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Maintenance - Supplier
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User Login
User Login

Internal CVS users will use Single Sign 
On capability and may be prompted to 
enter User ID / Password

Description / Steps

1

2

1. Enter URL for Supplier Portal –
https://cvs-
production.scloud.stibo.com/webui/WEBUI_CVSSupplierPortal

2. Enter Username and Password 

https://cvs-production.scloud.stibo.com/webui/WEBUI_CVSSupplierPortal
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High Level Product Maintenance

Supplier 
Product 

Self-
Onboarding

CVS 
Approval

Update the Product 
Golden record

Stibo Supplier 
Portal (Buy Side)

Stibo Merch Portal 
(Sell Side)

Web Tab Attributes that can be edited Approval Required Notification Required

STIBO Production 
Hierarchy

Hierarchy & all related attributes Category Analyst Approval No

Details Supplier - name, supplier description, product 
scope, model number, projected supplier date; 
Gender Flag, Brand

Auto Approved Yes - MDM, Pricing, Category 
Analyst, Digital Merch

Details Product title, product videos & romance copy Auto Approved Yes - Digital

Dimensions All May require CA/CM Approval Yes, RISD

Cost & Retail MAP, MSRP No Yes - Pricing

Packaging Hierarchy All No Yes - to inventory planners

Display Content Left grid that contains content items – only 
editable when Display Maintainable is Yes

Category Analyst Approval No

Display Content All right-side attributes are editable No No

Specifications All Web attributes – Digital Merch 
approval
Dimensions – Category Analyst 
Approval
Rest of attributes are auto approved

Yes - MDM, Pricing   when 
consumer pack details are 
changed

FDA Compliant Attributes All Category Analyst Approval No
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Maintenance- Supplier
Maintenance– Basic Product Search

1. Click on Product Search.

2. Enter Search criteria in the box.

3. Click on Search

4. The product(s) are displayed in the 
results pane.  

5. Click on the blue hyperlink to open 
the product. Or, put  a check in the 
box and click Update Item.

Description / Steps

Tips

In this basic search, you can search by 
entering a word(s) from the product 
description, supplier number, CVS 
Item number.

1

2

3

5

4
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Maintenance- Supplier
Maintenance– Product Details

1. The Product Details page is 
opened.

2. Click on Update Item

Description / Steps

1

2
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Maintenance- Supplier
Maintenance– Update Product

1. Go through the various tabs and 
make updates

2. Click on Submit

Description / Steps

1

2
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Maintenance- Supplier
Maintenance – Home Screen

1. Go to the Links widget.

2. Click on Advanced Search for 
Product.

Description / Steps

1

2
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Maintenance- Supplier
Maintenance– Advanced Product Search

1. Advanced Product Search screen 
opens.

2. Click on Active Item Search for 
Suppliers.

Description / Steps

1

2
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2

Maintenance- Supplier
Maintenance– Update Product

1. Search criteria are placed in the 
search area.

2. Make sure CVS Item Number is 
selected.

3. Put in list of item numbers.

4. Click on Search.

5. Search results are returned.  Click 
on Select all.

6. All items are highlighted. Click on 
Update Item(s).

7. Message box appears – will show 
if item(s) are placed in the 
workflow or if they are not 
available to be placed in the 
workflow..

Description / Steps

1

7

3
4

5

6
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Maintenance- Supplier
Maintenance– Home Screen

1. Go to the Product Maintenance for 
Suppliers widget.

2. Click on Product Maintenance.

Description / Steps

1

2
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Maintenance- Supplier
Maintenance– Product Maintenance Queue – Export Smartsheet

1. Product Maintenance queue 
opens.

2. Select item(s) by clicking in the 
box next to the item. OR

3. Click Select All to select all items 
in the queue.

Description / Steps

1

2

3

4

65



12 ©2021 CVS Health and/or one of its affiliates. Confidential and proprietary.

Product Onboarding – Bulk Product Updates
Exporting the Smartsheet – Opening the file

1. Click on the folder icon.

2. The downloads folder opens. Right 
click on the file.

3. Choose properties.

4. Put a check mark in the Unblock box.

5. Click on Apply.

6. Click on OK.

7. Double click on the file to open the 
excel file.

Description / Steps

1 2

3

4

7

56
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Product Onboarding – Import  Bulk Creation
Exporting the Smartsheet – Reviewing the open file

1. Click on Enable Content to enable the 
macros.

2. The sheet will change to the cover 
sheet.

3. There are multiple tabs because we 
chose multiple categories before 
exporting the sheet.

4. Make your changes and save the file.

Description / Steps

1

2
3
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Product Onboarding – Import  Bulk Creation
Tips for completing the worksheet

1. Click on the tab next to the Cover tab, 
in this example, Artists Accessories.

2. The buttons for Validate Sheet and 
Next Error are in the top left corner of 
the sheet. Click on Validate sheet.

Description / Steps

1

2
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Product Onboarding – Import  Bulk Creation
Validating the worksheet

1. Validate Smartsheet Contents box will 
display.

2. The login box will display and will open 
the browser window to the login page.

3. Enter your login credentials and login.

4. The message will display for you to 
close the window.  

5. Click on Login, once you have closed 
the browser window.

6. The sheet will validate and display the 
Validation result.  In our example there 
were no errors. Click on Done.

7. If there are errors, you will see the row 
with the error will display in red.  Hover 
over the cell and the errors will be 
displayed.  In this example, there is a 
UPC error and Product Type is 
mandatory and cannot be null.

8. Correct the errors and go through the 
validation process as outlined above.  
Although, you will not have to login 
again.

Description / Steps

1

2

3

4

5

6

8
7
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Product Onboarding – Bulk Product Creation
Stibo Home Screen – Import Bulk Smartsheet

1. Go back to the Supplier Web Portal 
home screen and locate the Links 
widget.

2. Click on Import Smartsheet for 
Product Maintenance.

3. Click on Choose File.

4. File Open dialog box will display, 
highlight the file that you just updated 
and validated.

5. Click on Open.

6. The file name will be in the Import 
Smartsheet box, click on OK>

7. The background process window will 
open letting you know that the import 
process has started.

Description / Steps

1

2

4

3

7

6

5
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Product Onboarding – Import – Bulk Creation
Import Process Screen

1. Click on the blue hyperlink.

2. This will open the window with the 
details of the upload.

3. The status will show Succeeded when 
the import is finished and successful.

4. This the detail pane and can be 
scrolled to see each of the steps of the 
import.  This would outline any errors 
that are reported during the upload 
process.

Description / Steps

1

23

4


