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Accessing K-Link
● Use the following link to access K-Link: 

link.kohls.com
○ Preferred Browser: Chrome 65 

● Sign in with your username and password
●  To register, click the “Click to Register” link.

Support:
● K-Link Access & Technology Support: Call us at 

262-703-1515
● K-Link Business & Resource Content Support: 

Use the Contact Us link on the K-Link dashboard 
or email us at k-link@kohls.com
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Dashboard Page
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K-Link Dashboard

❖ Quick reference to where groups 
are in item set-up process

❖ Quick access to Sales Reports, 
KP2s and VPS

❖ Find all resource content 
previously found in Kohl’s 
Connection

❖ User guide links, FAQs, Contact 
Us information and more

ReportsMerchant Groups

Resources Support & Training

The dashboard gives you quick access to important resources.
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Accessing Reports from the Top Navigation 
To view all accessible reports, click on the reports 
link in the top navigation, then click on the report 
you want to view. 
K-Link is a gateway for reporting but does not 
own any of the reports vendors have access to. 
Please work with your merchant team if you 
have any reporting related questions

Follow the links under 
each report type to access 
necessary reports.

You will be prompted to 
sign into the Qlik Portal to 
access your merchant 
reports.

Select and download 
multiple Paid Media, DVM 
and In-Store Media reports 
from the marketing 
analytics reports page. 
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Available Vendor Reports 
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Sales Performance
Weekly Business Summary - High level 
overview of business, including demand and 
verified sales and LY data. Drill down to 
subclass view.

Style Summary - Overview of demand sales 
and inventory data at the style level and 
below, including a best sellers recap. Drill 
down to SKU/size level.

Sales and Inventory reports are pulled from 
Kohl's Data Warehouse, providing vendors 
with key metrics specific to each vendor's 
product.

Logins and security questions contact: EOC 
at 262-703-1515. Request access to the MSI 
Vendor Portal application from the Identity 
Management Team.

General reporting questions reach out to your
merchant partners.

Unit Projections
The Unit Projection report is a tool that allows 
the user to forecast sales, receipts, inventory, 
and markdowns. In addition to forecasting, it 
also tracks the actual sales, receipts, and 
inventory during the season.

Once in K-Link, there are two views:
1. View Saved PA Recap – saved rollups
2. View PA Recap – individual PAs

Your merchant partners will need to enable your 
PAs on the portal for vendor users to have 
access and visibility. Contact your merchant 
partners for additional assistance.

Coming Soon
Upcoming enhancements will be made to KP2
regarding vendor view and access. Improved
functionality regarding printing, channel views,
missing content will be addressed in this 
update.

Vendor Performance Summary (VPS)
The Vendor Performance Summary (VPS) 
is designed to provide vendors visibility to 
financial plans and projections in an effort 
to drive business in a more collaborative 
fashion. The intention is to utilize the VPS 
to profitably drive business and to provide 
fiscal clarity at the vendor level. Vendors 
should be actively participating in 
conversations pre-season and in-season 
to maximize sales and profitability.

VPS Overview Report – financial 
overview tool

To View: Select Vendor Name to retrieve 
your VPS that has been uploaded by your 
merchant partners.

For assistance in accessing your VPS, 
reach out to your merchant partners.



Accessing Products from the Top Navigation
Merchant Groups 

To view all products that are 
flowing through K-Link, click 
the Products link in the top 
navigation, then select 
“Merchant Groups”.

Clicking on “Merchant 
Groups” will direct you to 
the Merchant Group 
page. All styles being 
worked on are organized 
into merchant groups.

You will only need to 
access this link if you do 
item set-up with Kohl’s.
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Accessing Products from the Top Navigation    
Style Dashboard 

To view products that are 
flowing through K-Link by 
style, click the Products link in 
the top navigation, then select 
“Styles”.

Clicking on “Styles” will 
direct you to the Style 
Dashboard page.

You can toggle between 
attribute and image 
timelines by selecting 
these icons:

Attributes
Images

To take action on the 
style, click the “Edit” 
button. 10



Accessing Resource Content from the Top Navigation 

To view all accessible 
resources, use the 
Resources link in the top 
navigation, or search by 
resources.

Click on a specific 
resource field to see all 
documentation available 
for that resource. 

Type the resource topic you 
are looking for into the 
search bar. The search will 
populate links related to that 
topic.
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Global Search

Products Search
Search for all Kohl’s products. Some fields may require 
you to enter the Department first to help narrow down 
the search.

Click the magnifying glass to 
search in K-Link.
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Notifications & Comments
Notifications
In the top right corner, you’ll see a notification bell with a number to indicate how many messages are unread. 
Clicking on the bell will set the number back to zero. Clicking into a notification will take you to the specific group.

Comments
Find comments from the Kohl’s team under the “Comments” tab. Click on the comment 
to view. Once a comment has been replied to, it will be removed from this list.

All Notifications
Under the “All” tab, a list of all notifications will appear. Click on the notification to 
review the merchant group or product-level comments. To remove all notifications, 
click “Mark All as Read”.

Updates
Find workflow updates on merchant groups under the “Updates” tab. Click on the 
update to review the merchant group.
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Editing Your Profile
To update your personal profile, click 
the “Profile” link under your user 
name by clicking the teal circle that 
has the first letter of your first name.

Remove vendors by hovering over the 
vendor name and clicking the “X”. If 
only one vendor is present, the vendor 
cannot be removed. 

Add vendors by clicking the “+ Add” 
button next to My Vendors. You will be 
prompted to enter in a PO and Vendor 
number.

Add or modify Packaging Capabilities by 
clicking the “Add/Modify” button. 

View current packaging capabilities by 
clicking the “View Capabilities” button. 
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Packaging Capabilities
To update your packaging capabilities, 
click the “Profile” link under your user 
name and then click on the 
“Add/Modify” button. 

Update Store Channel and Ecom 
Channel preferences. Click “Finish” 
when completed. 

Enter in Vendor, Department and 
Subclass information. Your choices 
will be based on the vendor 
dropdown choice, or combination of 
vendor and department. Click 
“Continue”. 

A green success message will 
appear when the packaging 
capabilities have been updated 
successfully. 
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Editing Your Email Preferences

Emails by Department
You can turn emails on or off for 
individual departments. When you 
turn on/off a department, it will also 
turn on/off emails for brands 
associated with that department.

All Emails
Use the “Receive Emails” toggle at the 
top left of the screen to turn all emails 
on or off. You’ll continue to receive 
notifications within the system, but will 
no longer receive any emails if this toggle 
is switched off.

You can easily turn emails on and 
off through the “Preferences” link 
under your user name by clicking 
the teal circle that has the first letter 
of your first name.

Emails by Brand
To narrow down emails to the specific 
brands you work on, use the toggle 
switch to turn on/off certain brands.
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Emails Sent from K-Link
You’ll receive emails to let you know when your work is ready 
in K-Link. The link in the email will take you directly to the 
group you need to work on.

Merchant group is 
ready for attribution

Merchant group is 
ready for images

Attributes are past due Images are past due

Images are approved

Kohl’s takes ownership 
of Merchant Group

Attributes are rejected

Styles have been added 

Colors are added to a 
style

Sizes are added to a 
style

Inventory needs to be 
loaded

Images are rejected

SKUs are in store only Merchant Group name 
changes

You’ll Receive Emails When ...

“Update Copy Request” 
comment sent Styles move to 

“Published Denied” 17



Merchant Group Landing Page
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Purpose
This page provides a list of merchant groups 
that are moving through K-Link. There are 
filtering capabilities to easily navigate to 
specific merchant groups. 

Merchant Group Landing Page

What is a Merchant Group?
A merchant group is an organizational tool to 
group styles together. The Kohl’s Item 
Production Specialists will be creating these 
groups, and will determine which styles will be 
grouped together. Most likely, organization will 
be based on buy or season, but will be up to 
each office to determine what works best for 
their area.

Naming Convention
The merchant group naming convention is as 
follows: Vendor Name_Dept Number_Name of 
Group. 

The Merchant Group Landing 
Page can be accessed via the 

Product link in the top 
navigation or from the 

Merchant Group section on the 
Dashboard Page.  
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Landing Page: Departments & Vendors

The number in parenthesis to the right of 
the department tells you the number of 
merchant groups in that department. 

Departments
In the top left corner, you’ll see a Departments 
section. Your view will default to the departments 
you work on, but you’ll have the opportunity to 
select “View All Departments” from the dropdown. 
Click “Update” and you’ll see all departments with 
merchant groups in the dropdown and in the list of 
merchant groups below. 

Brands 
To the right of the Departments dropdown, you’ll see 
a Brands section. Your view will be based on the 
department(s) that are selected, but you’ll have the 
opportunity to select “View All Brands” from the 
drop down. If you carry several brands, you’ll be 
able to select the brand you work on and view the 
merchant groups for that specific brand. Click 
“Update” to apply your changes.

Pro Tip:
Use the Department cartridge to 
narrow down the merchant 
groups that display on your 
screen. This will help you to 
navigate to specific groups and 
manage your workload easily.
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Landing Page: Assigned To, Status & Advanced Filters

Assigned To
To the right of the Brands 
dropdown, you’ll see a section 
for Assigned To. Your view will 
allow you to choose what user(s) 
assigned work you want to view. 
You also have the opportunity to 
click “Select All” from the 
dropdown.

Status
To the right of the Assigned 

To dropdown, you’ll see a 
section for Status. You can 

view all assets being 
worked on by all users in 
each status, and you can 

also click “Select All” to see 
all groups in all statuses. 

Advanced Filters
Clicking on the “Advanced Filters” 
button allows you to filter by 
Merchant Group Name, Attribute Due 
Date, Image Due Date and Class
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Landing Page: Merchant Group Name & Attribute Due Date Filters

Merchant Group Name
This field allows you to search by the 

name of a merchant group. When you 
start typing the name of the merchant 

group, it will auto populate the 
merchant group names that match.

Attribute Due Date
This field allows you to search attribute 

due date by a single date or range of 
dates. To search a single date, click on 
the same date twice. To search a range 

of dates, click the first and last dates 
you want to search for.
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Landing Page: Image Due Date & Class Filters

Image Due Date
This field allows you to search image 
due date by a single date or range of 
dates. To search a single date, click 
on the same date twice. To search a 

range of dates, click the first and last 
dates you want to search for.

Class
This field allows you to search by 
class. To use this dropdown, you 

must first select a department 
number from the first row of 

dropdowns. 
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Landing Page: Merchant Group Report & Product Launch Column

Product Launch
This column shows the date the item 
is expected to go live on Kohls.com. 

By clicking on the header, you can 
sort the groups to see which groups 

launch soonest.

Merchant Group Report
Click on the three vertical dots before the 

date to download the merchant group 
information into Excel. It provides 

merchant group details such as VSNs, 
SKUs, UPCs, NRF Size & Color, CPs, 

Display Color, Class, Subclass and more.
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Landing Page: Merchant Groups & Assigned To Columns

Assigned To
This column displays the name of the 

person that’s working on the group. When 
“Assigned To” says “Not Assigned”, it 

means no one has begun working on that 
group. Clicking “edit” will automatically 

assign the group to you.  

Merchant Groups
This column displays the name of the 

merchant group. Past this column, the 
merchant group is split into two 

sections: the top line is for attribution 
and the bottom line is for images.
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Landing Page: Due Date Column

Due Date
This column designates a due date for 

the attribution piece of the merchant 
group, and a separate due date for the 

image piece of the merchant group. Click 
the carrot to sort by due date. 

Item Production Specialists will set 
the due date for vendors. The 
attribution due date will depend on 
when the PO needs to be written. 
Images may have a longer due date, 
depending on area of business.

Item Production has a set due date 
for approval or rejection of copy 
attribution. You will receive 
notification if attributes have been 
rejected. Attributes will need to be 
updated before a PO can be written.

Digital Merchandising will complete site 
attribution. Once the merchant group is 
complete, Item Production will ensure 
items are live before inventory is 
available.

Pro Tip:
Make sure to complete attribution prior to the due date to ensure a 
timely PO. Upload images or send samples prior to the due date to 
ensure that items are on Kohls.com when inventory is available.
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Landing Page: Status Column

Status
This column provides insight into where 

the merchant group is in the set-up 
process. As a vendor, you will see eight 

possible statuses throughout the 
progression of the merchant group. 

New
Work has not 
begun on this 
merchant group.

In Progress
You or a coworker 
have begun attribution 
or uploading images, 
but have not submitted 
the styles to Kohl’s.

Ready to Submit
Attribution and/or images are 
complete but haven’t been 
submitted to Kohl’s.

Submitted
Attribution and/or 
images are complete 
and have been 
submitted to Kohl’s for 
approval.

Approved
Attribution and/or 
images have been 
approved by Kohl’s.

Rejected
Attribution and/or 
images have been 
rejected by Kohl’s 
and are back in your 
queue for updating.

Complete
Merchant Group 
attribution and images 
are complete.

Publish Denied
An item has been rejected by 
Kohl’s during the publish 
process and the attribution and 
images are back in your queue 
for updating.
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Accessing Merchant Groups
To access your merchant 
group, click the “edit” button 
next to merchant group 
statuses. You have the option 
of editing either attributes (top 
line) or images (bottom line).

If you see a “view” button, it means that 
the group is either being worked on by 
one of your coworkers, or is with Kohl’s. 
Clicking on the view button will give you 
view access to attributes or images.

If a coworker has claimed the group, you 
can take ownership as long as they are not 
actively working on the group. Clicking on 
the “Take Ownership” link below the user’s 
name will prompt a warning message.

If a Kohl’s Associate is 
working on a group, you 
will not be able to take 
ownership of the group.
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Style Landing Page
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Click view or edit to be routed to the 
merchant group page where this style lives

Add filters to narrow down search (same as 
merchant groups)

Purpose
This page provides a list of styles that are moving 
through K-Link. There are filtering capabilities to 
easily navigate to specific styles. 

Style Landing Page
The Style Landing Page can be 
accessed via the Product link in the 
top navigation or from the Merchant 
Group section on the Dashboard 
Page.  

Defaults to the attribute timeline, assigned 
to, due date & status

Can toggle to image timeline by selecting 
the image icon
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Copy Attribution
Provide customer-facing attributes for K-Link 
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Clicking on the “edit” button for 
attributes on your merchant 
group page takes you to the 
vendor style screen. All styles 
living within this merchant 
group appear on this page.

Selecting a Specific Product

Select a specific product from the dropdown. 
This will narrow down the number of  
attributes shown on the following pages.

After specific product has been chosen 
for all styles, click “Save Changes”. 
You will not be able to proceed with 
attribution until you save.

“No Value” will be the default 
for the Specific Product field. If 
you do not change the 
Specific Product, you will see 
a broad list of required 
attribution based on the PDP 
Category.

You can mass update the Specific Product by selecting the 
checkmarks on the left. Fill in the correct Specific Product 
for the first style and it will apply to all selected rows.
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After a Specific Product is 
chosen, attribution for the 
styles can be completed. 
There are four different ways 
to attribute a style.

Entering Copy Attribution
Attribution, Four Ways

Single Style Edit
Enter attributes one 
style at a time by 
clicking the vendor style 
number.

Mass Update
Enter information once for all 
common attributes across 
styles. Click only the styles you 
want, or click the checkbox by 
Vendor Style to select all, then 
click “Mass Update”.

Grid Edit View
Enter all attribution for all 
styles within the merchant 
group by clicking the 
“Attribute Grid View” 
button.

Export to Excel
Click “Export Attributes” 
to export an Excel 
attribution sheet. This 
button can be found on 
the style list screen or it 
can be accessed in 
Attribute Grid View. Fill 
out the attributes, save 
the sheet, then click 
“Import Attributes” to 
import the attributes 
back into K-Link.
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Clicking on the vendor style 
number on your style list 
screen allows you to fill in all 
attribution for a single vendor 
style. 

Copy Attribution: Single Style Edit

All attribution is required.

Please choose or write “No Value” for 
any attribute that does not apply to 
your product.

Attribution fields are either 
freeform text boxes, dropdowns 
or multi-select dropdowns.

Once attribution has been filled out, click the “Finish” 
button at the top of the screen. If you missed an 
attribute, a red box will appear around the missed 
attribute(s).

Click “Save” at the top right to save your work. A 
message will appear noting that the work entered was 
saved. 

Pro Tip:
Utilize typeahead functionality for dropdown 
and multi-select dropdown fields.
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Selecting the “Mass Update” 
button allows you to mass 
update common attributes 
across styles. 

Copy Attribution: Mass Edit

Some or all attribution can be 
filled in during Mass Update. 
Click “Save”, then the “X” to 
return to the style screen.

Attribution fields are either 
freeform text boxes, dropdowns 
or multi-select dropdowns. If an 
attribute doesn’t apply to your 
product, select or type in “No 
Value”.

If you choose to fill out all attributes, click the “Finish” button at 
the top of the screen when you’re done. If you missed an 
attribute, a red box will appear around the missed attribute(s).

Only attributes that are the same 
across the selected styles will 
appear on this page.
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Selecting the “Attribute Grid View” 
button on the style list screen lets you fill 
out all attribution for all styles within the 
merchant group. Once complete, the 
status changes to “Ready to Submit”.

Copy Attribution: Grid Edit View
Some or all attribution can be 
filled in during Grid Edit View. All 
attributes will be required before 
submitting to Kohl’s. 

Attribution fields are either 
freeform text boxes, 
dropdowns or multi-select 
dropdowns. If an attribute 
doesn’t apply to your product, 
select or type in “No Value”.

To update multiple 
styles in Grid Edit at 
once, click the style 
lines that need 
updating or click the 
checkbox next to 
Vendor Style to select 
all. The lines chosen 
will highlight in pink. 
Any update made to 
one line will populate 
on all lines selected. 
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Copy Attribution: Grid Edit View Cont’d
Once attribution has been filled out, click the 
“Save” button at the bottom of the screen. This 
will save your work. Click on the Merchant 
Group Name at the top left, or the “X” in the top 
right, to return to your style list screen.

If you decide you’d rather export the information on 
this page to Excel, you can click the “Export 
Attributes” button from this page. Follow the steps 
on the next two pages, then click “Import 
Attributes” to pull the information back into K-Link.
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Selecting the “Export Attributes” 
button on the style list screen or in 
Grid View exports a Vendor Style 
Attribute spreadsheet. An xlsm file 
will be downloaded to your 
computer. 

Copy Attribution: Export to Excel

Complete attribution in the yellow 
highlighted fields. Fields in gray 
are locked and cannot be 
updated. 

Please choose or write “No Value” for any 
attribute that does not apply to your product.

If you filled out attribution in 
Single Style Edit, Mass Update or 
Grid View Edit, and then export 
to Excel, the values will appear in 
the exported spreadsheet. 

Once attribution has been filled out, save the 
document to load back into K-Link.
 

Attribution fields are either 
freeform text boxes, dropdowns 
or multi-select dropdowns.
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Selecting the “Import Attributes” 
button on the style list screen 
opens a window to select the 
completed Vendor Style Attribute 
file. Browse your computer for 
the sheet you want to upload, 
then select “Open”.

Copy Attribution: Export to Excel Cont’d
The Grid Edit View screen will appear. 
Review and make any updates to 
attributes here.  

If the xlsm sheet selected is not filled 
out completely, a warning message will 
appear notifying you of how many 
attributes are still missing. A red box will 
appear around the missed attribute(s). 
You do not need to fill out all attribution 
to import the spreadsheet back into 
K-Link.

After the xlsm sheet is loaded, a success 
message will appear. Click “Continue” to 
exit the screen. 

A pop up window will appear and a warning 
message will display. Click “Continue” to 
import the attributes from the xlsm sheet.
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Copy Attribution: Export to Excel Cont’d
A warning message will appear if there was an 
issue with the import. No attributes will be 
imported if an error message appears.  

To prevent errors upon import, only import the 
Vendor Style Attribute sheet that was exported 
out of the merchant group in K-Link. The sheet 
should also be loaded back into K-Link on the 
same day as it was downloaded. 

A pop up window will appear and a warning 
message will display. Click “Dismiss” to return 
to the previous page. 

Import issues would occur if the Excel sheet 
imported is the wrong file type, or if the sheet 
imported does not match the sheet exported 
from K-Link.  

Review the xslm sheet being uploaded, and 
reload from the Merchant Group Page or Grid 
Edit View page. 

40

After the file is loaded into K-Link, you will be 
routed to Grid View, where you can review 
styles. 

Select all completed styles and hit SAVE. This 
will change the status to Ready to Submit if all 
required attributes are filled out. 



Copy Attribution: Sustainability Attributes
There are four attribute groups for Kohl’s 
Sustainability Initiative, each with its own 
matching icon. (Sustainably Sourced, Cleaner 
Solutions, Organic, Water Conscious)

For each attribute group, Kohl’s requires a 
third-party certification and substantiating 
information on what makes the product 
sustainable.

You will provide this information as part of the 
standard vendor style attribution process in 
K-Link.
 

When all of this information is provided, your 
products will include an icon matching the 
applicable attribute group on the Product Detail 
Page. 
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Copy Attribution: Sustainability Definitions & Certifications

Attribute: “Contains recycled polyester” 

Mandatory Certifications:
All supply chain actors must be certified. 
Global Recycle Standard (GRS) is 
preferred, but Recycled Claim Standard 
(RCS) is acceptable. 

If using Repreve, vendor is responsible for 
managing the certification. 

Minimum Content:
For a garment to be labeled or marketed as 
using recycled polyester the garment must 
have 20% or more recycled poly content 
(excluding trims & accessories).

If the polyester portion of the garment is 
lower than 20%, 100% of the polyester 
must be recycled.

Attribute: “Supports more 
sustainable cotton farming” 

Mandatory Certifications:
Refers to BCI (Better Cotton 
Initiative). Vendor must confirm they 
have the BCI credits needed.

 Attribute: “Contains recycled cotton” 

Mandatory Certifications:
All supply chain actors must be certified. 
Global Recycle Standard (GRS) is 
preferred, but Recycled Claim Standard 
(RCS) is acceptable.

Minimum Content:
For a garment to be labeled or marketed 
as using recycled cotton, the garment 
must have 5% or more cotton content 
(excluding trims & accessories).
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Copy Attribution: Sustainability Definitions & Certifications

Attribute: “MADE IN GREEN by 
OEKO-TEX®”

Mandatory Certifications:
Product must be MADE IN GREEN 
certified.

Attribute: “STANDARD 100 by 
OEKO-TEX®”

Mandatory Certifications:
Product must be STANDARD 100 
certified.
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https://www.oeko-tex.com/en/our-standards/standard-100-by-oeko-tex?utm_source=Google&utm_medium=SearchAd2utm_campaign=ST100&gclid=EAIaIQobChMIiJ7ZzeH86QIVAo-GCh2ZTgPSEAAYASAAEgLRUvD_BwE


Copy Attribution: Sustainability Definitions & Certifications

Attribute: “Contains organically 
grown cotton” 

Mandatory Certifications:
Organic cotton certification tracks 
identity and use of organic cotton 
through a series of certificates:

Farm certificate – ensures 
cotton produced meets 
organic farming standards
Scope certificate – ensures 

company/ supply chain actor is 
qualified to produce organic cotton

Transaction certificate – 
tracks organic cotton passed 
from one actor to another

Minimum Content:
Less than 95% organic content – 
OCS certification

Attribute: “Organic cotton” 

Mandatory Certifications:
Organic cotton certification tracks 
identity and use of organic cotton 
through a series of certificates:

Farm certificate – ensures 
cotton produced meets 
organic farming standards
Scope certificate – ensures 

company/ supply chain actor is 
qualified to produce organic cotton

Transaction certificate – 
tracks organic cotton passed 
from one actor to another

Minimum Content:
95%+ organic content - GOTS 
certification
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Copy Attribution: Sustainability Definitions & Certifications

Attribute: “Water-saving process” 

Mandatory Certifications:
EIM Score or equivalent

Requirements:
Must be produced using ≤35L of water

45



Merchant Group Page Status

Once all attribution has been 
completed for the styles, the 
status will change from “In 
Progress” to “Ready to Submit”. 
Select the checkboxes next to the 
styles, then click “Submit”. 

Submitting Attribution to Kohl’s

If a style is still in “In Progress” 
status, you will not be able to 
submit that style to Kohl’s. Please 
make sure all styles are in “Ready to 
Submit” before submitting to 
Kohl’s. Once submitted, Kohl’s will review 

the attribution. If any attributes are 
rejected, the merchant group will 
be sent back to your queue and 
you will receive an email from the 
system to notify you of the 
rejection.

If you’d like to leave a comment for 
Kohl’s, you can do so by hovering 
between the status column and the 
attribution icon. A comment box will 
appear. Click on the comment box 
to leave a comment prior to 
submitting the styles.

Once styles have been 
successfully submitted, the status 
on the Merchant Group page will 
change to “Submitted”.
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Kohl’s may reject attribution if it 
appears incorrect. You’ll be 
notified of the rejected merchant 
group, and will have the 
opportunity to correct the 
attribution & re-submit to Kohl’s.

Rejected Attribution

From the style screen, click on the 
orange comment to the right of the 
status to see notes from the Kohl’s 
team. Rejected attributes will be 
highlighted in red.

Once attribution has been 
updated, the status will change to 
“Ready to Submit” and you will be 
able to submit attribution back to 
Kohl’s. Once submitted, the 
status will change to “Submitted”.

Use Single Style Edit, Mass Update, 
Grid Edit View or export to Excel to 
make changes to the attribute(s).

If not all styles are rejected, the 
Merchant Group page will display 
the group as “In Progress”.

If all styles are rejected, the 
Merchant Group page will 
display the group as “Rejected”.

Merchant Group Page Status
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Packaging Capabilities

48



Packaging Capabilities: Style Attribution
Single Style Edit
From the Add 
Attributes for 
Vendor Style page, 
click to expand the 
Packaging section. 

All packaging capabilities that have been set up for 
the vendor/department/subclass will display.

Select packaging capability after completing 
copy attribution. As with copy attribution, there 
are four different ways to attribute a style for 
packing information.

Toggle off any 
capability that is 
not applicable to 
the style.

Preset data collected from the vendor profile page will 
populate for all the capabilities. You are able to 
override any default values that are displayed.

Click ‘’Learn 
More” to open a 
modal that details 
the various pack 
types.

Mass Update
Click the checkbox by Vendor Style to update 
packaging information that applies to all.

Grid Edit View
Scroll to the far right to view and complete packaging 
attributes. Click the style lines that need updating or click 
the checkbox next to Vendor Style to select all. Any 
update made to one line will populate on all lines selected.

Export to Excel
Packaging attributes can be found to the right of the 
Specific Product Type column.
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Packaging Capabilities: SKU Attribution
Select packaging capabilities at a SKU level for ECom 
Channel (Bulk/Bulk Case) and Consumer Dimensions.

All ECom Channel (Bulk/Bulk Case) information entered at the style 
level will be cascaded to the individual SKUs. If you go back to the 
style level and change the packaging information, it will override the 
SKU level data.

Click “Finish” 
when completed. 

Update a single SKU or mass update packaging for all SKUs selected.

Values less than or equal to 0 will not be accepted.

Kohl’s Tip:
Use the Logistics link under Resources in the top navigation to 
view the Guidelines for Consumer Package Dimensions document, 
which provides support on how to measure appropriately.
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Image Upload/Samples Sent
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If you send samples to Kohl’s for the product 
page, you can continue to do so with K-Link 
by toggling on the Samples Sent indicator.

Sample Indicator in K-Link

Style Level Samples
If you are sending samples for all colors for one 
style, click the “All style’s sample sent” toggle to 
orange. Leave a comment at the style line to 
indicate the tracking number and date you are 
sending the sample to Kohl’s.

IMPORTANT!
The toggle is only to be used for samples that need 
to be shot at our studio for Kohls.com product pages 
(ecomm imagery). Please do not use this toggle to 
indicate that you’re sending ad samples. We are not 
tracking ad samples in K-Link at this time.

Customer Choice Level Samples
If you are sending certain colors for a particular style, select the “Samples Sent” toggle 
next to the color that you’ll be sending. Leave a comment at the color line to indicate 
the tracking number and date you are sending the sample to Kohl’s.
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Follow the below naming 
conventions to upload images to 
K-Link. 

Image Upload: Naming Convention

Style with One Color
Simply name your image by the vendor 
style number. If you have multiple 
images for a style, put an underscore 
after the style number, then add “main”, 
“alt”, “side”, “back”, etc. to describe the 
image. Ex. 1234_alt.jpg

Style with Multiple Colors
Images need to display at a color 
line to submit to Kohl’s. To place 
images automatically at the color 
line, name images as vendor style 
number_vendor color. You can add 
more underscores with “alt”, “side”, 
“back”, etc. to further describe the 
image. 
Ex. 1234_White_back view.jpg

The system will automatically add 
the vendor name & department 
number to the vendor style number, 
and the image will auto-feed to the 
color line if there is only one color 
for that style.
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Clicking on the “edit” button for the image 
line on your merchant group page takes 
you to the image upload screen. All styles 
living within this merchant group appear 
on this page.

Uploading Images

Mass Upload
Click the orange “+” button to upload images for 
multiple styles in your group. There is no limit to 
the number of images you can upload. If you have 
multiple colors per style, name images by vendor 
style_vendor color so the system will 
automatically assign the image to the appropriate 
color choice.

Kohl’s Tip:
Click the orange “+” button to view the Image 
Specifications link, which includes naming 
convention, size requirements and more!

Single Style & CC Upload
Clicking on the “Add Image” placeholder next to a 
style or customer choice allows you to upload 
images for that style or color. If you upload at a 
style level, and your style has multiple colors, you’ll 
either need to add the vendor color to the image 
name, or manually move the images to the CC line.
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Click the image place holder or the orange “+” 
button to upload one or multiple images for one 
or more styles in the merchant group. 

Uploading Images Cont’d
Browse your computer for 
the image(s) you want to 
upload, then select “Open”.

When successfully uploaded, a green checkmark 
will appear. You now have the option to click “Done” 
or select the orange “+” button to add more images.

The system will check the image name and file 
specifications. If the image doesn’t meet the 
requirements, an error message will appear. Verify the 
image and try again.

For styles with multiple colors, the thumbnails 
will appear next to the color choice if the image 
name has the vendor color.

For styles with one color, the thumbnail will 
automatically route to the color choice under 
that style. 
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For styles with multiple colors, a due 
date will populate below the NRF Color 
name if the customer choice is new.

Uploading Images Cont’d
Click on the thumbnail 
to open a modal for a 
larger preview of the 
uploaded image.

No due date will populate for existing 
customer choices.

You do not need to upload images for 
existing customer choices unless additional 
images are needed beyond what was 
previously uploaded.
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If images with multiple colors 
were uploaded without the 
vendor color in the filename, they 
will populate at a style level and 
will need to be moved manually 
to the corresponding customer 
choice.

Image Upload: Moving Images

Hover over the images sitting at a 
style level. Click on the orange 
checkbox in the top left corner of the 
image(s) to select.

Click the orange arrow next to the color 
choice box to move the selected 
image(s) to that color. 

All colors must be moved to their color 
choices before submission, or an error 
message will appear and images will not 
be submitted. 

If there are multiple images for a color, 
you can select all images at one time.
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Once images for all styles in the 
merchant group have been correctly 
uploaded and assigned to their color 
choice, click the “Submit” button to 
send the images to Kohl’s.

Submitting Images to Kohl’s

If you sent samples for ecomm, 
make sure the sample toggle is 
activated before clicking “Submit”.

After you click “Submit”, a confirmation box will appear. Once 
you click “OK”, the images will flow to Kohl’s, and the status will 
change to “Submitted” on both the style screen and the 
merchant group screen.

An image count displays the number 
of images that have been uploaded 
for that style or CC.

If you want to leave a comment, 
click the comment bubble at the end 
of a style or CC line prior to 
submitting to Kohl’s. 

Due dates appear at the style & CC 
level. If colors have different delivery 
dates, they can be submitted at 
different times but must be 
submitted prior to the due date.
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Kohl’s may reject images if they 
don’t meet requirements. You’ll be 
notified of the rejected style & will 
have the opportunity to correct & 
re-submit images to Kohl’s.

Rejected Images

Delete or reload rejected images. 
All CC’s that had a rejected image 
should be reloaded unless it was 
noted as not needed by the Kohl’s 
team. 

Click on the orange comment to the 
right of the status to see any additional 
notes from the Kohl’s team.

Hover over rejected images to see 
the rejection note left by the Kohl’s 
team. 

Images with a red border and bell 
are rejected.

Loading an image with the same 
name as the rejected image will 
replace the rejected image. 

If one or all images are rejected, 
the Merchant Group page will 
display the group as “Rejected”.

Merchant Group Page Status
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If an image is rejected and is 
needed by Kohl’s, a new image 
will need to be loaded and 
submitted back to Kohl’s.

Reloading Images

After all images are reloaded to 
their correct CC, click “Submit” to 
submit the new images to Kohl’s.
The Merchant Group status will 
change to “Submitted”.   

When images are reloaded to a 
style, the style status will change 
from “Rejected” to “In Progress”. 

Reloaded images should be updated 
per the Kohl’s feedback. The same 
image that was rejected should not 
be reloaded. 

Click on the Mass, Style, or CC 
upload options to reload the rejected 
image(s).  
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Asset Maintenance 
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Marketing Image
● Please do not use this workflow as images are not routed to Kohl’s

Asset Maintenance

Kohls.com Image
● Image additions or updates for legacy styles that are live on 

kohls.com
○ All Legacy styles were created prior to K-Link and do not 

belong to a Merchant Group
○ For styles that belong to a Merchant Group, please upload 

images through the corresponding group
 Video

● Product videos intended for use on kohls.com product pages

To add images for styles 
created prior to K-Link, 
videos or any product page 
or upload images for 
Marketing, click on the 
Product link in the top 
navigation, then click on 
Asset Maintenance.

Which Type of Asset to Load
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To Load an Image you will need 
department number, Vendor Name & 
Vendor Style Number(s)

Kohls.com Image

Separate each style number with a 
comma

Select the Kohls.com Image Icon on the 
Landing Page 

Load multiple style numbers at once for 
same department/vendor combo

Image additions or updates 
for legacy styles that are 
live on kohls.com
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Kohls.com Image Continued
The system will automatically validate the style number 

You will receive this error message if the style number is inaccurate, or does not match the department number 
provided. To resolve, enter an accurate style number for the department/vendor combo. 

You will receive this error message if the style number is inaccurate, or does not match the department number 
provided. To resolve, enter an accurate style number for the department/vendor combo. 
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Kohls.com Image Continued
● To add your images, select the pink + on the right
● All images will need to meet Kohl’s standard image requirements
● Image files must use the following naming conventions:

○ Single color examples:
■ Style123.jpg
■ Style123_ALT.tif
■ Style123_ALT2.jpg
■ Style123_ALT3.tif

● Images must use the sRGB or Adobe RGB color space.
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Loading Images Continued 
● Once images are loaded, they will 

automatically flow to the style 
number

● If you only have one color per style, 
the image will automatically flow to 
the customer choice level

● If you have multiple colors per style 
and add the color to the file name 
(style1234_blue), the image will flow 
down to the correct customer choice 
level

● If loading an image to a style with 
multiple colors that do not have the 
color in the file name, images will 
need to manually be moved down to 
the correct customer choice 
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Adding CP’s and Submitting to Kohls
All styles must have a CP prior to submitting back to Kohl’s. A CP is a number unique to your product page, built into the URL 
and connects to Kohl’s systems. If you do not know how to find your CP, follow the steps below to obtain. 

1. Go to Kohls.com, then use the search bar to look up your product.

2. Once you locate your product, click on the product to get to the 
product page.

3. In the URL, the number directly after “www.kohls.com/product/prd-” 
will be your CP ID. EXAMPLE - CP ID is 3243768

4. If your product is a collection of products, you will see a lowercase “c” 
before the string of numbers. EXAMPLE - Collection ID is c135968

68



Adding CP’s and Submitting to Kohls

● Enter the located CP or Collection ID in the 
blank field to the right of the image

● If the same image needs to be updated for 
multiple product pages, you will need to obtain 
a CP for each product page you want this 
image to flow to

● If you are unable to find your product(s) online, 
please work with the merchant buying team to 
obtain CP ID(s)/Collection ID(s)

● Steps on how to find a CP are also located in 
K-Link, to the left of the pink + 

● After images are loaded and CP’s are added, 
you can hit Submit. If all CP’s are validated, you 
will get an Upload Successful message
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Troubleshooting Image Issues
If images do not meet Kohl’s requirements you will get an error message: 

If the image does not have the correct naming convention, you will get the below error message:  
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Kohls.com Image Continued

Click “Done” once you’ve finished uploading images. After uploading 
images, you’re able to change the department-vendor combination and 
upload additional images in the same session.

A green checkmark will display when uploaded successfully. 

A link will appear if a style exists in a merchant group. When clicked, the 
link opens a new browser tab with the respective merchant group’s style 
list page where you can upload images.

If the style doesn’t exist in our system, a red error message will display.

Browse your computer & select one or 
multiple images to upload. You may 
upload multiple images together for 
different styles. Click “Open”.
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Video
Product videos intended for 
use on kohls.com product 
pages

1. Select the Video Icon on the Landing 
Page 

a. To Load a Video you will need:

i. Department Number

ii. Vendor Name

iii. CP ID(s)

b. Load multiple CP ID’s at 
once for same 
department/vendor combo

c. Separate each CP ID with a 
comma

d. Click on “How to Find CP ID” 
if you have questions on how 
to get this information 

e. Click Next to upload video 72



Video Load
Upload the video from your computer

Video file names do not need to match a 
style number

All videos must meet Kohl’s size 
requirements

Once the video is selected hit “done” to 
upload

If the video meets the size requirements, 
you will get a message with a green check 
mark

Hit “done” to submit to Kohl’s 

You will get an Upload Successful 
message, indicating Kohl’s has received 
the video
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Marketing Images
There is now a place for Marketing Images to be submitted in K-Link. This new functionality will be rolled 
out over time. Your Merchant and Marketing partners will be reaching out to each vendor over time to 
start leveraging that capability. 
Please do not use this functionality until you have been given clearance by Merchants or Marketing 
Teams

Product Images or Lifestyle Images intended for use in all other Kohl’s 
Marketing channels. Load Logos, Illustrations & PDFs. Any images for 
Kohls.com should be added in via Merchant Group or Ad Hoc (Kohls.com 
Image) method

Select the Marketing Image Icon on the Landing Page 

There are two Categories of Marketing Images to Load:

● Lifestyle: Any environment shot intended for 
marketing 

● Product: Any other imagery, logos or PDF 
intended for marketing
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Marketing Lifestyle Images
● Used to load lifestyle imagery for 

marketing or other areas outside of 
Kohls.com

● Select “Lifestyle” as the category
● Fill in Vendor, Brand and Season the 

image should be used for. Then hit Next
● Screen will appear to load images. 

Please note image size requirements and 
file types (JPEG, TIFF, PDF, etc)

● Additional size/image requirements can 
be found under the resource section of 
K-Link

● If image meets the minimum size 
requirement, you will get an upload 
successful message
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Marketing Product Images
Used to load any other image 
or file for use outside of 
Kohls.com

● Used to load any other image or file for use 
outside of Kohls.com

● Select “Product” as the category
● Fill in the below information for the image. Then 

hit Next
○ Department
○ Vendor
○ Vender Style(s)

■ Can add multiple, separated 
by commas

○ Brand
○ Season

● Screen will appear to load images. Please note 
image size requirements and file endings

● Additional size/image requirements can be found 
under the resource section of K-Link

● If image meets the minimum size requirement, 
you will get an upload successful message
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K-Link Global Search
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Maintenance: Global Search Tool

Click the “x” in the top right corner to 
exit the Global Search tool. 

Click the “Search” button to conduct 
the search. Click “Clear All” to clear 
all data entered into the fields. 

Search by any field to perform 
maintenance tasks outside of a 
merchant group. 

To search for specific Vendor 
Styles, SKUs and more, click 
the magnifying glass next to 
the notification bell. You can 
search for products under the 
Products tab.
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Maintenance: Search Tool Filters

SKU
Free form text field. Search for 
multiple SKUs separated by spaces.

Vendor 
Choose your vendor name from the 
dropdown. This will allow you to 
filter by brand.

Brand
Choose a brand from the dropdown. 
Your choice will be based on the 
department or department & vendor 
combination that has been selected. 

Department
Choose a department from the 
dropdown. This dropdown will 
populate the vendor, brand and 
class dropdowns. 

Vendor Style #
Free form text field. Search for multiple 
styles separated by spaces. Department 
needs to be selected for this field to edited.

CP or Collection ID
Free form text field. Search for 
multiple CPs or Collections separated 
by spaces.
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Maintenance: Search Tool Filters

Sub-Class
Choose a sub-class from the 
dropdown. Your choice will be based 
on the class that has been selected.

Merchant Group
Free form text field. You will need 
to type the exact merchant group 
name for results.

Class
Choose a class from the dropdown. Your 
choice will be based on the department, 
or combination of department, vendor 
and brand that has been selected. This 
populates sub-class.

UPC 
Free form text field. Search for 
multiple UPCs separated by spaces.

Group Code
Free form text field. Search for group 
code here. This field becomes available 
based on department selection.

Kohls Style ID
Free form text field. Search for 
multiple styles separated by spaces.
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Maintenance: Search Tool Filters

Category (P2)
Choose a P2 from the dropdown. 
This populates the P3 dropdown.

Product (P3)
Choose a P3 from the dropdown. 

Department (P1)
Choose a P1 from the dropdown. 
This populates the P2 dropdown.

View By
This option allows you to 
choose how to view the 
results. If you have a 
Vendor Style # and want to 
see the SKUs attached, 
type in the VSN, then view 
by SKU in this field. 81



Log In
● Log into K-Link using your Kohl’s-provided username and password.

Attribution
● Find the merchant group you need to access.
● Click the “edit” button for the attribution line of the merchant group.
● Select a Specific Product from the dropdown. This will narrow down the number of 

attributes shown on the following pages. 
● Click “Save Changes” .
● Single Style Edit

○ Click on the vendor style number to enter attribution about that particular 
style. Fill in all attribution, then click “Save” or “Finish” at the top of the 
screen.

○ If you click “Finish” but haven’t filled in all attributes, a red box will appear 
around the missed attribute(s). Fill out the highlighted attributes. 

● Mass Update
○ Select the styles you want to mass edit, then click the “Mass Update” 

button. This view displays only common attributes across the selected 
styles.

○ Fill in as many or as few attributes that have common values.
○ Once attribution has been filled out, click the “Finish” button at the top of 

the screen. If you missed an attribute, a red box will appear around the 
missed attribute(s). You can “Save” if you’ve filled out everything that you 
wish to fill out.

● Grid Edit View
○ Click the “Attribute Grid View” button.
○ Fill in attribution for all styles. You can tab across each style or select 

multiple styles and mass update. Once all attribution is complete, hit the 
“Save Changes” button to return to the style list page. 

Step-By-Step Guide
● Export/Import

○ Click the “Export Attributes” button to export a Vendor Style Attribute 
spreadsheet. 

○ Fill in attribution in the yellow highlighted fields and save the spreadsheet when 
finished. Any previously completed attribution will export into the spreadsheet 
and does not need to be completed again.

○ Click the “Import Attributes” button to import the Vendor Style Attribute 
spreadsheet back into K-Link.

○ Upload the XLSM or XSLX formatted spreadsheet
○ Click Continue to upload the sheet, and then again to review the attributes in 

Grid View. 
○ Click “Save Changes” to return to the style list screen. 

● All attribution is required. The status will not change to “Ready to Submit” until all 
attribution has been filled out. 

● Use the uppermost checkbox to select all styles, then click “Submit” to send the styles to 
Kohl’s.

Packaging Capabilities
● Find the merchant group you need to access.
● Click the “edit” button for the attribution line of the merchant group.
● Style Attribution

○ As with copy attribution, there are four different ways to attribute a style for 
packaging information.

○ Preset data collected from the vendor profile page will populate for all the 
capabilities. This data can be overwritten.

● SKU Attribution
○ Select packaging capabilities at a SKU level for ECom Channel (Bulk/Bulk 

Case) and Consumer Dimensions.
○ Changes made at the style level to ECom packaging attribution will override 

SKU level data.
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Images
● Find the merchant group you need to access.
● Click the “edit” button for the image line of the merchant group.
● If you need to view image specifications before uploading, click the Image 

Specifications link within the “Upload Images” button.
● Images should be named by Vendor Style. If there are multiple colors, the name 

should be Vendor Style_Vendor Color. If you have alternate images for a style, use 
the underscore color/alt naming convention listed in the Image Specifications doc. 

● Image Upload: Mass Upload
○ Ensure images are named Vendor Style_Vendor Color 
○ Click the orange “+” button at the top right corner to mass load for all 

styles 
○ Click the “Browse” button and navigate to the saved images on your 

computer.
○ Select one or multiple images to upload. The style number in the image 

name must match the style number in K-Link.
○ Click “Open”. Selected images will load in vendor portal. A green 

checkmark means they uploaded successfully. A red error message will 
alert you if images didn’t load successfully.

○ If you have more images to upload, click the orange “+”. If not, click 
“Done”.

● Image Upload: Single Style or CC Upload
○ Click the image placeholder next to a style or CC to load images for that 

style or color choice
○ Click the “Browse” button and navigate to the saved images on your 

computer.
○ Select one or multiple images to upload. The style number in the image 

name must match the style number in K-Link. If you have alternate 
images for a style, use the underscore color/alt naming convention listed 
in the Image Specifications doc.

○ Click “Open”. Selected images will load in vendor portal. A green 
checkmark means they uploaded successfully. A red error message will 
alert you if images didn’t load successfully.

○ If you have more images to upload, click the orange “+”. If not, click 
“Done.

○ Image thumbnails will replace the image placeholder that you clicked on 
to upload images at the style or CC line. 

Step-By-Step Guide
● Moving Images

○ If images were mass uploaded, or loaded at a style level without vendor 
color in the filename, they will populate at a style level and need to be 
moved to their customer choice.

○ Hover over the images sitting at a style level and chose the orange 
checkbox in the top left corner of the image(s) to select them.

○ Click the orange arrow next to the color choice box to move the selected 
image(s) to that color. 

○ All colors must be moved to their color choices before submission.
● Samples

○ If you are sending samples for ecomm, select the “Samples Sent” toggle 
next to the style or CC number. This is only for product page imagery. 
Ad samples are not being tracked in K-Link.

● When all images are uploaded, click the “Submit Images” button to send the 
images or sample sent information to Kohl’s.

● To add images for legacy styles created prior to K-Link, click on the Product link in 
the top navigation, then click on Asset Maintenance.

Rejected Attribution
● If attribution is rejected by Kohl’s, the merchant group will flow back to your queue.
● Click the “edit” button for the attribution line of the merchant group.
● Read the comments for the rejected styles to understand which attributes to 

review. Feel free to leave comments back to Kohl’s.
● Make updates to the attributes, then follow the normal submit process to send 

attribution to Kohl’s. 
Rejected Images

● If images are rejected by Kohl’s, the merchant group will flow back to your queue. 
● Click the “edit” button for the images line of the merchant group
● Read the comments for the rejected images to understand which images to review. 

Feel free to leave comments back to Kohl’s.
● Delete or reload rejected images. All CC’s that had a rejected image should be 

reloaded unless it was noted as not needed by the Kohl’s team.
● Loading an image with the same name as the rejected image will replace the 

rejected image.  
● When images are reloaded to a style, the style status will change from “Rejected” 

to “In Progress”. 
● Follow the normal submit process to send images

to Kohl’s. 83


