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Key to the Notation
A

B
Either A or B will be 
followed, but not both

C

A

B
The process goes 
forward to C from either 
A or B

Gateways

A

B

C

One or more of A, B or 
C will be followed, 
depending on 
conditions

A

B

C

The process moves 
forward to D after any of 
A, B, or C completes

DInclusive

Exclusive

A

B
Both A and B will be 
followed

A

B

C

Both A AND B must com-
plete before the process 
can go forward to C

Parallel

The diagrams in this set use the Business Process 
Modeling Notation (BPMN). The goal of BPMN is to look 
enough like basic flowcharting notation that a reviewer 
will be able to follow it, yet still support  a level of 
greater detail for accurate modelling. This key explains 
the BPMN symbols used in the diagrams that follow.

End
Event

Start 
Event

Continue from
another page

Continue on
another page

Start/End

Rework PO 
as needed  

Single task
in a process

Tasks

2.1.9  Add 
UPCs

Sub-task (may be
detailed on

another page)

Process 
order items

Repeated task
(done for each

of multiple objs.)

Other Symbols

Triggers/Events

Error Event--
triggers

remediation

Escalation 
Trigger--

starts additional 
process

Time Trigger--
starts new activity
at a particular time

"Throws"  
event/trigger
to another
process

"Catch" of 
event/trigger
from another

process

Data Object/
Document

Overview
1. Plan Sale (overview)
2. Get Bulk (overview)
2.1 Create Bulk PO
2.2 Ship Bulk (overview)
2.2.1 Arrange Shipping
2.2.3 Gilt Pickup Merchandise
2.2.4 Vendor Ships
2.2.5 Accept Shipment of Mdse
2.3 Receive Bulk
2.3.15 Item Not In PO
2.4 Pay Deposit
3. Produce Sale Pages (overview)
3.1 Get Samples from Vendor
3.2 Transfer Samples From Stock
3.2 Shoot Sale Photos
3.3 Get VPIs
3.4 Process photos
3.5 Produce Editorial
3.6 Produce Descriptions
3.9 Assemble/Upload Sale Pages
4. Prep Existing Stock
5. Finalize Sale
6. Get Orders (Sale)
6.1 Receive Orders
6.2 Promote Orders from Waitlist
6.3 Parse Shipments
7. Process Sell-First Post-Sale
8. Process Drop-Ship Post-Sale
9  Fill Orders
9.4 QC Package
9.6 Incomplete Order Remediation
9.6.1 Missing Item Remediation

9.7 Can't Complete Order Remediation
10. Process Returns
10.5 Process returned item
11. Process Consignment Post-Sale
12 Pay for Bulk PO
12.3 Resolve SKU Variance
13. Close POs
14 Get RA/RTV
18. Fast Order Process
19. Undo Order
Glossary
Glossary 2

2.1.8.1 change PO as needed  
2d1d9
2.1.8.1 change PO as needed  
2.1.8.1 change PO as needed  
2.1.8.1 change PO as needed  
2.1.8.1 change PO as needed  
2.1.8.1 change PO as needed  
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2. Get Bulk

New
mdse.

Existing 
mdse.

Sell-First or
Drop-Ship

Excess/
Cutting/

Consignment

Sell-
First

Drop-Ship

Excess/
Cutting/

Consignment

Consignment

Excess/
Cutting

8. Process 
DropShip 
Post-Sale

1. Plan Sale 5. Finalize 
Sale

3. Produce 
Sale Pages

4. Prepare 
exis. stock

11. Process 
Consignmt 

10. Process 
returns

9. Fill orders
6. Collect 

Orders 
(sale)

7. Process 
Sell-First

12. Pay for 
Bulk
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1. Plan Sale
3. Produce Sale Pages
4. Prepare exis. stock
10. Process returns
9. Fill orders
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1.1 
Negotiate 

Sale

1.3 Check 
Financials

yes

no

no

yes

Call off 
Sale

Financials
OK?

1.4  Set 
Sale date

1.2 Sign 
Vendor 

Agreement
First sale
with this
Vendor? To:

2. Get Bulk

To:
3. Produce Sale 
Pages

To:
4. Prepare 
Existing Stock

From:
Overview

If Excess/Cutting/
Consignment

If Sell-First / 
Drop-Ship

If sale includes 
mdse. on hand

1
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1.1 Negotiate Sale
1d3
1d4
To:

1.2 Sign Vendor Agreement
n1
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2.1 Create 
Bulk PO

2.4 Pay 
Deposit

2.3 Receive 
Bulk

yes

no 2.2 Ship 
Bulk

To:
5. Finalize Sale

To:
12. Pay for Bulk 
PO

1

Required
before

shipment?

no

yes 2.5 Prepay 
Deposit

Deposit 
Required?

2
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From:
Overview

and

2.1 Create Bulk PO
2.1
2.4 Pay Deposit
2.3 Receive Bulk
2.2 Ship Bulk
n1
2.4 Pay Deposit
2.4
n2
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2.1.1 Create 
Buy Sheet

Buy Sheet

no

yes

Set PO Status
to Approved

2.1.7  
Rework PO

2.1.4  
Review PO

no

Approved?

no

yes

2.1.2  
Create PO 
in Admin

2.1.3    
Review PO

PO
[entered]

Approved?

2.1.5  
Complete 

PO

2.1.6  Notify 
Merch

X before Sale - 
PO Status 

set to "Locked"

2.1.9  Add 
UPCs

Rework PO 
as needed  

Change
> 10%?

DMM 
Review PO 

revision Change
OK?

PO status
set to

"Approved"

To: 2.4 
Pay 
Deposit

To:
2.2 Ship 
Bulk

From:
1. Plan Sale

PO status
set to

"Uploaded"

Retrieve
PO

PO requires
change

PO status
set to

"Pending
Approval"

yes

no

ORMD?
yes

no

SKUs
downloaded

to WMS

Resolve 
product 
errors

PO
Complete?

Confirm PO

Get
Vendor

confirmation
Create 

PO

Change PO 
in Admin

Revise
PO
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If
deposit
reqd.

either
way

1

2

3

4

5

2.1.1 Create Buy Sheet
2d1d7
2.1.4  Review PO
2.1.2  Create PO in Admin
2.1.3    Review PO
2d1d5
2.1.6  Notify Merch
2d1d9
2.1.8.1 change PO as needed  
2.1.8.2  DMM Review PO revision
To:
2.4 Pay Deposit
To:
2.2 Ship Bulk
2.1.2  Create PO in Admin
2.1.8.2  DMM Review PO revision
n1
n2
n3
n4
n5
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no

yes

2.2.1 
Arrange 
Shipping

2.2.5 Accept 
Shipment

Shipment 
< 200lb.?

2.2.3 Gilt 
Pickup

2.2.4 
Vendor Ship

17
 UPS Ship

Per
contract

To:
2.3 Receive BulkFrom:

2.1 Create Bulk 
PO

From:
2.4 Pay Deposit

2

If deposit was 
required

1
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n2
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Template Template
[populated]

Packlist

no

yes

Shipment 
< 200lb.?

Per
contract

TO:

TO:

TO:

2.2.1.7
Derive V. 
packlist

Template
to Vendor

Rcv.
Template

from Vendor

yes

no

Packlist
sent?

2.2.1.6 
Create 
packlist

Save to
shared
drive

Save to
shared
drive

From:
2.1 Create Bulk 
PO

To:
17 UPS Ship

To:
2.2.4 Vendor 
Ship

To:
2.2.3 Gilt Pickup

Contact
Vendor:

"Ready to ship?"

2 wks before
est. arrival date

Vendor
confirms:

"Ready to ship"

Vendor Template
 to Shipper

Vendor
fills out

Template

1

2
3

4

5

NOTES
1. Contents of Template: Vendor Name and PO# (already filled in)

Ship Date
number of boxes
Product Category
Packlist

2. In most cases (70%) the Vendor attaches a packlist of the merchandise being shipped; if one is not available,  Operations or 
Purchasing must create one before the merchandise is Accepted on the shipping dock.

3. If the Vendor has supplied the Packlist, it is saved to the Shared Drive (usually as a .pdf file).
4. In most cases, Gilt arranges to pick up the Merchandise at the Vendor's location (Gllt prefers this, as it gives us greater control). 

In other cases, the Vendor handles shipping.
5. If Gilt is handling the shipping, Gilt forwards the Vendor's template information (including the shipment's arrival date) to our 

Shipper (Freightco.)
Timelines for arrival at Distribution Center:
-- If samples do not need to be pulled from bulk, then the bulk shipment needs to arrive 7 business days prior to the sale date.
-- If samples need to be pulled from bulk in Mercedes, then the bulk needs to be in 2 weeks prior to the sale.
-- If samples need to be pulled from bulk in Louisville, then the bulk needs to be in 3 weeks prior to the sale.
-- For Sell-First, the Vendor must ship the merchandise within 48 hours after receiving the PO and Template.

2d2d1d7
2d2d1d6
n1
n2
n3
n4
n5
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2 wks
before 
EAD

Contact
shipper

PO

Bill of
Lading

Schedule 
Acceptance

PM shipping recap
AM shipping recap

Schedule
pickup

Get 
packlist

Enter 
packlist
in WMS

Get 
BoL

Pick up mdse; 
Deliver to Gilt 
Dist. Center

Invoice
(to AP)

Schedule
delivery

From:
2.2.1 Arrange 
Shipping

To:
12 Pay for Bulk

To:
2.2.5 Accept 
Shipment

Send
BoL

Schedule
delivery

to Gilt DC

Daily

Compile 
"Arrivals by 

Day" rpt

Tracking
feed1

4

2

3

5
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#*.+6(8.6+)43-(,37+(+8(0)42.+2.:,3.2+;,-*,3+5,6-<7+,31.3-40=+7=7-./'+
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8(0)42.7+(0.+34-+97.2+(-+-*,7+-,/.'

F'+ G,7-0,89-,43+H.3-.0+;40I.07+97.+J937+-*(-+0.(2+8(0)42.7+4A-,)(66='+#*.+
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