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PEP

PEP (Product Enrichment Portal) is an online enrichment tool where Suppliers submit images,
copy and attributes for their products in order for them to be available on Myer.com.au

It is mandatory that all Suppliers submit their copy and images only via PEP

PEP provides Suppliers with several methods of enrichment which we will cover as part of this training

This pack is intended to give Suppliers a high-level view of enrichment methods and navigation of PEP 
screens and features
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OVERVIEW OF ENRICHMENT WORKFLOW

Product registration 
completed by the 

Category Buyer 
Assistant OR Brand 

Partner in Retek

Product becomes 
available in PEP for 

enrichment Supplier uploads 
images & content 

in PEP

Product is 
audited, 

enriched & 
published
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SUPPLIER TIER IN PEP

Suppliers are assigned a TIER within PEP when onboarded, based on the quality and technical specification 
of the Images submitted

The lead time for submission of copy & images depends on the tier assigned to the Supplier. Tiering is 
reviewed every season

GOLD SILVER BRONZE

Must provide website ready images 
1 week prior to in-store delivery

Must provide images 
2 weeks prior to in-store delivery

Must provide images 
4 weeks prior to in-store delivery

This is the minimum lead time to complete enrichment. However, you can enrich as far in advance as you want!
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PEP TIER WORKFLOW

Supplier uploads Copy 
and Images in PEP

PEP auto-checks Image 
for mandatory Image 

dimension

If accepted, Image is sent 
for enrichment. If rejected, 

it goes back to Supplier

Image is manually 
reviewed by Myer Image 

Team

If image is approved, it goes to 
the Image Editor. If rejected, it 
goes back to Supplier queue

Image is edited by Image 
Editor and transferred to 

Enrichment Team for audit

Enrichment Team audits and 
optimises the product copy

Product is published

Images go to Myer Image 
Editor for image correction

Images are submitted into 
PEP after editing

Online Enrichment Team 
audits and enriches the 

product

If style is rejected, it goes back 
to image editing. If accepted, 

product is published

Images go straight into PEP 
for review

Online Enrichment Team 
audits and optimises the 

product copy

If style is rejected, it goes back 
to image editing. If accepted, 

product is published
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TECHNICAL REQUIREMENTS - IMAGES

TECHNICAL REQUIREMENTS CREATIVE REQUIREMENTS

• Images to be in JPG format

• Minimum image size of 1551 px (wide) x 2000 px
(high)

• Images match exact aspect ratio of 45:58 
(required for GOLD Suppliers)

• Maximum file size of 50MB per image

• Product to fill minimum 70% of the frame

• Image background to be white or light grey (if it 
falls within acceptable range as described in 
the guidelines)

• Minimum 4 angles where product permits

• Even lighting with no strong shadows or 
reflections

• Image quality to be sharp and in focus

• Images to be cropped to guideline specification

• Images on correct baseline to maintain 
consistent height in the frame

For detailed image requirements, refer to our 'Style Guide' found in the Supplier Toolbox in the Online Photography & 
Copy Guidelines section - https://doc.pep.myer.com.au/style_guide.html
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MYER GUIDELINES FOR ONLINE NAME
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PRODUCT FAMILIES

A family is a group of product types that share common attributes. Each product type is sorted into a family 
to ensure that we are only requesting attributes that are relevant to the product. Each family will have a 
combination of mandatory and optional attributes. 

FAMILY: DRESSES
Mandatory Attributes

Gender

Fabrication

Care Instructions

Optional Attributes

Occasion

Collection/Fashion Story

Pattern

Garment Length

+more

FAMILY: TV’S
Mandatory Attributes

Energy Rating

Energy Consumption

Product Kilowatts

Screen Size

Optional Attributes

Dimensions

Weight

Screen Type

Smart Features

+more

FAMILY: BABYWEAR
Mandatory Attributes

Gender

Fabrication

Multipack

Hazmat

Optional Attributes

Occasion

Collection/Fashion Story

Pattern

Care Instructions

Garment Length

+more

FAMILY: DRESSES
Mandatory Attributes

Gender

Fabrication

Heel Height

Optional Attributes

Occasion

Collection/Fashion Story

Toe Shape

Care Instructions

+more

FAMILY: DRESSES
Mandatory Attributes

Supplier Colour

Formulation

Ingredients

Optional Attributes

Collections/Fashion Story

Gift Set

Features

Skin Concern

Coverage

How to use

+more
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PRODUCT ATTRIBUTES

Key product attributes need to be provided in PEP to help make products more discoverable to Customers 
and help them to make an informed decision when purchasing on the site

Attributes can be used on the 
Product Landing Page (PLP) to 
help Customers filter to the 
exact product they’re looking 
for

Attributes can be used on the 
Product Display Page (PDP) to 
provide key product details to 
Customers

SUPPLIER TRAINING ALL ABOUT PEP
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OVERVIEW OF PDP

ONLINE NAME (PRODUCT TITLE)
• Below outlines the information that needs to be applied to Clothing products
• Brand will appear separately above the product description and is not required in Online Name
• Do not include abbreviations in the Product Title
• Ensure you are using Proper Case
• Please append the Online Name with Colour as per the guideline mentioned below
• Product Titles using excessive abbreviations and Caps Lock will be rejected

ONLINE NAME REQUIREMENT EXAMPLES
[Product Name] + [Style/Type] + [Product Type] + [Pack] + [in Colour]

[High Waisted] + [Skinny] + [Jean] + [in Black]
High Waisted Skinny Jean in Black

[Maestra] + [Underwire] + [Bra] [in White]
Maestra Underwire Bra in White

[Splice Geo Sport] + [Invisible] + [Socks] + [2-Pack] [in Red]
Splice Geo Sport Invisible Socks 2-Pack in Red

ONLINE LONG DESCRIPTION - MINIMUM COPY
• A couple of sentences describing the product including its main purpose and effect. Use emotive adjectives 

that consider the customer’s lifestyle. Be aspirational, but try to keep it to the point. Consider if the brand is 
worth mentioning.

• Minimum of 4 bullet points outlining key features of product
• Please ensure only Myer supported HTML tags are used in the Long Description
• Description should be minimum 300 characters. Max 5000 characters with bullet points for ease of reading

Important : Please avoid duplicating attribute details into the Long Description as this then causes a double up on 
product pages (For e.g. 100% Cotton being mentioned both in the Long Description and under Fabrication % 
attribute)

ATTRIBUTES
Mandatory 
• Fabrication % : (Please provide full fabric composition %, such as 95% Cotton, 5% Elastane, etc)
• Care Instructions
• Size and Fit : (Model is 186cm and is wearing size M)
• Product Occasion

Please refer back to the Mandatory Attribute document provided by the Online Enrichment team on request. This 
will outline all mandatory attributes for each area, and must be filed in prior to product publication. Alternatively 
each product page will display missing mandatory attributes with an orange dot.

For more information please contact the Online Enrichment Team

Online Name

Attributes

Long 
Description 
& Features
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PDP POWER PAGE CHECKLIST

To achieve excellence with your product pages, 
the following information should be provided

Minimum 4-7 product images should be 
provided, utilising different angles and lifestyle 
images where available

All mandatory and optional attributes populated 
to inform customers of key product details of the 
product

Online name should meet all requirements 
including product type, colour and construct

Product description should inspire the customer, 
expand further on the key benefits and features, 
and provide customers with the detail that they 
cannot see from the product imagery
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UPLOAD COPY & IMAGES TO PEP

Suppliers can enrich Copy & Images via Drag & Drop, Bulk Upload (Excel/CSV) or via an API 
Connection
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PEP TOPICS

DASHBOARD – Supplier Action Required

PRODUCTS
How to search for a product
Filters
Columns
Attributes

VIEWS – How to create & save a PEP view

IMPORT – How to import data into PEP (including Bulk Actions)

EXPORT – How to export data out of PEP
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PEP

A welcome email with 
the username. password 
and important links to 
resources will be sent 
out when onboarded on 
to PEP
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SUPPLIER ONBOARDING EMAIL

A welcome email with 
the username. password 
and important links to 
resources will be sent 
out when onboarded on 
to PEP

Each new PEP User or Supplier will receive the below welcome email containing important details and links

Link to Supplier Self Paced Training 
materials

PEP login details. Incase you have 
forgotten your password, remember that 
you have 5 attempts. Please reach out to 
onlineenrichment@myer.com.au for 
assistance
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PEP DASHBOARD

URGENT & OVERDUE products are the 
highest priority products to complete 
enrichment

Concession Suppliers will not see any 
product in URGENT & OVERDUE sections as 
tock is controlled at the Supplier end

With the Supplier to complete enrichment With Image Team for editing With Enrichment Team for review Published to website pending inventory
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SETTING UP A COPY VIEW

To update copy for a list of products, the easiest method is to set up a grid view with the list of attributes you 
want to enrich copy for, export the view into an excel format to update copy under each attribute and import 
the file back into PEP. Do not forget to update the 'copy status' to 20 when importing 

For eg, for Clothing products, use the PEP view Supplier Copy View - Clothing for a list of attributes that copy 
is required for. To set up a 'Copy View', follow the below steps:

1
Select the list of attributes 
you’re enriching in the grid 
view

2
Click the 3 dots next to 'Views' 
on the top left of the screen

3 Select 'Create view'

4
Give a name for the 
View. We recommend 
using your name or 
your Brand name in the 
beginning to easily 
search for your view in 
the 'Products' screen
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BULK UPLOAD COPY TO PEP

The Bulk Import feature is the most commonly used method to upload Copy & Images for products 
registered in PEP. Follow the below steps to enrich products in bulk and import into PEP

1
Select desired 
products in view 
or select all 
products by 
clicking 1 product 
and selecting 'All' 
from the bottom 
left. In the grid, 
select the 
attributes you 
want to update 
copy for

2
Select ‘Quick Export’

3
Select ‘Excel (Grid 
Context)’ to export all 
visible columns to 
Excel

4
Once completed, the Export will be 
available to download from the 'Last 
Operations' section on the Dashboard 
page. Click on 'Details' to view & 
download

Contd..
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BULK UPLOAD COPY TO PEP

5
While key product information is to be provided at the 
time of registration, you can use the downloaded excel 
sheet to populate or update information in bulk. Ensure 
all data in the template is correct and in the right format. 
For eg - Date format to be entered in YYYY/MM/DD

6
Once the excel sheet has been filled in correctly, the 
template can be loaded into PEP via the Imports tab

Select 'Copy Import (Supplier) - XSLX' from the list of 
Export profiles, locate your file and upload here

You will be able to see 
whether the file uploads 
successfully or fails once 
it completes importing
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BULK ACTIONS IN PEP

You can also enrich/edit products in bulk using the 'Bulk Action' feature within PEP. Follow the below steps to 
use this feature

1
You can select 
products 
individually by 
clicking the tick 
box against the 
product

2
Once you have selected at 
least one product, you can 
use the multi-select option 
at the bottom of the screen 
to select multiple products 
on the page or all products 
in PEP

3
Click 'Edit 
attribute values' 
in the window

4
Select/Search the 
attribute you want 
to edit or update

5
Update the field 
with the new data 
and click 'Next'. 
This will populate 
the selected 
attribute with the 
new data
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BULK UPLOAD IMAGES TO PEP

There are 5 ways to import Images into PEP
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BULK UPLOAD IMAGES TO PEP

Follow the below process when importing Images using Myer ID or GTIN

Your images do not need to be in individual folders per product, 
they can all be in one folder and zipped together. If you zip the 
containing folder instead of the images, your import will not work.

ADDITIONAL TIPS
• Images must be formatted consistently based on the 

import profile you are using
• Images must be .jpg or .jpeg format and must not 

exceed 10MB per image
• The recommended maximum file size for your image 

import is 50MB

BULK RENAMING IMAGES
• If you do not wish to rename your images and want to 

use the compendium CSV, this needs to be formatted 
as follows

• If you do not wish to rename your images and want to 
use the compendium CSV, this needs to be formatted 
as follows

SUPPLIER TRAINING ALL ABOUT PEP
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BULK UPLOAD IMAGES TO PEP

Based on the Import type (ID or GTIN), you can select the relevant Import Profile from the Import tab

SUPPLIER TRAINING ALL ABOUT PEP
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PRODUCT MAPPING

Product Mapping needs to be completed in PEP in order for the product to be correctly categorised on the 
website and discoverable to customers. Product Mapping is pre-populated based on family. However 
anything missing or incorrect will need to be completed

1
Product Mapping 
can be 
completed 
directly in the 
product screen

2
To bulk upload Product 
Mapping, configure your 
view to the attributes you 
require and do a quick 
export

3
Fill in the missing product 
mapping details and 
import file back into PEP

SUPPLIER TRAINING ALL ABOUT PEP
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ENRICHMENT STATUS CODES IN PEP

Product Mapping needs to be completed in PEP in order for the product to be correctly categorised on the 
website and discoverable to customers. Product Mapping is pre-populated based on family. However 
anything missing or incorrect will need to be completed

PEP CODE MEANING OF PEP STATUS

10 AWAITING UPLOAD
Product is pending with Supplier/Studio to enrich

20

SUBMITTED FOR REVIEW
Product is awaiting audit & publish by the Online Enrichment 
Team

Important to change status to 20 when changes are made in 
PEP for the style to flow through to Online Enrichment

30
MYER REJECTED IMAGES/COPY
Refers to images rejected as part of the audit process as 
images have not met Myer guidelines

40
READY FOR IMAGE EDITING
Refers to a product state where images are with the Myer Image 
Editing team to edit

60 WITH IMAGE EDITING
Product is currently being edited by the Image Editing Team

90
IMAGE APPROVED
Images are ready for review and publishing by Enrichment 
Team

• The status of a product depends on what its Copy, Image and Publish 
status is

• Clicking into the product will allow you to take a closer look at its 
attributes including Copy, Image and PEP Publish status

• Alternatively, you can also add the relevant 'Status' fields into your 
grid view to view the status of each stage in one go

• Each 'Copy and Image Status' field has a drop-down with codes and 
a brief explanation of what the status refers to – e.g 10, 20, 30, 90, etc

• If Product has been published, the PEP Publish field will have a 
'Publish' status. Else, it will be blank

SUPPLIER TRAINING ALL ABOUT PEP
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ENRICHMENT STATUS CODES IN PEP

As part of the enrichment process and audit, a product listing may be rejected if the Image, Copy or both do 
not meet Myer guidelines. Products rejected will have a reject code of '30' in PEP

• Products that are rejected can 
be accessed via the 
dashboard under the 'Supplier 
Action Required' bucket

• Click into the 'Rejection' links to 
access the Products that need 
to be re-worked and re-
submitted for Enrichment

• Remember to change the 
status back to '20' when re-
submitting

• You will also receive an email 
notification when a product is 
rejected via PEP
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UPDATING COPY & IMAGES AFTER PUBLISHING

Changes to Copy, Attributes and Images can be made after a product has been published. Follow the below 
processes depending on the change you want to make

PRODUCT COPY UPDATES

• For any changes that need to be made to the 
Online Name or Online Long Description, please 
request the change via the Copy Comments 
and Instructions attribute as shown below. 

• The request will be picked up by the Enrichment 
Team and published on to the website

• Changes to any product attributes can be made 
by Suppliers directly in PEP. Remember to save 
your changes. All saved changes will flow 
through to the website overnight.

• The copy status does NOT need to be changed 
in this instance

IMAGE UPDATES

• Select the three dots on the top right of your screen for the ‘Reset Images’ button to appear
• Once ‘Reset Images’ is selected, the processed Online Images will clear out and the Image 

Status will revert to 10 – Awaiting Upload
• Upload the images via drag and drop or bulk import method
• Change Image Status to 20 – Submitted for Review, else it will not flow through to the 

Enrichment team for review
• Click Save
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UPDATING COPY & IMAGES AFTER PUBLISHING

Changes to Copy, Attributes and Images can be made after a product has been published. Follow the below 
processes depending on the change you want to make

PRODUCT COPY UPDATES

• For any changes that need to be made to the 
Online Name or Online Long Description, please 
request the change via the Copy Comments 
and Instructions attribute as shown below. 

• The request will be picked up by the Enrichment 
Team and published on to the website

• Changes to any product attributes can be made 
by Suppliers directly in PEP. Remember to save 
your changes. All saved changes will flow 
through to the website overnight.

• The copy status does NOT need to be changed 
in this instance

IMAGE UPDATES

• Select the three dots on the top right of your screen for the ‘Reset Images’ button to appear
• Once ‘Reset Images’ is selected, the processed Online Images will clear out and the Image 

Status will revert to 10 – Awaiting Upload
• Upload the images via drag and drop or bulk import method
• Change Image Status to 20 – Submitted for Review, else it will not flow through to the 

Enrichment team for review
• Click Save
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EMBARGO DATES

Embargo Date feature in PEP allows us to dictate a certain date a product should be allowed to go live on the 
website. The embargo date is required to be entered in PEP at the time of enrichment

For eg, if you enrich the product in PEP today but wish to make the product live 2 weeks later, this feature 
enables you to specify a future date, for PEP to publish the products online

1
Complete the 
'Embargo Date' 
field with the date 
you wish for the 
product to go live 
on the website

2
Select the date from the 
calendar and click Save
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LONG DESCRIPTION & SUPPORTED HTML TAGS

It is important that you only include supported HTML tags in your product Long Description. Any unsupported 
HTML tags or links will be automatically stripped from the Long Description

If you are copy/pasting your descriptions from another source we recommend you right click/paste as plain 
text to avoid unsupported HTML being pasted in

SUPPORTED HTML tags in PEP: <p></p> <ul></ul> <li></li> <b></b> <i></i> <br></br> <div></div>
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SHOP THE COLLECTION

This feature will allow customers to view alternate products belonging to one collection on a PDP. For 
example, when a customer clicks into a suit jacket, the matching suit pant and suit vest will be visible on PDP, 
prompting customers to also shop for these products. As matching products can live on different category 
pages online, this will enhance the ease of the shopping experience for our customers on myer.com.au. (E.g
matching dinner set, serving plate & separately sold bowls and plates)

To enable this feature, we require the attribute - 'Collection Name' in PEP to be filled out during the 
enrichment process. If you enrich in bulk, the column heading will be 'collection_fashion_story'

'Shop The Collection' feature is driven by a 
concatenation of 3 attributes - Brand + Collection 
Name + Supplier Colour. Hence it is important that 
the collection names are as unique as possible to 
avoid different products in the same series and 
colour appearing together in a collection
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SHOP BY COLOUR

This feature powers the functionality that allows for varying colourways of a product to be displayed on the 
same product page. The attribute that will drive this functionality on the Myer website is ‘Shop By Colour’. This 
will give you the opportunity to tag varying colourways of a product together and display them on the same 
product page. For example, when a Customer clicks on a white t-shirt, the same product in other colourways 
will be visible on PDP, prompting customers to also view and shop these products. 

To enable this feature, update the attribute - 'Shop By Colour’ with the same code across all the different 
colourways of a product. If you're updating in bulk, you can import this into PEP using the code 'shop_by_colour' 
as in the example below

TIP: Shop By Colour attribute is a 
concatenation of Brand & Retek 
Supplier Style. So if your Retek 
Supplier is the same across all 
the similar styles, PEP will 
automatically update 'shop by 
colour' with the same data
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REMOVING OR HIDING PRODUCTS FROM THE WEBSITE

NATIONAL BRANDS
• The enrichment team can temporarily hide a product from the site in the case of an emergency where 

the product information/content is incorrect. 
• This should only occur in instances where there is an issue with the product. 
• Products with inventory that are published correctly should not be hidden from the site

CONCESSION BRANDS ONLY
• Concession brands are able to hide products from the site if necessary. 
• To do so, Suppliers can either send zero inventory or send a request to the Enrichment Team to hide the 

product. 
• They must notify the Enrichment Team to unhide the product should they wish them to go back online
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The SUPPLIER TOOLBOX is a great resource for a more in-depth explanation of PEP, its features and 
navigation of the platform. The 'Style Guide' section of the Toolbox provides further information of the 

Copy & Image guidelines for various product categories

Supplier Toolbox - https://doc.pep.myer.com.au

Please feel free to write to us as onlineenrichment@myer.com.au for any assistance

THANK YOU

ALL ABOUT PEP


