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About this guide

This user guide discusses GS1 New Zealand’s Location Manager functionality 
which is available for GS1 Members and Affiliates who are subscribed to the 
Location Service. With Location Manager, you can manage and share your location 
information with organisations such as retailers, Government, healthcare providers 
and specific trading partners.

You can also view other companies’ location information, including NZBN (New 
Zealand Business Number), OPs (Organisation Parts), GLNs (Global Location 
Numbers) and organisation location structures, provided by the respective location 
owners.

This user guide contains references to functionality available to GS1 New Zealand 
Members and Affiliates who have subscribed to the Location service. If you are an 
Affiliate subscribed to another service (e.g. a licensed single GTINs, Product Recall 
New Zealand) and want to create and manage locations, please sign up via the GS1 
New Zealand Website.

Need to Add Additional Users to Manage Locations?
If you want to add other users who can then create and manage locations, contact 
the GS1 New Zealand Support team.
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Navigation
My Locations is available for MyGS1 users in our legacy system, MyGS1 Version 1 
(v1), and the new system, MyGS1 Version 2 (v2).

In MyGS1v1 you will find Locations on the side Navigation bar.

In MyGS1v2 you will find My Locations on the side Navigation bar.

Your Top-Level Location 
The Top Level Location (also known as your Entity Location) for businesses 
registered in New Zealand is typically the NZBN. This is assigned by the Ministry 
of Business, Innovation and Employment (MBIE) when you register your company. 
If you are not a New Zealand registered business, GS1 NZ will issue you with a Top 
Level Location number when you sign up. 

The Top Level Location Number serves as the owner for other GLN types you will 
create. When you enter My Locations for the first time, the Top-Level Location will 
automatically appear with prepopulated information from the NZBN register, or 
from GS1 for businesses registered outside New Zealand.

Q. What if my Top-Level Location information Changes?

A. If business information against your NZBN changes, you must update 
this via the NZBN website. Once complete the updated information will 
automatically flow to My Locations. If you are not a registered New Zealand 
business contact the GS1 NZ Support team.

Q. How do I connect a new location to a Top Level Location?

A. In My Locations, all Locations you create will automatically be “owned” by 
your Top-Level Location. For information on Sub Locations see Create a Sub 
Location.

https://www.mbie.govt.nz/
https://www.mbie.govt.nz/
https://www.nzbn.govt.nz/manage-your-nzbn/
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Create a Location
Follow the below process to setup new locations. For more info on GLNs, the 
standard which powers My Locations, see our website.

From the My Locations page, click the Create button. The Create New Location 
window will appear. 

From the My Locations page, click the Create button. The Create New 
Location window will appear.

1

1

Select the GLN Type from the drop-down menu. Hovering over the GLN type 
will make help text appear with definitions to help guide your decision. Note: 
You can only apply one GLN Type to a location. You cannot change the GLN 
Type after you make the Location “active”. 

Enter the Location Name, and if applicable, a Trading Name.

Select a privacy setting. Public will mean anyone can view the GLN’s details, 
Restricted means only those you have chosen to share the GLN with will be 
able to view the details and Private will only be visible to your organisation.

2

2

3

3

4

4

Enter the location address details. If the details are the same as the Parent 
location, click the “Copy from Parent Location” button. The address line field 
includes an automated address finder. If your address is not present, you can 
enter it as free text. Click “Add Address Line” button if additional fields are 
required. Note: Address cannot be changed on Physical Locations when this 
location is made Active.

5

https://www.gs1nz.org/services/glns/
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For Physical Locations, you may enter any Geo Coordinates or Geo Shapes 
that apply to your location. For more information on Geo Coordinates and 
Geo Shapes, view the help text which will appear when you click on these 
fields.

Enter any relevant Additional Information. Help text will appear when you 
click on these fields. Note that some fields will change depending on your 
Location Type (e.g. Physical Location vs Function).

7

76

5

6
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Enter the name of the relevant contact person for the location.  

Enter the email address relevant to the Contact person.

Enter the address information relevant to the location and Contact person.

Review all the information provided to ensure it is true and correct. You can 
now create or discard the location using the buttons at the bottom of the 
page. Note: Once the location is created, many fields cannot be changed.

8

10

11

9

8

10
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In My Locations, find and select the location that will become a sub location.

Select the Edit Button. 

1

2

Create a Sub Location
Once your location has been created you can link other locations within your 
business to it. This can be useful to understand how locations relate to one 
another, create hierarchies, and manage locations within your business. Note: 
A sub location can only be created where the parent location type is a Physical 
Location or Function. The Sub Location itself can be any location type.

To create a Sub-Location follow these steps.

1

2
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In the “Parent Location” field copy the Location number of the intended 
Parent Location. Click the save button at the bottom of the page.

The Parent Location is updated with the Sub Location details in the location 
detail page.

The Parent Location is updated with the Sub Location details in the location 
detail page.

3

3

4

4

5

5

Alternatively, a Sub Location can be created under its parent location as 
shown below.

In My Locations, find and select the location that will become the parent, then 
select Sub Locations.

Select the “Create” Button in the Sub Locations table.

1

2

1

2
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Create your new location (refer to Create a Location section)

Your new location is now linked to the selected parent as a Sub Location

3

4

3

4

Share a Location
“Share With” allows you to share your Locations with Restricted privacy with other 
users. Users that have had a location shared with them can view and download 
data related to the location. 

Select the Location you would like to share.

In the “Shared With” table, click the Add button. 

1

1

2

2
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The Location you have shared with will now appear in the “Shared With” 
table. For the recipient, the “Shared With Me” section will have the location’s 
details (see below).

Add the Top Level GLN of the business you wish to share your GLN 
information with.

3

3

4

4

Shared with Me
When a Location has been shared with you by another entity it will appear in the 
“Shared With Me” section of the side navigation bar.

Select “Shared With Me” from the Side Navigation Bar and then the location 
you would like to view.

1

1
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The Location detail page will now appear with address, contact and 
sublocation information.

To remove access to a shared Location, you can click the “Remove” button.

2

2

3

3

View and Manage Locations
To view and manage locations, follow these steps. 

Click Locations or My Locations in the side Navigation menu. The Locations 
page displays. This provides an overview of all your created locations.

If you manage multiple locations, you can search for the location required in 
the search field. Search results displayed can be increased or decreased using 
the rows per page option in the bottom right-hand corner.

To view or manage a specific location, select the location you would like to 
manage from the list.

1

2
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The location detail page will appear providing an overview of the location, 
contact information, with sub-location and Shared With information listed in 
separate tabs.

Location information can be managed by clicking the “Edit” button in the 
top right-hand corner.  

Edit the required fields and click Save to confirm. Note: Some details cannot 
be changed on an active location, in these cases a new location must be 
created.

4

5
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When you set a location to Inactive status, all Sub Locations linked to the location 
and their descendants are set to Inactive as well. Inactive locations are no longer 
shared with external organizations. Any Sub Locations or descendant locations 
you wish to remain active must be moved to another parent Location before 
inactivating these locations.

If the location has been set to “Inactive”, Inactive displays next to the status on the 
location detail page. While set as inactive data fields will not be editable. To make 
this location active in the future, you can click Edit in the Location detail page and 
change the status to “Active”.

Q. Can I Delete an Inactive Location?

A. Inactive locations cannot be deleted. They are kept in My Locations for historical 
purposes, but they cannot be searched for or exported by others viewing your 
data (you may delete Draft locations).
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Appendix 1 – Glossary of Terms

GLN Global Location Number – The 13-digit number that powers My Locations

Top Level Location The GLN used to identify your business within our system. Typically an NZBN for NZ businesses.

Privacy Settings Public: All users of My Locations can view the details of this GLN

Restricted: This GLN must be shared for external users to view

Private: Only users on your account may view this GLN

GLN Type Private: Only users on your account may view this GLN

Physical: Identifies a static, physical place using an address. E.g. an office building or a warehouse.

Mobile Physical: Identifies a non-static physical location. E.g. a mobile food truck.

Digital: Identifies a digital asset, such as a server address, or an email inbox.

Function: Identifies a collection of things that serve a function, not necessarily all located in a single physical place. E.g. an accounting 
department across multiple offices.

GLN Status Active: GLN is currently in use.

Inactive: GLN is no longer in active use or visible to anyone but the account holder. Can be reactivated.


