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● The Kroger Co. Specification Portal (or Spec Portal) is a site that allows Kroger and 

its Suppliers to interact via Questionnaires (or eQs,) Specifications, and Documents.

Its purpose is to:

o assist in data integrity

o decrease manual email traffic

o provide enhanced visibility to specifications

o upgrade the Kroger-Supplier relationship overall

● Kroger will send their Supplier Contacts an email with their username, a temporary 

password, and a link to the Spec Portal.

● The following initial slides will walk Suppliers through logging into the Spec Portal.

Introduction
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Logging into the Specification Portal
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Once you receive your status 

approval email, you will use the 

email link to get to the Welcome 

Screen. Click on “English”.

Contact Profile approval 

email example



Logging into the Specification Portal
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On the login screen you will 

click on the “Forgot Your 

Password?” link. 

On the next screen you will 

enter their email address and 

click on the “Submit” button.



Logging into the Specification Portal
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After you receive the second email 

with the updated password, you will 

login with those credentials on the 

login screen and click on the “I Agree 

to these Terms and Conditions” 

button.



● The Home screen contains links to the other modules in the Spec Portal and useful 

information for additional assistance.

● The Action Dashboard is part of the Spec Portal Home Screen. In the Action 

Dashboard you will receive notifications for Questionnaires (eQs) that require your 

response and Specifications that require your review and approval or rejection. 

● Let’s look at all the pieces in more detail in the following slides....

Home Screen & Action Dashboard
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Home Screen Overview
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Home Screen – Modules
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Link to all available DRL 

Documents 
Link to all Specs associated 

with your Company

Link to the Help itemsLink to all Questionnaires associated 

with your Company



Home Screen – Links to Modules
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Link to all Questionnaires 

associated with your Company
Link to the Home screen

Link to all Specs associated 

with your Company

Link to the Document 

Reference Library screen

Link to Help Items

Link to user profile and 

preferences

Link to log out of the Spec 

Portal



Home Screen – Action Dashboard
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Pending Questionnaires 

requiring action 

Pending Specification 

approvals

Date the submission of the 

eQ is due back to Kroger

Date Kroger sent the 

Questionnaire to you

Indicator showing if the eQ is 

overdue (red,) almost due 

(amber,) or isn’t due yet (green)
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Home Screen – Action Dashboard
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Clicking on “DUE” will show 

the items due in the next 7 

days.

There is an arrow on each column that 

you can click if you want to sort the 

eQs or Spec approvals in ascending or 

descending order.

Clicking on “ALL” displays 

all of the items. Clicking on “NEW” will show 

the items assigned to you in 

the last 7 days.



Specifications & Documents
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When you click on either of the links 

to the Specifications & Documents 

module from the Home screen you 

will navigate to the screen seen 

below. Please note if you have any 

current Action items you will see a 

third tab on the screen below.



Specifications & Documents
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On this screen you can click the 

pencil and paper icon to submit 

proposed changes to a Spec via 

a Questionnaire.

On this screen you can 

use these filter options to 

search for Specifications.

You can click on either row to 

bring up the print template 

screen for the Specifications. 

On this screen you can search 

for all approved Specifications 

associated with your Company 

or Specs that have already 

been through your review.



Specifications & Documents
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When you click on the link to the 

Documents tab you will navigate 

to the screen seen below. If there 

are Documents associated with 

your Company that are not 

housed in the specifications, you 

can see them here.



eQuestionnaire
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When you click on either of the 

links to the eQuestionnaire 

module from the Home screen 

you will navigate to the screen 

seen below (eQ Action Items is 

the default.)



eQuestionnaire
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You can reassign 

Questionnaires to another 

contact at your Company by 

clicking on the blue arrow icon.
Here you will see if any of the 

eQs are late or getting close to 

late for a response.

In the pop-up for the eQ Contact 

Change you can use the drop down to 

select another contact at your 

Company if available, add a comment 

into the “Your Comments” field, and 

click on the “Submit” button.



eQuestionnaire
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When you click on the link to the 

Historical eQs tab you will navigate to 

the screen seen below. Here you will 

find all of the eQs you have worked on 

historically except for those currently 

requiring an action from you.



DRL
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When you click on either of the 

links to the Document Reference 

Library (DRL) module from the 

Home screen you will navigate to 

the screen seen below.



DRL
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You can click on the addition 

symbol to expand the tree to 

the sub-catalog.

On this screen you will see 

Documents related to instructions 

around filling out the eQs and 

Documents around product 

requirements.

Next you can click on any of the 

Documents you wish to view.



Help
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When you click on either of the links to the Help 

module from the Home screen you will navigate to 

the screen seen below. This screen contains useful 

guidance and assistance on completing eQs and 

interacting with the Spec Portal.



Printing a Specification
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Printing a Specification
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From either the Home screen or the 

Specifications & Documents screen 

you can print a Specification. You 

can click on the row for that Spec, 

and you will see the pop-up window 

on the next slide.



Printing a Specification
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You can check the checkboxes 

for the information that you want 

to see in the Specification, then 

click on the “Print” button.

Unless you are sure that you 

do not need to review a certain 

section of the Spec, it's 

recommended that you select 

every check box before clicking 

Print.



Printing a Specification
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This is an example of part of the 

PDF that will be displayed. You 

will use this document to review 

the information in the 

Specification.



Responding to a 
Questionnaire (eQ)
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Responding to a Questionnaire
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From either the Home screen or the 

eQuestionnaire screen you can 

respond to an eQ. You can click on 

the row for that eQ, and you will see 

the pop-up window on the next slide. 



Responding to a Questionnaire
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Questionnaire number 

and name

Please review all instructions. In addition 

to these, please remember to use the 

“Save” button periodically while you are 

filling in the Questionnaire as it will 

mitigate any loss of data in the form in 

case an event like loss of internet 

occurs.

Kroger user contact info

Supplier contact info

Similar to slide 17, you can click on the “Reassign 

Contact” button to bring up a pop-up window to 

reassign this Questionnaire to another contact at your 

company if any other contacts are available.

This is the top portion of the 

Questionnaire. We will walk 

through the other sections on the 

subsequent slides where you will 

update the data in the eQ for the 

associated specification. 



Responding to a Questionnaire
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These are examples of free text fields 

where you can click in the cells and 

edit/update the information, as necessary. 

If there is no star located next to the field 

you don't need to update or amend the 

information therein but do so if it will add 

value.

This is an example of a spyglass icon that you 

can click to open a pop-up window like the one 

below containing a pre-populated list from 

which you can select an appropriate value(s). 

If the value you need does not exist, please 

use the Comments field seen above and/or 

reach out to your Kroger contact.

This is an example of fields where you can type free 

text and then use the drop-down arrows to select 

from pre-defined units of measure.



Responding to a Questionnaire
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This section of the Questionnaire deals with 

Allergens. If an allergen is present, it is 

requested that you disclose the source of the 

allergen (e.g., "natural flavor.")

In this Questionnaire you can see a star present for 

each allergen row listed. This means that a 

checkmark is required in the “Present”, or “May 

Contain”, or “Absent” checkboxes for each row. 

You cannot submit the eQ back to Kroger without 

this information completed.

If there is an allergen in the product, or if the 

product may contain an allergen, and it is not listed 

in the pre-defined list seen in the pop-up window, 

then you can add it via free text in one of these 

fields.

Use the “Add New” button to 

open the pop-up window seen 

on the right-hand side of this 

slide if you need to add an 

allergen that is or may be 

present in the product



Responding to a Questionnaire
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Specifications for intolerances 

are provided in the 

Questionnaire like the 

allergens.



Responding to a Questionnaire
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This is the Nutrient Properties section. Like the 

Allergens and Intolerances, if you don’t see a row for a 

nutrient that is part of the specification you can click on 

the “Add New” button.

In the pop-up window you can 

select the desired nutrient and 

click on the right-facing arrow to 

bring it to the right side of the 

window. Next click on the “Done” 

button. Below you can see that 

the selected nutrient has been 

added and that you can add the 

necessary value to it along with 

any comments.



Responding to a Questionnaire
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In this section you will find a place 

(the Document Library) where you 

can click on the Documents under 

the Files column to view 

documents around requirements, 

information and instructions. You 

may also be asked to provide 

documentation in this section. If 

so, Kroger will specify the 

document(s) you are being asked 

to provide.

In this section you can add 

informational Documents 

about the specification. 

Click on the “Add New” 

button to add documents. 



Responding to a Questionnaire
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The next few sections are sections designed to 

capture more characteristics of the product at 

a granular level. For each of these sections, 

Kroger asks that you update the relevant 

values for the rows in the appropriate columns.

In this section you can click on the fields to 

update or add the specification information. 

In this example when you click in the 

Appearance row under the “Method” column, 

you can update the method, if necessary, by 

clicking on the spyglass icon which brings up 

available options in a pop-up window (see 

below).



Responding to a Questionnaire
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Some sections may have "Add Row," "Add 

Column," and "Remove Column" options. In these 

sections, you can click on the corresponding 

buttons to add these items. As an example, if you 

click on the “Add Row” button in this section a pop-

up window (see right) will display many more rows 

that can be added.

Each cell that has a star will 

need to contain information. You 

cannot submit the Questionnaire 

if there is a cell with a star that is 

blank.



Responding to a Questionnaire
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If you need to add Microbiological 

information to this section, you will need 

to click on the “Add Row” button and 

then select the rows you want to add 

from the pop-up screen.

Next, you will need to populate a value 

in each row for each column.



Responding to a Questionnaire
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At the bottom of the Questionnaire is the “Save” 

button. We advise that you use it periodically as you 

add your responses into the eQ. You can use the 

“Save & Close” button to save the specification for 

another working session if you can’t complete it in 

one sitting.

When you click this button, a pop-up window will 

open (see the bottom of this slide.) There is a link in 

the pop-up that you can click to return directly to the 

eQ or you can return to the eQ via the Supplier 

Portal.



Responding to a Questionnaire
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At the bottom of the Questionnaire is the “Completed – Send 

to Kroger Co.” button. When the eQ is completed and ready 

to send to Kroger you will click on this button. At the top of 

the screen you will be asked if you are ready to submit the 

eQ (see box below.) Click on the “OK” button if you are 

ready.

If you click on it and one of the required fields has not been 

completed, you will see the error message on the next slide 

and the eQ will not submit to Kroger until you update the 

required field.



Responding to a Questionnaire
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Error notification that a field(s) must be 

updated to submit the Questionnaire to 

Kroger.

Example field in the Questionnaire that 

must be updated before attempting to 

submit the eQ again.



Responding to a Questionnaire
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Once the required information has been 

provided, click the “Completed – Send to Kroger 

Co.” button again. Once you do this the pop-up 

screen below will display and you will receive a 

confirmation email that you have submitted the 

Questionnaire to Kroger. Kroger will also receive 

a notification email that you submitted the eQ.



Reviewing and Approving or 
Rejecting a Specification
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Reviewing and Approving or Rejecting a Spec
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You can process a Spec Review from either the 

Home screen (under the Action Dashboard) or 

the Specs & Docs screen (Action Items tab.) The 

first thing you want to do before approving or 

rejecting the Specification is to print it out and 

review the information in the spec. You can do 

this per the guidance in slides 23-25. Next, click 

on the pencil icon for the Specification that is 

required for you to review and the pop-up screen 

on the next slide will be displayed.



Reviewing and Approving or Rejecting a Spec
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Click on “Approve/Reject.”  

In this screen use the drop-down arrow 

to either select Approved or Rejected if 

you are a vendor of raw materials to 

Kroger Manufacturing. In the “Your 

comments” field you need to add 

something generic if the spec is 

approved; if it is rejected, tell why it's 

rejected (see the example below.)

When ready to submit, click on the blue 

arrow. Comments must be added in order to 

submit the reviewed specification. When you 

click on the blue arrow this will send an email 

notification to Kroger that you have either 

approved or rejected the specification. It will 

also move the specification from your Action 

Items to the Specification(s) tab on the 

Specifications & Documents page as seen on 

the next slide.

Note that if you are a vendor of 

finished goods (Kroger Labeled 

Product,) these statuses are called 

“Active” and “Supplier Rejected” 

as depicted in these images.



Reviewing and Approving or Rejecting a Spec
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Spec is no longer in your Spec 

Approvals queue in the Action 

Dashboard on the Home screen.

The Specification is now on the 

Specification(s) tab on the Specs & Docs 

screen. It is in Supplier Rejected status. If 

the spec has been rejected, you MUST 

initiate a Questionnaire that you will send to 

Kroger with proposed changes. We will walk 

through that process in upcoming slides.



Reviewing and Approving or Rejecting a Spec
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Please note that if you try to approve or 

reject the Specification and the drop-down 

menu is blank, or if you only see one 

possible selection for Approved or Rejected 

(Active or Supplier Rejected for finished 

goods vendors) then you will need to log out 

of the Spec Portal and log back in. This will 

generally only happen if you have been 

logged into the system for an extended 

period and Kroger has sent you a new 

version of the Specification to review in the 

interim.



Requesting a change to 
an Approved 
Specification or 
Submitting changes to a 
Rejected Specification via 
Supplier-Initiated 
Questionnaires
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Supplier-Initiated Questionnaires
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From the Specifications & Documents screen 

under the Specification(s) tab, the Specifications 

associated with your company can be viewed. By 

clicking on the “Pencil & Paper” icon you can 

submit changes to the Spec via an eQ that you 

initiate based on that Spec. This goes for either 

Specs that you have just reviewed and rejected 

or Specs that have previously been approved but 

now require updates based on changes to the 

Spec.



Supplier-Initiated Questionnaires
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Click on Submit Changes button and 

the window below will display.
Search for the relevant Facility by typing either 

the name of the Facility or "%" (the system 

wildcard symbol) in the free text box.   

Alternatively, you can use the drop-down arrow to 

select a different criterion. Below you can see the 

results of the search.

Once you have the Facility selected 

for which you want to submit this 

Questionnaire, you will click on that 

facility's row.



Supplier-Initiated Questionnaires
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A Questionnaire is generated based 

on the Specification. You will see 

fields in this eQ like those you viewed 

in slides 28 – 39. 



Supplier-Initiated Questionnaires
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If you need to update data like the “Total Fat” 

nutrition value, you can do so by clicking in the 

appropriate cells and making changes. You can 

see the updated data in the second screenshot. 

After you have made these updates, remember 

to note what you changed in the “Comments” 

field near the top of the eQ. This field will be 

marked as a required field, and you cannot 

submit the eQ without summarizing the changes 

you are submitting.



Supplier-Initiated Questionnaires
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When you have completed your updates scroll to 

the bottom of the Questionnaire and click on the 

“Completed – Send to Kroger Co.” button. Like 

when you replied to an eQ you will be asked if you 

are ready to submit the Questionnaire. Once you 

click on “OK” you will see the Questionnaire 

window which lets you know you submitted the eQ. 

You will also receive an email confirmation of the 

submission and Kroger will receive an email 

notification of the submission of the eQ you 

initiated.



● If you have any Spec-related questions, please contact cftintegrity@kroger.com.  

Please be sure to include the name of your company and the Questionnaire #.

● If you have a need for technical support in the Spec Portal (e.g., login or performance 

issues,) please call 1-800-952-8889 and say ‘P4P’, or submit an email to 
PLMSupportTeam-IBM@kroger.com.

Questions/Issues
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