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Introduction to NSS

NSS stands for New Item Setup (NIS) Self-Service. It is an application in Zapporo that was created to allow vendors

to submit product setup requests directly to our New Item Setup (NIS) team. All questions or correspondence can be

viewed and actioned directly inside of the application for a more efficient and streamlined item setup experience.

Where can | find NSS?

The NSS application can be launched from Zapporo, on the left navigation pane below the “Home” link you will find a

link titled “New Item Setup”. When clicked/selected, this will launch NIS application in new tab/window which is

shown below.
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NSS Self Service

New Item Upload Track Submitted Items

1 Select Supplier *

2 Select Order Deadline Date *

@ Earliest available item setup completion date is 01/12

h in the description field along with the last possible setup date

st
iest based on ticket volume,

To inquire about or review the status of

Notice Board:

* [NEW] The SLEEPWEAR template is now replaced with PAJAMAS to
enhance the accuracy in capturing big. tall. and petite sizing for Zappos
customers.

+ [NEW] Ensure you are downloading new templates from the NSS portal
for each ticket: attributes change often.

« [NEW] Zappos appreciates your dedication in template submissions! High
demand may cause delays: consult your buyer for ticket status updates.

« [NEW] Join the New Item Setup office hours on the 1st and 3rd Thursdays
for VSSC for inquiries: encourage your buyer to attend with you.



Important NSS Resources for Vendors

NSS Self Service

New Item Upload  Track Submitted items ) )
Message board displaying
important updates for vendors!

. Notice Board:
1 Select Supplier *

= [NEW] The SLEEPWEAR template is now replaced with PAJAMAS to enhance the accuracy in
a

2 Select Order Deadline Date *

n the New Item Setup office hours on the

inquiries; encourage your buyer to attend with you.

Links to training materials Reset All

for guidance using the NSS
app.

e Message Board: The message board features messages from the New Item Setup operational team to our
vendors. Please review the message board each time you log into NSS for updates.

o NSS Training Materials & Resources: This section houses links to all training materials related to the
NSS application. If you are a new user to the NSS app, please make sure to review all training materials. If
you face any questions or roadblocks within the NSS app, please refer to the New Item Setup Self-Service

(NSS) FAQ.

How to Submit a NIS Request Through NSS

 Select Supplier*; Upon your supplier selection, you will get one of two user interfaces that vary based on
the tools NIS uses upload products for that specific supplier (more on this in below.)

o Important tips:

= Be sure to select the correct supplier for a couple of reasons — styles are uploaded to a
specific supplier. If they’re uploaded to the incorrect supplier, it can cause quite the mess in
the catalog. Additionally, when submitting POs, if the products are under the incorrect
supplier, they will not be visible in Zapporo.

= |f you have multiple suppliers for your brand, please submit a separate ticket for each
supplier for the same reasons mentioned previously.

o« Select Due Date™: This field allows the user to select a due date for the ticket being submitted. The NIS

team requires a two-week (or 10-buisness day) lead time to complete all upload requests. Please be sure to



submit your requests with enough time for them to complete your upload. We understand that there may be

a need for an occasional rush setup but please try to limit them to ensure the best experience for all

involved.

o Upload Iltem Setup Template(s): Determine which guide (PSS or MTPA) to use based on the example

user interfaces below:

PSS Upload

1 Select Supplier *

v

2 Select Order Deadline Date *

@ Earliest available item setup completion date is 01/12.

New Item Setup requires 10 business days from ticket submission to complete your request, you
may not select a date sooner than 2 weeks from today. Keep in mind buyers will need 3-5 days to
create the PO, please select your date accordingly.

If you have an urgent setup request, indicate as such in the description field along with the last possible setup date.
IS will do their best to accommaodate your request based on ticket volume
3 Select Product Types
For a comprehensive VSSC Template walkthrough, review the following training materials:

Product Setup Service (PSS) and VSSC Template Training Guide, VSSC Template Video
Walkthrough, VSSC Template Tips, Tricks. and FAQ

4 New Item Setup Upload *

Browse...

Required: Please complete all required/applicable columns prior to upload. Missing values will result in
a ticket rejection

5 Description

OR

MTPA Uploads

1 Select Supplier *

2 Select Order Deadline Date *

i you have an urgent setup request, indicate as such in the
NIS will 42 their bes: ta sccommadste your request besed an &

el slang with the last possible sewup dce
cvalurme.

3 New Item Setup Upload *

4 Download XUS Template 8 Download XLS Examp

Required: Please complete all required/applicable columns prior to upload. Missing values will result in
aticket rejection. *Footwear and Jewelry must complete column P - ltem Packaging.*

4 Bulk Description Upload *

) Download X1 Template (1) Download 315 Example

Required: Please complete all applicable FTC Required columns prior to upload. Missing values will
result in a ticket rejection. If you do nat know or have the information at this time. plese enter the
values to the best of your knowledge. If the information provided changes after production, be sure to
send the updated information to your buyer who will request a description update on your behal.

s Prop65 Upload
Browse...
) Download XLS Template 4 Download X15 Examp

& Description




For PSS Uploads

The templates for PSS uploads are referred to as VSSC templates. A separate VSSC template will need to be

completed for each product type. You should download fresh VSSC templates from the NSS app each time you plan
to submit an upload request to ensure you're using the most up-to-date template(s). For VSSC template training, visit

the Vendor Resources Page.

e Select Product Type®: (Required) From the dropdown, select all product types that you will be uploading.
Once you've selected all, click Download Template. The Download Template button will remain disabled until
template selection is made. If you have selected multiple product types, they will all appear in one excel

workbook as separate tabs/sheets along the bottom. Be sure to complete all tabs accordingly.

3 Select Product Types *

Apparel

[ Accessory

Blazers
Download Template
[J Bra

o New Item Setup Upload™: (Required) Once you have downloaded, completed, and saved a fresh VSSC

template workbook, click on Browse to select your saved file. Once selected, your template should
automatically upload. Please wait for the “Uploaded Successfully!” message as confirmation that the file was
successfully linked to your request. In order to complete a style upload into the Zappos catalog, ALL required

columns must be completed. If they are not completed, the submission will be closed with no action.

4 New Item Setup Upload *

VSSC DF _SCARF _2022-07-12_12 49 xlsm Browse... Uploaded Succassfully!

Fequired: Please complete all required/applicable columns prior to upload. Missing values will result in
a ticket rejection.



https://www.zappos.com/vendorresources/#a_19

Description: This is an optional field that can be used to communicate any special instructions, requests or

questions related to the upload request.

5 Description

Hi NIS Team! Thanks for your help with uwploading my new
styles!

Submitting the ticket request: Once you have filled in all required fields (Supplier, Due Date, New Item
Setup Upload) you must click the Submit button at the bottom of the page. Note this button will remain

disabled until the aforementioned fields are complete.

NSS Self Service
New Item Upload Track Submitted Items
1 Select Supplier * Notice Board:
Zappos Samp\e SuppHer v « [NEW] The SLEEPWEAR template is now replaced with

PAJAMAS to enhance the accuracy in capturing big, tall,
and petite sizing for Zappos customers.
2 Select Order Deadline Date *
= INEW] Ensure you are downloading new templates from
2024-01-12 @ Earliest available item setup completion date is 01/12. the NSS portal for each ticket; attributes change often.

« [NEW] Zappos appreciates your dedication in template
submissions! High demand may cause delays: consult
your buyer for ticket status updates.

New Item Setup requires 10 business days from ticket submission to complete your request. you

may not select a date sooner than 2 weeks from today. Keep in mind buyers will need 3-5 days to

create the PO, please select your date accordingly.

= [NEW] Join the New Item Setup office hours on the 1st
and 3rd Thursdays for VSSC for inquiries; encourage your
buyer to attend with you.

If you have an urgent sewp request, indicate s such in the description field along with the last possible setup date.
NIS will do their best to accommedate your request based on ticket volume.

3 Select Product Types

For a comprehensive VSSC Template walkthrough, review the following training materiais:
Product Setup Service (PSS) and VSSC Template Training Guide, VSSC Template Video
Walkthrough, VSSC Template Tips, Tricks, and FAQ

4 New Item Setup Upload *

Zappos Item SetUp SPRING 2024 1211 xlsm Browse.. |Uploaded Successfully! . . . .
Must click final submission

Required: Please complete all required/applicable columns prior to upload. Missing values will result in button to complete upload
aticket rejection. request.

5 Description
[fey NIS Team! Thanks for your nelp with setting up these new
styles

To inquire about or review the status of previous submissions, please visit the Track Submitted items tab above. — m
For a comprehensive NS5 walkthrough, review the following training materials

New ltem Setup Self-Se ining Guide, New ltem Setup Seff-Service (NSS) Video Walkthrough,

New Itam Setup Self Service (NSS) FAQ

Submission Confirmation: Upon a successful submission, a notification will appear indicating a

successful submission along with a submission ID and the previous data is still visible on the form for

reference. To create a new ticket, click on the “Reset all” button.

Ticket Created Successfully, Ticket 1D is: NIS_SELFSERVE_CORY-330 Reset All




For MTPA Uploads

MTPA uploads require multiple separate templates, however, you will not need a separate template for each product

type. The required templates include the New ltem Setup Upload template (aka MTPA template) and the Bulk
Description Upload template (aka PIPC Template). There is a third field for the Prop 65 template but this is only

required if the items contain Prop 65 chemicals. Examples of each template can be found below their respective field.

4 Bulk Description Upload *

Browse...

¥ pDownload xLs Template ¥ Download XLS Example

o New Item Setup Upload™: (Required) You should download a fresh MTPA template from NSS each time
you upload new products to ensure you have the most up-to-date template. The template is linked directly
below the upload field. Once all required columns have been completed (this includes column P for all
Footwear and Jewelry), click on Browse to select your saved file. Once selected, your template should
automatically upload. Please wait for the “Uploaded Successfully!” message as confirmation that the file was
successfully linked to your request. Note, in order to complete a style upload into the Zappos catalog, ALL
required columns must be completed. If they are not completed, the submission will be closed with no

action.

3 New Item Setup Upload *

guess womens NIS form updated 6.28.22 xlsx Browse... Uploaded Successfully!

(4 Download XLS Template (Y Download XLS Example

Required: Please complete all required/applicable columns prior to upload. Missing values will result in
a ticket rejection. *Footwear and Jewelry must complete column P - Item Packaging.*

o Bulk Description Upload™: (Required) This field works the same way as the New Item Setup Upload field
mentioned in the previous step and is used to upload the legally-required product information (aka PIPC.)
Note, in order to complete a style upload into the Zappos catalog, ALL required columns must be completed.
If they are not completed, the submission will be closed with no action. If you're new to filling out this form,

please see the additional points below:



o PIPC is inclusive of legally/FTC-required product attributes that our Product Description team needs

accurately write descriptions before inventory is actually received into the fulfillment center, resulting
in reduced time to site. To avoid delays in description writing and go-live, ALL fields must be filled
out for all styles within the FTC-required columns, except for fields that are not applicable to the
product. These fields include information such as materials, item measurements, etc. For additional
Product Information guidelines, please review the Guidelines tab within the PIPC form.

o This information is to be supplied for each product type (e.g. footwear, apparel, bags and luggage,
etc) on the corresponding tab that is located at the bottom of the Excel file. This file is submitted at

the same time you submit your new item setup request.

4 Bulk Description Upload *

FTC PIPC Form.xlsx Browse... Uploaded Successfully!

Y Download XLS Template Y pownload XLS Example

Required: Please complete all applicable FTC-Required columns prior to upload. Missing values will
result in a ticket rejection. If you do not know or have the information at this time, please enter the
values to the best of your knowledge. If the information provided changes after production, be sure to
send the updated information to your buyer who will request a description update on your hehalf.

e Prop 65 Upload: (Required for Prop 65 products) This field works the same way as the two previous

fields. This optional field is used to upload any Prop 65 data if applicable. If your items are do not contain

Prop 65 chemicals, no need to upload a file to that field.
o Description: This is an optional field that can be used to communicate any special instructions, requests or

questions related to the upload request.

6 Description

Hi MIS Team! Thanks for your help with uploading these new
styles!




« Submitting the ticket request: Once you have filled in all required fields (Supplier, Due Date, New Item
Setup Upload, Bulk Description Upload) you must click the Submit button at the bottom of the page. Note

this button will remain disabled until the aforementioned fields are complete.

NSS Self Service

itemUpload  Track Submitted iems

1 Select Supplier *

Zappos Sample Supplier

2 Select Order Deadline Date *

3 New Item Setup Upload *

updated 6.2822 s

(S

Jewelry must com

4 Bulk Description Upload *

FTCPIPG Form xisx Browse..  Uploaded Successiully

Must click final submission
button to complete the upload
request

o Submission Confirmation: Upon a successful submission, at notification will appear indicating a

successful submission along with a submission ID and the previous data is still visible on the form for

reference. To create a new ticket, click on the “Reset all” button.

Ticket Created Successfully, Ticket 1D is: NIS_SELFSERVE_CORY-330 Reset All




How to Track an NSS Submission

Once an item setup request is submitted through NSS, you are able to track the progress of your submission by

visiting the Track Submitted Items tab found near the top of the submission page.

NSS Self Service

New Item Upload Track submitted Items

1.Click on the “Track Submitted Items” tab on NSS application.
2. Select the supplier whose tickets you would like to retrieve.

3. Click on “Get tickets”.
4. You will now see a table with all tickets of the selected supplier as shown in the example below:

NSS Self Service

..........
Comments

oste *
uuuuu

2023 Zappos Sample Supplier

Ticket Status

Chat History

Anmol singh

Filter tickets from here

e Once the above screen is open, you will be able to view all tickets submitted for the supplier. If the NIS team

needs additional information related to a ticket, the ticket in question will be in the status “Need Info”. To

respond to NIS, the user can click on “Add Comments” and “Upload Files”.




o Selecting the “Add Comments” button will open a text box for you to leave a message for our NIS team. You
will also be able to see the comment history by selecting the “Show All Comments” button.

e Selecting the “Upload Files” button will allow the user to upload any additional files to the ticket in question
just like they did in the earlier steps.

o Selecting the “View Files” button will open a window for you to be able to view and download any files that
you've uploaded. Once you select the file from the dropdown, it should automatically download.

e In the upper, right-hand corner of the “Track Submitted Items” tab, you will see several filters which indicate
the various statuses of submitted tickets. These tabs can be used to help view/filter all tickets in a specific
status if needed. The default setting will return all tickets and sort the results by the most recently submitted
date.

Will | receive email confirmation/communication for my requests? Users will receive email communication
for successful ticket submissions and regarding the status updates and added comments on their tickets. Although a
supplier can be assigned to multiple users, only the actual requester (ticket owner or the user who created the ticket)
will receive email communications. The respective Buyer should also receive a copy of every email sent to the NSS

user for visibility. An example of an NSS email is shown below:

[.com ]

OWERED ), SERVICE

Zapposé

Hello Awesome Zappos Vendor,

\(/)Ve want to thank you for helping set up and submit your NIS spreadsheet. The status of your submission NIS_SELFSERVE_CORY-444 has been changed to
pen.

You can track your NIS submission status bz/ visiting the "New Item Setup" page. If there are styles listed under "Need Vendor Action" tab, please review the
comments for styles that need corrective action to be taken or need to be updated. (example shown below)

Your buyer has been copied on this correspondence and is always available to answer any questions and/or help if needed. Thank you again for helping with
this process. Your new items will be setup in our system shortly.

For further NSS training or assistance, contact the NIS team at
newitemsetup@zappos.com



