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Access the website at http://portal.northerntool.com 
 
If you do not have an account and password, you will need to request an 
account by clicking on: Setup New Account. 
 
After you’ve registered for the vendor portal, you’ll be emailed a User ID and  
password. 
 
To Log in: 
1. Enter your Account Name into the Account Name field.  
2. Tab to the Password field and enter the password that was emailed to you.   
3. Press [Enter] or click Sign In. 

 
** A Help icon is available on the upper right of most screens.   
If you forget your password, you can request it to be emailed to you by clicking on 
Forgot Password. 
 
*Unused Passwords expire 180 days after the last login. Follow the system 
prompts to attain a new password.  
 
*Five consecutive login attempts with an invalid password will disable the User ID.  
Contact the NTE Merchandising Dept to reset the User ID.   

Portal Log In 

http://portal.northerntool.com/
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When you request an account, Merchandising will review the request and may 
contact you to determine who should have Primary Access. The Primary will have 
the authority to the control secured access levels granted to additional users. 
 
Vendor Number: Can be found on any Vendor Scorecard or Purchase Order.    
Account Name Requesting: The sign in name for this vendor account.  (If you 
represent more than one vendor, you will need to repeat this process for each 
vendor number that you represent. You will need a unique account name for each 
request entered.) 
Your Name: Enter in first name, last name format. 
Your Phone Number: Enter your main contact number. 
Your e-mail address: Format as  username@isp.whatever 
Type of account requesting: Click the appropriate radio button for setup of a 
primary account or to create an additional User. 
Click Request Account to submit entered information for approval. After you’ve 
registered for the vendor portal, you’ll be emailed your account name and  
password.  

Click Login Page to navigate to the sign on page, or click logout in the upper right 
hand corner of the screen.  

Account Request 
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If you forget your password:  
Enter your account name.   
Click Submit to send the request. 
Your user name and password will be emailed to the address entered. 
Click Login Page to navigate to the sign on page. 
 

Forgot Password 
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Portal Home Page 
Upon logging in you will be directed to the portal home screen. 
 
The column headers have dropdown category selections. Available selections vary 
by user, depending on your authority level as setup by the primary user and 
Northern Tool + Equipment. 
 
The primary user can approve or request additional access for other users within 
your company. 

You can click on the report issue option in the portal header to send comments, 
concerns or suggestions regarding the functionality of the portal. 

Log Out 

Portal Navigation 
To access all of the features previously  
found in the left hand navigation bar, float  
your cursor over the column headers at  
the top of the page and then select the  
desired feature from the dropdown listing  
by highlighting and clicking on it. 
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Comments and feedback regarding the functionality of the portal entered into the 
report an issue box are screen specific and will identify which screen the feedback 
is related to.  
 
Click report issue to direct this information back to NTE’s portal administration 
group. 

Provide Feedback 
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Users with security access, may request updates to their Corporate Mailing or 
Remit To Address by clicking on the appropriate REQUEST UPDATE box. You 
may also edit, add or delete your vendor contact personnel information by clicking 
EDIT.  
 
NTE Contacts are listed on the left side and Vendor Contact information is listed 
along the right.  

Your Vendor Agreement and Marketing Agreement(s) are on the left hand side of 
the page when you scroll down. 
 
A blank vendor agreement is accessible via the help documents at the bottom of the 
navigation bar. 

Vendor Maintenance 
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Vendor Maintenance - Corporate Mailing Address 
To update any information, make the necessary changes and click on Send 
Address Change to Northern. 
 
Requests to update your corporate mailing address will be verified by NTE’s 
Accounts Payable Department. 

To exit this window without submitting changes click:   
Return to Vendor Contact Information 
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Vendor Maintenance - Remit to Address 
To update any information, make the necessary changes and click on Send 
Address Change to Northern 
 
Requests to update the remit to address will be verified by NTE’s Accounts Payable 
Department. 

To exit this window without submitting changes click:   
Return to Vendor Contact Information 
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Users with security access can add, edit or delete contacts in the contact  
information screen and define which reports are emailed to the contact from the 
drop down window. 
 
To Update: Complete all requested fields. 
Format email addresses as username@isp.whatever 
Select contact type from the dropdown list by clicking the arrow.  
Enter phone numbers and select phone type by selecting from the arrow. 
Click the Add/Change Contact Information box to update the file information in 
NTE’s data base, you’ll be redirected to the vendor contact information page. 
To exit the window without submitting changes click:  Return to 
Vendor Contact Information 

To Delete: Select the contact, click on the Delete Contact button. 

Vendor Maintenance - Contact Information 
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Provides a listing of intercompany contacts.  
 
Northern Tool + Equipment Personnel and their contact information are listed 
along the left hand side.  

Vendor Personnel are listed along the right hand side. 

Vendor Inquiry 
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The marketing agreement displays the agreed upon terms of your partnership 
marketing agreement for the date range displayed. 
 
You can contact your NTE vendor funds accountant via email by clicking on the 
email link at the top center of the page. 

Marketing Agreement 
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The Payment Detail screen provides access to view all EFT, check, or other 
payments in our system. 
 
Payments can be searched by check or EFT number, date range or by selecting 
payment type from the dropdown window and clicking on Search.   
 
Click on a specific check number to find detail regarding each payment. 
 
If you have additional questions regarding a payment record, you can email your AP 
contact by clicking on the email address at the top center of the screen. 

Payment Detail 
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Displays all invoices associated with the payment along with any charges or 
deductions. 
 
If you have additional questions regarding specific lines on a payment record, you 
can email your AP Contact by clicking on the email address in the upper right hand 
corner of the screen. 

Payment Detail 
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Displays invoice status and details of Approved and Open invoices. 
 
You can search by Invoice Number, for open, approved and paid invoices.         
       
A paid invoice search will display the related check number in the Check # column.  
Clicking on the underlined Check Number provides payment details.  
 
Definitions for status and date are available by floating your cursor over the column 
header.  
 
If you have additional questions regarding specific invoice details, you can email 
your AP contact by clicking on the email link in the page header.  

Invoice Inquiry 
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Search and view NTE purchase orders by PO number or location. 
Submit invoices via EDI to NTE through the portal.  

Click the PO Number to access order details and online invoicing. 

Online Invoicing 
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Create an EDI invoice on the Portal 
Create and send an Online Invoice via EDI from the portal. 

1. Enter your invoice number in the Invoice Number field. 
2. The Invoice Date will default to the current date or you can select the correct 

date from the calendar drop down. 
3. Enter the total Amount due (calculated based on product totals + any 

allowances or charges). 
4. Enter the Quantity Invoiced for each line on the PO. 
5. Enter any deductions or allowance amounts along with the appropriate 

description code from the drop down*. 
6. Click Create. 

*If deductions or allowance values have defaulted into your online invoice based on 
your vendor/marketing agreement, do not duplicate them or re-enter them manually. 

 NTE processes all EDI requests periodically throughout the day. 
Please allow time for the system to process the changes and 
update PO status. 
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Provides access to all pending PO’s in our system. 

1. Click on Open Purchase Orders to view all open PO’s related to your account. 
These are displayed by ordered on date with the most recent at the top. 

2. Open PO’s can be searched by ship-to location by selecting the location 
dropdown window and clicking on Search.   

3. PO’s for a specific item number can be searched by entering your item number or 
the NTE item number in the item field and clicking Search. 

4. Specific purchase order details can be accessed by clicking on the underlined  
PO NUMBER.  

Open Purchase Orders   
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By drilling into the Purchase Order Detail, you can: 
1. View the PO details. 
2. Print a copy of the PO.  
3. Retransmit EDI purchase orders by clicking on the EDI Purchase Orders link in the 
 navigation bar.  
 
* A PDF save/print function is available on the top header bar on the right hand 

side. 
 
**All retransmit requests will be entered into an audit log listed by user id. 
 
If you have questions regarding a PO, you can email your inventory planner by 
clicking on the email link at the bottom of the purchase order. 

 
 
 
 
 
 
 
 
 

Open Purchase Orders 
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NTE Vendor Portal Functionally Help Document 
 

 

 
The process for New Item Creation at Northern Tool + Equipment: 
1. The Vendor and Merchant meet to discuss product proposals 
2. Agreements are reached regarding which products the Vendor should submit. 
3. Vendor completes and submits Product Information Form via New Item Build in the 

Vendor Portal for agreed upon products. 
4. Product Information Forms are reviewed & approved by Merchandising, 

Transportation and Advertising.  
5. New item is created. 
 
 It’s very important to meet with your Merchant and agree on the products you 

should submit before you begin the item build process. 
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       Click on:                 icon to submit a new item to NTE for approval.  

Click on the underlined New Item to update a saved item submission or view a 
submitted item that hasn’t been reviewed.   
Items in the New Item Build will be tracked by status.  
 
Status Definitions: 
Saved Not sent to Northern – Product information entered has been saved but 
hasn’t been submitted.  Product information must be completed and submitted 
before the review and approval process can begin. 
Submitted to Northern – Product information has been completed and submitted 
for approval. 
Northern Needs More Info – Submitted item has been returned from NTE for 
additional information.  Please see note, add information and resubmit. 
Resubmitted to Northern – Returned item submission has been updated and 
resubmitted for approval. 
Rejected – Merchandise Manager rejected item submission, see note and either 
withdraw or update and resubmit. 
 
Approved items upon creation will disappear from the New Item Build screen 
and be viewable in Item Maintenance. 

New Item Build 

New Item Build 
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Product Information 
Product Information pages are segmented by tab. Click on the tab to open that page 
and complete the required fields.  
 
You can click the Save File button on any page to retain all of the information 
you’ve entered and access it later to revise as needed. 

Product Information contains basic product identifiers. 

Product Information tab 
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The Transportation tab is utilized for you to define information regarding inbound freight to 
NTE.  

 

Transportation tab 

Package and Shipping tab 
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Packaging and Shipping is where you define the packaging and delivery aspects 
of shipping the product to our customers, warehouses and/or stores. 

Retail Packaging information for your product is also to be entered here. This 
enables our Retail Merchants to effectively place your product into plan-o-grams for 
display in our retail stores. 

 

Restrictions and Taxes is where you can identify product sales restrictions, tax 
exceptions by state, or export restrictions by country. 

Sales Restrictions may include the following reasons: 
NOT EPA CERTIFIED    
FIRECODE RESTRICTIONS 
LEGAL RESTRICTIONS 
LICENSOR RESTRICTIONS 
 
The default status of the restrictions column is NO. This means that no sales 
restrictions will be noted if locations remain unchecked. 

 
 
 
 

Restrictions and Taxes tab 
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Taxable Status: 
If the item is tax exempt in any state, please uncheck the box by clicking on it.   
The default status of the Taxable column is YES. Meaning that sales of this item will 
be assumed to be subject to any applicable sales taxes that NTE collects if the 
locations remain checked. 

Export Restrictions: If export, sale or shipment of a product to certain countries is 
restricted, please note that country by clicking on the corresponding box. 
The default value for the Restrictions Column is NO. Meaning that no sales 
restrictions will be noted if locations remain unchecked. 

 
  The New Copy tab will differ, depending on whether you’re inputting new product information or 
 maintaining an existing item.  
  
  Great copy starts with great product information from you. Be sure to include all product 
 features, benefits and specifications so we can write the strongest copy possible. 
 
  List the Unique Selling Proposition (USP) 
  The Unique Selling Proposition is the “reason for being” for this product. An example of a product 
 with a clear USP:  M&M's: "Melts in your mouth, not in your hand"  
 
  Identify the product’s features 
  Customers rely on facts to help with their buying decisions, whether it’s how extra horsepower 
 will save time; how an ergonomic handle can reduce operator fatigue; etc. List all the features 
 of your product, including standard, technical, supportive, even abstract features.  

New Copy tab 
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  Example of features vs. benefits:  
  Feature: Innovative log splitter splits in both directions. 
  Benefit: Saves time and increases productivity. 
 
  Highlight the benefits/advantages of the product: 
  What will the customer gain from selecting this product over another? Benefit-driven copy  
 enhances the product’s worth; the greater the perceived value, the greater the desire for the 
 product. 
 
 *Example of feature / benefit / advantage:  
  Feature: Innovative log splitter splits in both directions.  
  Benefit: Saves time and increases productivity.  
  Advantage: Two times the number of splits in the same work period vs. the competition. You’ll 
 get the job done in about half the time. 
  List the specifications for the product 
  Customers use specs to compare products when making a decision, be it size, piece count, 
 volts, amps, PSI, run time, capacity, dimensions, etc. Clear specifications make your product 
 stand apart from others and helps customers with their buying decision. 
 

 

The Images and Media tab provides a one stop location where all of your product images and 
media can be uploaded, viewed and maintained. File uploads are limited to file sizes of 10Mg 
or smaller per file. 

Images & Media tab 
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We suggest SAVING your previous data prior to uploading images & media. Click the Save 
File button and come back in to upload the images and media. 

 

The Additional Info tab is provided only in the new item build process. 

The Key Specifications vary based on the selections made in the Item Category Codes pull 
down category and subcategory areas. This information will translate to the key item specs 
found on Northerntool.com. 

Included is a text box where you can provide any ‘non-copy’ comments to your Merchant along 
with your submission. 

Additional Info tab 
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For Users with Access, the Item Maintenance screen allows you to view and submit changes to 
a current NTE item, complete the product information forms for an approved new item quote, or 
discontinue an old item.  

Click on the underlined item number to access or modify existing item details, or to discontinue 
the item. All existing item modifications are subject to approval from Northern Tool + 
Equipment. Modifications to existing items or completion of product information forms on 
approved quotes can be saved if incomplete or submitted upon completion. 

Discontinuation of an item will remove the product information files from NTE’s vendor portal.  
Reversal of this process will require contacting Merchandising to relist any discontinued 
product. 

Blank regulatory forms are  
available by clicking on the  
Forms  link.   

Compliance help is available  
by clicking on the appropriate              
Help Documents link. 

Item Maintenance 

Item Maintenance 
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Item Maintenance 
Click on any of the tabs across the top to access or modify the information 
regarding that specific product. 
Enter any changes as appropriate. The update icon will become available. 
Click on Update to submit existing item changes to your NTE Merchant. Any 
changed fields will remain grayed out until approved. The system will not 
accept incomplete product information forms. 

Discontinue Item 
You can elect to discontinue an item from within Item Maintenance. 
When you click on the Discontinue Item icon, you’ll receive a single warning prior 
to sending the request.  

Item Maintenance 
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Future Cost Updates 
This screen allows you to submit a future cost change. We require a 90 day notification of a 
cost update. Before the change is effective it must be approved by your NTE Merchant. 
 
  To propose a future cost update: 

1. Select item maintenance from the drop down. 
2. Click on the item number you will be updating. 
3. Update the Current Cost field value and enter or select a future date from the 

calendar that is at least 90 days out from today. 
4. Click on the update button to submit the cost change. 

NOTE: If the selected item has blank values in any of the "required" fields you will 
be prompted to enter appropriate values into those fields before the update can be 
submitted. 

Item Maintenance 
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Discontinue Item 
When you click on Discontinue Item, you’ll receive the above warning to confirm the 
execution of the request.  

Click Yes to continue to Confirm Discontinuation of the item. 
A message will flash across the upper left corner of the item maintenance 
screen confirming discontinuation of the item. 

Click No to return to the previous screen. 

The item will still be viewable in the portal until it is approved by the Merchant, until 
then it will display this message: 

 

Once the Merchant approves the discontinuation request, the item will no longer be 
accessible in the portal. Contact your Merchant if an item needs to be restored to 
the portal. 

Discontinue Item 
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Item Inquiry mirrors Item Maintenance but is view only functionality for users without 
maintenance access.  

The search window provides the ability to search by:   
• Northern Item number 
• Vendor Item Number  
• Item Description  
• Keyword 

 
The Lead Time Transit Days and Dropship Lead Time in the upper right is your 

reported vendor average, 
  
Click on the underlined item number in the Northern Item column to view the item 

product information screen. 

Item Inquiry 
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Projected Purchases Summary 
Data is supplied based on past sales analysis and shows only potential demand.  It is not a 
commitment to order. 
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Point of Sale 
Point of Sale provides a snapshot view of item net sales for the previous 6 months, or 6 weeks 
running. The totals reflect item sales minus any returns. 
 

This view can be filtered to show: 
1. Sales by Channel 

a. All 
b. Retail  

1. Region 
2. Store 

c. Mail Order  
d. Web 

2. Sales by Type 
e. Quantity 
f. Dollars 

3. Range 
g. Weekly  
h. Monthly 
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The Vendor Scorecard provides a floating 6 month view and 12 month totals that measure 
performance on key indicators and areas where improvements can be made.  

The scorecard parameter definitions are available by clicking on Measure in the upper left of 
the screen.  

Select Year and Month from the drop down in upper left hand corner of the screen. 
Numbers in red indicate areas where performance falls below expectations.  
 
You can click on any underlined data item for detailed information.  

Vendor Scorecard 
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The Drop Ship Scorecard provides a floating 6 month view and 12 month totals that measure 
performance on key indicators and areas where improvements can be made.  

The scorecard parameter definitions are available by clicking on Measure in the 
upper left of the screen.  
 
Select Year and Month from the drop down in upper left hand corner of the screen. 
Numbers in red indicate areas where performance falls below expectations.  
 
You can click on any underlined data item for detailed information.  
 

Dropship Scorecard 
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Users assigned as the primary account holder can access the Account Name, User Name, 
Email, Phone and Status of all of the individual account holders attached to the vendor account. 
Click on a specific individual account for detail of the specific account holder’s security access 
levels. Also listed are the security levels established for navigation bar items. 

You should review this information periodically to ensure that your users’ files are up to 
date and that they have access to portal files that they need. 

You can request additions or deletions via email by clicking on Request Change to Account.  

 

Primary Account 
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You can request additions, deletions or access level changes via email by clicking on Request 
Change to Account. 

Authority for specific users can be viewed in this inquiry screen.  

Primary Account 
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My Account displays contact information for all the accounts within your company. These should 
be reviewed periodically for accuracy and updated as needed.         

 

 

My Account 
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