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TWO-WAY RADIO 
BEST PRACTICE 

Provide basic operating instructions and proper care to ensure two-way radios are well maintained, 
accounted for, and used effectively and professionally. 

 
 
 
 

Two-Way Radio Benefits 
• Promotes effective communication among management and associates to increase task 

productivity related to POC/POS, Recovery, and Replenishment. 
• Reduces overhead paging. 
• Provides more efficient customer service. 

 
All Associates 

• When not in use, all two-way radios should be stored at single location in the charging tray. 
o Always keep radios in the building. 

 
Manager/H2 

• Monitor to ensure all store radio communications are business related and used in a 
professional manner. 

• Ensure all radios are used only with the accompanying ear piece. 
• Ensure alcohol wipes are provided and used to clean the ear pieces prior to each use since the 

ear pieces are shared. 
o Order more alcohol wipes via Veritiv as needed. 

 
Operations and Functions 

• Technical Issues: Refer to the troubleshooting tips within the Service Channel ordering system. 
o If troubleshooting does not resolve the issue, submit a request within the Service 

Channel ordering system. 
 Provide serial # of radio or accessory to be replaced. 

• Further troubleshooting details can be found at https://kohlssupport.zendesk.com/hc/en-us. 
• NOTE: Limitations in frequency may occur if using radios to communicate between opposite 

corners of the store. 
 

Ordering Process 
1. Log in to Service Channel. 

o https://login.servicechannel.com/account/logon 
2. Select “Support Services/Special Projects”. 

 
 
 
 
 
 
 
 
 
 

https://kohlssupport.zendesk.com/hc/en-us
https://login.servicechannel.com/account/logon
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TWO-WAY RADIO 
BEST PRACTICE 
Ordering Process, continued 

3. Enter Associate name in “Full Name/Title”. 
4. Select “Two Way Radio” from “Area” drop down menu. 
5. Select “Motorola Two Way Radio” from “Problem Type” drop down menu. 
6. Select the radio or accessory you would like to replace or order from the “Asset” drop 
down menu. 
7. Enter quantity. 

o Additional radios/equipment are NOT to be ordered for seasonal hires.  
o For new devices (not replacements), max quantities are: 

 5 for batteries, headsets, & holsters 
 2 for radios 
 1 for charging cradles 

8. Select “Problem” from the drop down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Troubleshooting Tips will display for issues that may be resolved in-store. Follow these tips 
to determine if problem should be submitted or cancelled. 
10. If determined that a replacement is needed, enter the serial # in the field provided. 

• The “Additional Info” link will open a page that displays where to find the serial 
number for each type of unit. 
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TWO-WAY RADIO 
BEST PRACTICE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
11. Enter any additional information that may be useful when reviewing the request 
12. Select “Next”. 
13. Review all information entered. If correct, select “Submit Request”. 
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TWO-WAY RADIO 
BEST PRACTICE 

Disposing Defective Radios 
• Defective radios that are NOT under warranty should be disposed of per Environmental 

Recycling best process. Click on the myKohl's links below to reference.  
• California stores: E-Waste Recycling Best Process 
• Non-California stores: Battery Recycling Best Process 

 
 
 

https://mykohls.kohls.com/content/dam/mykohls/workplace---store/security-&-safety/environmental-compliance-and-sustainability/best-processes/E-Waste%20Recycling%20(California%20only%20version).pdf
https://mykohls.kohls.com/content/dam/mykohls/workplace---store/security-&-safety/environmental-compliance-and-sustainability/best-processes/Battery%20Recycling%20-%20June%202018.pdf

