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New Supplier:
Troubleshooting tips
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URL/Weblink Issues

" W Description / Steps

HTTP ERROR 400 Bad Request

URI:
STATUS: 400
MESSAGE: Bad Request
SERVLET: default

-

Edge not loading STIBO

1
Requir. [ Excetformuls Highli. [ 1D Protection Se¥'S.. >
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ke
C.
‘%
7 third-party cookies blocked

Because you've blocked all third-party cookies, sites
can't use cookies that track you across the web.

Site not working? h

Site not working?

Some sites use third-party cookies to load their
pages. If a site isn't working, you Sn try allowing
cookies.

Show cookies and other site data

S ...

Session was left idle/has cached

» Stibo Link was bookmarker after
credentials were entered

» Microsoft Edge has cookie
restrictions. Click the Cookie and
allow the cookies for the site

* Refresh the screen and try to login

» Delete the bookmark and clear
browser caches

 Start over by copying and pasting
the link into the browser -

https://cvs-
production.scloud.stibo.com/webui/

WEBUI CVSSupplierPortal
 Bookmark it now if needed
» Enter your credentials

Next page provides guidelines on
editing a bookmark

¥ CVSHedalth.


https://protect-us.mimecast.com/s/rB46C31P9DFRZoO9Lhg-hD-?domain=cvs-production.scloud.stibo.com

URL/Weblink Issues

” _ 1. Rightclick on the Stibo bookmark
Edit bookmark 2 Click ‘Edit’
Cpen in new tab 3. Select the text in URL and delete it.
4

[ Stibo Supplier Portal

Mare Stibo Supplier Portal

Cpen in new window

. Copy and paste the following in the

Open inJggagnito window URL ‘cws-production.scloud stibo.com fwebul/ WEBU|_CVSSupplierPortal URL- htt' s://cvs- . .
production.scloud.stibo.com/webui
/WEBUI CVSSupplierPortal

Edit.. L} Bookmarks bar : ‘ :
Cut Other bookmarks 5. Click ‘Save
Copy
Pasts

Edit bookmark

Mame Stibo Supplier Portal

URL snanceWorkflow&onlyMine=Userfistate=5T_MaintainSupplierData

Eookmarks bar

Other bookmarks ﬂ

Mew folder “ Cancel
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https://cvs-production.scloud.stibo.com/webui/WEBUI_CVSSupplierPortal

Password/Onetime Agent Verification

Welcome to the STEP Web Ul

Links New Supplier Onboarding New Agent Onboarding Supplier Maintenance

. .
. - -

One Time Agent Ver

Clarification Workflow

.
e

(o
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Password reset and One Time Agent
Verification must both be completed
upon first login, prior to

» Self-Onboarding for a new Vendor#
or

» Performing maintenance on an
existing Vendor #.

Refer Training Document for New
Agent First Login and complete all the
steps in the right order

¥ CVSHedalth.


https://cvssuppliers.com/node/1171

Identifying tabs with missing information

Identifying Missing Information

Supplier
RICH COFFEE CO SUFPLIER FROFILE » I0: Suppller- 11585383 p
AmmEnss Supphier Cvendew Ecldress Peyment & Banking aupEty Chain Nip Lane Complignce ol Contact gouments
* Details * Categary
* Supplies Namne RICH COFFEE OO
r Code . Name . Iz Primary 7
* Supplier Type Merchandise Warshouse 29 GRIOCERY
Actve
* Supplier Sub Type Damestic
Q RICH COFFEE (O
& Dy Name RICH COFFEE CO
Mumber of items: 1
- Pay Supplier
A RICH £ a - Upp
@ Selert s Clear 3l fiters g‘;a_ And Fey Suppiler
* | pgal Staus Corportion - I Supplier Reference ' Name
O =z RICH COFFEE OO
* Product/Service Desaiption Coffes
Mumber of tems: 1; Selected tems: 0
upplier Status Date 09-Dec-2021 D 2
* |5 this Supplizr onboarding dus to N
Merger?
3 rent Supeliss M
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Description / Steps

* Blurbs indicate missing information
onatab

* The number within a blurb indicates
the count of fields that require
attention on a particular tab

» Navigate into each tab with a blurb
and review fields that are missing
information.

+ Allfields marked mandatory
(indicated with a *) should be filled.

¥ CVSHedalth.



Submit Errors

Name check failed

Submit error; Wrapped com.stibo.core.domain.impl.MameCheckValidatorException: Name
check failed (BA_SupplierOnbacrdingOn5ubmitTrasition®12) in
BA_SupplierOnbaordingOnSubmitTrasition at ling number & at column number 0
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Error: “Name check failed”

1. Review following fields on ‘Supplier
Overview’ tab and remove special
characters (for example “*,-") -

»  Supplier Name
» PO Name
* Pay Name

2. Remove non-text characters from
Contact Names on the ‘Contacts’ tab

¥ CVSHedalth.



Submit Errors

Payment Terms

* Payment Terms

Plzase confirm your choice by double-clicking and selecting "Y" on the CHOICE box against the Term.

If the offered Payment terms are not the agreed payment terms, please reach out to the Category Manager on the CVS team

q Choice . Name . Short Desc Discount % Due Days = Net Days
¥ 2% DSCIN40DAYS! | 54041 2.000 040 41
M4
NT5 DAYS 75 0.000 000 75

Number of items: 2 9

Preferred Payment Terms
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Error: “Reference Supplier to Payment
Terms is mandatory for *****”

1. Onthe ‘Payment & Banking’ tab,
confirm your choice by selecting ‘Y’
against one of the Payment Terms
listed

2. Optional- If the offered Payment
terms are not agreeable, use the text
box in ‘Preferred Payment Terms’ to
notify the CVS Category Manager.

» Refer Clarify Process for Supplier
Onboarding for additional
information

¥ CVSHedalth.


https://cvssuppliers.com/node/1176

Submit Errors

Payment Terms

Supplier
KYLADSD UAT .

ier Overview Address Payment & Banking Supply Chain Compliance EDI SEBT Contact Documents

¥ Details

NOTE : If factor company or different pay supplier is linked then Payment Type ,EDI Invoicing and Banking Attributes will be inherited from linked pay
supplier or factor company on dlick of Save or Submit

* Payment Type CHECK

o | > omesae

¥ Payment Terms
Please confirm your choice by double-clicking and selecting "¥" on the CHOICE box against the Term.

If the offered Payment terms are not the agreed payment terms, please reach out to the Category Manager on the CVS team

' Chaice ” Name . ShortDesc  » Discount% = DueDays = Net Days

% DSC IN 21 DAYS;
1_3&"‘1 1DAYS; 12122 1.000 021 2
N22

Number of items: 1 9

~ Factor Supplier

* Do you use a Factor Company for N
pracessing your payments?

ayment Terms need Net 21 days P
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Error: “You should not choose both
Preferred Payment Terms and Supplier
to Payment Terms”

1. Onthe ‘Payment & Banking’ tab,
confirm your choice by selecting ‘Y’
against a Payment Term

2. Remove the text from ‘Preferred
Payment Terms’

3. Click Save

¥ CVSHedalth.



Submit Errors

ﬂ Select a Clear all filters P Create New Contact -'.,_,:\. Add Existing Contact Remove Contact
Fad * Responsibility . *First Name *Last Name  « M.I N %ﬁmﬂe . *Email . Cellphone . Fax
|:| TaX Tax Man 333-333-3333 Tax@scuat.com
|:| SALES REPRESENTATIVE Rich Jones 401-112-5675 Rich@cws.com M X
i\.l Select a P Create New Contact 3'\. Add Existing Cortact Remove Contact
o * Responsibility . *First Name « *LastName » MI i Pruﬁary] Plllnne . *Email . Cellphone  »
|:| EDI TRANSMISSION CONTACT EDI Manager 123-456-7890 EDI.manager@cvs.com
(]| INVENTORY Rich Jones 401-112-5678 Rich@cvs.com
[]] /R CONTACT Rich Jones 401-112-5678 Rich@cvs.com NA
(] Tax Tay Man 333-333-3333 Tax@scuat.com
D SALES REPRESEMTATIVE Rich Jones 401-112-3678 Rich@cvs.com MNA
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Error:

1. “Supplier_to_Contact is mandatory
with metadata INVENTORY”

2. “Supplier_to_Contactis mandatory
with metadata SALES
REPRESENTATIVE”

3. “Supplier_to_Contact is mandatory
with metadata A/R CONTACT”

4. “Supplier_to_Contactis mandatory
with metadata EDI TRANSMISSION
CONTACT” (only applicable if EDI
Capableis ‘Y’)

Create a Contact for each of the
missing Responsibilities

¥ CVSHedalth.



Submit Errors

Ship Lane Address

Error message: “Reference Supplier to
ShipLane is mandatory for *****”

Compliance ED Contac Documents

supplier Cverview Address Fayment & Banking Supply Chain Ship Lane

Cause: No Ship Lanes are added.

ﬂ Select a Clear all filters P Create Mew Ship Lane Remove Reference Populate all DC's

Vo * Address »  *Warehouse ¢  FreightTerm e Minimum Dollarse  Minimum Unit hﬁnlgglugglgmt e Lg Tips

On the ‘Ship Lane’ tab add a Ship Lane.

/ Refer On Boarding Training Document

on how to add a Ship Lane

¥ CVSHedalth.
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Submit Errors

 Ship From Address . Error message: “Ship lane address is
P Add Existing Address not present in ship from address”
B—J Clearall Clear all filters {5\1. Add Existing Address P Remove Address Reference Type | Ship From Address v
Cause: There are multiple address IDs
T3 Refarance Taroet [ [
;ﬂ LA ' Line1 ' Initiates the configured business action on the selection(s). sference Target | 1o ; nnzytehse};ft)eDnSq dmgl?),?t :ggt%%r%eefvgedé ﬁSS
1 CVS DR, WOONS 01 (Address- . . A . . ,
1CVS DR, WOONSOCKET, 01 f 1CVSDR WOONSQCKET | 10114107) @ Ship From Address’ and ‘Ship Lane
1 CVS DRIVE, WOONSOCKET, RI,

T W\ OONSOCKET, RI (Address-13331355) —

1 CVS DRIVE, Woonsocket, RI (Address- T-
1503790) IPS

On the ‘Address’ tab —

1. Select and Remove the address line
j Clear a Clear all filters P Create Mew Ship Lane 55\*. Remove Reference P Populate all DC's In Shlp From Address
2. When adding an existing address,
s * Address . *Warehouse Freight Term e Minimum Dollars e note the ID against the address (in
ﬁ this example - 10114101)
1 CVS DR, WOONSOCKET, 01 Bessemer, AL Prepaid e Click Save
J On the ‘Ship Lane’ tab -
ﬂ Select a Clear all filters P Create Mew Ship Lane Remag .
3. Select and Remove the Ship Lane
s * Address . *Warehouse Freigh references
q 4. When creating a new ship lane,
Ot ‘ Prepaid ensure to pick the address with the

same ID (in this example - 10114101)
* Click Save

[0 1 CVS DR, WOOMNSOCKET, 01 (Address-10114101)
[0 1 CVs DRIVE, WOONSOCKET, RI, WOONSOCKET, Rl (Addr...

O 1 CVs DRIVE, Woonsocket, Rl (Address-1593795)

¥ CVSHedalth.




Submit Errors

Document Upload Error

* Required Documents ”

equired Documents

Certificate Of Insurance
W-8 Or'W-9

Company Letter Head

* Documents
Addrtional Documents
Bank Letter -Cc--n"-'mirg'g
Number
Certificate Of Insurancé

Company Letter Head

Evidence Of FCPA Compliance

Add Asset reference

Description

Error: “Document xxx is mandatory”

Cause: A required documentis not
uploaded

Tips

Solution:

1. Review all documents listed under
‘Required Documents’.

2. Upload a document under the
correct document type.

Error
Failed to upload: An internal error occurred.
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Description
Error: “Failed to upload: An internal
error occurred”

Cause: There could be a space before
the file extension

Fore.g.: ‘Document .doc’

Tips

Solution: Rename the document by
removing the space and re-upload it

¥ CVSHedalth.



Documents - Bank Letter

Suppliers that are ACH Capable are
required to upload the document - ‘Bank
Letter Confirming Account Number'.

* Documents

Additional Documents * Bank letter must be:
S ﬂ o onthe bank letter head.

Bank Letter Confirming Account o dated within 1year of current
Mumber date

o signed by the bank agent
» Bank letter must contain following
details:

o ABA#

o Account # (the Account # on
the bank letter must matchthe
Account# enteredin Stibo)

o  Account holder name

Non compliance to bank letter
requirements will lead to the profile
not being approved by CVS AP Team
and will delay vendor onboarding/
updates from being published
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Submit Errors

C P If the system does not allow you to
Dismiss All @ _| submit despite clearing tab specific

blurbs and addressing errors —

Warning - cannot be submitted 1703/2022 110a ' '
» ClickontheBellicon

© Faited to save * Click on ‘Dismiss All'

$ NOt pr eged 10 perform thus actior

S Proceed to click ‘Save’ and ‘Submit’
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Flag Changes

Supplier 1. EDIflag - Payment and Banking Tab
KYLAUATS ¢ E o ID:CVSS 33310
e updatingthe EDI invoicing statusin STIBO
Comments Supplier Overview Address Payment & Banking Supply Chain Ship Lane Compliance ED Contact does not |n|t|ate ED| inVOiCing.
- Payment” Please reach out to our EDI department
vo ff— J (edimail@cvshealth.com or
o - ediapmailbox@cvshealth.com) to be setup
N75 [

for EDI invoicing.

Our EDI department would then work with
our AP Control area to update the EDI status
v in STIBO once EDI setupis complete.

Twice a Week

Number of

REGULAR PAYMENTS (90) Factor &
~ Factor Su|
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Contacts
-

Susstonzbialc Contact

General Stibo inquiries MDM _Stibo@cvshealth.com

Payment Terms updates CVS Merchandising Partner or APControl@CVSHealth.com
Accounts Payable CVSAPTEAM@cvshealth.com

ltem Set up |IC_DSDTeam@cvshealth.com
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