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IMPORTANT: 
The person completing the Questionnaire should also be the person who will be completing the 
Online Supplier Agreement. Only representatives of the Supplier who have authority from the 
Supplier to form contracts with Wal-Mart are authorized to access this site.  Supplier shall not 
permit any third party to use this site.


READ CAREFULLY:
When following this process read all information provided on the internet/web screens carefully. 
These screens provide you with information so that you understand what is required to finish the process.


1. Go to www.walmartstores.com
2. Click the “Suppliers” tab.
3. Click the “Fill Out Supplier Proposal Questionnaire” link.
4. Click the “Online Supplier Questionnaire” link.
5. Choose Wal-Mart or SAM’S CLUB button.
6. Complete the questionnaire – all information must be complete.
7. Read and accept the Retail Link Agreement and Gifts and Gratuities policy.
8. Purchase the D&B Supplier Evaluation Report (SER). If this is not purchased the process 
    will not complete.
9. If the questionnaire was completed successfully you will receive an email with a userid and 
    password to Wal-Mart’s Retail Link web site.
10. Supplier Development and the Buying team will then review the questionnaire. If a buyer wishes 
      to initiate business you will receive an email stating this.  The email will prompt you to log into 
      Wal-Mart’s Retail Link web site with your userid and password to complete a Supplier Agreement. 
      If a buyer does not wish to initiate business you will receive an email stating this and why.


If Supplier Agreement is initiated
1. Go to Retail Link web site. ** (How to access Online Supplier Agreement application)
2. Go to the Online Supplier Agreement application. ** (How to access Online Supplier   
    Application)
3. Read and complete the Supplier Agreement located under the “New Agreements” link in the 
    Online Supplier Agreement application.
4. Supplier completes the Supplier Agreement with an electronic signature by clicking “Accept” on 
    the final page with the Supplier Agreement in the Adobe PDF format.
5. The Supplier Agreement will go through four approval groups. *** 
    (How to access Online Supplier Agreement application)
6. If an approval group needs changes made, the supplier will receive an e-mail requesting the change. *** 
    (How to access Online Supplier Agreement application)
7. Supplier makes changes. Be sure to click “Accept” on the final page with the Supplier Agreement in 
    the Adobe PDF format to finalize changes.
8. Buyer signs off electronically.
9. DMM signs off electronically.
10. Supplier and buyer receive an e-mail giving vendor #. At this time the supplier number is ready 
      for item file to be built by the buyer.
11. Supplier Agreement moves to “Current Agreements” link in the Online Supplier Agreement 
      application. The process is now complete.
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Note:  (No paper) – Supplier Agreement is available for viewing by the Supplier at any time under the 
“Current Agreements” link. 


How to create a new agreement for an existing supplier
1. Go to the Online Supplier Agreement application in Retail Link. ** 
    (How to access Online Supplier Agreement application)
2. Click “New Questionnaire” link.
3. Choose Wal-Mart or SAM’S CLUB button.
4. Read and complete the questionnaire.
5. Purchase the D&B report if prompted to do so. If you have already purchased a report within the 
    last year for the supplier number you are working with the system will not prompt you to 
    purchase again.
6. If the buyer initiates a Supplier Agreement view the process above.


How to renew an agreement for an existing supplier
1. You will receive an email stating the buyer wishes to renew. Only the buyer can initiate the process.
2. Go to the Online Supplier Agreement application in Retail Link. ** 
    (How to access Online Supplier Agreement application)
3. Click “Renewal Agreements” link.
4. Process is completed as listed above in “If Supplier Agreement Is Initiated” – Step 4.


 * How to obtain a “Userid and Password”  
1. Supplier has to have completed an online questionnaire or have a supplier number.
2. Call Retail Link at (479) 273-8888.
3. Fill out required documents and fax.


** How to access Online Supplier Agreement application
1. Go to http://retaillink.wal-mart.com.
2. Click the “Merchandising” tab/link.
3. Click the “Online Supplier Agreement” link.


*** How to View Status
1. Go to On-line Supplier Agreement Home Page:
2. Click “Pending Agreements” link.
3. Click on “View Approval Status” link.
4. Click on appropriate approval group to view hold reason.


**** How to make changes
1. Go to Retail Link and access the Online Supplier Agreement application.
2. Click on the “Pending Agreements” link.
3. Click on the “No Vendor Number Assigned” link.
4. Make changes using the form.
5. Click “Accept” button at the end of the agreement to finalize changes.


IF you see SUPPLIER REVISING (in red) this means the supplier is working on the agreement and no 
approvals at Wal-Mart or SAM’S CLUB can continue UNTIL the Supplier hits the ACCEPT button at 
the end of the agreement to finalize their changes.






