cancelled rows, and all values under “Totals” will be reduced to exclude the values and
guantities that were cancelled.
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Commercial Invaice
| Cancel Invoice Line(s)
Clear Massama
|l Froc
Invoice Header

IMBIC: NG

1784086
OTHEA0LT
1794096

nypice Date

Supplier INvoice MO

Heacer Status WORK
fvlcs Type c

Packing ..,n Mo 02T 162D

MULTIRPL

Pay Terms

Dielhvsr Ta UREN
Details

Row  PO#

L1 DoOS000009

E

Total
Unizs

f
i

100
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Parties
vendor 1D B304
vengor Name UK - US TEST VENDOR
Agent
Glcoal ID G40
#of
Cartons | Vendor Style Ne | Description
KATE TEE
OB1440214
IKATE TEE
QB1440214
KATE TEE
CE1440214
KATE TEE
OB1&40714
KATE TEE
OBT440214
KATE TEE
OB1440214
KATE TEE
OB14&0214
KATE TEE
DB1440214

Bl%|n
AP
LE B Logged By
Byt id Finance Stasus
PayeTiet Date HKS Pay AL

Payment Amount
PAYEIT AT CLat

URBM Cugtoms Comfirm
SaLTo AP Date

HKS Pay Date

HES Py Mams
URSN Customs MNete
NNty Recd Date

Totals

IfDICe Valus
AdjusT Yaiue

HEL InvEioe Value
First Sale Vislue
Cumraney

Units
Tor Packs

Additional Infa

1,750.00

]

1,750.00

]

usp

50

3

MNote: All values in the Totals section were

reduced according to the amounts that were
cancelled with PO 0005000010.

Wenc

HEATHER GREY 7.0000

HEATHER GREY 7.0000

HEATHER GREY 7.0000

HEATHER GREY 7.0000

HEATHER GREY 0.0000

HEATHER GREY 0.0000

HEATHER GREY 0.0000

HEATHER GREY 0.0000

usD 175.00

UsD 23000

UsD 52500

UsD 700.00

UsD 0.00

UsD 0.00

UsD 0.00

UsD 0.00

tiise

Invoices containing more than one PO where select POs are cancelled will still show in the search results when
searching for an invoice.
e The “Header Status” will show the status of the invoice as a whole. Since the invoice is still active, the

Header Status will show WORK (meaning active) on each row — even for the cancelled PO row(s).

e The “Detail Status” will show CANCELED next to each of the rows that were cancelled off of the invoice.

Invoice

v Search: Invoice

(%]

CANCELED
CANCELED

CANCELED

Invelce Mo | Like v | 1704006 upplier Involce Me | Like b PL List N Like b
pos Like hd vendor ID Like hd vendor Name | Like hd
Agent Like hd Invalce Type Like hd Header Status | Like hd
Detall Status | Like hd
Sal Invoice No | Supplier Invoice No | PL List No Vendor ID | Vendor Name Agent | Invoice Type ||Header Status | Detail Status

O 1794096 | 1724096 102216815 | 0005000000 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216815 | 0005000000 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216815 | 0005000000 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216815 | 0005000000 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216820 0005000010 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216820 0005000010 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216820 0005000010 | 64304 UK - US TEST VEMDOR cl WORK

O 1794096 | 1724096 102216820 0005000010 | 64304 UK - US TEST VEMDOR cl WORK

CANCELED

41

Search

Created Time

2022-07-15 14:31:37
2022-07-15 14:31:37
2022-07-15 14:31:37
2022-07-15 14:31:37
2022-07-15 14:31:37
2022-07-15 14:31:37
2022-07-15 14:31:37

2022-07-15 14:31:37

Reset
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ADDING VAT TO THE TRADESTONE COMMERCIAL INVOICE - EU VENDORS ONLY

IF YOU ARE A VAT APPLICABLE VENDOR THEN PLEASE CONTACT VRSUPPORT.EU@URBN.COM TO ENSURE YOU
HAVE BEEN GIVEN THE CORRECT TRADESTONE ACCESS.

USING YOUR TRADESTONE LOG IN INTENDED TO PERMIT ADDING VAT, SEE here for instructions to enter VAT
on the Tradestone Commercial Invoice.
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Tradestone FAQs

How do I update the COO on my PO after I’ve accepted it?

This instruction only applies to vendors permitted to enter COO (US Market Domestic Vendors and ALL EU
Vendors).

If you’ve entered the incorrect COO on your PO, please update PO detail line(s) with the correct COO and SAVE.

How do I review the MIDs assigned to my Vendor ID?

This instruction only applies to vendors required to enter MID (US Market Import Vendors and US/EU
Ownbrand Vendors).

Please refer to the instructions titled How to Review & Manage Existing MIDs on the URBN US Vendor Website.

Following these instructions, you may review all MIDs assigned to your Vendor ID and manage your
relationship with any of your existing MIDs.

How do I create a manufacturer record in Tradestone?

This instruction only applies to vendors required to enter MID (US Market Import Vendors and US/EU
Ownbrand Vendors).

Please refer to the instructions titled How to Create a Manufacturer Record in Tradestone on the URBN US
Vendor Website to submit a manufacturer to URBN for MID creation. A manufacturer must be submitted if an
MID does not exist in your Vendor Manufacturer List query.

How do I enter the MID on my PO?

This instruction only applies to vendors required to enter MID (US Market Import Vendors and US/EU
Ownbrand Vendors).

Please ensure the MID(s) required for the SKUs on the PO have been generated and exist in your Vendor
Manufacturer List query. You may refer to the “How do | review the MIDs assigned to my Vendor ID?” FAQ

above for assistance.

Once all required MIDs exist, please refer to the instructions to Enter the MID in order to enter on the PO.

63


https://vendor.urbn.com/us/tradestone-training/documents/how-to-review-and-manage-existing-mids
https://vendor.urbn.com/us/tradestone-training/documents/how-to-create-a-manufacturer-record-in-tradestone

URBN Global PLM User Manual [September 2023]

I can’t find my style in the “Enter Customs Descriptions” query. What do I do?

Once a Customs Description has been entered for a style in the past, it will no longer appear in the Enter
Customs Description query. If you have not entered the Customs Description for the style but it does not
appear in the Enter Customs Description query, check the PO ship date(s) which the style is included on.

Styles will appear in the ‘Enter Customs Description” guery 120 days before and 60 days after the PO ship date.
Once the Customs Description is entered, it will fall out of the Enter Customs Description query and move to
the Revise Customs Description query.

If your style does not appear, it may be because you are trying to enter the Customs Description ahead of the
system logic that populates the style in the query. Please try again within 120 days of the earliest ship date.
If your style is not in the Enter Customs Description query and you believe it should be (the CD has not been
entered in the past and falls within the query date range), please contact Vendor Relations.

Refer to instructions for How to Enter a Customs Description for assistance.

I can’t find my PO in the Packing List Builder. What do I do?

There are only 2 reasons why a PO would not return search results in the Packing List Builder:

1. The PO is not in APPROVED/ACCEPTED status on URBN/Vendor side.
2. All units on the PO are accounted for on an existing Packing List.

Please review the additional information regarding these 2 reasons here.

Can I combine more than one PO onto a packing list?

No, all POs must be packed and shipped separately, requiring a unique packing list for each PO.

How do I create a mixed carton?

Retail and Direct Sell Channel POs: A mixed carton should be created when multiple SKU’s (sizes and/or
colors) are packed together in the same carton.

OMNI Sell Channel POs: If units of the same SKU reflected on more than one line are to be packed together in
the same shipping carton, the mixed carton function must be used to ensure both SKU lines are packed

together on the Packing List. A mixed carton should also be created on Omni POs when unique SKUs are
packed together in the same shipping carton, just like they are for Retail and Direct POs.

Refer to instructions to Create a Mixed Carton as well as the mixed carton training video on the URBN Vendor
Website.
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How do I pack one SKU into cartons containing different quantities?

The “Copy Line(s)” function on the Tradestone packing list allows you to duplicate the row of a SKU. You would
want to duplicate a row if the units for one SKU will be packed into more than one carton in different
quantities. This allows you to enter the differing quantities in the SKU Qty per Carton field for each row.

Refer to instructions to use the Copy Line(s) function for assistance.

I can’t print my UCC-128 (PDF) Carton Labels. Why not?

If you receive the error “Please use Microsoft Internet Explorer as the browser...”, you have selected the
incorrect option for printing your carton labels. Under the “Reports” drop down, select the top option which
reads Print PDF Carton Labels in Batch. The PDF labels are the same as the UCC-128 Carton Labels.

If you use the “Print PDF Carton Labels in Batch” option and receive a pop up which is an additional view of
your packing list, you have made one or more errors in entering the Packing List Detail.

Refer to instructions to Fill out the Packing List Detail to troubleshoot.
Often, this is the result of creating a mixed carton incorrectly. Refer to instructions to Create a Mixed Carton as

well as the mixed carton training video on the URBN Vendor Website.

My UCC-128 (PDF) Carton Labels are incorrect. What do I do?

Common errors that cause carton labels to be incorrect:

e Multiple lines on the packing list (which are not included in a systemically correct mixed carton) have
the same start and end carton number. Each new carton should have a different start carton number,
which should increase sequentially from the previous end carton number.

e Vendor has manually created a mixed carton instead of following the systemic process.

o Please review the mixed carton FAQ for assistance.

e The packing list has been edited + submitted more than once which causes carton labels to reflect
previous submissions.

o Refer to instructions to Correct UCC-128 Carton Labels

I can’t cancel my packing list. Why not?

As advised in Cancelling a Packing List —

e A Packing List may not be cancelled if an invoice has already been generated unless the invoice has
been cancelled or the entire PO associated with the PL has been removed from an invoice containing
multiple POs (Import vendors ONLY)

o Refer to instructions for Cancelling an Invoice in order to be permitted to cancel the PL.
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I can’t generate an invoice. Why not?

Reasons you may not generate an invoice:
e The packing list process has not been completed. The Packing List Header & Detail information must
be completed and the PL must be submitted in order to generate an invoice.
o Refer to instructions to Fill out the Packing List Header and Detail
o Refertoinstructions to Save & Submit the PL
e You have already generated an invoice against the PL and that invoice is still active (has not been
cancelled).
o Referto instructions for Cancelling an Invoice

I can’t cancel my invoice. Why not?

As stated in Cancelling an Invoice —

e IMPORT POs: An invoice may not be amended or cancelled once it has been Customs Confirmed.
e DOMESTIC POs: An invoice may not be amended or cancelled after the Inventory Received Date

If there’s a reason your invoice needs to be cancelled after these milestones, contact Vendor Relations.

What do I do if the packing list, carton labels/ASN, and/or invoice sent with my shipment were
incorrect?

Contact the Vendor Relations team (either US or EU) according to the Ship-to location on your PO.
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