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Introduction to NSS  
NSS stands for New Item Setup (NIS) Self-Service. It is an application in Zapporo that was 

created to allow vendors to submit product setup requests directly to our New Item Setup 

(NIS) team. All questions or correspondence can be viewed and actioned directly inside of 

the application for a more efficient and streamlined item setup experience.    

 

Where can I find NSS?   
The NSS application can be launched from Zapporo, on the left navigation pane below the 

“Home” link you will find a link titled “New Item Setup”. When clicked/selected, this will launch 

NIS application in new tab/window which is shown below.  
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Important NSS Resources for Vendors  

• Message Board: The message board features messages from the New Item 

Setup operational team to our vendors. Please review the message board each time 

you log into NSS for updates.  

• NSS Training Materials & Resources: This section houses links to all training 

materials related to the NSS application. If you are a new user to the NSS app, 

please make sure to review all training materials. If you face any questions or 

roadblocks within the NSS app, please refer to the New Item Setup Self-Service 

(NSS) FAQ.  

 

How to Submit a NIS Request Through NSS  

• Select Supplier*: Using the dropdown, locate and select the supplier that you wish 

to have the new styles uploaded under. Each user will only see suppliers that they are 
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assigned to within the Zappos Supplier page. 

 

If you’re not seeing a supplier that you’re responsible for within the dropdown in NSS, 

please reach out to your Zappos buyer for support.  

Important tips:   

▪ Be sure to select the correct supplier for a couple of reasons – styles are 

uploaded to a specific supplier. If they’re uploaded to the incorrect supplier, it can 

cause quite the mess in the catalog. Additionally, when submitting POs, if the 

products are under the incorrect supplier, they will not be visible in Zapporo.  

▪ If you have multiple suppliers for your brand, please submit a separate ticket for 

each supplier for the same reasons mentioned previously.  

• Select Due Date*: This field allows the user to select a due date for the ticket being 

submitted. The NIS team requires a two-week (or 10-buisness day) lead time to 

complete all upload requests. Please be sure to submit your requests with enough 

time for them to complete your upload. We understand that there may be a need for an 

occasional rush setup but please try to limit them to ensure the best experience for all 

involved.    
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Uploading Item Setup Templates  

The templates used for item setup uploads are referred to as VSSC templates. A separate 

VSSC template will need to be completed for each product type. You should download fresh 

VSSC templates from the NSS app each time you plan to submit an upload request to ensure 

you’re using the most up-to-date template(s). For VSSC template training, visit the Vendor 

Resources Page.  

• Select Product Type*: (Required) From the dropdown, select all product types that 

you will be uploading.  

Once you’ve selected all, click Download Template. The Download Template button 

will remain disabled until template selection is made. If you have selected multiple 

product types, they will all appear in one excel workbook as separate tabs/sheets 

along the bottom. Be sure to complete all tabs accordingly.  

 

• New Item Setup Upload*: (Required) Once you have downloaded, completed, and 

saved a fresh VSSC template workbook, click on ‘Browse’ to select your saved file. 

Once selected, your template should automatically upload. Please wait for the 

“Uploaded Successfully!” message as confirmation that the file was successfully linked 

to your request. To complete a style upload into the Zappos catalog, ALL required 

columns must be completed. If they are not completed, the submission will be closed 

with no action.   
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• Description: This is an optional field that can be used to communicate any special 

instructions, requests or questions related to the upload request.  

 

• Submitting the ticket request: Once you have filled in all required fields (Supplier, 

Due Date, New Item  

Setup Upload) you must click the Submit button at the bottom of the page. Note this 

button will remain disabled until the aforementioned fields are complete.   
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• Submission Confirmation: Upon a successful submission, a notification will appear 

indicating a successful submission along with a submission ID and the previous data is 

still visible on the form for reference. To create a new ticket, click on the “Reset all” 

button.   

 
 

How to Track an NSS Submission  

Once an item setup request is submitted through NSS, you are able to track the progress of 

your submission by visiting the Track Submitted Items tab found near the top of the 

submission page.   

 

2. Select the supplier whose tickets you would like to retrieve.  

3. Click on “Get tickets”.  

4. You will now see a table with all tickets for the selected supplier as shown in the example 

below: 

• Once the above screen is open, you will be able to view all tickets submitted for the 

supplier. If the NIS team needs additional information related to a ticket, the ticket in 

question will be in the status “Need Info”. To respond to NIS, the user can click on “Add 

Comments” and “Upload Files”.  

  

  

1 .Click on the “Track Submitted Items” tab on NSS application .   
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• Selecting the “Add Comments” button will open a text box for you to leave a message 

for our NIS team.  You will also be able to see the comment history by selecting the 

“Show All Comments” button.  

• Selecting the “Upload Files” button will allow the user to upload any additional files to 

the ticket in question just like they did in the earlier steps.  

• Selecting the “View Files” button will open a window for you to be able to view and 

download any files that you’ve uploaded. Once you select the file from the dropdown, it 

should automatically download.  

• In the upper, right-hand corner of the “Track Submitted Items” tab, you will see several 

filters which indicate the various statuses of submitted tickets. These tabs can be used 

to help view/filter all tickets in a specific status if needed. The default setting will return 

all tickets and sort the results by the most recently submitted date.  

Will I receive email confirmation/communication for my requests? Users will receive 

email communication for successful ticket submissions regarding the status updates and 

added comments on their tickets. Although a supplier can be assigned to multiple users, only 
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the actual requester (ticket owner or the user who created the ticket) will receive email 

communications. The respective Buyer should also receive a copy of every email sent to the 

NSS user for visibility.  An example of an NSS email is shown below:  

 

  

Questions or Additional Training? 

For further NSS training or assistance, contact the NIS team at 

zappos-newitemsetup@amazon.com  
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