
Logging In 
Visit http://tops.expotools.biz/ 
 
Enter the username and password you were sent in your welcome email into the appropriate boxes and click the Log In 
button. For your first login, it is best to copy and paste your system generated password and change it to something you 
can easily remember once logged in. 
 

 

If you are using Internet Explorer version 8 or higher, please enable Compatibility Mode for best functionality. 

1. Open Internet Explorer by clicking the Start button . In the search box, type Internet Explorer, and then, in the list of 

results, click Internet Explorer. 

2. Click the Compatibility View button on the Address bar. 



Editing Your Profile 
You can edit your contact information or change your password by clicking the My Profile button.  On this page, click the 
Change my password… button to change your password or click the Edit button to edit your contact information. 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

Adding Products 
Click the Add New Product button to add a new product. 
 

 
 
Src Vendor: As assigned by Tops and provided by our category management representative. Recommended 
Src Item:  As assigned by Tops and provided by our category management representative. Required 
UPC Code: The UPC that is attached to the ship carton. Please exclude any ending check digits. Optional 
 



Complete as much information as you can and click the Search button.  If more than one product matches with the Tops 

Database, you will need to select the product you wish to add.  If a single match is found or you select one product from 

the list of matches by clicking the Use This Product link, you will be asked to complete the cost, retail, and shipment 

information before the product can be added to your collection. 

 

 
 



Once you are finished, click the Add To My Products button. 

 
 



Important!!!!! You do not need to add individual components of display contents unless you will be offering these 
items as open stock. Please utilize the Comment section to specify the assortment of display contents!!!! 

 
Broker: Your broker name.  By default this is filled out with your vendor name. 
Vendor: The vendor name associated with this product.   If you are the vendor, it should be the same as 

the broker name. 
Warehouse Item?: Specify if the item will be procured and shipped by C&S (Whs) or delivered directly to Tops 

Stores (DSD). 
Product Type: Choose from Mod (Display Ready), Ship (Shipper), Plt (Pallet), SS (Straight Stock), FD, PDQ, Wing. 
Vendor Product #: The internal item number of your item for your tracking purposes. 
Case Cost: The cost per case before any discounts are applied. 
Net Allowance: The total of all allowances per case of product. 
Sugg Retail: The suggested unit retail of one (1) selling unit. 
Ships: The shipment dates for the product.  All discounts and allowances must be presented through 

Tradepoint and correspond to the in store date provided. 
Order Increment:      NEW      This is necessary for any pallet rounding that is required by the vendor 
Purchase Order Minimum: NEW  This is necessary for any product that has a minimum ship for our Brattleboro 

warehouse 
 
Additional Info: Descriptive information regarding the product. To be used to specify the assortment of the Mod, 

Shipper, Display. 
Manu Group: A unique number you can assign to like items or items from the same manufacturer for tracking 

purposes. 
Comment: A comment meant for your category representative. 
 

Adding Fixtures & General Interest Items 
Click the Add New Fixture/Interest button to add a new fixture or general interest item.  You will be prompted with 
boxes similar to the Add New Product screen.  Fill in all the required missing information and click the Add To My 
Fixtures button. 
 



 
 
Broker: Your broker name.  By default this is filled out with your vendor name. 
Vendor: The vendor name associated with this product.   If you are the vendor, it should be the same as 

the broker name. 
Vendor Product #: The internal item number of your item for your tracking purposes. 
Item Description: The specific item description.  This is the description that will be displayed in the order guide. 
Product Type: Choose from Fixture, Appliance, POP, or Interest Only. 
Case Cost: The cost per case before any discounts are applied. 
Ship Dates: The shipment dates for the product 
Additional Info: Descriptive information regarding the product. 
Order Increment:      NEW      This is necessary for any pallet rounding that is required by the vendor 
Purchase Order Minimum: NEW  This is necessary for any product that has a minimum ship for our Brattleboro 

warehouse 
Comment: A comment meant for your category representative. 



Managing Your Products & Fixtures 
Click either the Manage Products button to manage your collection of products or the Manage Fixtures/Interests to 
manage your collection of fixtures/general interest items.  Both pages work the same way with the Manage 
Fixtures/Interests page having less functionality due to all items being automatically approved upon submission. 
 

 
 
Here you can edit, delete, sort, and print your submitted products. 
 
Items marked in Italics with Red Background have been rejected by the system.  This occurs when you import invalid 
products.  These products cannot be edited and must be deleted. 
 
Items marked with a Red Background have been rejected by your category representative.  You can view the 
representative’s comment by scrolling to the Merchandiser Comment column or by double-clicking the item in question.  
Here you will be able to edit your item for resubmission to your representative. 
 
Items marked with a Green Background have been approved by your category representative. 
 
All other items have been submitted to Tops but have yet to be reviewed by your category representative. 



Import Products 
Click the Import Products button to import products from a specially formatted CSV file. 
 
To download a template of CSV file that can be uploaded, click the here button.  You can then use the file that will be 
downloaded to enter your products.   
 
Once you have filled in your products into the CSV file using your favourite spreadsheet application, it is important that 
you validate your file.  This will show you the problems that you have with each product that you are trying to import.  
Once the validation passes with no errors, you can click the Import File button to import your products into your 
collection. 
 
Note: Fixtures and general interest items can no longer be imported using this method. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The following points should also be noted: 

 For items where no TPR number is required, simply input either ‘NA’ or ‘Not applicable’. 

 No verification is made as to the validity of the TPR number itself. 

 The status ‘Rejected by system’ has been removed as the output of the verify import file utility provides better 
feedback and there is really no reason to insert items that failed. 

 The order increment and minimum quantity are not used by the ordering system.  These fields have been added 
for use by TOPS personnel post-show.  As such, ordering at show does not enforce either quantity. 

 It is the responsibility of the vendor to ensure that the order minimum and minimum quantity are multiples of 
one another and logically consistent.  The system will happily accept a minimum order of 11 and increment of 
10. 

 
This is a sample of the new status dialog: 
 

 
 

 
 
 
 
 

 
 


