PIM TRAINING DOCUMENT
USER: VENDOR
Article Management

Latest Version: R3 Upgrade September 2020




TABLE OF CONTENTS

PREFAGCE....... . oottt ettt ettt s et et e st e s e e s e s s e s e e et e e e et et et et esesesesesnnas 2
LOGINTO PIM ...ttt et e be et e st e s b et e s eseeseeaeereesesaenns 3
ARTICLE MANAGEMENT USER INTERFACE...........c.ooiiiieieciceecceeee e 4
Modify A SINGIE ATHCIE ...ttt 5
Modify MUHPIE AFHCIES.............oe ettt rea 8
Same Value Modification ... 8
Different Value Modification................ooooi e 14
ARTICLE MANAGEMENT EXCEL TEMPLATE ........cocoieic et 19
Modify Single or MUIPI@ ArHICIES............c.cooii e 20
APPENDICES ..........co ettt ettt et s s s et ettt s et b et e sesenesnnens 27
Appendix 1: Updating Critical Attributes Sent Back for Rework................cccoveveiiiiinnnns 28
Appendix 2: Web Enrichment ... 29

!ﬂdigl) PIM Training Document | Arficle Management | User: Vendor 1



PREFACE

Purpose

This document outlines how to manage articles using both the Ul and Excel Template after they
have been created.

NOTE: It's recommended to use the Excel Template when working with multiple articles.

Before You Begin

Here's a step by step flow of the Article Management process:

o —
. |v= . | =
V= =
Search & select single or multiple Modify the attribute(s) Save and publish

articles to modify

Disapproved
If Critical attributes are
medified, the article(s) are sent
to Master Data or Onboarder
for approval

Approved

Sent for approval

Before you begin, please take note of the following:

[
e The D icon indicates that an action is required. The Ym=J icon is used to draw your
aftention to specific areas, however no action is required.

e If no action step is required and the information displayed is for your information only,
a grey box will surround the text.

e For additional guidance in the Ul, <click on the information icon @ .

TIP: You will need to double click on the @ for drop-down fields.
¢ Along the way, we will be providing tips such as the one above. To help you navigate these,

we will ifalicize the text and begin the tip with the followingicon = .

*NOTE: All article information in this manual is fictional and is used for training purposes only*
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Login to PIM

1. Go to https://indigobm.syndigo.com/

2. Enter your Username and Password

3. Press ‘Enter’ or click on ‘Log In’

Indigo Pim

= yours@example.com

@ your password

Don't remember your password?

LOG IN »

Fig. 1 Login Screen

After successful login you will be taken to the Home page

. .
i !"d|g0 PIM oW N | e indigovendor1 Admin v
# Home
. My To-Do's Last refreshed 2 minutes ago £ Task Progress Summary ast refreshed now ¥

All tasks Status rom Las
Q Entity Data Imports All 2 Days
B € Created by Vendor  Online Enrichment Workflow  Article Update Workflow Disp > | Search

I EJ Article Creation More details

No batch tasks found
Saved Searches o

Favorites My Search Shared Search Results

No Favorites

Indigo PIM = Release2020R3 = Poweredby ¥riversand

Fig. 2 Home
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https://indigobm.syndigo.com/

ARTICLE MANAGEMENT
USER INTERFACE
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Modify a Single Article

1. Click on Q then & search Thing Domain - or search for an article by clicking ﬂ and typing

the UPC, Article Name, etc. in the search bar that appears L
and pressing Enter. This will take you to the Search Page.

Indigo Pim Q¥ @ & Q iooventon agmin v
¥ Home
-] My To-Da's Last refreshed 5 minutes ago &3 Task Progress Summary Last refreshed 2 minutes ago &%
All tasks Type Status From Last
Entity Data Imports All 2 Days
Mor  Online Enrichment Workflow  Article Update Workflow Disp 2 Q Search

%@ Search Thing Domain fi—

| 20| Article Creation More details »
— No batch tasks found

I | 8 rework More details

Saved Searches o
Favorites My Search Shared Search Results
No Favorites
Indigo PIM :: Release 2020R3 = Poweredby ¥ riversand

Fig. 3 Search

2. Click on the UPC or double click on any other field of the article fo be modified.
This will take you to the Manage Article Page.

!"digﬂ PIM Q [search your data 0 ‘., @ indigovendor3 Admin ¥

B¢ English - United States v = 3

# Search Thing omain ~
0 Q, Search @ m I ¥ Type: Article
@ show "Article” and _ANY=882709618805 sorted by Created On desc Last refreshednow ~ 1-1/1 m KO+ $~5 Tebua -

CREATED ON ~

Q v TH... UPC/EAN VENDOR ARTICLE N... PIM HIERARCHY BRAND BUYER GROUP ONLINE ITEM NAM...

& [A] NOTEBOOK, 1 SUBJEC.. PIM Hierarchy>>Paper.. ##### Creativity - Winnie Sum.. YOOBI™ NOTEBOOK PI.. 02/18/2020 12:04:55

Fig. 4 Article Search

NOTE: The article can be at any stage of the workflow while you make changes. The
‘Workflow' section on the right side of the Home page shows what stage the article is at
in ifs lifecycle. This training document focuses on how to manage articles that have
already been fully created (i.e. a PO has been cut).
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3. Find the aftribute you'd like to update by clicking on the appropriate tab.
In the example below, we are modifying Online Product Description French - CA so click

on the ‘Online’ tab.

NOTE: Refer to the Data Dictionary for guidance on locating and updating the aftribute

you're modifying

i Indigopi»

4 Manage Article @ 882709618805

.} PIM Hierarchy Vendor Article Name @
PIM Hierarchy=>Paper>> NOTEBOOK, 1 SUBJECT,
@ Journals, Notebooks, and PINK MINI DOODLE

Agendas

Q

& Summary Product US Item and Carton

Relationships ¥  Assets ¥

Things | need to fix o

Article Update Workflow 2 pisplay Unit (0) 2 sell with (0) 2% Product Group (0)

Article Not in Fault State % Related Articles (0)
Update: Article must have between 1 - 9 images

Update: Image Does Not Meet Minimum Criterion

Update: Image Order Gannot Have Duplicate Values

Update: Image Order is Invalid
General

Article must have between 1- 9 images Assets

Q

Image Does Not Meet Minimum Criterion

Image Order Cannot Have Duplicate Values % 1mages (0)
Image Order is Invalid
Mandatory Online Enrichment Attributes by Vendor
Mandatt ‘endor Attributes
Mandatory Vendor Attributes for Rework
Indigo PIM Release 2020 R1 Powered by §;riversand

Relationships o

indigovendor3 Admin

¥ English - United St.. v = 3

100 o+ 3~0

-y,

(

I Workflow Recent Activity
Ib Article Update Workflow

v Created by Vendor

workflow completed at 02/20/2020 10:08:49
AM

@ Sent to SAP/TWR

"Closed” On 02/20/2020 10:08:49
Merchant Approval
"Approve and Publish” On 02/18/202.

Article Creation
"Send for Merchant Approval® On 02/

A

L L L L L T L T P T T Tl

O -

—————— -

Fig. 5 Manage Article Page

4. Clickon /’(edi’r) in the top righthand corner or next to the attribute you want to update

Indigo Piv

Article State cA @
A Name @ SAP
00K, 1 SUBJECT,

PIM Hierarchy=>>Paper>> NOTEB

@ | Journals, Notebooks, & PINK MINI DOODLE
Agendas

& Summary Product US Item and Carton Online Relationships ¥ Assets ¥ Mandatory Vendor Att... x

Online Product Description English - CA @

Take note: this is no ordinary spiral-bound notebook. A sturdy cover keeps each smart scribble protected, while 100 college ruled sheets are
perfectly perforated to tear out cleanly and easily. There's even a pocket hidden under the cover for handouts, receipts, love letters and treasure
maps. Dimensions: 0.4" x 10" x 8.5".

online Product Description French - CA @

w 4E-Online Product Pricing

ndigovendor3 Admin v

N\
(o0) v g

Workflow Recent Activity
» Article Update Workflow

w Created by Vendor
Workflow completed at 02/20/2020
10:08:49 AM

Sent to SAP/TWR

C d" On 02/20,

Article Creation

00O

"Send for Merchant Approval® On 0.
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5. Enfer the updated value

6. Clickon

The following message will appear: n *
.

7. Click = (refresh)

i Indigorim Q@ & Q indigovendoraadmin v
4 Manage Article @ 882709618805 o
B ° ne @

=) Joumais, Notebooke s PINKMINIDOODLE (10) ro72

Agendas y

Q

B Summary Product US Item and Carton Online Relationships ¥ Assets ¥  Mandatory Vendor Att... X Workflow Recent Activity

a » Article Update Workflow
Cancel

w Created by Vendor

Online Product Description French - CA @
Workflow completed at 02/20/2020

s b = = = S 2 =

Normal ¢ = E &E E B I U & x; XX A A HH=® L 10:08:49 AM
Prends note - ce nfest pas un carnet 2 spirale ordinaire. Une couverture solide protége tous tes gribouilis intelligents, alors que les 100 feuilles de @
papier réglé « université » sont parfaitement perforées pour se déchirer proprement et facilement. Il y a méme une poche cachée dessous pour les

feuilles distribuées en cours, les recus, les lettres d'amour et les cartes au trésor. Dimensions : 1 cm x 25,4 cm x 21,5 cm @

- Flg 5-2 Ediit
8. Click on the Summary tab fo make sure the Article Update Workflow business conditions

have a ", indicating that the business conditions have been met

9. Under Workflow, click on = """

The following message will appear: Workflow action completed successfully

i Indigo piv Q@ B8 Q norendort dmin v
4 Manage Article @ 882709618805 -x
. ] o °
PIM Hierarchy>>Paper>> NOTEBOOK, 1 SUBJECT, PINK ¢ _
(=3] Journals, Notebooks, & MINI DOODLE { 100 o% 30
Agendas A
Q o
B summary Product US ItemandCarton Online Relationships ¥ Assets ¥  Mandatory Vendor Att... X Workflow Recent Activity \
g B [ oy ke S [ \
A Y v Article Update Workflow 1
‘ Things | need to fix ©1: | Relationships o: 1
I Workflow started at 03/05/2020 12:16:22 PM I
1 Article Update Workflow 1 % pisplayunit (0) % sell with (0) % Product Group (0) 1
1 I 3% Related Articies (0) : i 1
st have betwee
1 - : i T 1
I ate: Image Order Cannot Have Duplicate Values ' I I
\ pate: image Orderis inval ’ I 1
General I I
uplicate € Assets o \ ’
ge Order is Inval A [ —

Fig. 7 Create and Publish

YOU HA CESSFULLY MODIFIED,A SINGLE ARTICLE US]NG THE USER INTERFAC .
de‘ﬁ' i you aré updafing critica amﬁaufes & GHiCle will be sent to the Master Data or

Onboarding teams for approval. For these, when you click on ‘Publish’ the ‘Workflow’ will
show that the article is now waiting for Master Data Team Approval or Onboarder Approval.
Refer to the Data Dictionary and Entry Guide for the list of critical attributes.
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Modify Multiple Articles

There are 2 cases where you can modify multiple articles:

o The attribute(s) you are modifying can be changed fo the same value. E.g. changing the
Brand for several articles.

e The attribute(s) you are modifying for several articles are being changed to different
values. E.g. Modifying the Dimensions.

o Same Value Modification

1. Clickon & then % searehTineboman qpic il toke you to the Search Page.

i IndigoPim QF @ & @ indiovencon Agmin ~
# Home
L.} My To-Do's Last refreshed 11 minutes ago 3% Task Progress Summary Last refreshed 8 minutes ago £3¥

All tasks

ype Status Las
Entity Data Imports Al 2 Days

y flor Online Enrichment Workflow Article Update Workflow Disp >
%@ Search Thing Domain

20 | Article Creation
No batch tasks found

IBRCWL‘IK More details

Fig. 8-1 Search

2. Search for the UPCs you want to edit by clicking on Filter, typing in UPC, selecting
UPC/EAN, and then pasting in the UPC numbers and clicking on Apply.

I UPC/EAN
|
| |

PROPERTIES THING DOMAIN TAXONOMY & CLASSIFICATIONS | . HaS Val.
i UPC/EAN | 1 Entervalues to search 4
I No data available No data available ¢ LM VEILES 10 SEarC
I +  [882709541226" or ‘882709 549

A

I A y
i ‘ | Flose @
I A

[k Fifm A

Fig. 8-2 Search

NOTE: Pasting in multiple UPCs from an Excel file will automatically create the correct
formatting to search
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3. Select the articles you want to edit

@ TIP: If you're editing less than 100 articles, you can select ™ the top box “* * . This
= will select all, if there are less that 100.

Q TIP: If you're editing more than 100 articles, you can click on the arrow ¥, Select
All, then Apply

# Search Thing Domain v @ Reset

@ show "Article” with UPC/EAN = "882709618805" or "882709618836

Q TH... UPC/EAN VENDOR ARTI
-} SELECT FIRST 20 o5 NOTEBOOK1
SELECT FIRST 50 836  NOTEBOOK 1

ELECTALL 812 NOTEBOOK 1

Close @ 782 NOTEBOOK 1

744 NOTEBOOK 1

Fig. 9 Select All
4. Click on 4 (Buik Edit)
i IndigoPim Q@ & Q iivovencos admin
4 Search Thing Domain v @ Rreset B English - United States v =X

ﬁ Q Search ©) m | ¥ Type: Article |LPC EAN: "882709618805" or "88270961883
-~ —' .
@ show "Article” with UPC/EAN = "882709618805" or “882709618836" or "882709618812" or "882709618782" or "8827... Last refreshed 1 minute a 5selected® 1-5/5 ¥ T -0 abular v

| R

Q TH UPC/EAN VENDOR ARTICLE NA... PIM HIERARCHY BRAND BUYER GROUP ONLINE ITEM NAME E. CREATED ON +
& (4] 882709618805 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - Winnie Sum, NOTEBOOK - 1 SUBJECT  02/18/2020 12:04:55 PM
(A] 882709618836 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - Winnie Sum, NOTEBOOK - 1 SUBJECT  02/18/2020 12:04:54 PM
u 882709618812 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - Winnie Sum NOTEBOOK - 1 SUBJECT ~ 02/18/2020 12:04:53 PM
(4] 882709618782 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - Winnie Sum, NOTEBOOK - 1 SUBJECT  02/18/2020 12:04:53 PM
(4] 882709618744 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - Winnie Sum, NOTEBOOK - 1 SUBJECT  02/18/2020 09:19:52 AM

Fig. 10-1 Bulk Edit
5. Inthe Name column, type in the atfribute(s) needed to make the modification(s)

6. Click and for each aftribute you're looking to modify

In this example, let's modify Brand.
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7. Once all the attributes you want to bulk edit are in the ‘Selected’ section of the screen,

-
click on
= Select scope = Edit Attributes Finish D

Quick Select 4 Create new or edit 1

Favorites My Scope Selection(s) Shared Scope Selecti.

No favorites
v Select attributes
Available Selected
NAME GROUP NAME GROUP
Q, brand Q — Q Q
» |
Brand 1E-Product Details pm—
>
Sub Brand 1E-Product Details <
« |

Fig. 10-2 Bulk Edit

8. Change the attfribute to the value that you want all the articles that you selected to
have

9. Clickon m

B\
@ ©
« Select scope = Edit Attributes Finish

Brand @

=

Fig. 10-3 Bulk Edit

10. Click on Show task details

() © ©

= Select scope = Edit Attributes Finish

Bulk edit task has started. Review the task progress calel6ea-7a05-47al1-bb5b-07308005b%fe in Task Details’ page

[ Finish & Close [ Show task details

Fig 10-4 Bulk Edit
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11. Click Refresh £ until the Processing Details is 100% Success (green) and the Sub-details is
100% Update (orange)

NOTE: If Processing Details fully or partially appears red, indicating an error, click on the
word ‘Error’ to investigate and make necessary changes

Q™ 0O A e indigovendor1 Admin ¥

Indigo Pinvt

# Task Detail Bulk create/Edit completed
L. | N T Profile Name k Statu
Bulk attributes edit efof053f-5050-46d4-931d-5 Completed
Q 09/28/2020 02:47:43 PM 09/28/2020 02:47:45 PM indigovendor1 Admin 5
H Summary Success Detail Errors/Messages
Processing Details Sub-details
@ Success (5) @ Create (0)
Processing (0) Update (5)
@ Error (0) Delete (0)
Ignore (0) @ No Change (0)

Fig. 10-5 Bulk Ediit
12. To publish your changes, click on 8 to get back to Home

13. Click on & (refresh)
14. Click on the Article Update Workflow tab

15. Click on More Details under *'Article Update’, then click on Ready for transition

] IndigoPin Q@ & Q nogorendon admin

¥ Home
@ My To-Do's ast refreshed 1 hour ag Task Progress Summary ast refreshed 1 hour ago 3
All tasks Type St From Last
Entity Data Imports All 7 Days )\ Search
Q (13 ] 13
€ Created by Vendor Online Enrichment Workflowj Article Update Workflow JDisplay Unit >
R g File 1 upc.xlsm 03/03/2020 03:20:40 PM indigovendor3@riversand.com
(16] artcle update —le COMPLETED Total 1 record(s) submit View Details

I 15 Ready for transition H 1 Article Not in Fault State J

[ 0 Update: Article must have between 1 - 9 images \

[ 0 Update: Image Does Not Meet Minimum Criterion ]

[0 Update: 1mage order Cannot Have Duplicate values | |0 update: Image order is 1nvalid

Fig. 11-1 Workflow Transition

16. Manually scroll and search for the UPCs you just updated or enter the UPC numbers in
the search box

17. Select the articles you just updated/want to publish
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18. Click on Actions, then Workflow Transition

Q0 e

indigovendor3 Admin v

& Indigor

¥ Search Thing Domain v @ reset B English - United States v =X
a Q Search 6] m | ¥ Type: Article |UPC EAN: 882709618805" or '88270961883.
@ w "Article’ with UPC/EAN = "882709618805" or “882709618836" or "882709618812" or '882709618782" or "88270961874._ Last refreshed now 5 s o+ ¥~2 v -
Q TH UPC/EAN VENDOR ARTICLE NA.. PIM HIERARCHY BRAND BUYER GROU| gasic M NAME E CREATED ON +
a [A] 882709618805 NOTEBOOK 1 SUBJECT  PIM Hierarchy>>Paper>>.. ##### Creativity - W Copy £-1SUBJECT  02/18/2020 12:04:55 PM
0 882709618836 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - W 3 ::::sho(s £-1SUBJECT  02/18/2020 12:04:54 PM
o 882709618812 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>.. ##### Creativity - W Compare £-1SUBJECT  02/18/2020 12:04:53 PM
(4] 882700618782 NOTEBOOK 1SUBJECT  PIM Hierarchy>>Paper>>.. ##### Creativity-W ASSIGNMENTS £-1SUBJECT  02/18/2020 12:04:53 PM
882709618744 NOTEBOOK 1 SUBJECT  PIM Hierarchy>>Paper>>.. ##### Creativity - W B nhps £-1SUBJECT  02/18/2020 09:19:52 AM

© Release Task
O Reassign Task

Fi

g. 11-2 Workflow Transition

= Workflow Transition Finish

Add a comment

Fig. 12-1 Publish

20. Click on Finish & Close

Workflow Transition - Article Update Workflow - Article Update - Sentities

@

= Workflow Transition Finish

[ Finish & Close

Fig. 12-2 Publish
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NOTE: If some of the articles failed to publish due to some business criteria not being met, you will
receive a failure message. For these articles, search for the UPC, correct the errored business

condition and republish.

‘Workflow Transition - Article Update Workflow - Article Update - Sentities X

D

s4xPi1jzTgWIDDwvzHQgeQ
gs9eyWgb6Spmi28QDM_LIGA
n61zTj1AS-WmRz8GPDbHCA
hzOr2ZHBRNEMRsYJQwzWAA

4BCXEFaMTVgUymuvSDImJg

= Workflow Transition

MESSAGE

"Workflow" success

Workflow not successful due to failed business conditio...
Workflow not successful due to failed business conditio...
Workflow not successful due to failed business conditio...

Workflow not successful due to failed business conditio..

Finish

DETAILS

Mandatory Attributes for Update
Mandatory Attributes for Update
Mandatory Attributes for Update

Mandatory Attributes for Update

[ Finish & Close

YOU HAVE SUCCESSFULLY MODIFIED MULTIPLE ARTICLES WITH THE SAME VALUE USING THE USER INTERFACE

Fig. 12-3 Publish
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0 Different Value Modification

1.

My To-Do's Last refreshed 13 minutes ago ¥ Task Progress Summary Last refreshed 37 seconds ago £33
All tasks ype Status From Last
Entity Data Imports All 2 Days
Search =3 , ) L
for Online Enrichment Workflow Article Update Workflow ) Q. Search
@ Search Thing Domain
I 20 | Article Creation More details 1-1n
ﬁ ef29ddbb-b151-41a. 09/28/2020 03:00:5. indigovendor] @riversan.
I [s] Rework More details » COMPLETED Total 5 record(s) su View Details
Saved Searches =
Favorites My Search Shared Search Results
No Favorites
Indigo PIM Release 2020R3  :: Powered by ¥ riversand

Clickon @ then & SearchThingDomsin pic iyt ke you to the Search Page.

QF @ & Q niovendort agmin v

1.

!ﬂdigﬂ PIM Training Document | Arficle Management | User: Vendor

Fig. 13-1 Search

Search for the UPCs you want to edit by clicking on Filter, typing in UPC, selecting

UPC/EAN, and then pasting in the UPC numbers and clicking on Apply.

Y Filter + I ¥ Type: Article
| UPC/EAN
| properTies THING DOMAIN TAXONOMY & CLASSIFICATIONS f . Has Val..
Y 1 i
Enter values to search
No data available No data available ul
b1 | "882709541226" or "88270954()

A
1 pt

N [k Pl

Fig. 13-2 Search

NOTE: Pasting in multiple UPCs from an Excel file will automatically create the correct
formatting to search
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2. Select . the first article you want to edit

3. Click on B (Quick Manage)

# Search Thing Domain v @ reset B English - United States ¥ = 3¢

@ show *Article” with UPC/EAN = "882709618805" or "882709618836" or “882709618812" or "882... Last refreshed 36 minutesago ~ 1selected ~ 1-5/5 m |'_/,.m T 8~ Tabular ~

Type: Article I UPC/EAN: "882709618805" or "88270961883...

Q [- R4 TH... UPC/EAN VENDOR ARTICLE ... PIM HIERARCHY BRAND BUYER GROUP ONLINE ITEM NAM... CREATED ON +
[A) 882709618805 NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper.. ##### Creativity - Winnie Su. NOTEBOCK - 1 SUBJE.. 02/18/2020 12:04:55
882709618836 NOTEBCOK 1 SUBJECT PIM Hierarchy=>Paper.. ##### Creativity - Winnie Su. NOTEBOOQK - 1 SUBJE.. 02/18/2020 12:04:54 ...
[a] 882709618812 NOTEBOOK 1 SUBJECT PIM Hierarchy==>Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 12:04:53
[A] 882709618782 NOTEBOOK 1 SUBJECT PIM Hierarchy==Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 12:04:53 ...
(A ] 882709618744 NOTEBOOK 1 SUBJECT PIM Hierarchy==>Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 09:19:52

Fig. 14-1 Quick Manage

4. Aright-side panel will open, showing a few attributes for the article. If the attribute you're
looking to edit does not appear, click on the Attributes dropdown to find it.

Click on ’ (edit) and make the necessary edit(s).

Q9 a 0 indigovendor3 Admin ¥

# Search Thing Domain v @ reset B English - United States v — X
B Q search =] | ¥ Type: Article | IUF‘CIEAN:'BBHUQGWBOS‘ or "88270961883...
@ Last refreshed 39 minutes a 1-5/... H 1-5 viox
Q (- R4 TH... UPC/EAN vENDORART

i IAttribmes - 1
B 882709618805 NOTEBOO S

882700618836 NOTEBOO Vendor Article .. @ Vendor MSRP (.. @ Core Online Pr.. @

882709618812 NOTEBOO NOTEBOOK 1 SUBJECT 6.95 NOTEBOOK - 1 SUBJECT

8682709618782 NOTEBOO
online French ... @
CARNET ROSE HOLOGRAPHIQUE

0060090

882709618744 NOTEBOO

Fig. 14-2 Quick Manage

!I'Idlg(l PIM Q o ‘ @ indigovendor3 Admin ¥

Search Thing Domain v @ Reset B English - United States v =3
Q search @ | ¥ Type: Article I UPC/EAN: "882709618805" or "88270961883

4

-]

@ Last refreshed 41 minutes a... 1-5/. : 1-5 v o X
PRy

Q

=]

[- B TH. UPC/EAN VENDOR ART
Attributes +

882709618805 NOTEBOO

[>]

882709618836 NOTEBOO Cancel
882709618812 NOTEBOC Vendor Article .. @ Vendor MSRP (.. @ Core Online Pr.. @
882709618782 NOTEBOO NOTEBOOK 1 SUBJECT 6.95 NOTEBOOK - 1 SUBJECT - PINK
882709618744 NOTEBOO

Online French I. @
CARNET ROSE HOLOGRAPHIQUE

6. Fig. 15-1 Save
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7. Clickon ¥ to modify the next article

Repeat steps 5-7 for all the articles you want to modify.

!“digﬂ PIM Q 0 ‘ @ indigovendord Admin ¥

¥ Search Thing Domain v @ reset B English - United States » = 3%
o Q_ search B m I' Type aticle | | UPC/EAN: "882709618805" or "88270961883
@ Last refreshed 44 minutes a 1-5/. : 3-5 AQ: R

a-r TH... UPC/EAN VENDOR ART
Attributes ¥
882709618805 NOTEBOO _—
882700618836 NOTEBOO Vendor Article ... @ Vendor MSRP (.. @ Core Online Pr.. @
882700618812 NOTEBOO NOTEBOOK 1 SUBJECT 34.95 MOTEBOOK - 1 SUBJECT
882709618782 NOTEBOO
882709618744  NOTEBOO Online French L. @

CARNET AQUA

Fig. 15-2 Next Article

-}

8. When you're ready to publish these modified articles, click on to get back to Home

9. Clickon = (refresh)
10. Click on the Article Update Workflow tab
11. Click on More Details under ‘Arficle Update’, then click on Ready for transition

i Indigo P11 Q@ B Q rworndos admin v

Task Progress Summary

orkfiv  Article Update Workflow  [fsplay Unit >

g File 1 upc xism 20 P digovendor3@riversand com
: MPLETEL y .

Q

Entity Data Imports A 7 Days

Fig. 16-1 Workflow Transition

!ndigo PIM Training Document | Article Management | User: Vendor 16



21. Manually scroll and search for the UPCs you just updated or enter the UPC numbers in
the search box

22. Select the articles you just updated/want to publish

23. Click on Actions, then Workflow Transition

Q o ‘ ‘ indigovendord Admin ¥

Search Thing Domain v @ reset B English - United States v =X
AN = "882709618805° or ‘882709618836" of *882709618812" or ‘882709618782 of 88270961874 _ Last ref 1-5 »L/, aosss-gC -

POoOQRo - By

™ UPC/EAN VENDOR ARTICLE NA PIM HIERARCHY BRAND BUYER GROU gasic M NAME € CREATED ON +

(4] 882709618805 NOTEBOOK 1 SUBJECT  PIM Hierarchy»>Paper>>_ #8884 Creativity - W Copr ¢-1SUBJECT  02/18/2020 120455 PM
Paste

NOTEBOOK 1 SUBJECT  PIM Hierarchy>>Papers»_  ##### Creativity - W ) snapshots £-1SUBJECT 02/18 120454 PM

(4] NOTEBOOK 1 SUBJECT  PIM Hierarchy>>Papers>_  ###8# Creativity - Compare -1 SUBJECT 012:04:53 PM

[A] NOTEBOOK 1 SUBJECT PIM Hierarchy>>Paper>>_ #8888 Creativity - W ASSIONMENTS £~ 1 SUBJECT 20 120453 PM

O Take Task

[A] 3744 NOTEBOOK 1 SUBJECT  PIM Hierarchy>>Paper>>.. #a#an Creativity - W © release Tash £+ 1 SUBJECT 020 09:19:52 AM

elease Task

() Reassign Task

Fig. 16-2 Workflow Transition

24. Click on m

= Workflow Transition Finish

=)

Add a comment

Fig. 17-1 Publish

25. Click on Finish & Close

Workflow Transition - Article Update Workflow - Article Update - Sentities

©

= Workflow Transition Finish

B4 Finish & Close

Fig. 17-2 Publish
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NOTE: If some of the articles failed to publish, due to some business criteria not being met,
you will receive a failure message. For these articles, search for the UPC, correct the
errored business condition and republish.

‘Workflow Transition - Article Update Workflow - Article Update - Sentities X

= Workflow Transition Finish
[ Finish & Close

D MESSAGE DETAILS
s4xPi1jzTgWIDDwvzHQgeQ Workflow" success
gs9eyWgbSpmi2BQDM_LIGA Workflow not successful due to failed business conditio Mandatory Attributes for Update
n61zTj1AS-WmRz8GPDbHCA Workflow not successful due to failed business conditio.. Mandatory Attributes for Update
hzOr22HBRN6MRsY.JQwzW4A Workflow not successful due to failed business conditio.. Mandatory Attributes for Update
ABCXEFaMTVgUymuvSDimJg Workflow not successful due to failed business conditio... Mandatory Attributes for Update

Fig. 17-3 Publish

YOU HAVE SUCCESSFULLY MODIFIED MULTIPLE ARTICLES WITH DIFFERENT VALUES USING THE USER INTERFACE
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ARTICLE MANAGEMENT
EXCEL TEMPLATE
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Modify Single or Multiple Articles

NOTE: Single and multiple article modifications using the Excel Template have the same set of
instructions

Let’s take you through an example: Online Product Description English - CA

1. Click on Q then & search Thing Domain - This will take you to the Search Page.

N .
i Indigo P11 QF @ & Q inisovendon admin v
¥ Home
L. My To-Do's Last refreshed 14 minutes ago 53 Task Progress Summary Last refreshed 2 minutes ago %
All tasks T wtus From Last
Entity Data Imports All 2Days
Hor Online Enrichment Workflow  Article Update Workflow » Q Search
20 | Article Creation More de 1171
ﬁ ef29ddbb-b151-41a..  09/28/2020 03:00:5. indigovendor1@riversan...
I (8] Rework More details COMPLETED Total 5 record(s) su View Details

Fig. 18-1 Search

1. Search for the UPCs you want to edit by clicking on Filter, typing in UPC, selecting
UPC/EAN, and then pasting in the UPC numbers and clicking on Apply.

l UPC/EAN
'
| |

PROPERTIES THING DOMAIN TAXONOMY & CLASSIFICATIONS | . Has Val...
i UPC/EAN | 1 Eiervalues to scarch 4
T No data available Mo data available \ (LETVELES 10 SEar
I 1 [882709541226" or '882709 549

A

I It 4
' \ | Flose @
Ir \

N A

Fig. 18-2 Search
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1. Select the arficles you want to edit

@ TIP: If you're editing less than 100 articles, you can select “#® the top box

will select all, if there are less that 100.

¥ . This

Q TIP: If you're editing more than 100 articles, you can click on the arrow ¥, Select

All, then Apply

¥ Search Thing Domain + @ reset

§ Qs @ | * e

how “Article” with UPC/EAN = "882709618805" or "882709618835)

Q TH.. UPC/EAN VENDOR ARTI
o SELECT FIRST 20 o5 NOTEBOOK1
SELECT FIRST 50 836 NOTEBOOK 1

SELECT ALL 12 NOTEBOOK1

Close - 782 NOTEBOOK1

744 NOTEBOOK1

4
2. Clickon =™ and Download in Excel

Indigopim

Fig. 19 Select All

Q 0 ‘ @ indigovendor3 Admin ¥

# Search Thing Domain v @ reser
0 Q Searc @ | ¥ Type: Article I UPC/EAN: "882709618805" or "88270961883..

w show "Article” with UPC/EAN = "882709618805" or "882709618836" or "882709618812" or "8827096... Last refreshed 1 hourago 5 selected

B English - United States ¥ =3

vaoiGh o we-

TH. UPC/EAN VENDOR ARTICLE ... PIM HIERARCHY BRAND BUYER GROUP ONLINE T Download in Excel | ON +
882709618805 NOTEBOOK 1 SUBJECT PIM Hierarchy=>Paper.. ##### Creativity - Winnie Su. NOTER| 8 DownloadinCSV 15020 12:04:55

0

(] 882709618836 NOTEBOOK 1 SUBJECT PIM Hierarchy=>Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 12:04:54 ...
0 882709618812 NOTEBOOK 1 SUBJECT PIM Hierarchy=>Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 12:04:53 ...
[A] 882709618782 NOTEBOOK 1 SUBJECT PIM Hierarchy==Paper.. ##### Creativity - Winnie Su. NOTEBOOK - 1 SUBJE.. 02/18/2020 12:04:53 ..
0 882709618744 NOTEBOOK 1 SUBJECT PIM Hierarchy=>Paper.. ##### Creativity - Winnie Su. NOTEBOOK -1 SUBJE.. 02/18/2020 09:19:52 ..

!ntligo PIM Training Document | Article Management | User: Vendor

Fig. 20-1 Download

21




3. In the Name column, type in the attributes needed to make the modification(s). For this
example, type in: Online Product Description English - CA and Vendor Article Name in
the Name column.

4. Click and for each afttribute you're looking to download

5. Once all the attributes you want to download are in the ‘Selected’ section of the screen,

.
click

O TIP: The Download All option is not recommended. It's better to narrow down your
*  search

Download Bulk Entities - 5 entities

Download All

Quick Select < Create new or edit £

Favorites My Scope Selection(s) Shared Scope Selecti...

No favorites

~ Select attributes Include All
Available Selected
NAME GROUP NAME GROUP
Q_ vendor Q Q Q
Vendor Article Name 1B-Product Description Online Product Descripti... 4D-0Online Product Nam..
£
Vendor Cost Price 1D-Product Pricing
Vendor Inner Carton Qty 3B-Master and Inner Car...
Include All

» Select relationships

Fig. 20-2 Download

6. Click on Finish & Close or Show task details

NOTE: If you click on Finish & Close, the excel template will automatically download
when its ready. If you click on Show task details, click on the hyperlinked File Name to
open the excel template.

Download Bulk Entities - 5 entities

Initiated download, file would be automatically downloaded once ready

[ Show task details [ Finish & Close

Fig. 20-3 Download
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7. Open the downloaded template

8. Click on Enable Editing and Enable Content
9. Click on the Entities tab

10. Modify the applicable fields.

NOTE: Ensure the fields have correct formatting, as per the Data Dictionary

NOTE: For drop down fields, [NULL] shows as an option. Do not use this option.

3l = ()

1% Share I Comments

File Home Insert Page Layout Formulas Data Review View Help
EH Insert ~ >~
| E 3P vol#$
7 5 T pelete ~ | @~ L

ﬁj & | [calri i AN ===
paste 1B o A o o | Conditional Formatas Cell Sort& Find& | Ideas
B0 B AL | =E=E=eE=E 5 .9 & o
- ¥ = = - === == $ %9 G4 Formattingv Tablev Stylesv | EEHFormat~ | €~ Fiter Selectv
Clipboard Ry Font 1P Alignment [F] Number [F] Styles Cells Editing Ideas Sensitivity ~
HO - E M

Online Product Description English - CA

Name “Vendor Article Name
article PIM Hierarchy>>Paper> 4BCX| 882709618744 382703618744 NOTEBOOK 1 SUBJECT PINK
article PIM Hierarchy>>Paper= hZUF;%SZ?OSﬁlS?SZ 882709618782 NOTEBOOK 1 SUBJECT BLUE
article PIM Hierarchy>>Paper= nﬁlZ'l%SZ?OSﬁl&SlZ 882709618812 NOTEBOOK 1 SUBJECT PURPLE
article PIM Hierarchy=>Paper>" gESEV%SZ?OSﬁl&S!E 882709618836 NOTEBOOK 1 SUBJECT YELLOW|

o [ b =

Fig. 21 Excel

11. Save the template in your folder of choice so its ready for upload

12. Click on T (upload)

Q9 4 @ indigovendor3 Admin v

Indigopim
¥ Search Thing Domain B English - United States v — 3¢

o Q Search 1]} m I ¥ Type: Article

@ show article’ sorted by Created On desc

Last retreshed 27 seconds ago | 1100167 zoa(F)e-o e -

Q v TH... UPC/EAN VENDOR ARTICLE ... PIM HIERARCHY BRAND BUYER GROUP ONLINE ITEM NAM... CREATED ON

& 882709613107 PIM Hierarchy=>Paper Creativity - Winnie Su. 03/10/2020 01:37:35 ..
a 882709612100 PIM Hierarchy==Paper... Creativity - Winnie Su. 03/10/2020 01:37:35 ...
a 882709618647 PIM Hierarchy=>Paper Creativity - Winnie Su. 03/10/2020 01:18:18 ..
882709618623 PIM Hierarchy==Paper... 03/10/2020 01:18:18 ...

Fig. 22-1 Excel Upload
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13. Click on Upload File or drag and drop the file.

= Upload file

Download a

hd
Drag & Drop files here

Fig. 22-2 Excel Upload

14. To check that the upload was successful, click on Show task details

Upload Bulk Entities x

()

= Upload file Finish

Entities are created/updated using the uploaded file

View the task status e0482e24-b5b7-478d-b631-5¢934d30197d in 'Task Details' page

[ Finish & Close [ Upload more entities [ Show task details

Fig. 22-3 Excel Upload

15. Click on Refresh £2 . The Processing Details pie chart should be green, and the Sub-
details pie chart should be orange.

NOTE: If Processing Details appears fully or partially red, indicating an error, click on the

word ‘error’ to investigate and make necessary changes
Q@ @ & Q iisovendort admin v

Indigo Piv

# Task Detail Entity Data Imports Completed
1§ File Na ask I F Na ask Sta
ef29ddbb-b151-41a4-bfce-6 6ee0108e-9886-4ba0-8¢1d-5 sys_import_data_excel_ui_ta.. Completed
P . :
Start Time End Time Submitted b otal Rec
Q 09/28/2020 03:00:58 PM 09/28/2020 03:00:59 PM indigovendor1 Admin 5
By Summary Success Detail Errors/Messages Related Tasks v
Processing Details Sub-details Related Tasks ]
® Success (5) ® Create (0) X Parent Tasks (0) % Child Tasks (0)
Processing (0) Update (5) Pl A
® Error (0) Delete (0)
Ignore (0) @ No Change (0)

Fig. 23 Processing and Sub-details
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16. To publish these modified articles, click on to get back to Home

17. Click G(refresh)
18. Click on the Article Update Workflow tab

19. Click on More Detdails under ‘'Article Update’, then click on Ready for transition

ii !“d|gn PIM Q@ ﬂ @ indigovendora Admin ¥
¥ Home
] My To-Do's Last refreshed no'-' Task Progress Summary Last refreshed now &y
All tasks Type Status From Las:
Q Entity Data Imports All 7 Days Q Search
& ( Created by Vendor Online Enrichment Workflow  Article Update Workflow as; >
@ eeeab8fd-cb8e-4fe3-9.. 03/10/2020 02:54:38... indigovendor3@riversand
= m% Hide details » COMPLETED Total 4 record(s) sub. View Details
[ 14 Ready for transition I[ 1 Article Not in Fault State l
File 1 upe.xlsm 03/03/2020 03:20:40 indigovendor3@riversand.
l 0 Update: Article must have between 1 - 9 images ]
COMPLETED Total 1 record(s) sub... View Details
I 0 Update: Image Does Not Meet Minimum Criterion l
I 0 Update: Image Order Cannot Have Duplicate Values 1

Fig. 24 Ready for transition

20. Manually scroll and search for the UPCs you just updated, Filter, or enter the UPC
numbers in the search box

21. Select the articles you just updated

22. Click on Actions, then Workflow Transition

!I'Idigﬂ PIM Q o ﬂ @ indigovendor3 Admin ¥

, Seal‘ch Thing Domain v @ Reset B English - United States v = 3
& Q €] |' Type article | UPC/EAN: "8827006718744" or "88270961878

@ show "Article” with UPC/EAN = "882709618744" or "882709618782" or "882709618812" or '882709618836._ Last refreshed now 4 selected ~ 1-4/4 DT $~0  Tebuar v

TH.. UPC/EAN VENDOR ARTICLE .. PIM HIERARCHY BRAND BUYE pasic [EITEM NAM... CREATED ON +

0 882709618836 NOTEBOOK 1 SUBJEC.. PIM Hierarchy>>Paper... ##### Creal Copy BOOK-1SUBJE.. 02/18/2020 12:04:54
Paste

(a] 882700618812 NOTEBOOK 1 SUBJEC.. PIM Hierarchy=>Paper.. ##### Creal BOOK-1 SUBJE.. 02/18/2020 12:04:53 .

3 Snapshots

(] 882700618782 NOTEBOOK 1 SUBJEC.. PIM Hierarchy>>Paper.. ##### Crea Compare BOOK-1SUBJE.. 02/18/2020 12:04:53

(4] 882709618744 NOTEBOOK 1 SUBJEC.. PIM Hierarchy>>Paper... #2### Creai “OSS'G”""E"TS BOOK -1 SUBJE.. 02/18/2020 09:19:52 .
Take Task

Q Release Task

() Reassign Task
TRANSITIONS

O Workflow Transition

Fig. 25 Workflow Transition
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23. Click on m

Workflow Transition - Article Update Workflow - Article Update - 4entities

= Workflow Transition Finish

Add a comment

Fig. 26-1 Publish

24. Click on Finish & Close

Workflow Transition - Article Update Workflow - Article Update - 4entities

()

= Workflow Transition Finish

[ Finish & Close

Fig. 26-2 Publish

NOTE: If some of the articles failed to publish, due to some business criteria not being met,
you will receive a failure message. For these articles, search for the UPC, correct the
errored business condition and republish.

‘Workflow Transition - Article Update Workflow - Article Update - Sentities x

= Workflow Transition Finish
[ Finish & Close

1:] MESSAGE DETAILS
s4xPi1jzTgWIDDwvzHQgeQ Workflow” success
gs0eyWgbSpmi2BQDM_LIGA Workflow not successful due to failed business conditio.. Mandatory Attributes for Update
n61zTj1AS-WmRz8GPDbHCA Workflow not successful due to failed business conditio Mandatory Attributes for Update
hz0r22HBRA6MRsYJOQwzW4A Waorkflow not successful due to failed business conditio.. Mandatory Attributes for Update
4BCXEFaMTVgUymuvSDimJg Waorkflow not successful due to failed business conditio.. Mandatory Attributes for Update

YOy

Fig. 26-3 Publish
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APPENDICES
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Appendix 1: Updating Critical Aftributes Sent Back for Rework

If you updated one of the crifical attributes incorrectly, the Master Data or Onboarding feam will
send the article(s) back to you for rework. You will receive an email with the UPCs to rework.

1. On the Home page, click on the Article Update Workflow, then on Article Update

i! !lldigo PIM Q o ‘, ° indigovendor3 Admin v
¥ Home
L] My To-Do's t ref v © Task Progress Summary ls ]

All tasks

Entity Data Imports All 7 Days
€ Ccreated by Vendor Online Enrichment Workflowll Article Update Workflow |\s; >

eeeab8fd-ch8e-4fe9-9.. 03 02:54 ndigovendor3@riversand
‘i‘ Article Update ta COMPLETED L 2 e e
Fig. 27 Article Update

2. Copy and paste the UPC(s) sent from Master Data/Onboarders into the search bar

3. Make the necessary rework changes (these should be identified in the email you
received).

e If you're modifying a single article, click on the UPC or double click on any other field
of the article to open the Manage Article Page. Follow the Modify a Single Article
instructions on page 5.

@ TIP: In the Workflow section, click on Master Data Team Approval or Onboarder
Approval to view the comment on what to rework.

w Article Update Workflow

Workflow started at 12/20/2019 04:36:01 AM
Master Data Team Approva

Onboarder Approval

@ Article Update

Unassigned
Add a comment

Publish

YOU HAVE SUCCESSFULLY EDITED CRITICAL ATTRIBUTES SENT BACK FOR REWORK Fig. 28 Rework Comment

e If you're modifying multiple arficles, follow the Modify Multiple Arficles instructions on
page 8.
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Appendix 2: Web Enrichment

NOTE: If you chose noft to fully enrich your articles during the article creation phase, the
Onboarder will send articles back to you that require online attributes. To add online attributes,
follow the instructions below:

-}

1. Clickon to get to Home

2. Click on Online Enrichment Workflow.
Then, click on either of the following:

a. Ready for transition — Articles will appear here if you filled in all the vendor
mandatory online attributes, but potentially with incorrect values

b. Mandatory Online Enrichment Attributes by Vendor — Articles will appear here if
you have not filled in all the vendor mandatory online attributes

c. Mandatory Vendor Attributes — Arficles will appear here if you have nof filed in
the vendor mandatory attributes

i Indigorin Q@ A& Q rivovendors admin v
¥ Home
8 My To-Do's 8 ednow Task Progress Summary I o

"
Entity Data Imports Al 7 Days

All tasks

Q d (15 ]
g ( Created by Vendor ] Online Enrichment Workflow | Article Update Workflow Disj >

g eeeab8fd-cbBe-4fe9-9 2020 02:54: ndigovendor3@riversand
‘ (1] vendor Enrichment je deta COMPLETED 1al 4 View Details

0 Read
[ E File 1 upc.xism 030 3:20:40 indigovendor3@riversand
COMPLETED Total 1 record(s) sub View Details

0 Mandatory Vendor Attributes

transition ‘ 1 Mandatory Online Enrichment Attributes by Vendor

Fig. 29-1 Online Enrichment Workflow

3. Ifyou're using the Ul: click on the article and follow the Modify a Single Arficle instructions
on page 5 to fill in the online attributes.

If you're using Excel: Select the articles and follow the Modify Single or Multiple
Articles instructions on page 20 to fill in the online attributes

Q TIP: Remember to use the Data Dictionary for guidance
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NOTE: You'll notice that under the Online Enrichment Workflow, you need to click on

Send to Onboarder (instead of ‘Publish’)

w Online Enrichment Workflow
Workflow started at 01/02/2020 02:26:15 PM
Review And Publish

Master Data Team Approval

@ Vendor Enrichment

Unassigned

Add a comment

Send To Onboarder

® Online Enrichment
Send To Vendor” On 01/03/2020 02:49:46 PM

YOU HAVE SUCCESSFULLY ENRICHED YOUR ARTICLE(S) FOR ONLINE

Fig. 29-2 Online Enrichment Workflow
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