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Welcome To Kohl’s 
Welcome to the Kohl’s team! Our goal is for everyone to work together to make Kohl’s an 
enjoyable place to both shop and work. We strive to go the extra mile to help all our customers 
get the satisfaction of a good deal and have a pleasant experience while doing it. We hope that 
you will prove to be an asset to our team of kind and talented associates. This manual will take 
you, a Kohl’s employee, through some of the basics of working as a Misses associate at Kohl’s 
department stores. This manual will take you through basics like dress code and clocking in, 
department information essential to the job, how to work a few functions of the Portable 
Computers, how to fold the two most common folded merchandise, how to check out customers 
at a register, and how to properly close down the Misses department.  

A Brief History 
In 1946 Maxwell Kohl built his first supermarket which would eventually become a chain known 
as Kohl’s Food Stores. In 1986 a group of investors bought Kohl’s and began a mass expansion 
in the early 2000’s. Kohl’s began replacing Mervyns’ stores and became a department store and 
a retail giant. In 2011 Kohl’s opened up 40 new stores, successfully expanding into every U.S. 
state, excluding Hawaii.  

The Kohl’s Idea 
At Kohl’s we keep in mind the Customer’s experience at all times: to accomplish this you must 
keep these six core values in mind whenever you are representing the company: 

1. Result Oriented: Kohl’s values employees who work towards a goal and reliably produce 
results in their everyday work environment, as well as take responsibility in their scope of 
work. 

2. Builds Teams and Partnerships: Kohl’s face-spaced work environment puts an emphasis 
on team work. Communication, feedback, and recognition help elevate expertise of 
employees and boost effectiveness.  

3. Is Prepared and Focused: Employees must come to work ready and able to prioritize and 
produce effective results through detail oriented work.  

4. Takes Informed Approach: An employee who proceeds with knowledge and a plan will 
complete tasks in a timely manner to the best results.  

5. Develops Self and Others: As Kohl’s is always growing, so should it’s employees. 
Promoting others through helpful feedback and listening to others input helps everyone 
grow and learn together.  

6. Acts with Integrity: Perhaps the most important of the six core values, Employees are 
expected to always work with integrity and report if someone is not. Honesty and high 
ethical values create a workspace that everyone can feel comfortable in and work to the 
best of their ability.  

Kohl’s Mission Statement: 

 “To be the leading family-focused, value-oriented, specialty department store offering quality 
exclusive and national brand merchandise to the customer in an environment that is convenient, 
friendly and exciting.
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Getting Started 
Employee ID 
This Number and password will allow you to access the Employee Services web page 
(https://epay.kohls.com/psp/epayprod/?cmd=login&languageCd=ENG&) where you will be able 
to update or change your personal information, access your tax information, view your paystubs, 
and set up direct deposit to your bank account.  

With this number and password, you will also be able to log into registers in the store, login into 
the Portable Computers (PC), complete training modules, and receive compensation for Kohl’s 
credit applications and Rewards.  

ID:  

Password:  

Never share this information with anyone; people can access your personal information with this. 

Dress Code 
Kohl’s does not have a standard uniform, but requires its employees to come to work in a 
business casual style. Table 1 below will help you when you’re picking your outfit for work:  

Acceptable Not Acceptable 
Traditional business wear, suits, and dresses Torn, worn, or frayed items, clothing with 

holes, or clothing, accessories, or tattoos with 
profane, abusive, discriminatory, offensive or 
sexual messages 

Golf shirts, polo collared shirts and woven 
shirts 

Sweatshirts, athletic-style T-shirts or regular T-
shirts (no company logos or writing) 

Casual pants, khakis, capri pants, skirts, 
denim skirts, and jumpers. Skirt length 
should be no more than 2’’ above the knee 

Sweatpants, casual shorts, skorts, jean-cut 
pants, or pants with rivets 

Denim shirts, turtlenecks, and mock necks Denim bottoms of any color 
Novelty ties Hats (excludes religious accommodations) 
Vests Bib overalls 
Blazers, sport coats, sweaters, cardigans, 
and sleeveless sweaters 

Jogging shorts, workout clothes, and spandex 

Shoes and accessories suited to total outfit, 
open-heel shoes (clogs). Hosiery and socks 
are not required 

Athletic/tennis shoes, flip-flops, crocs, casual 
sandals, sports sandals, open-toed shoes 

Table 1 

Benefits for Employees  
At Kohl’s, we want to make sure that our associates are getting the best deals possible as they 
enjoy their job. All Kohl’s associates receive a discount card from the company upon 
employment. This discount card gives you a 15% discount on everything in the store and online 
at Kohls.com, and two times a year this is 30%. The associate discount can be used with 

 
 



8  Kohl’s Department Stores 

additional coupons, such as Kohl’s Card Coupons and Reward member coupons. This allows our 
associates to enjoy the products they sell at a great price all year round!  

Also available to associates is certain optional healthcare programs provided which can be found 
in the healthcare plan pamphlet, or by speaking to the store manager. Paid vacation is available 
to part time associates who have been employed for two or more years.  

Clocking in  
 You must clock in at the beginning of every shift, on the keypad located in the break 
room mounted to the wall. You are able to clock in 15 minutes before your scheduled shift. You 
must return to the keypad and clock out at the beginning of a meal break of 30 minutes or more, 
and clock back in at the end of the meal break. Once your shift is completed, you must again 
clock out. Clocking in and out keeps track of which hours you log for compensation. You clock 
in by inputting your personal Employee ID into the Keypad.  

1. Press “Enter” to ensure the keypad is clear and ready for use. The screen should look like 
Figure 1  

 
Figure 1 

2. Type your Employee ID into the numbers on the Keypad 
3. Click enter, completing your action. You should see a message saying “Accepted Punch” 

and your name, similar to Figure 2. 

  

Figure 2
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Department Information  
The Misses Department is statistically the most shopped and busiest section of a Kohl’s store. 
The environment is face-paced and Misses can see a high activity during most open store hours. 
It is important to become familiar with the brands carried throughout the different sections of the 
misses department: 

Woman’s Department Brands, in store locations 
Name Classic Updated Petite Woman’s Athletic 
SONOMA  X X X  
212 X  X X  
Cathy Daniel’s X   X  
Dana 
Buchman 

X     

FILA    X X 
Lauren 
Conrad 

 X    

Nike    X X 
Rock & 
Republic 

 X    

Simply Vera  X X   
AB Studio  X    
Chaps X  X X  
Croft & 
Barrow 

X  X X  

Lee’s X  X X  
Dockers X  X   
Adidas     X 
Gloria 
Vanderbilt 

X  X X  

Levi’s X X    
Apt. 9  X X X  
Daisy Fuentes   X    
ELLE  X    
Jennifer Lopez  X  X  
Tek Gear    X X 
Dickies X  X   
Table 2 

Over time it will be easier to recognize brands, where they go, and what they look like.  

Do’s & Don’ts 
As you begin working, here are a few general things to keep in mind while adjusting to the 
department: 
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DO: 

• Greet every customer 
• Have a smile on your face when on the floor 
• Offer to help in any way possible 
• Go the extra mile for the customer 
• Keep shelves and racks stocked 
• Keep the displays, shelves, and racks neat and tidy 
• Wear your nametag every shift 
• Wait for someone to relieve you before going on your break 
• Be pleasant to everyone around you 
• Ask the customer if we can order a product from the online Kiosk in the event we do not 

have their size or color 
• Replace sold displays 
• Ask the customer if they would like to apply for a Kohl’s Credit Card or the Kohl’s 

Reward Program 

DON’T: 

• Give the customer your opinion on what they are buying 
• Be rude to a customer who is being rude to you 
• Use rude or offensive language 
• Bother a customer who is on the phone  
• Ask a parent to control their child 
• Address children directly or ask them to stop what they are doing 
• Stop someone you suspect is stealing  
• Hold clearance items 

 

To Do list 
This To Do list should be completed actively during every shift in the Misses department. It 
proves a helpful guideline in what is expected of the employee during his/ her shift and as a tool 
to ensure the standards of Managers, Customers, and the Company are met.  

� Empty the carts of Codes (merchandise to be put back on the floor) at the customer 
service desk once every hour 

� Check your fitting rooms regularly, with special emphasis on them when the store is busy 
� If anything is on the floor when you walk by, take the time to pick it up so it is not 

damaged, or a safety hazard 
� Smile and sat “Hi” to every customer you pass by 
� Remember to offer a Kohl’s Charge Card to the customer while helping them 
� Check the folded tables periodically, with more of an emphasis on this when the store is 

less busy 
� Check if racks look empty, if they are, see if they are eligible to be restocked with 

merchandise from the dock 
� Check if racks look out of order, for a quick fix put like colors together and lighter colors 

on the outside of the rack, next size racks starting with the smallest sizes in front 
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� Check if merchandise on racks are pushed towards the back of the rack, if they are pull 
the clothes forward so the racks look full and they are easier to see so customers do not 
run into them 

� Ask if additional racks of clothes or projects set out by the department head or managers 
are available, work on these during slower hours of the store 
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Portable Computer (PC) 
The PC is a device that allows employees to:  

• Scan and see what sale and the price of all merchandise we sell 
• Look up what sizes and colors we have in store of specific merchandise 
• Look up what sizes and colors other stores in the area have of a certain merchandise 
• Pull merchandise off the dock 
• Put merchandise on the dock 
• Print clearance stickers for marked down merchandise 
• Counter damage damaged merchandise for selling 
• Linking e-signs throughout the store 

The PC is an essential tool for working the floor for the convenience of the associate as well as 
for the customer. The most basic use for the PC is checking prices and sales on merchandise, and 
looking up what we have available in the store for specific merchandise, which we will walk 
through how to do below. 

Checking the price and sales of merchandise: 
1. Login into the PC with your Employee ID and password on the screen shown in Figure 3 

 
Figure 3 

2. Ensure your PC is open to the Main Menu 
3. Click “Item Inquiry” as shown in Figure 4 

 
Figure 4    Figure 5 

4. Click the subheading “Current Price.” You should see the screen in Figure 5 
5. Hold the merchandise tag with the bar code about ½ foot away from the top of your PC. 
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6. While pressing the Yellow main button a red scanner laser should be produced. Align this 
laser with the bar code on the merchandise tag until you hear the PC beep alerting you 
that the bar code has been successfully scanned 

7. The original price, sales price if there is one, and sales details will appear on the screen 
just as shown in Figure 6 

 
Figure 6 

Looking up sizes and colors available in store 
1. Login into the PC using your Employee ID and password 
2. Ensure your PC is open to the Main Menu 
3. Click “Item Inquiry.” A screen like Figure 7 should appear.  

 
Figure 7 

4. Click the subheading “Item Locater”  
5. Hold the merchandise tag with the bar code about ½ foot away from the top of your PC 
6. While pressing the Yellow main button a red scanner laser should be produced. Align this 

laser with the bar code on the merchandise tag until you hear the PC beep alerting you 
that the bar code has been successfully scanned 
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7. Displayed on the screen will be the color, and the subheadings underneath will correlate 
with all the sizes originally available in that merchandise. By pressing the [+] sign you 
will be able to view either [number] relating how many we have currently in the store, or 
[0] if we have none. This is displayed in Figure 8 below 

 
Figure 8 

Looking up sizes and colors available in other stores in the area 
1. Login into the PC using your Employee ID and password 
2. Ensure your PC is open to the Main Menu 
3. Click “Item Inquiry” 
4. Click the subheading “Item Locater”  
5. Hold the merchandise tag with the bar code about ½ foot away from the top of your PC 
6. While pressing the Yellow main button a red scanner laser should be produced. Align this 

laser with the bar code on the merchandise tag until you hear the PC beep alerting you 
that the bar code has been successfully scanned and a screen like Figure 9 will show up 

 
Figure 9 
 
 
 
 
 
 
 

 
 



20  Kohl’s Department Stores 

 
 

7. At the bottom right of the screen, locate “Return” and click it, resulting in Figure 10 

 
Figure 10 

8. In place of your current store number, put in a store number for a store in the surrounding 
area. Store numbers can be found at the Customer Service desk. 

9. Press enter  
10. Displayed on the screen will be the color, and the subheadings underneath will correlate 

with all the sizes originally available in that merchandise. By pressing the [+] sign you 
will be able to view either [number] relating how many we have currently in the store, or 
[0] if they have none.  
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Folding Merchandise 
Merchandise is often folded in the Misses Department and it is important that a uniform method 
is adopted when folding shorts to ensure the floor looks neat and organized. Folding tables are 
available at some Kohl’s locations and are useful in assisting in folding. 

Folding a basic Shirt 
1. Lay the shirt on its back as shown in Figure 11 

 
Figure 11 

2. Fold the sleeves plus about 1 inch back on either side of the shirt 
3. Fold about 2 inches of the bottom of the shirt up just as seen in Figure 12 

 
Figure 12 

4. Fold the shirt in half so the bottom touches the top as displayed in Figure 13 

 
Figure 13 
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5. Flip the shirt over and you are done as shown in Figure 14. Place the shirt in its area 

    
Figure 14 

Sort folded shirts by type first, keeping like merchandise together when possible. Next, organize 
shirts by color, with brighter and lighted colors on top, leaving darker colors on bottom where 
applicable. After being organized by color, shirts should be organized by size, with smallest sizes 
on top going larger in size.  

Folding Basic pants 
1. Fold jeans in half so the back of the pair of pants is facing outward as seen in Figure 

15 

 
Figure 15 

2. Pull the end of the pant leg up so the bottom of the pant leg rests either at the bottom 
of the butt pocket, or about ½ foot from the top of the waistline as seen in Figure 16 

 
Figure 16      Figure 17 
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3. Fold the remainder of the pant by pulling the bottom of the pant to the top of the waist 
line just as in Figure 17 

4. Flip the pant over and you are done as seen in Figure 18. Now place the pants in their 
respective area  

 
Figure 18 

Pants should be organized by brand, then by type, then by color, then by size with smallest sizes 
on top.  
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Customer Checkout 
Registers are located at the front of stores and are a vital part of the Kohl’s experience, as this is 
the last memory the customer will have of Kohl’s. Even as a floor associate, you may be asked to 
help up at the register, the point-of-sale (POS) in times of need. 

General Information about every POS Transaction  
A helpful guideline to keep in mind while working at POS is G.R.E.A.T. which stands for: 

 
Keep this basic model in mind with every transaction and when proceeding with these next steps: 

1. Unlock the POS computer screen from Figure 19 by touching the Sign On button with 
your figure. The registers are all touch screen based. Type in your Employee ID and 
password into the screen like Figure 20 

 
Figure 19     Figure 20 

G 
•Greet the customer 

R 
•Request Kohl's Charge Card and Rewards program 

E 
•Encourage Sales 

A 
•Ask again, offer, or activate Kohl's Charge Cards and the Reward 

Program 

T 
•Thank the customer for shopping at Kohl's 
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2. When the screen loads to the Main Menu, hit the top left button seen in Figure 21 labeled 

“sale” 

 
Figure 21 

3. Welcome the customer and begin scanning the customers items; they will appear in the 
middle of your screen as you scan them just as in Figure 22 

 
Figure 22 

4. Ask if the customer will be paying with a Kohl’s Charge Card or Rewards card and offer 
to open one for them if they are not.  

5. Once you have finished scanning the customers items, take off any discounts the 
customer might have by pressing the “Modify Transaction” in the lower right of the 
screen and hitting the appropriate discount from the options seen in Figure 23, as you are 
unable to do so when in the payment screen 
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Figure 23 
6. Ask again or finish activating a Kohl’s Charge Card or Rewards card 
7. Press the “Total Due: #.##” button in the lower right region of your screen 
8. Tell the customer their total  
9. Ask them if they are using cash, card, or checks, and keep in mind that as the customer is 

counting change or paying at the pin pad, you can be bagging their merchandise to save 
time 

Accepting Customer Payment 
Cash:  

1. Press the Cash button shown in Figure 24 

 
Figure 24 

2. When the prompt comes up, put in the amount of cash the customer is gave you in the 
register just as in Figure 25 

 
Figure 25 

3. The cash drawer will open, put in the cash into the drawer in their corresponding slots 
based on the value of currency, and place bills $50 or over in the safety box at your 
register if available.  

4. Make change for the customer if applicable, a small number in the rightmost bottom 
corner will instruct you how much change to return to the customer 

5. Give the Customer their change, circle in red and verbally tell them their savings on 
today’s purchase, and thank them doe coming into the store 
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Card: 

1. Instruct the customer to slide their card, either debit or credit at the pin pad available to 
the customer on the counter that should look similar to Figure 26 

 
Figure 26 

2. When the prompt comes up, enter the amount to go on the card which is shown in Figure 
27 

 
Figure 27 

3. The pin pad will ask the customer several questions depending on the method of payment 
they used, most frequently to enter to enter their pin or sign at the pin pad. 

4. Once the customer has verified their identity by completely answering these questions, 
your screen will prompt you for their zip code. 

5. Enter in their zip code 
6. The receipt will print out at this point, circle in red and verbally tell them their savings on 

today’s purchase, and thank them for coming into the store 

Checks: 

1. Press the “check” button under payment methods. 
2. After the prompt comes up, enter the amount to be paid on the check as shown in Figure 

28 
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Figure 28 
3. After the customer is completely finished filling out their check, accept their check and 

ask for their driver’s license  
4. Verify that the Driver’s License matches the name on the check, and if it does, copy the 

Driver’s License Number onto the top of the check. If it does not, tell the customer 
politely that they will need to pay in an alternate method  

5. Run the check through the check reader, shown below in Figure 29, and wait for the 
machine to print on the back of the check 

 
Figure 29 

6. Pull the check out of the check reader and place it into the now open cash drawer.  
7. The receipt will print out at this point, circle in red and verbally tell them their savings on 

today’s purchase, and thank them for coming into the store 

Asking customer to activate a Kohl’s Charge Card 
Credit is an important aspect to the sales and marketing side of Kohl’s, it creates frequent 
customers with the coupons available through it, increasing sales. Here are a few tips when 
pitching a Kohl’s Charge Card to a customer: 

• Initially, tell the customer their overall savings they will receive by signing up. This 
percentage off their total cost varies but is usually either 15, 20 or 30% off their total. 
This may be determined in one’s head, by putting the discount on the screen and deleting 
it if they decline, or through the charts placed at POS with approximate savings 
depending on the total.  

• Explain to the customer that this card is only valid in Kohl’s store and may not be used 
outside Kohl’s shopping experiences, making it a store card 

• Inform the customer about the 12 or more special discounts offered exclusively to Kohl’s 
Charge Card users 

• Tell the customer they are able to pay off their card right in the store immediately after 
charging it so they can maintain their card as a discount card 

• Tell the customer it only takes 3 minutes to apply for a Kohl’s Charge Card 
• Remind the customer how much they would save by signing up at the end of the 

transaction  

Remember, while activating Kohl’s Charge Cards are important, keeping Kohl’s a happy 
shopping experience for the customer is even more important, always be aware of the customer’s 
body language and tone and be aware of when to stop asking them to open a Charge.
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Closing the Misses Department  
Two hours before the store closes, you should begin your close down process. This process is 
shown in Figure 30 below.  

 
Figure 30

Clean out your fitting rooms completley 
and put the resulting merchandise back 
out on the floor 

Start at one end of the department and 
work your way through folding all the 
tabels as you make your way through 

Go through your department picking up 
anything on the floor and putting it in it's 
proper place 

Go through the department focusing on 
racks and organizing them by type, color, 
and size. Start with racks that face the 
asiles and move inward 

After Kohl's is closed, use your extra 30 
minutes to run through this list one more 
time, checking your department and 
fitting rooms for lingering customers 
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Ending Comments 
This manual has been an overview of the responsibilities and duties and how to accomplish them 
for an employee of the Kohl’s Misses Department team. If you have further inquiries, or require 
elaboration on any of the printed material, please see a manager of your store to answer your 
questions.  

Below are important phone numbers connecting Kohl’s Employees to resources available to 
them: 

• Kohl’s Customer Service: 1-855-564-5705 
o This number connects to the Kohl’s Corporate Customer Service and they can 

help employees with store numbers, finding merchandise, online order issues, as 
well as a number of other problems 

• Kohl’s Charge Card Customer Service: 1-855-564-5748 
o This number connects to the Kohl’s Corporate Kohl’s Charge Card Customer 

Service center and can help employees process applications, give access to 
accounts, lookup existing account status, and answer questions in regard to 
Charge Cards.  

• Integrity Hotline: 1-800- 837-7297 
o The Integrity hotline is an anonymous hotline that can be used to report unethical 

behavior by Kohl’s Employees or third party affiliates. Reporters of unethical 
behavior cannot be persecuted and no retaliation will come to the reporter.  

• Sexual Harassment Hotline: 1-800-837-2381 
o The Sexual Harassment hotline is an anonymous hotline that can be used to report 

sexual harassment in the workplace by Kohl’s Employees or third party affiliates. 
Reporters of sexual harassment cannot be persecuted and no retaliation will come 
to the reporter. 

 

Working and shopping at Kohl’s should be a wonderful experience brought about through the 
Employees dedication. Kohl’s is driven to provide an honest and fulfilling work environment 
with the associates help. Having you work with us is an exciting opportunity and we hope you 
enjoy your time here!
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