Ace Vendor University		Facilitator Guide
How to Use This Guide

Use this facilitator’s guide as your roadmap for the course and present all content aloud to the participants. As the facilitator, you are engaging our vendor community and delivering the lessons. Always do your best to explain the “why” and how the content being taught applies to the work they will be doing with Ace Hardware. 

Icons & Indicators – What They Mean

	Icon/Indicator
	Description

	[image: ]
	Time guidelines for a section to help keep you on track. The times shown reflect an 8:00 am to 5:00 pm session.

	[image: ]
	This indicates that there will be travel between sites.

	
[image: ]
	This indicates either a short break or a lunch break. Please note that you may want to adjust break timing based on the energy in the room and the amount of time since the previous break. 

	[image: ]
	A handout is being referenced – the handouts will be pre-printed and handed out at specified times. 

	[image: ]
	Indicates audience participation is expected.

	[image: ]
	This indicates that a video will be played.

	[image: ]
	Indicates a resource that should be referenced. 

	[image: ]
	This indicates that a live demo will be presented.
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	Indicates a Knowledge Check/Quiz/Group Activity

	GREEN FONT
	Green font indicates additional insight for facilitators, quiz answers, conversation starters, etc.



Introduction

[bookmark: _Toc66768254][bookmark: _Toc96400787][bookmark: _Toc100395889][bookmark: _Toc100481000][bookmark: _Toc100728025][bookmark: _Toc225059946]The 3-day workshop will start with tours of Princeton on Day 1. Days 2 & 3 will be held at Oak Brook. The content of each day is outlined in the coming pages. These topics will be taught at a high level, but follow-up webinars with more detailed how-to content will follow in the months post-workshop.
Training Site Requirements

Visual aids for this course consist of a participant guide, PowerPoint slides, video clips, web-based demonstrations, and instructor-created handouts. The following audio/visual equipment is necessary for delivery of this course:

· LCD projector compatible with a notebook computer and cables for proper connection 
· Projection screen (at least 6’ x 6’)
· Audio capabilities for video sound
· Microphones for presenters – Includes one for Princeton
· Computer cables, clicker, and adaptors
· Whiteboard with dry erase pens and eraser or an easel with a writing pad
· Chairs & Tables – Classroom Style
· Power strips for all attendees
· Wireless Internet

The room should be large enough to accommodate workspace and chairs for up to 50 participants and 2-3 instructors plus the aforementioned equipment—a large conference room or classroom. The seating should be arranged in classroom style.

All participants should be able to see the screen and instructors; however, participants and instructors should be able to move about the room without obstruction. The instructors should verify the following accommodations are in place for the training site:

· Reserve a training room for the duration of the course.
· Visit the classroom to make certain it meets the instructor’s requirements.
· Special arrangements for demonstrations, labs, and experiments
· Seating arrangements – Chairs and tables for at least 60 participants
· Power for all learners in the event they utilize mobile devices/laptops for notetaking purposes
· Lighting controls – Every training course uses visual aids that require a projection screen. It is important to have a room where lighting can be controlled to prevent glare on the screen while not placing the room in total darkness.

Since computer-based materials will be used during instruction, make sure to consider the following room accommodations:
· Can the lights be selectively dimmed when showing the presentation?
· Will overhead lights shine directly on the screen?

Participant Information

Participants should be:
· Informed of travel & accommodations – include bus trip timeline
· Informed of course starting and ending times
· Location and parking arrangements

This information will have been communicated in advance via confirmation email.

Final Arrangements

Two (2) weeks before the course:
· Reconfirm the training facilities and the presenters.
· Request 4 easels and a check-in table for entry (both days)
· Discuss the seating arrangements and who will set-up the room.
· Alert Loss Prevention that Participants should be expected
· Day 1 – Princeton
· Day 2 & 3 – Oak Brook

One (1) week before the course:
· Send final confirmation email to registered participants with training details (time, location, how to prepare, what to bring, dress code)
· Create and print an attendance sign-in sheet for both days
· Organize and print facilitator materials
· Organize participant materials
· Participant Guide – one for each attendee
· Swag – Notebooks, pens, lanyards, sticky notes
· Handouts from presenters
· Acronyms/Definitions booklet
· Day 3 Workshop Materials
· Order any food/snacks needed for training session
· Breakfast Days 1, 2, & 3 – Light pastries and coffee
· Lunch Day 1 – Boxed sandwiches
· Lunch Days 2 & 3 – Hot lunch
· Snacks – Water, snack mixes, candy
· [bookmark: _Toc197933864][bookmark: _Toc225059959][bookmark: _Toc307297807]Confirm a computer is loaded with training materials – bring a flash drive with backup content












Instructor Notes, Agenda, & Lesson Plans
Instructor Notes – Day 1

It is ideal if you can get into the session room the day before to setup. If not, you’ll need to get there early the morning of the session to set up. 

Arrive no later than 30 minutes before the start of the session. Before anyone arrives:

· Setup all welcome signs and the check-in table with learning materials
· Ensure breakfast is brought to the room and set up
· Double-check that all chairs and tables are setup for breakfast meet and greet
· Hub Style
· Table signs with Merchant listing
· Verify number of attendees taking the bus to Princeton
· Ensure presenter handouts and audio equipment are packed and ready
· Bring bus activity onto the bus

At Princeton:
· Test connection, projector, lights, and sound – Particularly videos
· Videos should be downloaded & wi-fi independent
· Ensure microphones and clicker are present
· Setup a backup laptop
· Open PowerPoint to the Intro slide
· Welcome note to vendors
· Include WI-FI access information
· Ensure lunch is delivered/picked up
· Confirm that Princeton has beverages covered

As attendees arrive, greet them, introduce yourself, direct them to choose a seat, invite them to eat, request that they sign in.









Agenda – Day 1


	[bookmark: _Hlk25324213]Time
	Lesson Title/Description
	Owner

	7:30 am
	Meet & Greet – Official Welcome
	Gerard Prince

	8:00 am
	Day 1 Overview
	Melissa Dopke

	8:30 am
	Travel to Princeton
	

	10:00 am
	Arrive at Princeton, IL RSC
	

	10:30 am
	Barcodes
	Chester Fritz

	11:00 am
	Weights & Measures
	Ted Akers

	11:30 am
	Quick Response
	Laurie Nauman

	12:00 pm
	LUNCH
	

	12:30 pm
	RSC Tour
	

	2:00 pm
	Traffic
	Adam Maus

	2:30 pm
	BREAK
	

	2:40 pm
	Inventory/Demand
	Nick Pappanduros

	3:10 pm
	Supply Chain
	Stacey Furey

	4:00 pm
	Travel to Oak Brook, IL
	

	5:30 pm
	Arrive at Oak Brook, IL
	








Lesson Plans – Day 1
[image: ]
7:30 am – Team Meet & Greet (30 Minutes) – Gerard Prince

[image: ]
8:00 am – Day 1 Overview (15 Minutes) – Melissa Dopke

· Introduce team & workshop and provide background information
· Discuss objectives & expectations
· Review the agenda for the day
· Program will run from 7:30 am to 4:00 pm with arrival at OB by 5:30 pm
· Each topic will be discussed by a SME from the responsible team
· Please hold questions until the end of each presentation
· Refer to the participant guide for notes and interactive activities
· Lunch will take place mid-day and is provided by Subway


[image: ]
8:15 am – Board Bus (15 Minutes)
[image: ]
HANDOUTS – Princeton Retail Support Center Trivia Sheet

[image: ]
10:00 am – Arrive at Princeton & Welcome – Joe Weber & Nick Oertel


[image: ]
10:30 am – Barcodes – Chester Fritz (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Familiarize vendors with Ace Requirements 
· Adoption of the GS1 global bar code system standards
· Help new vendors understand how used and how to check bar codes
· Where to turn for questions or assistance

Lesson Topics
· Role & Responsibilities
· Bar Codes – All facets > Symbology, applications, equipment
· Bar code standards compliance
· Management & maintenance of all internal data
· Training – Suppliers, RSCs, Retailers
· Assist Ace Corporate staff
· Assist & Advise all business partners regarding bar codes
· Barcode chargeback policy compliance
· Barcode Requirements
· Ace Hardware supports GS1 globally adopted system standards
· New Term
· GTIN > Global Trade Item Number = Data
· New Rules
· Change effective Jan 1, 2019 GTINS will not be reissued
· Barcode Chargeback Policy
· Vendor Manual – pg. 24
· Unscannable Barcodes
· What will get you in trouble
· General Rule – not infringed by packaging, artwork, product, labels
· Properly formatted symbols
· Wrong symbology usage
· Wrong encoded data (GTINs)
· Proper Placement
· Unscannable Examples
· Retail examples
· Non-retail examples
· Non-retail shipping cartons
· Lower Right Corner, two adjacent sides
· Min 1/8” from horizontal and vertical edge
· Do not cover
· Not wrapped around edges
· Be sure any express shipment labels do not cover
· Printed Quality Control
· Test your barcode
· ANSI/ISO standards
· Call to Action
· Review barcodes for compliance
· Test barcodes using the proper equipment
· Check you barcodes in finished packaging
· Attend the GS1 Connect Conference
· Clean up your data
· Contact Information


[image: ]
11:00 am – Weights & Measures – Ted Akers (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Determine the correct way to measure retail items
· Understand packaging rules for non-retail items
· How to avoid penalties

Lesson Topics
· New Item Start Audits
· Audit done on new items received at warehouse
· Dimensions
· Weight
· Barcodes
· Ace allows a 4% variance on weight and dimensions
· Package Measurement Rules
· Determining the Default Front of an item
· Surface with largest area used to sell the product
· Includes markings such as product name
· Default front is intended to provide consistent repeatable process to determine measurements for product package
· Default front is determined independent of shelf orientation
· Hanging Item is a trade item that is presented on a hanger
· Package Measurement Rules: Non-Retail
· Determining the Natural Base of an item
· The Natural Base of the non-consumer trade item must be identified before the height, width and depth can be determined.
· The Natural Base is the natural underside of the packaged item  
· Determine if case markings point to natural base orientation
· Markings take precedence in determining the natural base
· If the position of a logo or product mark does not indicate top or bottom orientation, it is not used to determine Natural Base. 
· After determining the Natural Base, the height, width and depth of the non-consumer trade item can be determined
· How to determine HxWxD if no Natural Base can be identified
· Depth is longest dimension
· Width is next longest dimension
· Height is shortest dimension
· Make sure you capture any protrusions that may extend above, such as handles.
· New Item Audit Charges
· Dimension discrepancies
· Weight discrepancies
· Barcode discrepancies
· All $50 per item audited
· Call to Action
· Review product submissions and submit corrections to Ace Merchant
· Review what caused a New Item Start charge, if necessary
· Review recently submitted items to see if they have the same issue. If they do, contact your Ace Merchant
· Contact Information


[image: ]
11:30 am – Quick Response – Laurie Nauman (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Provide understanding of Quick Response Inbound Shipping Requirements​
· Importance throughout the Supply Chain to ship in compliance to Ace’s Inbound ship guidelines 
[image: ]
HANDOUTS – Quick Response Requirements, BOL

Lesson Topics
· Quick Response Program
· Inbound Shipping Requirements for all RSC-stocked vendors to follow > Load Quality
· Quicker Check-in and posting of your products to inventory
· Compliance increases efficiencies throughout the entire supply chain for:
· Our Vendors
· Retail Support Centers
· Carriers
· Ace Retailers
· Cross Dock MAP
· Quick Response Load Quality Shipping Requirements
· Utilize a Good Quality, Solid Hardwood Pallet
· Merchandise Shrink Wrapped & Pallet Labeled “Do Not Break Shrink Wrap”
· Pallet Contents Identified
· Attach 1 Copy of Packing List to Freight & Transmit 856 ASN via EDI
· Shipment Sorted & Segregated
· Mixed Item Pallets Stacked to 60” or Less & Single SKU Pallet 42” or Less
· Bill of Lading Terminology 
· Merchandise Delivered on Preferred Carrier  
· Quick Response Shipment & Best Practices Images
· Shipping through an Ace Cross Dock
· Prepare Master bill of lading
· Prepare a memo bill of lading for each PO
· Label each pallet with the BluJay placard
· Small Package Guidelines
· $75 non-compliance chargeback per PO
· How Ace can help
· Assist new vendors on initial shipments
· Assist with pallet configurations for promo shipments, seasonal buys, high velocity items
· Review and approve paperwork enhancements – packing lists, pallet labelling, etc.
· One-on-one vendor meeting at Ace RSC to review shipment for any QR issues or areas for improvement
· Help facilitate RSC visit to other Ace RSCs
· Call to Action
· Communicate shipping requirements to each of your shipping facilities
· Contact for promotional shipments and seasonal buys
· Communicate system upgrades or enhancements – keep in mind any programming needs for packing lists, pallet labeling, etc.
· Audit shipments to Ace for QR compliance – increased focus on # 3, 4, 5, & 6 – greatest areas of non-compliance
· Contact Information
[image: ]

12:00 pm – LUNCH (30 Minutes)


[image: ]
12:30 pm – Princeton RSC Tour (1.5 hours) 

[image: ]
2:00 pm – Traffic – Adam Maus (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Provide knowledge to vendors to make routing as simple as possible while avoiding scenarios that may cause chargebacks or routing issues. 
[image: ]

HANDOUTS – BluJay User Guide, Login, Routing Guide

Lesson Topics
· Distribution Locations Map
· Collect Vendors
· Routing – BluJay Solutions
· Consolidation Centers
· Master bill of lading
· Placards
· Small Parcel
· Pickup Appointments
· Truckload: Carrier Schedules
· Less than Truckload: Vendor Schedules
· BluJay Solutions
· Access to BluJay
· Ready to Ship Date
· Require 72-hour notice
· Add multiple orders at once
· Ship from Address
· Shipment details
· Hazmat
· Load Advisors
· Prepaid Vendors
· Ace Hardware Routing Guide
· Parcel Shipments
· Less Than Truckload
· Truckload
· Chargebacks
· NPC – Non-Preferred Carrier
· OSP – Over Dimension Parcel Shipments
· Bill of lading and accessorial errors
· Call to Action
· Review vendor manual
· Review routing guide
· Review BluJay user guide
· Contact Information

[image: ]

2:30 pm – BREAK (10 Minutes)

[image: ]
2:40 pm – Inventory/Demand – Nick Pappanduros (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· What inventory management goals are important to Ace. 
· Basic Inventory/Demand practices at Ace.
· The most important things you can do to help us be successful.

Lesson Topics
· Wildly Important Goals – Inventory Team
· Service Level and Inventory Turnover
· Other Key Metrics
· Forecast Error
· Overstock Dollars
· Vendor OTIF with Backorders
· Organization & Systems
· 35 Replenishment Planners, 8 Demand Planners
· Systems - JDA
· Demand Planning Overview
· 1M Forecasts managed by 8 demand planners
· Weekly Wholesale demand forecasts
· Several Forecasting algorithms available
· Promotional Forecasting
· Advertising cycle
· Plan inventory 5 months in advance
· 97.7% promo service level goal/attained
· Post-promotional review process and course corrections
· Promotional Planning – Future
· Retial Inventory Visibility
· Deep-dive on causal factors that influence demand
· Ace Replenishment Approach
· Forecast is the base for all items/categories
· Basic Items
· Order Point
· EOQ
· Seasonal Items
· Seasonal S& OP Planning
· Adjust during season based on weather
· Promotional Items
· Forecasted separately and layered into plan
· Safety Stock and Order Cycle
· Safety stock is set using statistical methodology
· Service goal is set for each Item/RSC based on item ABC class 
· Safety stock days are calculated based on service goal, forecast error, lead time error, overall lead time, and other minor factors. 
· Statistical SS can be supplemented with “holds” of additional quantities to accommodate unique circumstances such as seasonality.
· Order frequency is based on standard EOQ logic.
· EOQ balances cost of carrying inventor with cost of placing, processing, and receiving PO’s (including freight).
· A vendor level order cycle is calculated to determine PO frequency.
· An item level order cycle is calculated for item order frequency.
· Lead Time
· Observations gathered at item/RSC level
· Moving average is recalculated each month for every RSC/Vendor/Sub-vendor combination.
· Results are tracked and monitored for each lead time component
· EDI PO acknowledgement, vendor processing days, ready to ship, ASN, Carrier pick up and cross dock dwell, delivery to RSC and actual receipt
· Vendor Purchase Projections
· Projected purchases by Ace shown in 52 weekly buckets
· Updated weekly on Monday morning
· What goes into them?
· Wholesale baseline forecasts from JDA Demand
· Current on hand/on order position
· Promotional Forecasts 
· Promotional forecasts uploaded approx. 5 months out
· Communicate with replenishment teams on timing of promotional forecasts (be mindful of production lead times)
· Safety stock, order cycles, and lead time expectation.
· Item order multiples and convenience packs in replenishment systems
· Limitations
· PO order minimums are not considered.
· Demand for retailer drop ship orders or bulletin(pre-order) quantities prior to retailer ordering window close date
· Assumes vendor is able to ship in full
· It is just a forecast
· Not an obligation to buy
· Vendors should do their own internal forecasting and only use Ace’s projections as a point of comparison.
· Network Changes
· Network changes are planned in advance and are reflected in purchase projections
· Store moves are frequently made to balance capacity
· Vendor Forecasting Best Practices
· Utilize Ace’s purchase projection as input to the overall process – monthly
· Utilize a statistical forecasting system
· Leverage 36 months history to consider seasonality
· Highlight variances to Ace’s forecast
· Leverage an integrated business plan – S&OP
· Call to Action
· Alert inventory/demand of network or system changes
· New items need to be set up properly
· Submit change paperwork in advance
· Check lost sales
· Check this report frequently
· Utilization of BluJay
· Impacts metrics and inventory performance
· Communicate backorders and estimated ship dates
· This date drives many systems throughout Ace
· Do not hold orders for backorders
· Run purchase projections
· Not a replacement for your own forecast
· Contact Information


[image: ]
3:10 pm – Supply Chain – Stacey Furey (50 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Ace’s vendor shipping performance requirements
· The details around OTIF
· Compliance and assessments policy
· Where to locate resources
[image: ]
HANDOUTS – Homework, Scorecards

Lesson Topics
· OTIF
· A unit level fill rate measurement that includes the element of timeliness
· Ace utilizes the EDI ASN 856 as a record of the vendor’s units shipped and shipment dates
· OTIF Calculation Example
· Vendor Compliance
· Ace
· Pickups
· Appointments
· Supplier
· Planning
· Execution
· Systems
· Understanding
· Ace Delays in Pickup
· Enter your load into BluJay TMS as Ready to Ship on time
· Send your ASN when the truck leaves
· RSC Appointment Delays
· Unable to remove from OTIF scores
· Can be manually excluded from OTIF charges
· Late Shipments have a significant impact on Ace Operations AND decrease the chance that our customers find your products on our shelves
· Ace processes 3 types of chargebacks related to Late/No shipments and Backorders
· Financial assessments are processed monthly as a chargeback against an invoice payment to the vendor by Ace
· Late Shipment Chargebacks
· [image: ]Examples – Audience Participation
· Backorder Chargebacks (OBBKO)
· Any units remaning on backorder status beyond 1 week will incur a chargeback of 3% of the original purchase order line cost of those units regardless of monthly OTIF results
· Calculated on a weekly basis and assessed on a monthly basis
· A vendor may incur both late shipment and backorder chargebacks in a single month
· There is no limit to the number of weeks that an open backorder will be assessed a chargeback. 
· Backorder Chargebacks
· Examples – Audience Participation
· Backorder Freight Reimbursement Fees (OBBOF)
· Ace has a specific policy for shipment of backorders, related to freight terms
· All backorders must be consolidated and shipped on a prepaid freight basis unless authorized by the Ace merchant or inventory team
· If a vendor arranges through Ace Transportation to ship backorders on a collect freight basis, Ace will process monthly chargebacks for reimbursement of the freight costs associated with the backordered portion of the total shipment
· How to avoid backorder freight reimbursement fees
· Ship in full with no backorders
· Ship pre-paid to fulfill a backorder
· Summary of Vendor Compliance Chargebacks
· OBLS: Late/No Shipment Chargeback
· OBBKO: Backorder Chargeback
· OBBOF: Backorder Freight Reimbursement
· Dispute Process
· Contact information
· Supporting Documentation must be provided
· FAQs
· Vendor Resources
· Supplier Dashboard
· Supplier Scorecard
· Vendor Assessments Portal
· Homework
· Call to Action
· Review compliance documentation on vendors.com
· Access Supplier Dashboard
· Pull most recent supplier scorecard
· Review chargebacks on vendor assessment portal


[image: ]
4:00 pm – Bus to Oak Brook, IL



Instructor Notes – Day 2

It is ideal if you can get into the session room the day before to setup. If not, you’ll need to get there early the morning of the session to set up. 

Arrive no later than 30 minutes before the start of the session. Before anyone arrives:

· Setup all welcome signs 
· Double-check that all chairs and tables are setup in the classroom with power available for all participants.
· Ensure breakfast has arrived and is setup
· Test connection, projector, lights, and sound – Particularly videos
· Videos should be downloaded & wi-fi independent
· Ensure microphones and clicker are present
· Setup a backup laptop
· Open PowerPoint to the Intro slide
· Welcome note to vendors
· Include WI-FI access information
· Bring all swag and candy and set out materials for each attendee
· Setup reserved signs on back tables
· Ensure lunch has arrived and is setup
· Order ice for any cold beverages
· Have snacks ready for the afternoon

As attendees arrive, greet them, direct them to choose a seat, invite them to eat, request that they sign in.













Agenda - Day 2

	Time
	Lesson Title/Description
	Owner

	8:00 AM
	Welcome/Vendors.com Tour
	Vendor Engagement Team

	8:30 AM
	Emery Jensen Distribution
	Rob Kurzweil

	9:30 AM
	Ace International
	Larry Gunther

	10:00 AM
	Break
	

	10:10 AM
	Woodridge/Cornerstone
	Hilary Bloch

	10:40 AM
	Category Management
	Rick Mitchler

	11:10 AM
	Ace Foundation/CMN
	Kelli Brouder

	11:40 AM
	Business to Business
	Mike Duxbury

	12:10 PM
	Lunch
	

	12:40 PM
	Data Quality
	Deanna Arndt

	1:10 PM
	E-Commerce
	Adam Kamykowski

	1:40 PM
	Marketing
	TBD

	2:10 PM
	Break
	

	2:20 PM
	ACENET Direct
	Karen Gleason-Guerrero

	3:00 PM
	Accounts Payable
	Eric Malcolm

	3:30 PM
	Conventions
	Patti Galuski

	4:00 PM
	Conclusion
	Melissa Dopke







Lesson Plans – Day 2

[image: ]
[bookmark: _Hlk13579306][bookmark: _Hlk11748715]8:00 am - Introduction/Welcome – Vendor Engagement (10 Minutes)

· Introduce team & workshop and provide background information
· Discuss objectives & expectations
· Review the agenda for the day
· Program will run from 8:00 am to 4:00 pm
· Each topic will be discussed by a SME from the responsible team
· Please hold questions until the end of each presentation
· Refer to the participant guide for notes and interactive activities
· Two breaks will occur – one in the morning and one in the afternoon
· Lunch will take place mid-day and is provided by Chipotle

[image: ]
8:10 am – www.acehardware-vendors.com – Vendor Engagement (20 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· What www.acehardware-vendors.com is
· How to get E-tools access
· What can be found on the site

[image: ]Lesson Topics

· Live Demonstration and Tour of Website
· Public site components
· Ace Foundation
· Become a Supplier
· Business Contacts
· Contact Us
· E-tools Login
· E-tools Access request and requirements
· Private Site Components
· Landing page and news
· Ace 101
· Conventions
· Finance
· Inventory/Supply Chain
· Merchandising
· News
· PCM Portal
· Training
· Compliance
· Tool Box
· Credit Authorizations
· Call to Action
· Confirm all members of team have E-tools access
· Login on a weekly basis
· Utilize resources on the site
· Review training materials
· Make the website your first stop

[image: ]
8:30 am - Emery Jensen Distribution – Rob Kurzweil (1 Hour)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Who Emery Jensen is
· Who Emery Jensen focuses on in the marketplace
· How Emery Jensen goes to market
· How Emery Jensen and the vendor community can grow together
[image: ]
HANDOUT – Emery Reporting Instructions


Lesson Topics
· Ace Wholesale Holdings
· Ace Domestic
· Ace Intl
· Ace Retail
· Ace Wholesale Holdings
· Jensen
· Emery Jensen Distribution
· Emery|Waterhouse
· Who are our Customers?
· ~2000 active store numbers
· Customer migration will add another 1000 stores
· Accounts can be setup to ship direct to store or DC location
· Wholesale Merch Team Overview
· Nationwide Sales Team
· SKU Migration Strategy
· Process
· Emery / Jensen Review > Merchant / Channel Review > Vendor
· Step 1: Exact Matches
· Step 2: Like Matches
· Step 3: SKU Deletions
· Step 4: SKU Additions
· Emery = NY & PA; Jensen = WA03 (Spokane) + CA, AZ, WA(?)
· Regional, National Brand, and Customer Specific SKU programs are all an option and will be looked at from an enterprise scope
· Merchandising Strategy
· Merchant Role
· Ace merchant is your global merchant responsible for sourcing and procurement pricing for the entire enterprise
· Ace Brands must have National Brand cops
· Regional and Customer Specific SKU Programs will be looked at from an enterprise scope
· Channel Manager Role
· Provide intel to Ace Merchandising
· Wholesale Pricing, Profitability, and Marketing
· Online Ordering Portal
· Similar look and feel to ACENET
· Ease of order management
· Strong search capability and refiners
· Access to current and past statements
· Multi-store ordering functionality
· Restrictions vs. Buying Programs
· Restrictions
· Vendor and/or SKU level are easy to execute
· Buying Programs
· Provide ultimate control over a program
· Often require a Dealer Authorization Letter
· Requires taking at least (1) item off of ordering to build program
· Emery Jensen Pricing Rules
· Bi-Annual Pricing Review
· Marketing & Promotions
· Event Planner Bulletins
· Show Specials will vary between Ace & Emery Jensen
· Buying Events
· Conversion Programs
· Monthly Promotions
· Jensen E-Commerce
· Some online retailers by bulk to do their own fulfillment
· Majority of sales and the biggest growth potential is with Direct to Consumer
· Jensen Direct to Consumer
· 6 ship points across US
· Jensen – Leader in E-Commerce Fulfillment
· Most extensive database in industry
· Provide nationwide dropship fulfillment with 100,000+ items
· Emery Jensen Tradeshows
· Emery Jensen Spring Show & Emery Jensen Fall Show
· Showroom previews in Woodridge, IL
· Ace shows will serve as product program sourcing for channel merchant team
· Call to Action
· Ace/Emery Jensen merchandising teams would challenge the vendor community to think about their distribution partners
· Contacts & Resources


[image: ]
9:30 am - International – Mollie Joustra (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The Ace International Team structure
· The Ace International Team strategy
· The process of becoming a global vendor partner
[image: ]
HANDOUT – SUPPLIER TOP 10


Lesson Topics
· Your Global Growth Partner
· The Brand
· The Vision
· The Mission
· Ace International Holdings
· The Brand – Globally trusted, locally embraced
· The Vision – Leading global brand in the convenience home improvement market
· The Mission – Best provider of products, services, and operating methods to international retailers
· We are Global
· 4300 US Stores, 700 Global Stores, 1200 Global Independents
· 14 US RSC’s, 3 Global Distribution centers
· 3 Regional distribution centers located outside of the US
· Located in over 68 countries outside of the US and GROWING, in which we segregate into 4 regions
· LATAM, MENA, Asia, NACAP
· Who are Ace International Customers?
· Wider range of product offerings
· Both Ace Brand and Individual Brand Stores
· 2000+ Stores in Ace International Network
· Love Ace Hardware and “US innovation and brands”
· Images of various stores with fun facts throughout
· Saudi Arabia, Dubai, Indonesia, Philippines, St. Maarten, Guatemala
· AIH Merchandising Strategy
· Core Range – Strategic (PPP), Global, Vendor partners, Borderless, Credible DIY offer, Scalable and sustainable
· Seasonal – Trim, L&G, BBQ, Brands, Big Brands, Trend Based
· Promotional – One-off, Global, Brands, Supports “Core” model, innovation
· One size does not fit all
· US Export
· Drop ship from your US warehouse or Ace’s RSC’s to a domestic freight forwarder
· Factory Direct
· Ship direct from your factory located outside of the USA
· Regional Distribution Centers
· Ship from one of our international distribution centers
· Why work with us?
· Direct Access
· Strategic Growth Partner
· Help you can Trust
· Complete Supply Chain Support
· Why work with us…Simplified
· We have the contacts
· No foreign currency complexities
· No LCs
· Guaranteed payments
· Stewards of your brand
· Less overhead and more profit
· Supplier Top 10
· Where do you Start?
· Step 1 – Introduce your business to an international merchant
· Step 2 – Decide the product channel that makes sense
· Step 3 – Determine the assortment
· Step 4 – Establish a plan to introduce products to AIH retailers
· Call to Action
· Prepare for Conversations with International Retailers 
· Understand your export limitations
· Does your product currently sell internationally?
· Know the type of product packaging you offer
· Is it bilingual? French Canadian is a preference
· Contact Information
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10:00 am - BREAK – 10 Minutes




[image: ]
10:10 am – Woodridge – Hilary Bloch (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· What Cornerstone is
· What the Woodridge facility is
· Detailed information about Ace’s initiatives
[image: ]
HANDOUT – Audio Tour Map


Lesson Topics
· Woodridge Facility
· Mock Store
· 7,300 sq. ft. – between Core and convenience
· Testing ground for layout, store design, POGs, fixture and décor
· Training for retailers
· New investor showroom
· [image: ]Marketing photography and filming

PLAY VIDEO

· Cornerstone Store on the Floor
· Store on the floor for the first time since 1995
· Built in 2 days
· [image: ]Will repeat at Chicago 2020 Convention

PLAY VIDEO


· Cornerstone Audio Tour Map
· Buyers Playground
· Line Reviews
· Planogram Building
· EJD
· International
· Vendor set-up area
· Trim Showroom
· Stores come to see next year’s assortments and buy
· Call to Action
· Work with Store Environment team or Merchant to book a tour 
· Review the Woodridge facility handbook for visitor guidelines
· Watch for the Cornerstone setup at the next Ace Convention
· [bookmark: _GoBack]Contact Information
[image: ]
10:40 am – Category Management – Rick Mitchler (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· How decisions are made about Discovery SKUs and planograms
· How to assist the Ace team in decision making

Lesson Topics
· The Team
· Category Analysts
· Space Planning
· Visual Strategy/Store Environment
· What is Discovery?
· Foundational recommended retail product assortment and planograms
· Categories that should be represented in all Ace stores
· Discovery Acceptance
· Higher Ground Driver
· How is planogram size determined?
· Model Stores
· BIC store analysis at the store format level
· Driving Metrics
· GP$/SQFT
· Sales and Profit Trends
· Obsolete Inventory
· 80% Coverage
· GMROI
· How does a SKU get added to a Discovery Planogram?
· Focus on Consumer Decision Tree (CDT)
· Drives assortment, pricing, merchandising
· Who is the target customer – DIY, DIFM, Pro, B2B
· BIC store analysis at the category level
· What segments, brands, price points are:
· Driving the business
· Over/under spaced
· Trending up/down
· Is the SKU duplication, incremental sale, solving an unfulfilled need
· How do we roll out planogram updates?
· Level 1
· Level 2
· Level 3
· Call to Action
· Share syndicated data
· Share industry data/trends
· Consumer Decision Tree
· Comp show information
· Do you have a category management team?
· Do you have a JDA or Space Planning team?
· Are you a category captain?
· Contacts & Resources


11:10 pm - Ace Foundation/CMN – Kelli Brouder (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· History and function of the Ace Foundation
· How vendors play a role
· Opportunities for vendors to become involved

Lesson Topics
· Foundation Overview
· Vision & Mission Statements
· Children’s Miracle Network Map
· CMN Hospitals – National Charity with Local Impact
· Ace and CMN Hospitals share a belief in the power of the word “Local”
· 100% of the funds that a store raises benefits their local CMN Hospital. 
· National and local brand affiliation
· Ace is a national CMNH partner, but local stores can also tout their partnership with specific local hospital
· Impacting One Over Many 
· There is significant value in a long-term charitable partnership in the eyes of the consumer
· 61% of consumers surveyed would rather support a company that makes a long-term commitment to a focused issue it will support over time vs. 39% who prefer to choose which causes a company will support this month or year.
· Donated over $122 million to CMN Hospitals since 1991
· Fundraising is done through Ace Retailers, Vendors, Corporate Employees and Ace Consumers
· About Children’s Miracle Network 
· National non-profit that raises funds for Children’s Hospitals
· Ann & Robert H. Lurie Children’s Hospital
· [image: ]CMN Hospitals provide over 32 million treatments to kids across the country and Canada at 170 partner hospitals

PLAY VIDEO

· Fundraising Results
· Vendor Fundraising Opportunities
· 3 Major Golf Outing events
· Holiday Drive
· Corporate Events
· Local Retailer Events
· Convention Raffles
· Children’s Hospitals Week
· Annual Gifting
· Product Donations & Product Partnerships
· Hawaii Shootout
· $2.6M raised in 2020
· Filmed by and airs on The Golf Channel
· Features team of Celebrity Guests 
· Week-long event filled with activities
· 3 levels of sponsorships
· Kerry Wood Celebrity Golf Invitational
· Local Celebrity Golf event hosted at the prestigious Medinah Country Club
· Pairings Party on Sunday night at Topgolf
· Benefits the Ann & Robert H. Lurie Children’s Hospital of Chicago
· 2 levels of sponsorship
· Vendor Golf Outing
· 28 years, raising over $20 million
· 1,000 golfers on six courses
· Over 200,000 in raffle prizes
· Several ways of sponsoring at this event
· 2019 Ace All Star – Desmond Davis
[image: ]
PLAY VIDEO

· 2020 Ace All Star
· Call to Action
· Discuss partnership opportunities with your merchant
· Attend the Ace Foundation Golf Outing
· Remember the Ace Foundation for donations of product
· Contacts & Resources


[image: ]
11:40 am – Business to Business – Mike Duxbury (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· What B2B is and why it matters
· B2B goals and strategies
· Actions to take to grow B2B business
Lesson Topics

· Why B2B?
· Businesses spend more and shop more frequently
· 2x more per transaction, $80 vs $39
· Spends 9x more annually, $3398 vs $353
· Repeatable, predictable, sustainable sales
· Insulated and weatherproof business
· Buy out of necessity
· Business customers want products and brands they trust
· Ace and B2B
· B2B Category size at Ace: $1.4B
· Multi Family Property Management: $170M
· Retailer Focus
· Engage more retailers in B2B
· Sell business customers inside the store
· Make outside sales calls
· Higher Ground Driver Requirements
· Platinum
· Pinnacle
· Understanding Buying Habits
· DIY vs. B2B customers
· 2020 Focus
· National Accounts Program
· Business accounts on www.acehardware.com
· Ace Retailer/Field Engagement
· Property Management
· What is a National Account?
· A customer with locations in several sales territories that when sold, will respond to a coordinated national strategy rather than strategies that focus on specific locations.
· National Accounts Process
· Research business partners
· Identify national accounts and GPOS with needs that fit Ace retailer’s product offering
· Hardware, Paint, Cleaning, Electrical, Plumbing, Hand & Power Tools
· Negotiate a high-quality business partnership
· Work to secure relationships that reflect Ace values
· Business Accounts on Acehardware.com
· Q1 2020 Launch
· Functionality includes:
· Customer level pricing
· Quantity break pricing
· House account billing capabilities
· Unlimited users with buying limits
· Unlimited lists and tax exemption
· Retailer/Field Engagement
· Field Resources
· Field Fact Sheet
· 2020 B2B Field Playbook
· Retailer Resources
· Sales tips sheet
· Sell Sheets
· Customer opportunity report
· Starting with Property Management
· Buy items Ace already carries
· Not on the radar of the big broadline distributors
· Merchandising Strategy
· Merchant Role
· Ace Merchant is responsible for sourcing and procurement pricing
· B2B Product Teams Role
· Provide channel/industry intel
· Marketing/Communication
· National Account product support
· Call to Action
· Get Items on ACENET Direct
· Contacts & Resources

[image: ]

12:10 pm – LUNCH (30 Minutes)



[image: ]
12:40 pm – Data Quality – Deanna Arndt (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The importance of quality data
· How to improve the quality of their data
· Tools & expectations
[image: ]
HANDOUT – A+ Data Guide

Lesson Topics
· Consumer Trust + Conversion = Sales Growth
· Quiz – 4 questions
· [image: ]Purchase completion
· Answer - 98%
· Importance of product content
· Answer - 87%
· Item returns
· Answer - 50%
· Repeat purchases
· Answer - 54%
· Case Study
· Purchasing a gas grill
· Information needed to purchase grill
· A+ Item
· Complete
· Correct
· Consistent
· Small Changes – One Word
· A $5 Fee vs. A Small $5 Fee
· The word “small” and its impact
· Differentiate or Die
· Tools
· Item Data Management (PCM)
· New Item Onboarding
· Maintenance
· Selling Maintenance
· Images and Videos
· Expectations
· Make sure to enter quality data up front
· Make sure to make changes as soon as they happen
· Review data regularly
· Data Audit
· Email indicates how much time to review data
· After audit is complete, review data to accept or reject errors
· [image: ]Review data audit training materials 
· www.acehardware-vendors.com > Training > Data Audit
· Call to Action
· Enter quality data up front
· Make sure to make changes as soon as they happen
· Review your data regularly
· Contacts & Resources



[image: ]
1:10 pm - E-Commerce – Adam Kamykowski (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The strategy and growth behind www.acehardware.com
· The tools needed to enhance their presence and grow sales online
· Promotional opportunities and participation

Lesson Topics
· Overview
· We are focused on growing the size, relevance, and sophistication of Ace’s digital presence to drive revenue for Ace retailers
· Ace is investing in www.acehardware.com and it’s working.
· July 2018 re-platform for the website
· March 2019 Launched buy online deliver from store and assembly
· Digital marketing spend +260% since 2016
· Vendor Content
· Content to guide consumer through purchase journey
· Images, videos, and romance copy through PCM team for product pages to drive conversion
· Copy for category and brand pages to drive organic search
· Visuals/brand assets for brand and categories throughout digital marketing efforts (website creative, emails, affiliate campaigns, etc.)
· A+ Content for Every SKU
· Where to Buy links
· Connection to Syndicate Consumer Reviews
· Partnering with review provider – sync reviews
· Open ticket
· [image: ]Email onlinemerchants@acehardware.com and caroline.feathers@powerreviews.com
· Reviews may take up to 6-8 weeks to publish
· Category and/or brand content
· Additional Creative Assets
· Online Promotions
· [image: ]www.acehardware.com supports integrated promotions in addition to online only promotions
· Online only promotions must be funded from vendor and submitted through promo submission to the online merchant team.
· Call to Action
· A+ Content for every SKU updated in PCM
· All content input into PCM will be consumer facing – most items have not been updated to meet A+ standards
· Complete Prop 65 field in PCM (if applicable)
· Items without Prop 65 flags will not be activated on the website
· Update “Where to Buy” site links on vendor’s website
· Request to set up a connection with consumer review provider
· Open a ticket with BazarreVoice to create connection 
· Provide category and/or brand content for Ace to embed in category pages
· Detailed romance copy is priority
· Additional content including buying guides and consumer-facing videos/images could also be repurposed on our site
· Provide insights that will help us grow your offerings, brand, etc.
· Industry data on the category or brand
· Recommendations on the consumer path to purchase
· Contacts & Resources


[image: ]
1:40 pm - Marketing – TBD (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· How the Ace brand can help vendor business growth
· The importance of the Ace Rewards Program
· Tools and processes that go into digital marketing

Lesson Topics
· Shopper Expectations
· Easy shopping experience
· Shop in store and online
· Get what I need quickly
· Our competitive advantage
· Service
· Convenience
· Quality
· Quality Products Matter – Famous for 4
· Paint
· Paint & Paint Accessories
· BBQ
· Grills, Grill Accessories, Fuel
· Power
· Outdoor Power, Power Tools, Power Accessories
· Home Preservation
· Fix/Repair Inside
· Fix/Repair Outside
· Services/Keys
· Spray Paint
· 2020 National Brand Campaigns
· Faces
· [image: ]The Home Convenience Store

PLAY VIDEO

· 2020 Media Investment
· Brand Advertising
· Continued investment in TV/OLM
· Always on Paint TV
· Strong Sales Event Support
· Acehardware.com
· Grow the size, relevance, and sophistication of website to drive revenue
· Over 90 million customers visit annually
· National Digital Marketing
· 80 percent of consumers begin their purchase journey online
· The Power of Ace Rewards	
· Ace Rewards is most effective marketing tool
· 22 years of rewards data
· 47 million rewards members
· High member engagement
· National Promotions
· Shift marketing dollars from preprint to targeted Ace Rewards marketing
· Ace Rewards campaigns deliver relevant, compelling messages and offers to more targeted audiences
· Work with merchants to submit offers
· Ace Rewards Personalizes Marketing
· Trigger campaigns evolve with personalization
· Relationship
· Product-Based
· Regional
· Re-Engagement
· Weather (email only)
· Local marketing anchors national message
· Complement the national marketing plan with local promotions, events, and services through a new best-in-class platform
· Contacts & Resources

[image: ]

  2:10 pm – BREAK (10 Minutes)


[image: ]
2:20 pm - ACENET Direct – Karen Gleason-Guerrero (40 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· ACENET Direct and its purpose
· How to promote and maintain items
· Most important tasks for success

Lesson Topics
· ACENET DIRECT Digital Ordering
· Goals
· Simplify the dropship ordering process
· Grow sales by expanding Ace Hardware’s Product Catalog to ACENET
· Benefits
· Eliminates manual orders
· One-stop shop for dropship products
· Satisfy special orders & B2B customers
· SKU Maintenance of items via hotsheets
· Price Match Guarantee
· Dropship RSO capability
· Differentiate your Store
· Over 12,000 hours have been saved in the ordering process with these vendor partners – almost 6 full time associates
· Item Detail – Ace & Dropship
· RSC Information displays for Ace and Dropship vendor when item is available for both
· Dropship Vendor information displays below
· Dropship added as a ship method
· Finding ACENET Direct Vendors
· Current State
· 1400+ Vendors
· 4000+ Retailers using the program
· 200K SKUs offered to retailers
· AD Vendors experience 48% retailer penetration grow
· AD vendors are outpacing sales over traditional DS by 7.7%
· Pricing
· Competitive and accurate MSRPs
· Maintain pricing via the NIO application
· Pricing Features
· Variable Pricing
· Tier Pricing
· Order Level Discounts
· Promotions
· Vendor-driven monthly promotions
· Event Planner Training
· Prep Documents
· Videos
· Help Guides
· MAID Report
· [image: ]Monitor your items and their setup within the program by referring to the MAID Report in ADW
· P-MER-V0200 – MAID Article Information by Vendor
· Complete list of items available on ACENET Direct, pricing, case packs, minimums, terms, etc. 
· Digital Ordering 2020 – Ace Shows
· Maintaining items and completing EP Training
· Tasks for achieving paperless ordering success
· ACENET Direct Digital Ordering
· Deals
· Special Pricing and/or dating orders
· Show deals, monthly promotions
· Every Day
· Special Orders
· Satisfy Customer Requests
· B2B Customers
· Dropship RSO
· Replenishment Orders
· Digital Ordering 2020 – Vendor
· Vendors need to make sure they are show ready by maintaining their items and completing the Event Planner training on www.acehardware-vendors.com
· What Does Success Look Like?
· Maintain a successful ACENET Direct Vendor Profile
· Program Advocacy
· Promotions
· Digital Ordering 2020 for Ace Shows
· 6 Keys to a Successful ACENET Direct Vendor Profile
· Full (maintained) catalogs with small ordering units
· Competitive Pricing
· Fill rate of 97% or greater
· Low Order Minimums
· Freight Minimums
· Lead time of 5 days or less
· Call to Action
· Check your ACENET Direct vendor profile
· Self-promote your items on Event Planner throughout the year
· Be ready for Digital Ordering – complete training and monitor show deadlines and tasks
· Contacts & Resources

[image: ]
3:00 pm – Accounts Payable – Eric Malcolm (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· An overview of how Ace’s 3-Way Match process
· Relation to generation of QTY and Price Chargebacks
· The process for filing disputes against QTY and Price Chargebacks

Lesson Topics
· 3-Way Match
· What is 3-Way Match?
· The process of reconciling invoices prior to payment by matching the purchase order, goods receipt, and invoice receipt
· What does this mean to me?
· Process of making sure items, quantities, and price invoiced on a PO match the items and quantities received by the warehouse
· Ensures that only authorized purchases are reimbursed at the agreed upon price
· How is this accomplished?
· Utilization of SAP
· Shipments received at RSC are posted against the PO
· SAP matches the invoice against the GR by line item and identifies discrepancies
· PO price is matched against invoice price
· Quantity Chargebacks
· How are these processed?
· Same process used for deducting quantity chargebacks
· Quantity chargeback occurs when the invoice receipt is greater than goods receipt
· Items may be missing, partial quantity shipped, or invoice is billed for a higher quantity
· When invoice is paid, SAP will automatically process a Quantity Chargeback
· Ace’s code for Quantity Chargeback is OCQ
· Price Chargebacks
· How are these processed?
· Similarly to the automated 3-Way match process the same process is used for deducting Price Chargebacks.
· A Price Chargeback occurs when the invoice receipt (IR) has a greater line item cost than the item cost on the original PO from Ace.
· When the invoice is paid SAP will automatically process a Price Chargeback.
· The Ace code for Pricing Chargebacks is OCP; this code will be the prefix of the document number on the Pricing Chargeback that is created.
· When the invoice is paid based on the calculated due date for any GR/IR discrepancy SAP will automatically process a Pricing Chargeback.
· It is imperative that any price changes are processed in a timely manner 
· Quantity and Price Chargebacks
· What happens when a discrepancy occurs on a PO?
· If the 3-way match process finds a discrepancy, either GR < IR or invoice price > PO price a ‘block’ code is affixed to the invoice.
· When the invoice pays based on the due date if this discrepancy is not cleared the invoice will pay in full.
· How to Review, Reconcile, and Dispute Chargebacks
· Review
· When a chargeback is processed against an invoice you will see the chargeback number (OCQ or OCP prefix) on the remittance details. 
· Review and Reconcile
· The chargeback will be displayed as a clickable line item on the remittance. Clicking on the chargeback number will bring up a pdf document which outlines the details of the chargeback.
· Dispute
· [image: ]For OCQs submit an email to acevendorcarecenter@acehardware.com including the following information:
· OCQ being disputed
· Packing List for the Shipment
· Signed Proof or Delivery, Bill of Lading or Proof of Pickup dependent on which of these applies based on if shipment was pre-paid or collect
· Any additional documentation that supports your dispute of the chargeback
· [image: ]For OCPs a dispute template is located on www.acehardware-vendors.com. This form needs to be completed in full and submitted via email to acevendorcarecenter@acehardware.com if applicable include the following information:
· Any correspondence with Ace Merchant approving of the price repayment
· Explanation or details as to why price change was not completed in Pricing Portal.
· OCP chargebacks will be escalated to the Merch Care desk who will work with the appropriate Merchant to review and determine if the chargeback stands or if a repayment is approved.
· If the OCP is denied you will be sent a notification of denial with an explanation for denial.
· If approved they are sent to AP to process repayment, the repayment document will be posted with the prefix ORP and the subsequent numbers will match those of the original OCP for reconciliation purposes.
· [image: ]Call to Action
· Ensure your Credit, AR, or Dispute personnel obtains access to the www.acehardware-vendors.com toolbox
· Once they have access they should review the training section of the site and review the Vendor AP Data training documentation to ensure they are familiar with utilizing the application to reconcile the account.
· Additionally, they should visit the Financing & Invoicing tab within the E-tools section of www.acehardware-vendors.com and specifically review the information contained within the link for Disputes & Requests.
· Contacts & Resources


[image: ]
3:30 pm - Conventions – Patti Galuski (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· History of conventions and how they operate
· Processes and procedures for participating in a convention
· Steps to take to prepare for convention attendance
Lesson Topics
· Convention History
ASK: Who has been to show?
[image: ]
PLAY VIDEO

· First Ace Convention on record – January 1942
· Convention Overview
· Spring Convention – March/April
· Fall Convention – Sept/Oct
· Why do Retailers Attend the Ace Convention?
· Discover new innovative products and latest sales trends
· Create and maintain relationships with vendors
· Attend educational sessions
· Place purchase orders
· Why do Exhibitors Attend the Ace Convention?
· Facetime with retailers
· Networking
· Sales increases
· Sign me up!
· Determine Booth Size
· Booth Invitation from Merchandising
· Floor Plan Layout
· Merchants Assign Booths
· Invoice
· Invoice
· Page 1
· Booth Number & Booth Size
· Total Booth Cost 
· Payment Due Date
· Page 2
· Payment Policy
· Cancellation Policy
· Booth Orders
· What’s Included with Booth
· Housing & Badge Registration
· Sponsorship Opportunities
· Online Digital Floor Plan
· Exhibit Space Fees
· EACH 10X10 EXHIBIT SPACE FEE INCLUDES:
· Standard 8’ high drape and 3’ high side dividers
· Standard color booth carpet
· One (1) 7”x44” ID Sign
· Standard Furniture (tables, chairs, etc.)
· Four Hours of Straight Time Installation / Dismantle Labor
· Material Handling Service for 800 pounds of Advance Warehouse freight
· One (1) 500W electrical outlet
· Basic access to wireless internet on show floor
· Daily Cleaning
· Listing in the Ace Convention Guide 
· Show Preparedness
· Show Prep Guide
· [image: ]Pre-Show
· At Show
· Post-Show
· www.acehardware-vendors.com > E-Tools Login > Conventions
· Sponsorship & Advertising Opportunities
· Strengthen presence of your company
· Highlight your products and show specials
· Increase retailer interaction in your booth
· Engage with retailers in hands-on learning about your product or services
· Booth Layout Rules
· Show Floor Etiquette
· Future Conventions
· Spring 2020 – Chicago, IL
· Fall 2020 – Orlando, FL
· Spring 2021 – Dallas, TX
· Call to Action
· Step 1:  Talk to Your Merchant
· Step 2:  Confirm Your Booth Size
· Step 3:  Review and Pay Invoice
· Step 4:  Place Booth Order Through Freeman 
· Step 5:  Badge Registration
· Step 6:  Housing Reservations
· Step 7:  Ship Booth Materials
· Step 8:  Have a Great Show!
· Contact[image: ]s & Resources


4:00 pm - Conclusion – Melissa Dopke (10 minutes)

· Thank attendees for coming
· Discuss follow-up activities
· Let the attendees know that a follow-up survey will be sent via email
· Address Day 3 attendees – prepare them for following day
























Instructor Notes – Day 3

It is ideal if you can get into the session room the day before to setup. If not, you’ll need to get there early the morning of the session to set up. 

Arrive no later than 30 minutes before the start of the session. Before anyone arrives:

· Setup all welcome signs 
· Double-check that all chairs and tables are setup in the classroom with power available for all participants.
· Ensure breakfast has arrived and is setup
· Test connection, projector, lights, and sound – Particularly videos
· Videos should be downloaded & wi-fi independent
· Ensure microphones and clicker are present
· Setup a backup laptop
· Open PowerPoint to the Intro slide
· Welcome note to vendors
· Include WI-FI access information
· Bring Day 3 Participant Guide – set out on tables
· Setup reserved signs on back tables
· Ensure lunch has arrived and is setup
· Order ice for any cold beverages
· Have snacks ready for the afternoon

As attendees arrive, greet them, direct them to choose a seat, invite them to eat, request that they sign in.













Agenda – Day 3

	[bookmark: _Hlk28944701]Time
	Lesson Title/Description
	Owner

	8:00 AM
	Welcome
	Vendor Engagement Team

	8:15 AM
	New Item Onboarding
	Dorothy Morton

	9:00 AM
	Mass Upload
	Hardeep Rooprai

	9:50 AM
	BREAK
	

	10:00 AM
	Item Maintenance
	Melissa Dopke

	10:30 AM
	Data Audit
	Dorothy Morton

	10:50 AM
	Price Maintenance
	Hardeep Rooprai

	11:30 AM
	LUNCH
	

	12:00 PM
	Bulletin Submission Dashboard
	Jessica Sigler-Rhodes

	1:00 PM
	Tool Box/Vendor Profile
	Melissa Dopke

	1:30 PM
	Event Planner
	Dorothy Morton

	2:30 PM
	BREAK
	

	2:40 PM
	ADW Reporting
	Hardeep Rooprai

	3:10 PM
	A/P Vendor Data
	Eric Malcolm

	4:00 PM
	Conclusion
	Melissa Dopke











Lesson Plans – Day 3

[image: ]
8:00 am - Introduction/Welcome – Vendor Engagement (10 Minutes)

· Introduce team & workshop and provide background information
· Discuss objectives & expectations
· Review the agenda for the day
· Program will run from 8:00 am to 4:00 pm
· Please hold questions until the end of each presentation
· Refer to the participant guide for notes and interactive activities
· Two breaks will occur – one in the morning and one in the afternoon
· Lunch will take place mid-day and is provided

[image: ]
8:15 am – New Item Onboarding – Dorothy Morton (45 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· PCM login requirements and dashboard navigation
· Learn how to upload individual items into NIO
· Understand where to locate reference materials

Lesson Topics
· Getting Started
· Access Credentials
· E-tools and PCM Access
· PCM Admin vs. PCM User
· Navigation to PCM
· Logging into PCM
· PCM Portal: Item Data Management
· Vendor number find
· Two sides of screen
· Dropdown hamburger menu
·  Help button in top corner
· New Item Onboarding Dashboard
· How to filter
· Buttons on top of screen
· Add New Item
· Column functions
· Sorting
· Moving
· Add/Remove
· Hover over help
· Status Definitions & Timelines
· Not Yet Submitted
· Approval in Progress
· Merchant Approved
· Wholesale Ready
· Retail Viable
· Retail Ready
· [image: ]It can take up to 45 days for new items to complete this process

Demonstration

[image: ]
Written Quiz

· Call to Action
· Contacts & Resources
[image: ]

9:50 am – Mass Upload – Hardeep Rooprai (50 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The circumstances in which the mass upload template should be used
· Step-by-step process for utilizing the mass upload template
· The requirements and restrictions of the mass upload template

Lesson Topics
· Mass Upload Overview
· The mass upload feature is a component of New Item Onboarding within Item Data Management
· Allows for the upload of multiple items at the same time
· Ace’s mass upload template must be used and cannot be altered
· Restrictions
· The mass upload template does not allow for the upload of:
· Product Hierarchy
· Selling Attributes
· Prop 65 Warnings
· Compliance Attachments
· Images
· Relationships
[image: ]
Demonstration

[image: ]
Group Activity

· Call to Action
· Review the number of items you need to upload and determine if the mass upload process is applicable
· Read through training materials prior to beginning upload form creation
· Contacts & Resources


[image: ]
9:50 am – BREAK (10 Minutes)



[image: ]
10:00 am – Item Maintenance – Melissa Dopke (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· How to navigate within the Maintenance Dashboard
· Types of data that can be updated within the Maintenance Dashboard
· Types of data that can be updated utilizing the Master Data Form Builder

Lesson Topics

· Maintenance Dashboard Overview
· The Maintenance Dashboard - component of Item Data Management (IDM)
· Verify and update item details/information
· Correct incompatible/incomplete information
[image: ]
Demonstration


· Master Data Form Builder
· The Master Data Form Builder allows you to complete changes that are not available via IDM
· Located at: E-Tools Login > Merchandising > Forms
· Allows you to update
· Weights and Measures, Barcode/UPC, Retailer/Ace Order Multiple, Case Pack/Inner Pack Quantity, Restrictions, Manufacturer Number, Expansions, Allocation, FIFO
[image: ]
Demonstration

[image: ]
Pop Quiz

· Call to Action
· Review data in the Maintenance Dashboard and make corrections where necessary
· Read the training document posted in the Forms link under the Merchandising tab to understand how to make item data changes
· Review the master Data Form Builder and become familiar with the changes that can be made through this process
· Review all training materials for the Maintenance Dashboard
· Contacts & Resources

[image: ]
10:50 am – Price Maintenance – Hardeep Rooprai (40 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The process of submitting a price change
· The differences between RSC and DS price changes
· The rules and restrictions that apply to price changes

Lesson Topics
· Price Maintenance Overview
· The Price Maintenance Dashboard is accessible through the PCM Portal.
· Allows vendors to formally submit price updates for active RSC warehouse and ACENET Direct Dropship SKUs. 
· Ace Hardware requires a 90-day notification on all RSC warehouse cost changes. 
· ACENET Direct Dropship cost updates will process and update on the effective date. 
· If the effective date is the next day, the update will process overnight.
[image: ]
Demonstration

[image: ]
Pop Quiz


· Important Reminders
· Price protection is required in all cases of decreasing prices.
· Ace has built a strong reputation on providing its dealers with the lowest up-front price.
· Seasonal categories require holding pricing throughout the season.
· Price changes will be considered but approved on a case by case basis.
· Call to Action
· Price protection is required in all cases of decreasing prices.
· Ace has built a strong reputation on providing its dealers with the lowest up-front price.
· Seasonal categories require holding pricing throughout the season.
· Price changes will be considered but approved on a case by case basis.
· Contacts & Resources


[image: ]

11:30 am – LUNCH (30 Minutes)



[image: ]
12:00 pm – Bulletin Submission Dashboard – Jessica Sigler-Rhodes (1 Hour)

About this Course
· Review Topics & Agenda
· The participants will learn:
· How & when to use the Bulletin Submission Dashboard
· The importance of the Bulletin Submission Dashboard

Lesson Topics
· What is the Bulletin Submission Dashboard
· An application that is used to collaborate show bulletin offers between vendors, merchants and operations. 
· Merch Special: minimum 10% discount 
· Savings Showcase: 25% discount 
· Power Buy: 30%+ discount 
· The vendors initiate the bulletins by using the application via www.acehardware-vendors.com > E-tools > PCM Portal. 
· Merchants then review (approve or reject) deals submitted through the system. 
· Why & When to use the Bulletin Submission Dashboard
· Bulletin Submission Dashboard is designed to foster easier communication between vendor and merchant. 
· Decrease emails back and forth
· No more multi-version Excel documents 
· Less potential for keying or human error
· Bulletin Submission Dashboard is currently used exclusively to process convention (show) deal offerings. 

[image: ]
Demonstration


· Call to Action
· Ensure all items are entered into PCM with A+ data to improve your sales opportunities. 
· Review convention calendars and determine if you would like to participate in show and/or offer a Merch Special, Power Buy, or Savings Showcase deal.
· Look over the training materials if needed.

[image: ]
Pop Quiz


· Contacts & Resources
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1:00 pm – Tool Box/Vendor Profile – Melissa Dopke (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Introduce vendors to the Tool Box and help them understand the functions that can be performed
· The Vendor Profile and its purpose
· How to update vendor contact information

Lesson Topics
· Tool Box Overview
· Navigate to the Tool Box through www.acehardware-vendors.com > E-tools > Tool Box
· The Tool Box contains the following applications:
· ADW Reporting
· Event Planner
· Purchasing Workbench
· Vendor A/P Data
· Check Remittance
· Vendor Profile
· Vendor Profile Overview
· The Vendor Profile is a self-service Tool Box application that allows vendors to update their contact information. 
· Navigate to the Vendor Profile through www.acehardware-vendors.com > E-tools > Tool Box > Vendor Profile
· Changes can be made by either utilizing the Powerform for basic information updates or by editing, deleting, or adding contact fields.

[image: ]
Demonstration


· Updating Vendor Contact Information
· Changes can be made by either utilizing the Powerform for basic information updates or by editing, deleting, or adding contact fields
· NOTE: PCM or Product Content Management user contact information cannot be completely updated in the Vendor Profile
· Call to Action
· Review your contact information and update if needed
· Review and become familiar with the Tool Box applications
· Contact & Resources
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1:30 pm – Event Planner – Dorothy Morton (1 Hour)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The purpose of Event Planner and when it should be utilized
· How to create events and forms within the system

Lesson Topics
· Event Planner Application Overview
· Event Planner is a Tool Box application that allows ACENET Direct certified vendors to create dropship deals outside of the everyday ACENET dropship offers.
· After creating an event in Event Planner, the ACENET Direct team will approve your form for posting on ACENET for retailers to view. 
· Note: You do not need to create a form for monthly promotions. 
· Getting Started
· Make sure that you have your Event Planner Checklist, ID Record Sheet, and MAID Report on-hand.
· www.acehardware-vendors.com > E-tools Login > Training > Event Planner/ACENET Direct
· Locate the Ace-created Event ID.
· You’ll copy this event to create your event and form
· Know the recommended ordering window if you are creating show deals.
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Demonstration



· Event Planner Process Recap – 7 Steps
· Step 1: Create your special terms.  
· Step 2: Create your own specific event and upload your items. 
· Step 3: Learn how to update your event (if applicable)
· Step 4: Create and edit assortments (if applicable) 
· Step 5: Create your form
· Step 6: Update your form (if applicable)
· Step 7: Submit your form and identify its status
· Call to Action
· Review the ACENET Direct program information – become ACENET Direct certified
· Review the 2020 Monthly Promotional schedule on www.acehardware-vendors.com
· Watch the training videos and review the training documents hosted on the training tab
· Pull your MAID report to ensure all of your items are active and available
· Contacts & Resources
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  2:30 pm – BREAK (10 Minutes)
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2:40 pm – ADW Reporting – Hardeep Rooprai (30 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· The functionality of ADW Reporting application
· How to pull reports within ADW Reporting
· The most important reports to run and the frequency

Lesson Topics
· ADW Reporting Overview
· The ADW Reporting application in the Tool Box allows vendors to run numerous sales, inventory, and item detail reports.
· Types of Reports Available
· Types of reports available in ADW Reporting include
· SKU Detail
· Sales
· Purchase Order
· Inventory
· Rebates
· Vendor Applications are also available in ADW Reporting
· Vendor Scorecard
· Supplier Dashboard
· Assessment Dashboard
· MAID
· Important Reports to Run
· MAID Article Information by Vendor
· Provides detailed article information for active and cancelled articles – On-Hand Inventory, DS01 SKUs
· Refreshed Daily
· SKU Lookup Report
· Provides detailed article information for active and cancelled articles – MFR#, Merch Class, Product Group, Costs
· Refreshed Daily
· Vendor Report Card
· Shows 3-year history by month – Sales $, Inventory $, On Order $, Inventory Turnover
· Refreshed Monthly
[image: ]
Demonstration
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Learning Activity – Reflection 


· Call to Action
· Start pulling MAID Article Information by Vendor, SKU Lookup, and Vendor Report Card regularly
· Review training materials if you are unclear on the ADW Reporting functionality or navigation
· Contact & Resources
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3:10 pm – A/P Vendor Data – Eric Malcolm (50 Minutes)

About this Course
· Review Topics & Agenda
· The participants will learn:
· Reconciling Remittances/Payment	
· Reviewing open items account and rejected invoices
· Obtaining chargeback back-up and documentation

Lesson Topics
· Application Navigation
· From the Tool Box application, click on “Vendor A/P Data”
· NOTE: When logged in, you should see your first name and vendor number.
· You will arrive at the introduction page. 
· Provides a brief outline of the various sections of the A/P Data application
· Once you are ready to continue click the ‘Here’ button
· Application Overview
· The landing screen or ‘Dashboard’ of Vendor A/P Data displays information directly tied to the vendor number you logged in with.
· Dashboard – The main landing page of A/P Data, this gives you a 30 day snapshot of your Open item account and Paid Item Account. Clicking the link titled ‘View’ under the Open Item Account Summary will display all open invoices, credits and deductions or chargebacks dated within the last 30 days.
· Click the “View” link on the landing page to see the Dashboard ‘Open Item History.’
· NOTE: This will only display invoices with an invoice date within the last 30 days, anything older than 30 days needs to be viewed using the ‘Open Items’ tab.
· Fields displayed:
· Invoice #
· Status (Refer to legend on right side of screen)
· Invoice Date 
· Due Date
· Process Date (Date it hit Ace’s System)
· Store # (If applicable)
· Auction Date 
· Gross Amount
· Discount Amount
· Auction Discount
· Total Discount
· Net Amount
· Users can also pull up an electronic document of the open invoice, credit or deduction by clicking the document number.
· Open Items Tab
· The Open Items Tab will have the same look and feel as the Dashboard Open Item History.
· The main difference is that the Open Items Tab will display all open items regardless of aging.
· This is often the preferred way of viewing Open Items as there are often circumstances that will require you to view an Open Item that has a date over 30 days old.
· Paid Item Account Summary
· Clicking the View link under the Paid Item Account Summary of the Dashboard tab will give you a listing of payments that Ace has made to this vendor number in the past 30 days.
· The initial screen will give you the following data:
· Payment Terms
· Check Number
· Check Date
· Payment Type (EFT or Paper Check)
· Check Amount
· Clicking on the ‘View’ Link will display the Check Number Details screen
· Check Number Details Screen
· Clicking on the Check Number from the Paid Item Account Summary will bring you to the Check Number Details Screen. 
· This screen resembles the Open Item Account Summary and displays the same data fields; however, it will only display invoices, credits and Chargebacks from the check in question.
· Paid Item Account Summary
· Clicking the View link under the Paid Item Account Summary of the Dashboard tab will give you a listing of payments that Ace has made to this vendor number in the past 30 days.
· Paid Items Tab
· The Paid Items Tab looks similar to Dashboard – Paid Item Account Summary. 
· Advantages to utilizing the Paid Items Tab.
· Displays check payment history going back a number of years 
· Contains an invoice search feature that allows you to perform a search by invoice number to locate the specific check an invoice was paid on.
· Rejected Items Tab
· The Rejected items tab allows you to search for EDI Rejected Invoices by invoice number or date range. 
· A rejection matching your search criteria will show the rejected invoice number and a reason for the rejection.
· The rejected items tab displays data from the past 6 months. 
· Call to Action
· Ensure all employees who need E-Tools access have submitted an access request
· Review your dashboard and become familiar with the data within each tab.
· Contacts & Resources[image: ]


4:00 pm - Conclusion – Melissa Dopke (10 minutes)

· Thank attendees for coming
· Discuss follow-up activities
· Let the attendees know that a follow-up survey will be sent via email




After the Event

Send a follow-up email to all attendees within one week of completing the session. This email should include the following:

· PowerPoint slides from Oak Brook seminar
· PowerPoint slides from Princeton tour
· PowerPoint slides from Day 3 Workshop – only to Day 3 attendees
· Digital participant guide
· Instructions for what is coming next – webinar scheduling
· Follow-up presenter materials 
· Survey link for post-course feedback

Send a follow-up email to all presenters to thank them for their participation and collaboration. Ensure that they are reminded to provide any follow-up materials that were promised during the day of the presentations. 
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