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Accessing Tradestone

* Go to: tradestone/ (on campus) or http://tradestone.urbanout.com (off campus) and enter your unique User
ID and Password

* The home page of Tradestone is referred to as a “Dashboard”. If you ever need to return to the dashboard,
select the icon circled below. Never select the back arrow or you will be kicked out of the system.
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Assigning an HTS code

Go to the main TS Dashboard and on the side bar you will see Search, select Style

The Production teams puts together the ‘Line Review’ document and that’s where the Compliance team gets the style #s that they need to
class.

HTS code will be assigned in the Style page & the Customs description will be edited if needed.
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Assigning HTS code on the style level

* Click on the vendor style number to go the style page.

* Inthe style page you should fill in the following fields:
v' HTS Flag: Assigned
v US HTS: Put the code there

v Customs Description: should be filled out by the vendor, but Compliance can do any necessary
updates.

* Hit Save after you make these changes.
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Checking information on commercial
invoices — Air shipments

* Go to the main dashboard

e Urban Customs Task List

e Customs Review — Cont-HAWB
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* Search by PO or Invoice
* Compare the commercial invoice to the info in TS

* The PO FOB & CI FOB should always be the same
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Click on the invoice number

Fill in the URBN Customs Confirm field with today’s date. By doing this the AP team will get confirmation
and proceed with payment to the vendor. Also, the vendor won’t be able to change any details at this
point
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Checking information on commercial invoices— OCN
Shipments

* Customs Review — Cl Confirm Date (OCN shipments)
* Search by container tracking number = Field: Cont/HAWB

* This will pull up all the POs in that container
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International Compliance



Assigning HTS code

The main query we use is the ‘Product Info by SKU with CA’. It is used to assign HTS codes for the

international orders.
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ssigning HTS code

In this query you can search by:
v Vendor style #
v’ Short SKU
v’ Style description
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Finding EU orders that need an HTS code

* To find EU orders that need an HTS code you should fill the following fields per highlighted on the image:
v" Domestic/Import
v Vendor ID
v' US HTS
v PO Ship Date
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The report that pulls should look like this:
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Once you get the report of all the EU orders missing an HTS code you should:
* Copy the style description from the report into the Style Description field.
* Click on any of the PO #s that come up to be able to get the long SKU.
* Go to the Reports tab and choose PO Report from the drop down. A PDF will pull.

* Inthe PDF you will a column that says Item number that is the long SKU. With that info you ca
pull the image
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pull the image you need to classify the item from Scene 7 or MTS)

PLM

Go to the Reports tab and choose PO Report from the drop down. A PDF will pull.
In the PDF you will see a column that says Item number, that is the long SKU. (the SKU number is used to
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Once you have the image and material contents, you can classify the item.
From here, you should follow the steps of ‘Assigning an HTS code on the style level'.



Pulling the Commercial invoice for
Customs clearance

* Onthe main dashboard go to the Invoices query.
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Look by PO number

Then click the Invoice
number

PLM

CHRISTIEVIOLA «

nvoice

(% |

~ Search: Invoice

Invelce No | ke A supplier Involce No | | ke
v 5 vendor ID

pos Like EUD00O3474! Like

Agent Like v Invoice Type Like

Status Like v

Invoice No | Supplier Invoice No | Packing List No

1065977 DW247453 101341314

You will see the commercial
invoice summary

Go to the Reports tab and
click on Commercial invoice
to pull the invoice in PDF
format.

EUD000347453

PLM

Commercial Invoice

Invoice Header
Invoice No

Invoice Date
Supplier Invoice No
Invoice Type
Packing List No
Pay Terms
Deliver To
Brand
Dom/import

Details

Row PO#

[

4

EU0000347453

Copyright @ 2002-2016 Bamboo Rose LLC

{1 > Goto Page Go
Packing List No | Like v
wvendor Name | | ke v
3 Type Llke v
Search Reset
45065EU QINGDAD SHINE JEWELRY CO. cl WORK
CHRISTIEVIOLA ~
E \II - Change Tracking Reports... - Change Tracking  Search Lis
g Record 1 of 1 )
Parties AP Totals Additional Info
1065577 vendor ID 45065EU LCNo Logged By Involce Value 260.00
0211172013 Vendor Name QINGDAD SHINE JEWELRY CO.  Oter Paymentid Finance Status v Adjust value 0.00
DW347453  Agent payment Date HKs Bay AmE Net Involce Value  260.00
a Glodal ID 45065 payment Amount HKs Bay Date FIrstSaleValue  0.00
101341314 HES Approvel Date payment Amt Cur uso HKS Bay Memo Currency usD
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T Packs 1
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P
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“ HEILONGIANG ROAD, HEILONGUIANG ROAD,
CHENGYANG CHENGYANG Lorvion WCZH SMA 24wEST STREET Packing List o - 101341314
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# AT Gode:
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reL: sessrRaTS




Wholesale samples going to Canada

When there’s a wholesale order you have to get the material/fiber content info for the commercial invoice.
* Gointothe Tech Spec
* Search by style #

PLM
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e Gotothe BOM

* Click on the component field to get the material/fiber content info.
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* Copy/paste the material/fiber content info onto the Canada Commercial Invoice template (used to send
all truck shipments to Canada) like below, corresponding with the style numbers

* Also note the date of shipment and reference number, HTS (which can be formed from this customs
information), COO, number of cartons, quantity, unit, unit value, total value, and weight (that
information is found on the original invoice and you can manually put it in, it doesn’t need to be pulled
from TS).

* This gets sent to broker for clearance

**The wholesale sample show room can give you a template of the invoice to fill out.
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Further details..



HTS by color

Occasionally different styles will have several colors

These different colors will have different SKUs (they will be broken up by size and color.... i.e. black
small, black medium, black large, orange small, organge medium, orange large, etc.).

Generally, they will have different fiber contents with different colors as well.... i.e. black, washed
green, camelia, lilac will be 100% cotton, while grey will be 90% cotton 10% polyester

Different colors and their fiber contents will be listed on the style page, like below. HTS by color

will be marked “yes”.
Style [ R ||

Image 1 image 2 Class Delivery Flows

wiwwry Mo Comentied Qry  Cancel Date

Landing

Sayle nvaiad Offer

Comacts



HTS by color

1. Because they will have different SKUs and the colors/sizes those SKUs correspond with won’t be in the
guery search list, or on the style page, you must go to the PO#.

£1 3
2. From the PO# page, click the “PO Report” option
SELLING_CHA . o PO# w ERP PO ~  Age " ” H
under “Reports” on the top right of the screen.
o gonona 1068 00180 DCMCLAT | 1M IR
o ke Ll 000202180°
Viewr... - Report=... - Search List
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o E— Revision O Commiz Print - Sour
SFELT 002021607 0002021507 T ¥ 1P Class 8 Commit Print - Vend., 555
iEL ¥ Delvery Grou ———
-2 Ly SO0 1508 0002021808 WwWiHL Trend
HESPO ¥ LasI Revised T1M&e/20M8
o E— B FEVeskos ves ¥ Sourcing Details
DaSECT SO0Z021008 0002021008 FO&d L2
. FOM L4
- e B = Sﬂu'CII'E‘SEES'ﬁ’I 11430/ 308
DIRECT 'h"‘"‘.}".'h'a' 0002021608 POR TO NDC

. . . Vendor ltem Number Color Size SKU
3. Locate the SKU you have if you are looking to find the co | e | | | | |
that corresponds, or vice versa. S | musimowoiee | ax 5| e
OESANS08 819221 1810038001 5000 BLACH ) DO ez
OEsaxs08 819221 1810006001 7000 BLACK L DO49E8316
OEGIXSG B192-21 18 1-0008-001 B000 BLACK XL DOASGIANT
[ TN B12:21 18 1-0006-001-4000 WASHED x5 DOASECIANEY
GREEMN
DBSIXS06 B192:21 1810006001 -5000 WASHED 5 D04 NG
GREEMN
OEEAE06 10221 101-0008-001-4000 mﬁ L) DO TR
OGO BT822 181-0008-0031- TO00 WASHED L DO4SEIaL 15
GREEN
s B192.21 18 1-0000-00 1 -S000 WASHED XL [ra b
GHEEMN
CEGINSG B192:21 181 -Q008-060-4000 CAMLLL x5 [eas Lot 20




Multiple HTS

* For sets that are sold together. (one style for multiple pieces)
v Go to Style page
v" More details tab
v" Multiple HTS
v' Fill in: HTS & Description (Customs Description). The rest will autopopulate.

*  You will have to manually input the Canada HTS for these styles.
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Chargebacks

These are issued by the international compliance team to vendors who fail to comply with URBN’s rules
and regulations about vendor responsibility. They are essentially a charge that we issue to vendors that
will be deducted from our next payment to the vendor

URBN as an entity issues vendors chargebacks for things like missing COOs, late shipments, or incorrectly
labeled cartons, but the international compliance team will issue them for missing or incorrect customs
descriptions and missing fiber contents

Chargebacks are usually issued after a few e-mail warnings are given for not having this information

Start on the homepage, under “Business Process”. It will be called “create chargebacks”.

PLM




Vendors will sometimes be missing information for a certain style that was on multiple POs. For example, Vendor 12345 is missing
fiber contents on style A, which is on PO678910, PO678911, and PO678912.

Chargebacks are issued by PO, not by style or SKU. So occasionally, to be nice to a vendor, we will only issue a chargeback on one of
the POs. However, if they have been avoiding inputting this information for weeks and have ignored multiple warnings, we will issue
chargebacks on all POs that contain that style.

To correctly issue this chargeback, the whole PO must be added (zeros before PO# are necessary to populate the information) (1)

Expense code must be added (our team always uses FECD which is “failure to enter customs description”. This is the only expense
we do chargebacks for) (2)

If this is the violation that the chargeback is being issued for (FECD), the quantity does NOT need to be changed

After PO# and expense code are entered, the record must be saved (floppy disc). Saving this will only instruct TS to auto populate
the missing data and create claim number.

NOTES are required! Date must be added along with initials of the issuer, explaining what the chargeback is for. (3)

If just a warning is required, select “yes” under the warning indicator. (4) If you would like to issue a chargeback, do NOT select yes.

Choose the GL code from the drop PLM

Service Invoice - Vendor Action

down menu (5), and change the Form B

ﬁ i 5 ll More Detal

|Zl_\ Totals Attachments
arning ingicator (| - rotsl Cnargensck Amount
» Tot! Units

chargeback status to “submitted”
and press “save” (6).

The chargeback is then initiated.
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Other systems Compliance uses

Entering HTS code, COO, Schedule B - Blue Cherry

* Search the style #in TS Product info by SKU with CA.

* Open Blue Cherry — Reference tables — Style — Master
* Search by style #

* Open Additional info tab

* In this tab you should add COO, HTS, Schedule B

How to pull FP UPS WHSL invoices — Microstrategy
* Getthe shipment ID number from the DC WHSL team’s email

* Go to Microstrategy — Real time data — Shared reports — International Compliance — WSL UPS Master
Invoice

* Paste the Shipment ID into the field and hit run report
* Export the results with ‘Excel with plain text’ format

* |t will give you an Excel Spreadsheet that you will fill out and send to the broker in Canada.



Other systems Compliance uses

Pulling UO images to classify a style—Scene 7

* Scene 7 it’s an Adobe program where all catalog pictures are uploaded to. This is helpful for Compliance
to see an image when classifying.

* You search by the first 13 digits of the long SKU.

Pulling images for Anthro - MTS (Merchandise Tracking System)
* Same as the UO system, you look the images by the 13 first digits of the long SKU.

* Fill up the Selection Criteria are:
v’ Operator field should equal to
v" In the Results field you would put the long SKU info

* Click on the Product info sheet for details on fiber/material content.



Helpful tips

To see any changes/updates that have been done to the HTS info & Customs description by our internal team or the vendor = Go to the Style
page — View - Change tracking.

How to tell if the style has different fabric content per color = Go to the PO page — click on the Report tab — see if the short SKU information

is the same or different per color. If it’s different, that means each color has a different fiber/material content so you would need an HTS by
color.

If the Country of Origin is missing = Go to the PO page — Fill in all the boxes of the PO lines with the correct Country of Origin (COO column).



