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SUPPLIER FACILITY HUB
Facility Disclosure and 
Maintenance Guide

QUICK LINKS

Supplier Facility Hub - Navigation
Navigate into your Supplier Compliance Profile 
and locate your facilities.

Facility Disclosure
Add a new facility to your Supplier Compliance 
Profile and obtain your Facility ID

Facility Management
Manage associated facilities through 
association, activation or disassociation 
requests. Also, request changes to existing 
facility details

Facility Audit Status
Navigate to Facility Compliance Profile to 
review audits and key dates

Submit Audit Documents
Upload audit documents for the facility

Factory ID – Item Attachment
Link items to the facilities where the items are 
produced

Help and Support

https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_ESA.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_FRC.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_PTB.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_JPN.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_CHS.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_CHS.pdf
https://one.walmart.com/content/dam/responsiblesourcing/supplier-resources/disclosure_maintenance_rlmkts/Resource_FacilityDisclosureMaintenanceGuide_CHT.pdf
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NAVIGATION Back to Menu

Back to Menu

1. Log in to your Retail Link account. Click on Apps  → S  → Supplier Facility Hub .

2. Review facility list for accuracy.

Purpose:  Access Supplier Facility Hub and review facilities associated with your Supplier Compliance Profile .

The Supplier Facility Hub app loads your homepage named “ Supplier 
Compliance Profile.” The page presents associated facilities. The Facility Id (a.k.a. 
Factory id) is leveraged by many Walmart systems. Click the Facility ID to 
navigate into the Facility Compliance Profile where audits are managed.
You can refer to  pending requests for all pending audit request and facility 
requests.

*Click the star to add to favorites.

Make selection if managing 
multiple Supplier IDs.
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FACILITY DISCLOSURE

2. Know the support email contact and guidelines document

Back to Menu

Back to Menu

1. Select - Disclose new facility

Purpose:  Add a new facility to your Supplier Profile.

You can refer to guidelines  to 
know more about our disclosure 
policies

For additional queries reach out 
to our teams using the contact 
details under need help 
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FACILITY DISCLOSURE Back to Menu

Back to Menu

3. Enter facility details

You also have option to add Walmart facility ID, if available, along 
with facility details.
• Provide facility name, address, country and zip code / postal 

code. 
• If state or city is not found in the drop -down list, then please 

select “ others” and type -in the information

IMPORTANT : All information keyed in Supplier Facility Hub must be in English. 
Please remove or translate characters not supported by English characters.

For global location Number please click on the link - GLN web site

http://www.gs1.org/productssolutions/barcodes/technical/idkeys/gln.html
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FACILITY DISCLOSURE Back to Menu

Back to Menu

4. Select facility type & facility sub type

Primary :  where the main 
production/processing/packing 
of the product occurs

Component :  when the facility 
makes a component of the 
product

5. Select if at least one item in facility is a Walmart Private Label 

Major products need to be 
selected from the drop -down 
list.

Facility Sub Type:  Scroll to 
locate the option most 
specific to this facility.  

Select Yes if:  at least one of the items’ brand is owned by Walmart or any of its subsidiaries.
Examples: Marketside, Mainstays, Parent’s Choice, Member’s Mark, etc.

Select No  if:  items’ brand is owned by the supplier and not exclusive to Walmart.
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FACILITY DISCLOSURE Back to Menu

Back to Menu

6. Enter business  license number  and upload license document  

IMPORTANT : The Name  and Address  in the 
document must match  the facility name and 
address submitted.

PO Box addresses are not accepted.  
The address should be the physical 
location of the facility.

Provide one of the following documents for 
the facility: Business License, Tax ID 
Certificate, Food Safety Certificate (all 
pages), Utility Bill (electric, water, gas), or 
other local government -issued document. 
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FACILITY DISCLOSURE Back to Menu

Back to Menu

7. Enter facility primary contact information

8. Update facility and supplier relationship

You have option to add additional facility contact

Select Operational Type  whether 
the facility operates all year or for 
certain periods of time. For 
Seasonal Facilities, select start and 
end month.

Select relationship between supplier 
and facility from the drop -down list
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FACILITY DISCLOSURE Back to Menu

Back to Menu

9. Add audit details and upload audit report for the facility, if available 

Refer to Audit program guidelines to 
know about audit requirements
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FACILITY DISCLOSURE Back to Menu

Back to Menu

10. Update audit details and upload audit report for the facility as given below

Update audit area -If it is 
social, security, food 
safety or health & wellness 
Audit

Select audit program 
from the list

Enter audit report number 
or audit program ID

Click on upload to share 
the audit report if 
available
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FACILITY DISCLOSURE Back to Menu

Back to Menu

11. Enter supplier contact information

12. Upload additional document (optional)

You have option to add additional supplier contact

Upload additional documents in -order to 
verify the facility or additional audit 
information for the facility
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FACILITY DISCLOSURE Back to Menu

Back to Menu

13. Review, submission and obtaining your disclosure request ID

• Click on review on the 
top right corner of the 
page.

• Review your facility 
request. You can make 
changes if required.

• Add additional notes if 
any

• Click on submit once 
the review is complete After submission request ID will be 

generated, at this point you can click okay 
to complete the disclosure request 

1.

2.

3.
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FACILITY DISCLOSURE Back to Menu

Back to Menu

14. In pending request tab, view facility disclosure request status

15. In facilities tab, view the disclosed facility once approved

Once the facility 
disclosure is approved and 
facility ID is set -up, 
supplier can view the 
facility ID under 
associated facility

You can view the status of 
the disclosed facility in 
supplier compliance profile 
page under pending 
requests – Facility requests 
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FACILITY COMPLIANCE PROFILE PAGE Back to Menu

Back to Menu

14. View disclosed facility on facility compliance profile page

Click on the facility ID on the supplier profile page to open the facility 
compliance profile page with facility details and latest audit details

Scroll down on the facility compliance profile page to view previous /historical 
audit details
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FACILITY MANAGEMENT Back to Menu

Back to Menu

Manage facility associated to the supplier 

To request disassociation, 
edit facility, activation or 
inactivation, go to 
associated 
facilities/markets  and then 
click on icon under manage  
column

IMPORTANT : The 
inactivation, disassociation 
or activation is done at 
market level so if supplier is 
associated to a multiple 
markets, then supplier 
needs to 
inactivate/disassociate/acti
vate for specific market.
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FACILITY DISSOCIATION / INACTIVATION Back to Menu

Back to Menu

Facility disassociation / inactivation and market level disassociation 

Purpose:  Remove a facility you are no longer using or disassociate from the market .

To Dissociate/Inactivate at market level:
1. Select the facility under associated facility which needs to be disassociated/inactivated, 

click on manage , this opens to side panel, then select retail market which needs to be 
disassociated, click on request  disassociation . 

2. To disassociate/inactivate the facility then click on disassociate facility. 
3. Walmart will first review your request before changes reflect on your home page.

Confirm market disassociation Confirm facility disassociation/inactivation
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FACILITY ASSOCIATION / ACTIVATION

To activate/associate to facility : 
1. Select the facility under associated facility which needs to be disassociated/inactivated, click on manage , 

then click on associate/activate from the drop down under manage column. Walmart will first review your 
request before changes reflect on your home page. 

2. Walmart will reach out if additional steps are necessary before activation can be approved.
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EDIT FACILITY DETAILS Back to Menu

Back to Menu

1. Edit facility details

Purpose:  Request changes to the associated facilities

To edit facility details: 
1. Select the facility under associated facility which needs to be edited, click on manage , then click on edit facility details from the drop down under  manage 

column . This will open to facility profile to edit facility details, make the relevant edits, upload required documents if any, cli ck on continue, review the 
changes and then confirm . For any address related changes made, business license or address proof documents are required to be uploaded.

2. Walmart will first review your request before changes reflect on your home page. Walmart will reach out if additional steps a re necessary before edit request 
can be approved.
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FACILITY AUDIT STATUS Back to Menu

Back to Menu

Purpose:  Review facility audit status, audit assessment and due dates.

1. Log in to your Retail Link account. Click on Apps > S > Supplier Facility Hub and review disclosed facilities. 
2. On the supplier compliance profile, click on a pending request and audit request

Audit Due : The supplier is required 
to submit a valid audit report to 
avoid inactivation. 

Follow-Up Audit :  The facility’s 
current audit audit needs renewal. 
A new valid audit report should be 
submitted before the expiration 
date to avoid inactivation.

Validated:  A valid audit report has been submitted and is under review
Assessed:  A valid audit report has been reviewed by Walmart and a final score assigned. This is the last step until the next audit beco mes due
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

1. Under pending requests refer to audit requests with unique audit ID, click on submit tab

Purpose:  Submission of audit report and supporting audit documents

Suppliers should link Walmart to each factory for which an audit is submitted if applicable. Linking Walmart allows our team to 
validate reports on the respective platform. 
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

2. Add audit details such as audit type, audit program name and audit date* 

• Audit details are mandatory  
and input is required to 
upload the documents

*Input first day of audit as audit 
date
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

2. Upload audit documents such as audit report, audit certificate and any other supporting audit documents

Select document purpose 
from the dropdown list to 
identify the type of 
documents uploaded 
such as audit certificate, 
audit report etc
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

2. Once documents are uploaded, click on review tab on top right corner to review your submission

Upon review, make changes to the inputs by clicking on Edit 
if required
To submit click on Submit Audit
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

2. Confirm submission

• Confirm submission by clicking 
on Submit Audit

• Audit ID will be created for the 
audit request
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SUBMIT AUDIT DOCUMENTS Back to Menu

Back to Menu

3. Audit submission completed

• Audit request status changes from initiated to submitted
• This submitted audit request will be under review by Walmart team. The assessment of the audit documents may take up to 8 wor king 

days, post which the supplier can view the final rating and validity of the audit submitted
• Walmart team may reach out to supplier for additional query
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FACILITY ID – ITEM ATTACHMENT Back to Menu

Back to Menu

1. Log in to your Retail Link account. Click on Apps  > O  > Online Item File, then click on Maintain Country of 
Origin / Factory ID (aka Facility ID) .

Purpose:  Link items to the facilities where the items are produced.
For USA Item 360, please use these instructions: Click Here

2. Key in Item Numbers , then press ENTER after each item to add more, or copy/paste the list of item numbers 
into the box. Then click Next . 

https://itemmanager.helpdocs.io/article/l9dey5z170-update-country-of-origin-factory-id
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FACILITY ID – ITEM ATTACHMENT Back to Menu

Back to Menu

3. Click on the link under Factory ID Items .

4. Select Items , then attach. 

5. Type the full name of the facility (type at least three characters for multiple factory search).

6. Select the Factory (or Factories), then click Save. 

Facilities must be 
Active  to attach 
items.

Factory E5555555555555555

55555555

Factory ID – Item Attachment
Link items to the facilities where the items are produced
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Support Contacts:

Supplier Location Email

North, South, & 
Central America

rssfaam@walmart.com

China & Far -East rssfacn@walmart.com

Other Countries rssfain@walmart.com

mailto:rssfaam@walmart.com
mailto:rssfacn@walmart.com
mailto:rssfain@walmart.com
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