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All new users who are authorized to 
order on behalf of their occupation 

group or PBC Location(s) must fill out the 
“Pepsi New LPO User Spreadsheet” 

entirely and return it 
to cmissett@sureshiponline.com and/or
support@pepsiuniformcollection.com

for your account to be created.

mailto:cmissett@sureshiponline.com
mailto:support@pepsiuniformcollection.com


Employees will receive a Welcome 
Email that will prompt you to create a 
new password to gain access to your 

new Pepsi Uniform Collection 
account. Passwords must be 8 

characters long or greater and must 
contain at least one upper case 

character, one lowercase character, 
and a number or special symbol.



Enter your email address and 
password and click LOGIN to 

access the catalog.



Welcome to the Pepsi Uniform 
Collection! You will be able to 
view all uniform offerings in the 

collection. This is the home 
page that employees will see 

upon arrival. 



Select SHOP BY OCCUPATION GROUP 
to view all available occupations. 

Select the occupation you would like 
to view.



We are now viewing the 
Merchandiser page. 



Click MORE DETAILS to visit 
a specific product page 

and view full details 
regarding that item.



On this page you can find 
product details, pricing, size 
offerings, size chart, and a 

customer service number for 
questions about the product.



Click the thumbnail images 
below the main product 

image to see multiple views 
of the item.

Hovering over the main 
product image with your 

mouse allows you to see a 
zoomed in view of the item.



Once you have gathered all 
information for your order, you can 

click the ORDER NOW button located 
in the top right corner of the page.

This will direct you to the Pepsi Uniform 
Collection Ordering Platform. 



Welcome to the Pepsi Uniform Collection 
Ordering Platform! This is where you will 

enter and submit all details for your Pepsi 
Uniform Order. You will be automatically 

logged into this page.



Detailed instructions are 
available to walk you through the 

spreadsheet upload process – 
we’ll cover those steps here now.



Select New 2024 Pepsi Uniform 
Collection Order Spreadsheet. 

An Excel spreadsheet will 
automatically download from 

your browser.



Scroll down and click Select 
Delivery Location to choose 

your desired delivery location 
for your order.



Locate the downloaded spreadsheet in 
your files and open it. This file contains 

every item in the Pepsi Uniform Collection.



Each occupation has a row with 
recommended order quantities 

highlighted in bluefor reference when 
creating an order.



Begin creating your order by choosing your desired 
occupation at the bottom of the Excel file. In this 

instance, we will begin to create an order for 
multiple employees who need Merchandiser 

uniforms from the men’s category.



Enter the information for each 
employee by selecting the desired 

size and quantity of each item using 
the drop-down menus in the cells.  



Once you have finished creating 
your order, select File > Save and 

save your spreadsheet to your files.



Go back to the Pepsi Uniform 
Collection Ordering Platform and 

select Choose File to begin uploading 
your spreadsheet.



Choose your file from 
the dialogue box and 

click Open.



The name of the file you selected will 
appear next to the Choose File button.



Click Upload to process 
the order you created.



After you click Upload, the 
contents of your order will be 

automatically generated, 
and your Order Summary will 

be displayed for a final 
review. 



Continue to scroll down the page to review your order 
summary. At the bottom of the summary, you can enter 

the myBUY PO# Beginning with “M”
M1234567

*Actual uniform invoice amounts will be charged. Sales tax and freight will be charge upon shipment and appear on your final invoice,



Logging into myBUY Guided Buying

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

Note: VPN will not be required to access myBUY through a web browser but will be needed if accessing myBUY through FIORI tile within S4.

Access myBUY Guided 
Buying through your 
Chrome web browser.
Link

https://peps4amer.procurement.ariba.com/?guidedbuyredirect=true


Adding Catalog Line Items

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

1. Welcome to the 
myBUY Guided Buying 
Home Page, for added 
support, check out the 
myBUY Help feature.

2. To Create a G&G 
Outfitters PO -  you 
must use the search 
bar to find G&G 
Outfitters.

G&G Outfitters – click the search icon->  

1

2

• For G&G do 
not use the 
non-catalog 
feature

• You must select 
Catalog Part # 
PEPSI_UNIFORM



Adding Catalog Line Items

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

3. Under Company 
Catalog - locate G&G 
Outfitters

4. Hover over the 
Supplier Catalog Box 
and the Quantity field 
will appear.  In the 
Quality field you will 
need to enter the total 
dollar amount of the 
ORDER found on the 
G&G Uniform 
Template Summary

5. Click Add to Cart to 
auto launch your 
Shopping Cart

OVERVIEW STEPS 
The G&G Purchase Order (PO) process is similar to 
the existing APS process; the change effective 
1/1/22 is that you will be creating the PO in myBUY 
in lieu of APS

• Create the G&G Uniform Template Summary for 
your PR/PO Total. 

• Login to myBUY and create the PR/PO steps 1-5.  
• Enter the Total dollar amount of the online 

order in the Quantity Each
• Click Add to Cart

NOTE: One PR per location.  You will not be able to 
combine locations on the PR/PO)

4

5
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Adding Catalog Line Items

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

6. Once you click on Add 
to Cart your shopping 
cart will launch.  If not 
click top righthand 
corner 

7. Confirm your Quantity 
Dollar Amount 
matches your G&G 
online order total

8. Click Check out

7
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Adding Catalog Line Items

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

9. You will be asked to 
complete the required 
fields

10. Review and Click 
Submit

9 10

Required Fields

• Need-by-Date
• Cost Center
• Plant
• Purchase Org



Next Steps

Creating a Purchase Requisition in myBUY Guided Buying for G&G Outfitters

Adding catalog line items11. Note your PO # and return to your G&G 
Ordering Portal and add the PO in the 
applicable field as shown in the next 
slide

• You must enter the Ariba PO# 
that begins with an “M” followed 
by 9 digits.

12. Once your order has been received you 
will need to Process a Good Receipt

a. Navigate to the To receive tab

b. myBUY will display your list of 
outstanding receipts from the last 
3 months. You can also enter in 
your PO ID to Search for a PO 

c. Enter the quantity you wish to 
receive in the Accepted* field

d. Review the summary and click on 

Submit 



M1234567

At the bottom of the summary page, 
enter the Ariba/myBUY PO#

*Actual uniform invoice amounts will be charged. Sales tax and freight will be charge upon shipment and appear on your final invoice,



M1234567

*Actual uniform invoice amounts will be charged. Sales tax and freight will be charge upon shipment and appear on your final invoice,
Click Process Order to submit 

the order you created.



ORDER SUMMARY
Description Qty Price

Closeout

Unisex UA Seasonal Short Sleeve Tee 5 $8.00

Subtotal per Occupation 5 $40.00

Grand Total* 5 $40.00

View Pepsi Uniform Collection Catalog
Welcome, Will!

CONGRATULATIONS, WILL!
You have successfully submitted your Pepsi Uniform Collection Order!

Name: Will Peel
Email: WPeel@ggoutfitters.com
On Demand Ariba #: M123456789
On Demand Grand Total: $40.00
Location: 2768
Shipping Address: 4315 Olympic Blvd Erlanger, KY 41018

Please check your email for a confirmation of your order

If you have any questions or would like to make any changes to your order, please contact our support
team at support@pepsiuniformcollection.com or call at 818-831-5565.

Congratulations! You have 
successfully submitted your 

Pepsi Uniform Collection Order.



ORDER SUMMARY
Description Qty Price

Closeout

Unisex UA Seasonal Short Sleeve Tee 5 $8.00

Subtotal per Occupation 5 $40.00

Grand Total* 5 $40.00

View Pepsi Uniform Collection Catalog
Welcome, Will!

CONGRATULATIONS, WILL!
You have successfully submitted your Pepsi Uniform Collection Order!

Name: Will Peel
Email: WPeel@ggoutfitters.com
On Demand Ariba #: M123456789
On Demand Grand Total: $40.00
Location: 2768
Shipping Address: 4315 Olympic Blvd Erlanger, KY 41018

Please check your email for a confirmation of your order

If you have any questions or would like to make any changes to your order, please contact our support
team at support@pepsiuniformcollection.com or call at 818-831-5565.

This page will detail all important information 
regarding your order. You will get separate 

order confirmations sent to your email address 
outlining the components of your order.



ORDER SUMMARY
Description Qty Price

Closeout

Unisex UA Seasonal Short Sleeve Tee 5 $8.00

Subtotal per Occupation 5 $40.00

Grand Total* 5 $40.00

View Pepsi Uniform Collection Catalog
Welcome, Will!

CONGRATULATIONS, WILL!
You have successfully submitted your Pepsi Uniform Collection Order!

Name: Will Peel
Email: WPeel@ggoutfitters.com
On Demand Ariba #: M123456789
On Demand Grand Total: $40.00
Location: 2768
Shipping Address: 4315 Olympic Blvd Erlanger, KY 41018

Please check your email for a confirmation of your order

If you have any questions or would like to make any changes to your order, please contact our support
team at support@pepsiuniformcollection.com or call at 818-831-5565.

A customer service email 
address and phone number 

are provided for any 
questions regarding an order.



An Order Confirmation email will 
be sent to your email detailing 
the contents of the order you 

created and submitted.



A Shipping Confirmation email 
will be sent to your email as 

shipped complete or partially 
shipped and will contain a 

Shipping Manifest spreadsheet. 



Within your Shipping Confirmation 
email, you will have two tabs; 

Pepsi Order Manifest and 
Employees Not Yet Shipped. 



The ‘Employees Not Yet Shipped 
Tab’ will inform you of which 

employees orders are still waiting 
to be fulfilled. 



I’m having difficulty gaining access to the store.

Please make sure that you are visiting www.pepsiuniformcollection.com from Google Chrome or 
Internet Explorer*.  If you are utilizing Internet Explorer, it must be version 11 or newer.

My spreadsheet won’t upload to the store to enter Ariba PO#’s.

Please make sure that you are only utilizing the latest version of the Ordering Spreadsheet that 
should be downloaded from the ordering portal before preparing your order.  You can also 
check the “Version” tab to confirm that you are using the most up to date version otherwise 
your order will not be accepted.

LPO’s should not be manually typing any information into the spreadsheet other than their 
employee’s names and GPID’s.  All other sizes and quantities should be selected from the 
dropdown list.  If you are attempting to copy & paste any data from one spreadsheet to the 
next, please make sure you double check that your data pastes into the proper fields. 

There cannot be any page breaks or blank rows in between individual employee orders on an 
Occupation tab.

When will my order ship?

All newly submitted PO’s going through a brief 24 hour validation period and once approved 
they are released for processing will be fulfilled and shipped within 48-72 hours.  Once a PO has 
been fulfilled a shipping confirmation email will be issued to the LPO containing the shipping 
manifest and tracking details for each employee’s order.  

FAQs

http://www.pepsiuniformcollection.com/


When we will I receive my invoice to process within Ariba?
All newly issued invoices are applied to their respective PO’s directly within myBUY/Ariba for the LPO 
to issue a goods receipt against the invoice to process payment.  Since Pepsi’s adoption of 
myBUY/Ariba G&G Outfitters has been instructed by Pepsi AP to no longer email copies of invoices 
to users and to advise LPO’s to retrieve their invoices directly form within myBUY/Ariba.  

Should you have a question regarding your invoice please contact the G&G Outfitters AR Team at 
accountsreceivable@ggoutfitters.com.

What do I do if I don’t see extended sizes needed for employees?
Proceed with ordering all other uniform garments that will fit your employees.  For the sizes that are 
not available on the ordering spreadsheet, please reach out to our Special Order Team at 
pepsiuniform@ggoutfitters.com requesting to place an order for extended sizes and provide them 
with the following information:

Product Details: i.e. “Men’s Matrix Performance Tee”
Requested Size: i.e. “2XL Tall”
Final Quantity: i.e 4 units

Where do I get my PO?  

LPO’s are to log into Ariba to generate a valid Purchase Order Number for each spreadsheet of 
employee’s uniforms that they upload.  Each purchase order requires its own unique Ariba PO# to 
proceed with uploading your order.  All PO’s should be entered within Ariba for the exact dollar 
amount listed within your Order Summary (do not account for tax or freight as this will be applied 
after your order has shipped).

LPO’s cannot create a fake or invalid Ariba PO to suffice not having one available at the time of 
upload.  We will cancel any PO that is not a valid Ariba Purchase Order number.

All Ariba PO’s should be issued with Catalog Part # PEPSI_UNIFORM.
All Ariba PO’s should begin with “M” followed by 9 digits.

FAQs

mailto:accountsreceivable@ggoutfitters.com
mailto:pepsiuniform@ggoutfitters.com


Can I order different uniform garments for other occupations?  

All Pepsi employees are intended to be outfitted with their corresponding occupations uniform 
attire but LPO’s may mix and match uniforms from different occupation groups as needed to 
satisfy their employees needs.  

Can I return uniforms for a refund or exchange?

Due to a high rate of employee turnover, the most efficient and cost-effective solution of 
dealing with uniforms that do not fit properly is for each location to maintain a supply of various 
sizes of each uniform.

Please keep the various sizes as backstock (or “safety stock”) to serve as replenishment for new 
hires, or employees that may just need that size in the future.  If you are unable to repurpose 
these extra uniforms LPO’s are permitted to return uniforms for an exchange or a refund as long 
as the uniforms in question meet the return requirements outlined below.

- All uniforms requested to be returned for an exchange or refund cannot exceed 30-days 
from date of receipt.

- All uniforms must not have been worn in the field or seen any type of usage.
- All uniforms must be returned in their original condition with original tags still attached.

All returned uniforms will be inspected upon of receipt for original order date and that they are 
still in their original condition, we reserve the right to refuse any requested return if the uniforms 
do not pass our inspection.

FAQs



My spreadsheet has mapping errors, what do I need to do to clear these errors?  

The Mapping Errors that you are receiving is due to invalid data entries or missing data entries such 
as typing 2XL into a size box, forgetting to add an employee’s name, or quantity for an ordered 
uniform.  The mapping errors will point you directly to the field within the spreadsheet that requires 
attention, for example:

Drivers  Row 12 Column L 

This example error message means there is a missing quantity for Hi-Vis Travler 3-Season Jacket that 
is to be ordered.  To clear the error, you will need to open your ordering spreadsheet and select 
your Drivers Tab and locate Row 12/Column L and add a quantity for the Hi-Vis Travler 3-Season 
Jacket or remove the size selected if it was a typo.

I received my shipping manifest and invoice, but I am missing an employee’s order.

Please search your inbox for the PO in question and locate your shipping confirmation email that 
will contain your shipping manifest.  The shipping manifest will contain all employees’ orders who 
have shipped with tracking details and will report which employees’ orders have not shipped and 
were backordered due to out-of-stock uniforms.  The tab titled “Employees Not Yet Shipped” will 
inform you exactly which employees orders are backordered and are expected to be shipped at a 
later date. If your missing employees’ package was not listed on the “Employees Not Yet Shipped” 
tab, please check the tracking number from the “Pepsi Order Manifest” tab to track the uniforms to 
your facility. 

If you are still unable to locate an employees order reach out to Chris Missett 
(cmissett@sureshiponline.com) or the Customer Support Team at 
support@pepsiuniformcollection.com. 

FAQs

mailto:cmissett@sureshiponline.com
mailto:support@pepsiuniformcollection.com


Can I order uniforms in bulk without placing individual orders?  

Yes!  LPO’s may certainly purchase uniforms in bulk without needing to prepare individual 
orders for all sizes and quantities needed.  The best way to go about doing this would be 
to use a place holder name and GPID to purchase the bulk uniforms that are need, 
please reference the screenshot below for an example of how to fill out the ordering 
spreadsheet for bulk uniforms.

FAQs


