
Sample Management:
How-To, FAQ’s, & Troubleshooting 

(External)



Sample Management: External – Vendor/Agent 
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Respond to a Sample Request

Step 1: Access the Sample Request 
1. Navigate to Design Center Dashboard in the Left 

Navigation pane
2. Click on the Sample Tracking link
3. Perform one of the below

a. Enter the Style number from the email into the “Style 
No” field

b. Enter in desired search criteria to populate multiple 
results

4. Click Search

Step 2: Enter in Vendor Planned Ship Date
1. Navigate to the “Vendor Planned Ship Date” column
2. Select the estimated date of when the sample will ship

a. If you are filling in the same data for multiple 
samples, use the Fill Up, Fill Down, or Fill Selected 
buttons

b. This date must be entered within 48hrs of the 
request being made

3. Save 

Note: If the planned ship date has changed, change the date in 
onePLM. If you need to leave a note for Kohl’s, use the Eval 
comment notepad 



Easily Check for New Sample Requests

Instead of managing email alerts, you can perform the below to 
easily see new sample requests from Kohl’s.  

1. Navigate to the “Sample & Fit Tracking” box
2. Click on “New Sample Notification”

a. A list of new samples will automatically generate
b. Once you enter the “Vendor Planned Ship Date” on a 

sample, it will disappear from the results (and is no 
longer “new”)

i. You can still find that sample at any time by 
clicking on “Sample Tracking List-Supplier” or 
using the Sample Tracking link on the left 
navigation bar, and perform a search

3D Sample Requests:
If you have received a request for a 3D sample (ex: 3D Color Run, 3D Pre-Dev), please 
refer to the following resources:

● DPC Sample Standards
● onePLM Attachments Job Aid

https://link.kohls.com/content/dam/klink/pdfs/onePLM_Attachments.pdf
https://link.kohls.com/content/dam/klink/pdfs/dpc-standard-sample-output-requirements_all.pdf


Prepare the Sample & Ship to Kohl’s

After creating the physical sample, perform the below prior to shipping. 

Step 1:  Generate the Sample Tag
Kohl’s requires that all samples be accompanied by a onePLM generated Sample Tag. The 
tag will pull information from previously entered fields. Complete any missing information 
either by hand or an Adobe editing tool. NOTE: You will need to enter the correct material 
details and full style number including dev choice suffix. It is recommended to use Adobe.

1. Click on the Design Center Dashboard
a. Click on Sample Tracking 
b. Search for sample(s)
c. Click on the Sample Request # link
d. Select “Sample Tag”

e. Depending upon the product, your sample tag will appear as below:
Add a section after this 

calling out 3D, direct 
them to “Attachments”

Example Sample Tag:

*NOTE: If your tag is 
Non-Intimates / Swim
Reduce the file size to 
75%



a. Click on Sample Tracking 
b. Search for sample(s)
c. Click on the Sample Request # link
d. Select “Sample Tag”
e. Depending upon the product, your sample tag will appear as below:
f. Complete missing info via Adobe editing (or by hand after printing)

g. Print & attach tag
i. Non-Tech Design Samples:

Counter/Color Run = white tag
Ad Sample = blue tag

ii. Tech Design Samples:
Refer to “Fit Policy” doc or contact your Kohl’s Tech Design partner

Step 2:  Enter in Tracking Information
Kohl’s requires tracking information to be provided in onePLM.

1. Click on the Design Center Dashboard
a. Click on Sample Tracking 
b. Enter in desired search criteria
c. Click Search
d. Complete the yellow highlighted fields and Save

Actual Date 
shipped to 

Kohl’s

Specifies who 
shipped the 

sample

Actual Sample 
Requirement

Shipping 
Company: DHL, 

FedEx, UPS

Airway Bill 
#

(tracking #)

Continued from previous page…



If you are sending multiple sample options, Kohl’s requires that you record these options in 
onePLM.

1. Click on the Design Center Dashboard
2. Click on the Sample Tracking link
3. Perform a Search
4. Navigate to “Vendor Options”
5. Enter in the # of options being sent
6. Click Save
7. Click on the Eval Comments notepad
8. List each option being sent

a. Example: 
2 Options Sent for Costing: 
Option 1: Removed Lining 
Option 2: Used Cotton/Poly instead of requested Cotton fabric 

9. Click Save

Sending More Than One Option 



onePLM Sample Tracking only accepts your first set of tracking info per colorway. If you 
need to send the balance of requested samples at a later time, perform the below.

1. Click on the Design Center Dashboard
2. Click on the Sample Tracking link
3. Perform a Search
4. Navigate to sample request
5. Click on the Style No hyperlink

a. Unsure which style to click into? Contact your Kohl’s PD partner 
6. Click on the Samples tab
7. Click on the Sample Request link
8. Navigate to the Sample Request

9. Click on the Color, Size & Qty icon
a. Delete the quantity
b. Enter the quantity you are sending
c. Save

Sending A Split Shipment 
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10. Navigate to the blank row directly under the request – You will create a new request 
to log the balance quantity

a. Enter in the below + Save
i. Vendor

ii. Agent (If applies)
iii. Due Date = Same date as original request
iv. Ship To = Make sure to choose the correct Wisconsin or New York 

location. (Need help finding the right selection? See the FAQ & 
Troubleshooting section of this guide)

b. Click on the Color, Size & Qty icon
i. Enter in the quantity you will send + Save

11. Click on the Sample Tracking link
12. Navigate to the same request you created
13. Scroll over to Vendor Planned Ship Date
14. Click on the calendar icon and enter the date you are shipping the sample
15. Save



Option 2:  I want to view / respond to many sample evaluation notifications

1. Log into onePLM
2. Click on Design Center Dashboard
3. Click on Sample Tracking 
4. Click Search
5. Click on the Sample Eval notepad(s) to view  or make comments

a. If a comment states “please see attachment”
i. Click on the Sample Request # link

ii. Navigate to the attachment, which will be attached either Within the 
round, or On the Attachments tab

b. If you would like to make an attachment
i. Click on the Sample Request # link

ii. Select the “Attachments” tab
iii. Click on the “C” to attach a file

Respond to an Evaluated Sample

After Kohl’s evaluates a Sample you will receive an email 
notification.  You can view and respond via the below options:

Option 1: I want to respond/view only one sample evaluation 
notification

1. Opt 1: Use the Email Notification
a. Log into onePLM 
b. Select the hyperlink provided in the email 

2. Opt 2. Search in onePLM
a. Log into onePLM
b. Click on the Design Center Dashboard
c. Click on Sample Tracking 
d. Enter in desired search criteria
e. Click Search
f. Click on the Sample Request # link



Search for all samples requested by Kohl’s

To view all samples requested by Kohl’s for a season, follow the 
below steps:

1. Log into OnePLM
2. Click on “Sample Tracking List Supplier”
3. Search by whatever criteria you need to pull back your 

desired results
a. Example: I want to find all samples requested for 

SP24, so I search by Fiscal Season “SP24”

4. Export your results to Excel if desired



FAQ’s & Troubleshooting 

Q:  What do the different sample statuses mean, and what action do I take? 
A:   See below 

I: I’m having an issue with attachments  
A: If not already, trying using Chrome. Clear your cache, log out and back in. Also refer 
to the below job aid 
https://link.kohls.com/login > New Vendors > onePLM Training > File Naming Best 
Practices 

Q: As a Li & Fung Vendor/Agent, I was told that I no longer need to enter the Li & 
Fung Office while using the “New Sample Notification” query. Is that true? 
A: Starting in late March of 2018, you should no longer need to. Agent users will have 
visibility without this action. However if an Agent does not have visibility to their 
vendor’s samples, the vendor should work with a Li & Fung SME to open a Service Now  
ticket. In the ticket, they need to inquire if their onePLM vendor party record has an 
“active tiered relationship” with the   Agent’s associated Li & Fung Office. 

I: I believe I am encountering a technical issue
A:  Refer to the “onePLM Issue Assistance” section of the below mentioned job aid 
K-Link> New Vendors > onePLM Training > New to onePLM 

Sample Status Vendor Action

Approved Proceed to the next step in production of the sample

Evaluated Vendor proceeds to the next sample type. Check comments and 
attachments as updates are needed

Not Evaluated No vendor/agent action is required

Rejected Begin production on the new sample, fill out required fields in the 
sample tracking list screen


