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PODIUM Instructions 
 

Log into OOCL Logistics Vendor Podium: https://vendorpodium.oocllogistics.com/vdr/.  

 

 
 

A “Notification” message displays, as shown below. 

 

 
 

Click Proceed. The OOCL Logistics Vendor Podium page displays, as shown below. 

 

 
 

https://vendorpodium.oocllogistics.com/vdr/
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Manufacturer Information 
 

From the ribbon menu at the top of the page, select Vendor Preference > Update Preference, as 

shown below. 

 

 
 

Scroll down until “Manufacturer” appears with the Address, City, Zip/ Postal, and MID Code 

fields. See image below for reference. 

 

 
 

Follow the instructions below for each Hobby Lobby required line to ensure information 

accuracy:  

 

• Name: Enter the full legal or business name of the manufacturer. 

• Address: Enter the manufacturer’s complete physical street address. Do not enter a P.O. 

box. 

o Address Line 1 – 2: street address, building number, suite/department 

o Address Line 3: state, territory, or province 

o Address Line 4: country 

• City: Enter the city here. Do not enter the city in Address Lines 1, 2, 3, or 4. 

• Zip/Postal: Enter the zip code or postal code associated with the physical address. If the 

factory is in a country that does not utilize a postal code system, please email 

vendor@hobbylobby.com for further instructions. 

• MID Code (Manufacturer Identification): Enter a unique code per manufacturer. 

o Hobby Lobby prefers the use of a Global Location Number (GLN) that is unique 

per manufacturer for the MID Code. 

mailto:vendor@hobbylobby.com


4 

June 2026 

▪ If the manufacturer does not already have a unique GLN, one can be 

acquired at GS1US Store. Once acquired, enter the GLN in the MID Code 

field. 

▪ If a GLN is not able to be acquired, follow the instructions below to 

generate one (self-generated) that is unique per manufacturer. 

• 20 characters or fewer 

• Letters and numbers only 

• No spaces 

• Once generated, assigned, and entered, it must not change 

 

See the image below for an example reference of Hobby Lobby required fields and navigation 

options. 

 

 
 

After each manufacturer is updated with Name, Address, City, Zip/Postal, and MID Code, scroll 

to the bottom and select “Save”. 

 

 
 

A success message displays, as shown below. 

 

 
 

After saving the Manufacturer information, create the Sales Confirmation as described in the 

following section. 

https://store.gs1us.org/single-gln/p?_gl=1*1sfss6*_gcl_au*MTM2MDA1MzA4MS4xNzc2MTc3NzM0*_ga*MTUyMDU2MjIzOS4xNzc2MTc3NzM0*_ga_XFFEM4HHZZ*czE3NzYxNzc3MzMkbzEkZzAkdDE3NzYxNzc3MzQkajU5JGwwJGgw
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Sales Confirmation 
 

The Sales Confirmation section instructs vendors on how to create a digital Sales Confirmation 

(SC) in Vendor Podium. This digitized SC creation process is now the sole method for all SC 

creations. However, this process does not change how vendors email the SC document to Hobby 

Lobby. Refer to the Email the Digital Sales Confirmation to Hobby Lobby section for details.  

 

*IMPORTANT NOTES: 

• The digitized SC process pulls data directly from the Purchase Order (PO), therefore, 

any necessary PO updates (e.g., vendor name change, case cube, etc.) must be 

communicated and finalized with the Hobby Lobby buyer before the SC is created. 

• If any testing is due on a PO, vendors must create and submit the SC before filling out a 

Bureau Veritas (BV) Testing Request Form (TRF) at OneSource Connect. Refer to the 

eTRF Hobby Lobby and OneSource Instructions at Vendor Documents. 

 

Create Sales Confirmation 
 

The Create Sales Confirmation section contains instructions for creating a digital SC, not how to 

email the SC to Hobby Lobby (refer to the Email the Digital Sales Confirmation to Hobby Lobby 

section for those instructions).  

 

All SCs must be digitized. All digital SCs are required to be created on Vendor Podium. This 

digitized SC process is now the sole method for all SC creation.  

 

Click “Document” from the ribbon menu and select “Create Sales Confirmation”, as shown 

below. 

 

 
 

The Create Sales Confirmation Entry page displays, as shown below. 

 

 

https://app.onesourceconnect.com/user/login
https://docs.hobbylobby.com/
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Key in the PO#, as it appears on the PO (i.e., W0791483 or F0154872, etc., with the 0 being a 

zero). Click “Search”. A Sales Confirmation number is created from the associated PO and the 

process begins, as shown below. 

 

 
 

Each section of the Sales Confirmation is described in the following guide sections: General 

Information, Line Items, Breakdown, and Beneficiary. Required fields are marked with an 

asterisk (*). 
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General Information 

 

All information is pre-populated into the General Information section. The Payment Terms field 

is also pre-populated but editable as needed. 

 

Line Items 

 

The Line Items section displays items associated with the PO that require the Sales Confirmation 

documentation. Pre-populated line-item information is not editable. Users are required to enter 

Manufacturer information and add Remarks, Commodity Information and product dimensions as 

required by Hobby Lobby, as described below.  

 

Manufacturer (*): this is a mandatory field; input the business that produced the goods for 

Hobby Lobby. 

Remarks (Manufacturing Statements/Other): allows users to provide additional 

information particularly relevant for trade remedies, as needed. For example, Products are 

made in Mexico with Korean yarn or Goods sold for export to the Unites States only. 

Commodity Information: allows users to provide a clear and concise description of the 

goods, including material, compositions, and purpose, as needed. For example, Not intended 

for use by children, Food Safe, Batteries Not Included, or Printed: Offset. 

Overall Product Length (Inches) (“): allows users to provide the overall product length in 

inches, as needed. For example, Christmas Tree length, 5”. 

Overall Product Width (Inches) (“): allows users to provide the overall product width in 

inches, as needed. For example, Christmas Tree width, 5”. 

Overall Product Height (Inches) (“): allows users to provide the product height in inches, 

as needed. For example, Christmas Tree height, 12”. 

 
IMPORTANT NOTE FOR NON-MANDATORY FIELDS 

 

Remarks, Commodity Information, and dimensions are not required for the OOCL system, 

however, when applicable, are required for Hobby Lobby. 

  



8 

June 2026 

Add Manufacturers 
 

To add a Manufacturer, whether existing or new, click the “Add/Edit Manufacturer” button, as 

shown below.  

 

 
 

The Manufacturer Details window displays. It is encouraged to have existing manufacturer 

information stored in “Vendor Preference” (refer to the Manufacturer Information section for 

details). To use existing manufacturer information, click the “Search” icon ( ), as shown below.  
 

 
 

The Manufacturer Preference Lookup window displays, as shown below. 

 

 
 

Select all Manufacturers necessary for the current purchase order. Ensure the number of 

manufacturers added is correct and click “Add Selected”. 
 

Upon selecting manufacturers and clicking the Add Selected (#) button, the window disappears 

and users are returned to the Manufacturer Details window. All selected manufacturers display in 

the drop-down list, as shown below. 
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Clicking on any listed manufacturer will pre-populate manufacturer information into the 

appropriate fields, as shown below. 

 

 
 

Fields marked with an asterisk (*) are required prior to clicking OK. Upon clicking OK, users are 

returned to the SC. 
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If entering new manufacturer information not stored in “Vendor Preference”, vendors must 

manually key in the information in the Manufacturer Details window. The required fields are 

described below.  

 

• Name (*): Enter the full legal or business name of the manufacturer. 

• MID Code (Manufacturer Identification) (*): Enter a unique code per manufacturer. 

o Hobby Lobby prefers the use of a Global Location Number (GLN) that is unique 

per manufacturer for the MID Code. 

▪ If a GLN is not already acquired, please acquire a number at GS1US Store 

and enter the number in the MID Code field. The GLN must be unique per 

manufacturer. 

▪ If a GLN is not able to be acquired, follow the instructions below for a 

self-generated MID. The MID entered must be unique per manufacturer. 

• 20 characters or fewer 

• Letters and numbers only 

• No spaces 

• Once assigned and entered, it must not change 

• Zip/Postal (*): Enter the zip code or postal code associated with the physical address. If 

the factory is in a country that does not utilize a postal code system, please email 

vendor@hobbylobby.com for further instructions. 

• City (*): Enter the city here. Do not enter the city in Address Lines 1, 2, 3, or 4. 

• Address (*): Enter the manufacturer’s complete physical street address. Do not enter a 

P.O. box. 

o Address Line 1 – 2: street address, building number, suite/department 

o Address Line 3: state, territory, or province 

o Address Line 4: country 

 

Once information is entered, click OK to be returned to the SC. 

 

*Note: The manual entry of manufacturer information into the Manufacturer Details window at 

the SC level does not transfer to Vendor Preference. If the information entered is desired to be 

stored in Vendor Preference, then vendors must enter the same information in “Vendor 

Preference > Update Preference”. Refer to the Manufacturer Information for instructions. 

 

The added and listed manufacturers, along with other existing manufacturers from Vendor 

Preference are allowed to be selected at line-item level by double clicking in the cell under 

Manufacturer for easy input, as shown below. 

 

 

https://store.gs1us.org/single-gln/p?_gl=1*1sfss6*_gcl_au*MTM2MDA1MzA4MS4xNzc2MTc3NzM0*_ga*MTUyMDU2MjIzOS4xNzc2MTc3NzM0*_ga_XFFEM4HHZZ*czE3NzYxNzc3MzMkbzEkZzAkdDE3NzYxNzc3MzQkajU5JGwwJGgw
mailto:vendor@hobbylobby.com
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Edit Manufacturers 

 

To edit a Manufacturer, click the “Add/Edit Manufacturer” button, as shown below.  

 

 
 

The Manufacturer Details window displays. Click the drop-down list to select a manufacturer to 

edit, as shown below. 

 

 
 

Clicking on any listed manufacturer will pre-populate the Manufacturer Details window, as 

shown below. 
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Edit necessary information. Fields marked with an asterisk (*) are required prior to clicking OK. 

The required fields are described below.  

 

• Name (*): Enter the full legal or business name of the manufacturer. 

• MID Code (Manufacturer Identification) (*): Enter a unique code per manufacturer. 

o Hobby Lobby prefers the use of a Global Location Number (GLN) that is unique 

per manufacturer for the MID Code. 

▪ If a GLN is not already acquired, please acquire a number at GS1US Store 

and enter the number in the MID Code field. The GLN must be unique per 

manufacturer. 

▪ If a GLN is not able to be acquired, follow the instructions below for a 

self-generated MID. The MID entered must be unique per manufacturer. 

• 20 characters or fewer 

• Letters and numbers only 

• No spaces 

• Once assigned and entered, it must not change 

• Zip/Postal (*): Enter the zip code or postal code associated with the physical address. If 

the factory is in a country that does not utilize a postal code system, please email 

vendor@hobbylobby.com for further instructions. 

• City (*): Enter the city here. Do not enter the city in Address Lines 1, 2, 3, or 4. 

• Address (*): Enter the manufacturer’s complete physical street address. Do not enter a 

P.O. box. 

o Address Line 1 – 2: street address, building number, suite/department 

o Address Line 3: state, territory, or province 

o Address Line 4: country 

 

Once information is entered, click OK to be returned to the SC. 

 

Remove Manufacturers 

 

To remove a Manufacturer, checkmark next to the line of the desired manufacturer and click 

Remove (located next to the Add / Edit Manufacturer button), as shown below.  

 

 
 

 

A confirmation option may display, as shown below. 

 

 
 

Click Cancel to return or click OK to remove the manufacturer. A “Manufacturer removed” 

message displays, and users are returned to the Manufacturers Details window.   

https://store.gs1us.org/single-gln/p?_gl=1*1sfss6*_gcl_au*MTM2MDA1MzA4MS4xNzc2MTc3NzM0*_ga*MTUyMDU2MjIzOS4xNzc2MTc3NzM0*_ga_XFFEM4HHZZ*czE3NzYxNzc3MzMkbzEkZzAkdDE3NzYxNzc3MzQkajU5JGwwJGgw
mailto:vendor@hobbylobby.com
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Breakdown 

 

The Breakdown section displays the breakdown of material content by component of each item 

required for the documentation purposes on the Sales Confirmation. 

 
Add Material Breakdown 

 

To add material breakdown, select the Add Breakdown button, per line item, for all materials the 

item is composed. See the example image below. 

 

 
 

The fields are defined below. Fields marked with an asterisk (*) are required. 

 

Component (*): defaulted to match the Description, but is editable as needed. Components 

contribute to the item as a whole unit but can function independently from the unit (e.g., Art 

Kit).  When breaking down components line by line, the Component field is editable for 

users to enter specific component names. For example, the item unit Description Art Kit, 

could have breakdown component names like, Watercolor Paint, Paint Brush, and Artist Pad 

Paper. Alphanumeric and special characters are accepted. 

Piece Count: if the item has more than one piece of a component, identify the total pieces. 

Component Cost (*): unit of currency in USD. Component Cost should be equal or less than 

the Unit Price (USD). The Component Cost will be less than the Unit Price (USD) in cases 

where there are multiple components; then, the Total Component Cost (USD) per line item 

should equal the total Unit Price (USD). 

Material (*): the individual material content per item. Users can add or remove breakdowns 

as needed by checking an item row and selecting either the “Add Breakdown” or “Remove 

Breakdown” button. 

Material (%) (*): percent of material by total weight to equal, but not exceed, 100% in total; 

this is verified upon submission. 

Material Cost (USD): breakdown of material cost per component. For example, items that 

contain steel, aluminum, and copper require a material cost. For Hobby Lobby, Material Cost 

must be less than the Component Cost. 

Material Country of Origin: the country the item was produced. For example, Fish and 

Wildlife items, items containing steel, aluminum, and copper require a country of origin. 

Comments (Genius/Species/Etc): any additional information per line item. For example, 

Genius/Species for Fish and Wildlife items are required comments. 
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Material Breakdown Guidelines 

 

For every item that has more than one material content, it is required to add an additional 

breakdown line per material. See example images below. 

 

 
 

 
 

For every item that has more than one component, it is required to add an additional breakdown 

line per component. For every component that has more than one material, it is required to add 

an additional breakdown line per material per component. See example image below. 

 

 
 

Refer to the Breakdown section for cost descriptions.  
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Key Guidelines: 

• Itemize each breakdown on its own line and enter its corresponding percent value. 

• Do not enter multiple breakdowns in list format inside a single cell within a single line, 

even if they add up to 100%. 

o Hobby Lobby does not accept multiple breakdowns in list format inside one cell 

on one line item, despite the OOCL system allowing it. 

 
CORRECT INCORRECT 

 

 

 

• Ensure the Total percent value equals 100%. 
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Beneficiary Name and Address 

 

Key in the complete name and physical address of the beneficiary. 

 

Save and Submit Sales Confirmations within OOCL 

 

Reminder: If any testing is due on a PO, vendors must create and submit the SC before filling 

out a Bureau Veritas (BV) Testing Request Form (TRF) at OneSource Connect. Refer to the 

eTRF Hobby Lobby and OneSource Instructions at Vendor Documents. 

 

Users are allowed to click “Save” from the Sales Confirmation page in order to save the progress 

and return later. A success message displays, as shown below. 

 

 
 

Once all required criteria in each section are complete, click “Submit”. If all criteria are correct, 

users are directed to the Enquire Sales Confirmation page and a success message displays, as 

shown below. 

 

 
 

If required criteria are missing, error messages display and the Sales Confirmation does not 

submit, as shown below.  

 

 
 

Users are required to input all required criteria in order to submit successfully.  

https://app.onesourceconnect.com/user/login
https://docs.hobbylobby.com/
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Enquire Sales Confirmation 

Once the Sales Confirmation is created (either saved or submitted), users are allowed to review 

and/or download the SC by clicking on “Document” from the ribbon menu and selecting 

“Enquire Sales Confirmation”, as shown below. 

 

  
 

The Enquire Sales Confirmation page displays, as shown below. 

 

 
 

Key in the PO#, as it appears on the PO (i.e., W0791483 or F0154872, etc., with the 0 being a 

zero). Click “Search”. Searching by PO results in all “Submitted” SC PDFs and saved SC 

“Drafts”, as shown below. 
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The Search Result window displays versions of the SC associated with the PO#. The column 

headers are described below. 

 

Actions: displays the edit ( ) or PDF ( ) icon indicating editable or view only. 

Editable ( ): Sales Confirmations with the edit icon are editable. Drafts are editable, 

but only the most recently Submitted SC is editable. 

View Only ( ): Sales Confirmations with the PDF icon reflect submitted SCs. PDF 

forms are view only. 

Sales Confirmation Number: displays the Sales Confirmation associated with the PO in the 

following form: “SC-PO#######”. 

Status: displays the current status of the Sales Confirmation, as described below. 

Submitted: indicates the most recently stored, created and submitted SC within OOCL 

that is associated with the selected PO. Only the most recently submitted SC has the 

editable icon. 

Void: indicates a previously (not most recently) created and submitted SC within OOCL 

that is associated with the selected PO. Not editable. 

Draft: indicates a SC that has been saved but not submitted within OOCL that is 

associated with the selected PO. Editable. 

Create Date: displays the date the Sales Confirmations was saved or submitted in 

DD/MM/YYYY (Day-Month-Year) format. 

Revised Date: displays the date the Sales Confirmation was edited in DD/MM/YYYY (Day-

Month-Year) format. 

Revision No.: displays the system logging number associated with the revised Sales 

Confirmation. 

Revision Reason: displays the explanation of the revision entered into the “Revision 

Reason” field of the Sales Confirmation. Each time a Submitted SC is revised/edited, a 

revision reason is required criteria. 

*Note: Line items are not revisable/editable for items already shipped. 
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Edit the Digital Sales Confirmation 

 

Reminder: The digitized SC process pulls data directly from the Purchase Order (PO), therefore, 

any necessary PO updates (e.g., vendor name change, case cube, etc.) must be communicated 

and finalized with the Hobby Lobby buyer before the SC is created. 

 

To edit an OOCL digital SC, click the edit icon ( ) next to the desired SC. Hobby Lobby prefers 

users to edit only the most recently Submitted SC. 

 

Users are directed to the Create Sales Confirmation Detail page displaying the SC with pre-

populated fields, as shown below. 

 

 
 

Refer to the Create Sales Confirmation section for detailed instructions on editable, non-editable, 

and required fields.  
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Email the Digital Sales Confirmation to Hobby Lobby 

 

To email the digital OOCL SC to Hobby Lobby: 

 

• Click on the PDF icon ( ) next to the final, most recently “Submitted” SC within 

OOCL. This version of the SC should be a final creation, complete with all Hobby Lobby 

required information and complete with the most updated information. 

• Download the PDF and save to user’s computer. 

• Email the SC to Hobby Lobby using current, standard processes.  

 

*Note: If using an electronic signature to sign the SC, please avoid using a .jpg signature as this 

can cause issue for Hobby Lobby platforms. 


