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First time login: check your OSP invitation email and click the “Verify” link in order to activate your account first.

1. Click “Verify” to 
activate your 

account.

1. Click “Verify” to 
activate your 

account.
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2. Insert the 
username and the 
one-time password 
provided by E-Mail.

2. Insert the 
username and the 
one-time password 
provided by E-Mail.

3. Click “Log in”3. Click “Log in”
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Due to security reasons a new password must be created at first time log in.

4. Enter your new 
password twice.

4. Enter your new 
password twice.

5. Click on “Save” to 
save your new 

password.

5. Click on “Save” to 
save your new 

password.
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Password Strenght Policy:
• Must have the minimum length of 8 
characters;
• Must have at least 1 lowercase character, 
1 capital character, 1 number and 1 special 
character #!@(%&)?



1. Enter OSP by 
entering the URL 
“osp.gzbsn.com”

1. Enter OSP by 
entering the URL 
“osp.gzbsn.com”

2. Logon by entering 
your username and 
password and click 

on “Login”.

2. Logon by entering 
your username and 
password and click 

on “Login”.

The language can be 
selected: Chinese, 

Vietnamese or 
English

The language can be 
selected: Chinese, 

Vietnamese or 
English
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After first time login: this will be the normal OSP log in procedure.
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3. Click “Log in”3. Click “Log in”

“Forgot password” 
can be used to obtain 

a new password if 
the password has 

been lost.

“Forgot password” 
can be used to obtain 

a new password if 
the password has 

been lost.
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Search fields can be 
used for searching PO#s 

eg Retailer PO#. 
Multiple PO#s can be 

provided.

Search fields can be 
used for searching PO#s 

eg Retailer PO#. 
Multiple PO#s can be 

provided.

1.Click “Ordering” 
-> “Release Order”
1.Click “Ordering” 
-> “Release Order”

2.a. Select orders 
for multiple order 

release.

2.a. Select orders 
for multiple order 

release.

2.b. Click 
“Purchase” for 

single order 
release.

2.b. Click 
“Purchase” for 

single order 
release.
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Multi Order Release

After selecting multiple orders 
either click “Add to cart” or 

“Checkout” for immediate check 
out. Unlimited orders can be added 

to the cart.

After selecting multiple orders 
either click “Add to cart” or 

“Checkout” for immediate check 
out. Unlimited orders can be added 

to the cart.

3.a. Select 
multiple 
orders.

3.a. Select 
multiple 
orders.



Katag OSP Manual 1.01 11

Single Order Release

3.b. Click 
“Purchase” for 

single order 
release.

3.b. Click 
“Purchase” for 

single order 
release.

4.b. Change the 
SKU quantity as 

required.

4.b. Change the 
SKU quantity as 

required.

Note: order(s) will be removed from the Release Order section when:
- Order(s) have been added to the cart. But when orders will be 

removed from the cart then the orders will be moved to the Release 
Order page again.

- order(s) have been checked out

In case of Label Type 630, the String 
item will be added to the Release Order 

screen: STR-001. The String can be 
unselected if it should not be ordered.

In case of Label Type 630, the String 
item will be added to the Release Order 

screen: STR-001. The String can be 
unselected if it should not be ordered.

5.b. Click either “Addo to cart” for later 
checkout or “Checkout” for immediate 

checkout.

5.b. Click either “Addo to cart” for later 
checkout or “Checkout” for immediate 

checkout.

The checkout section for “Checkout” 
and “Add to cart” are similar
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Cart Checkout

The checkout section for “Checkout” 
and “Add to cart” are similar

1. Click the “Cart” 
symbol to enter the 

cart.

1. Click the “Cart” 
symbol to enter the 

cart.

2. Click the items cart 
tab having the items 

which should be 
checked out.

2. Click the items cart 
tab having the items 

which should be 
checked out.
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3. Select the order(s) 
which should be 

checked out.

3. Select the order(s) 
which should be 

checked out.

- Select a different ship to 
address as required. 

- Use the “Address 
Maintenance” option to change 

an existing ship to address ,
delete a ship to address or add

a new ship to address.

- Select a different ship to 
address as required. 

- Use the “Address 
Maintenance” option to change 

an existing ship to address ,
delete a ship to address or add

a new ship to address.

4. Provide your 
internal PO#

4. Provide your 
internal PO#

5. Review the Request Date. 
(preferred shipment date)
Click the date field to pick 
another Request Date as 

required.

5. Review the Request Date. 
(preferred shipment date)
Click the date field to pick 
another Request Date as 

required.

A Requested Date less than 5 working 
days in the future can not be selected.
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E-Mail addresses can 
be added which 

should receive a copy 
of the order 

confirmation email.

E-Mail addresses can 
be added which 

should receive a copy 
of the order 

confirmation email.

Order Remark can 
be provided for 

customer service 
follow up.

Order Remark can 
be provided for 

customer service 
follow up.

6. Click “Checkout” to 
confirm the purchase. An 

Order Confirmation E-Mail 
will be submitted to your E-

Mail address

6. Click “Checkout” to 
confirm the purchase. An 

Order Confirmation E-Mail 
will be submitted to your E-

Mail address
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7. Upon “Checkout” a popup 
message will appear on your 

screen confirming your 
purchase. An order 

confirmation e-mail will be 
submitted to your email 

address.

7. Upon “Checkout” a popup 
message will appear on your 

screen confirming your 
purchase. An order 

confirmation e-mail will be 
submitted to your email 

address.

Note: the checkout procedure is also applicable to the Single Order process.
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1. Click “Preview” 
to lookup the 
print artwork

1. Click “Preview” 
to lookup the 
print artwork

At SKU level the print artwork can be previewed
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Catalogue Ordering
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1. Click “Ordering” 
 “Catalogue 

Ordering”

1. Click “Ordering” 
 “Catalogue 

Ordering”

2. Provide 
Quantity and your
internal P-Order
No. as required.

2. Provide 
Quantity and your
internal P-Order
No. as required.

3. Either click
“Checkout” for

immediate checkout 
purpose or “Add to

cart” for later
checkout.

3. Either click
“Checkout” for

immediate checkout 
purpose or “Add to

cart” for later
checkout.

Use “Catalogue Order” for purchasing Printed Cotton Label, Printed Cotton Size Label, Woven Label , Woven Size Label and String.



04
Order Tracking
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1. Click 
“Ordering” -> 

“Order Tracking”

1. Click 
“Ordering” -> 

“Order Tracking”

3. Click 
“Search”
3. Click 

“Search”

4. The search 
result will be 

displayed.

4. The search 
result will be 

displayed.

5. Click “Delivery” to 
lookup the “Delivery” 

status. 
(refer to next page)

5. Click “Delivery” to 
lookup the “Delivery” 

status. 
(refer to next page)
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Click the “+” to 
expand the 

order details

Click the “+” to 
expand the 

order details

2. Provide 
search criteria

2. Provide 
search criteria
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Delivery details - below screen shows the:
- Delivery date
- Courier
- AWB #
- Delivery address

6. Click the “AWB Nr” to 
lookup the shipment status. 

(refer to next page)

6. Click the “AWB Nr” to 
lookup the shipment status. 

(refer to next page)
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Example Tracking Shipment Details



Order Cancellation

1. Select the 
order(s)

1. Select the 
order(s)

2. Click “Order 
Action” -> 
“Cancel”

2. Click “Order 
Action” -> 
“Cancel”
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An order can have the following order cancellation status:
- Order could be cancelled
- Order could be cancelled but produced
- Order could not be cancelled – shipped already
When an order has status “New order” then it can be cancelled immediately. In case of other 
order status BSN CS will review the order cancellation possibility so it will have status 
“Cancellation in Progress”.
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The most 
common order 
status are listed 

below

The most 
common order 
status are listed 

below

Order Status
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1. Click the 
username
1. Click the 
username

2. Click “Profile” 
to enter the 

“Profile” section

2. Click “Profile” 
to enter the 

“Profile” section
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In the “User Profile” section you may change your:
• Basic contact details
• Default “Bill To” address
• Maintain “Ship To” address(es)
• Security – change password
• E-Mail Notification Settings – switch on/off email notifications:

• Cancellation email notification
• Order in Production email notification
• Order shipped email notification
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E-Mail Notification Settings

Click the button to 
switch the setting 

On or Off.

Click the button to 
switch the setting 

On or Off.
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Customer Service Contact
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BSN Region Customer Service E-Mail Address

China Gavin Zhao FZ303@gzbaoshen.com

Other regions Jenny Chen e005@gzbsn.com
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1. Click “Help” to 
enter the Help 

section.

1. Click “Help” to 
enter the Help 

section.
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2. Click 
“Download” to 

download the OSP 
manual.

2. Click 
“Download” to 

download the OSP 
manual.


