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Add an Item(s) to a Facility 

Note:  If you need to create a new facility, see this job aid:  Create a Facility 

 

Login 

1. Login to https://partnerpass.krogerapps.com/ 

 

Note:  Partner Pass is a secure single sign-on dashboard that allows you to access multiple Kroger 

applications with one ID and password.  
 

Partner Pass works with the Okta Verify app to allow you to verify your identity and make it 
less likely that someone pretending to be you can gain access to your account.  

 

For additional information, please see: 

• Partner Pass information page 

• Partner Pass help page 

 

2. On the Supplier Hub tile, click Go to the portal (A). 

 
 

Facility Address Book Screen 

3. Click Facility Address Book (A). 

 

https://www.thekrogerco.com/wp-content/uploads/2022/03/Create-a-Facility_Supplier-Hub_Job-Aid.pdf
https://partnerpass.krogerapps.com/
https://www.thekrogerco.com/vendors-suppliers/partner-pass/
https://www.thekrogerco.com/vendors-suppliers/partner-pass/partner-pass-help/
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4. Click the pencil (B) to update the desired facility. 

 
 

5. Click Item (C). 

 
By adding an item to a facility, you agree that the item is currently produced, manufactured, 
or processed for Kroger at that facility.   

 
 

6. Use the below table to determine the next step: 

To: Do this: 

Enter a single GTIN/KLN#. Continue to step 7. 

Add multiple GTINs/KLN#s. Go to step 12.  

 

7. Input the GTIN/KLN# (D). 

Note:  GTIN should be 14 digits or KLN# should be 6 digits. 

 

8. Click Add (E). 

! 
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9. Repeat steps 7-8 to continue adding single GTINs/KLN#s.  

 

10. The GTINs/KLN#s will be displayed in the GTIN or KLN# table (F) of the Review Items section. 

Note:  GTINs or KLN#s may be duplicated in the table if the facility provides the same item to 
Kroger through multiple vendors. 

 

 

11. Go to step 26. 

 

12. Click Download (G). 

13. Click the Excel file (H). 
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14. Click Enable Content (I). 

 

15. Enter or paste GTINs/KLN#s (J). 

16. Click Create itemcsv file (K). 

17. Click OK (L). 
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18. Select a location (M) to generate the file. 

19. Click Save (N). 

 

20. Click OK (O). 
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21. Select the Upload Item radio button and click Choose File (P). 

 

 

22. Select the .csv file (Q). 

23. Click Open (R). 

 

24. Click Upload (S). 
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25. The GTINs/KLN#s will be displayed in the GTIN or KLN# table (T) of the Review Items section. 

26. Click Home (U).   

 

 

27. Click Save (V). 

 

 

 

 


