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Introduction: 
Sam’s Supplier Hub is the updated ecommerce portal for SamsClub.com D2H suppliers.   This tool does 
not replace Retail Link but it does replace the SamsClub.com eOrder application.   Sam’s Supplier Hub, 
referred to in this document as Supplier Hub or SH, is an easy to use, scalable tool that will provide 
better reporting and order management functionality.  Key points (*KP) throughout this training tool 
will be called out.  It is recommended that users reference this guide as a tool to assist when first 
working in SH. 
 
How do I access? 
The link to Supplier Hub is  https://supplier.samsclub.com and the supporting browser is Chrome (*KP).  
Once entered, it is recommended that the site is saved as a favorite.  Users must have a Retail Link user 

https://supplier.samsclub.com/


ID to access SH.   In order to access SamsClub.com item, order, and performance information, users 
must have the following groups added to profile; 195, 195001, 160, & 16002.  Each supplier has a Retail 
Link administrator that can add users so access can be granted.   Third-party providers hired by suppliers 
are NOT eligible to gain access to SH.   If your team needs to update Retail Link administrator 
information, contact the Retail Link/EDI Hotline at 479-273-8888.   One final note – it is the expectation 
of Sam’s Club that all suppliers have a minimum of two users that can access Supplier Hub.   If multiple 
ship-points are utilized to service SamsClub.com orders, then each location must meet this expectation. 
 
 
What can I do in Supplier Hub? 
Suppliers can review key performance metrics, manage inventory, update orders, as well as manage 
lead-times by ship-point and identify/communicate item updates when inventory is low/out of stock. 
 
Supplier Hub is the tool available to all SamsClub.com DSV operators.   For suppliers using EDI/API 
connections, Supplier Hub is back-up system to use when there are order/inventory issues that need 
immediate updates.    For suppliers that do not use EDI/API connections, Supplier Hub is your 
ecommerce portal for all things related to SamsClub.com.    
 
Supplier Hub allows for bulk updates to support inventory and order management.   These updates are 
Excel based and basic Excel skills are recommended for ease of use (V-Lookup, sort, copy/paste special). 
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Welcome to Sam’s Supplier Hub 
 
 
 
Overview:   After logging into Supplier Hub, users can access all activities available within SH.    
Navigation to each of the areas within SH can be achieved by clicking on the links on the left of the 
screen 

 
Key Actions Available:   

• Review Performance KPI’s 

• Access Inventory 

• Review/take action on orders via Fulfillment 

• Manage Lead Time  

• Manage inventory & order bulk updates with Feed Status  

• Utilize Smart Inventory to maximize sales 

• Access all downloaded files in Report Request 
 
Details:  Click on each hyperlink above to learn more about each function of SSH 
 
 
 
  



 
Performance 
 

 
 
Overview:   Current weekly KPI data is provided with current performance shown in the larger font of 
the two numbers displayed in each metric.   The smaller font number is the measurement of 
improvement from the previous week.    
 
Key Actions Available:   

• To view details of order data by week, click on either View Details or Show Detailed Report 
 

 
 
 
 
 
Performance continued: 

• Top half of screen view (current weekly data metrics) does not change 

• Detailed Performance Report section will appear in lower half of the screen for performance 
review purposes 

• Users can choose which metric to view as well as Year, Month and Week by selecting from drop-
down menu’s 

o Once selections have been made, users can choose to view comparisons to previous 
week and same week/previous year. 

 



 

• Users can choose which metric to view as well as Year, Month and Week by selecting from drop-
down menu’s 

o Once selections have been made, users can choose to view comparisons to previous 
week and same week/previous year. 

• Users can download these details for further review by clicking the Download Report button 

 
 
Inventory 
 

 
Overview:   Access inventory details by fulfillment center, if more than one fulfillment center used.    
Once fulfillment center is selected, inventory can be reviewed or updated within SH.    
 
Getting started:   

• Select the fulfillment center from drop-down menu to access Inventory details 

• If more than one fulfillment center is active, users can toggle between different fulfillment 
centers by clicking on the dropdown box and selecting the desired fulfillment center 

 

 
 

• Once fulfillment center is selected, inventory can be reviewed or updated within SH.    
 
Key Actions Available:   

1. Search by SamsClub.com item number  
a. Users can search for up to 25 unique Sam’s item numbers at one time 

2. Choose the view of items per screen (25 – 100 items) 



3. Perform specific item updates on inventory – use the edit pencil to make changes 
4. Download and update inventory for an entire fulfillment center 

 

 
 
Key Details Shown: 

• Item details – Item Name, UPC, Item ID (Sam’s item #), and Vendor Stock ID 

• Inventory details – Available to Sell, On Order, and Available Inventory 
o Available Inventory = total count of units available  
o On Order = count of units currently ordered and needing fulfillment 
o Available to Sell = SH determines the number of available units for sale by deducting On 

Order counts from Available Inventory 
 
Updating inventory – using the edit pencil 

• To change the Available Inventory one item at a time, click on the edit pencil next to the item 
that needs updated 

• Enter the updated quantity and click on the check mark 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 

4 



Updating inventory – using the bulk process 

• Click on the Download button – when the file is ready to access, the Alert bell will indicate your 
file is ready 

 
• Select the file and click on Download report 

• Downloaded file contains all items assigned to fulfillment center and shows; 
o On Order (column G) 
o Available To Sell (column H) 
o Qty (total available inventory – column I) 
o Absolute Adjustment (column J) 

▪ THIS IS THE ONLY COLUMN USERS WILL MAKE ENTRIES IN (KP) 

 
 

• Once entries have been updated into Column J (Absolute Adjustment), user should save file 

• Returning to SH, click on the Bulk Update button 
o A pop-up window for Bulk Update Inventory will appear 
o Users can drag-and-drop file into box or click anywhere within the shaded box to select 

saved file 
o Once selected, file name is shown and user can click on Upload 
o Important note – users can only upload one file at a time 

DSV Operations 



 
 

• Once uploaded, users will get a green shaded alert notifying that the file has been accepted 
o IF a non-inventory file is attempted to upload, users will get a red shaded alert stating 

that the file could not be uploaded 

• Once uploaded, users can review progress from the Feed Status portion of SH  

• If there are multiple fulfillment centers, repeat this process for each location 

• Only input inventory details for what is physically on-hand at each location (KP) 
 
 
 
 
Fulfillment 
Overview:   Access order details by fulfillment center, if more than one fulfillment center used.    Once 
fulfillment center is selected, order details can be reviewed or updated within SH.   SH offers label 
generation for DSV operators for both FedEx and Pilot shipments.    Users can acknowledge, ship, or 
cancel orders. 
 
Getting started:   

• Select the fulfillment center from drop-down menu to access order details 

• If more than one fulfillment center is active, users can toggle between different fulfillment 
centers by clicking on the ‘edit pencil’ and selecting the desired fulfillment center 

 
Key details found in Fulfillment tab  

1. Default view is Active Orders  
a. All Active orders  
b. Past Due 
c. Due Today 



d. Pending Acknowledgement 
2. Order Search 
3. Action boxes – allows users to select orders to take action (edit order, print pick list) 
4. Download and Bulk Update options – allows users to update multiple orders at one time 
5. Gift – if an item has a gift message, users will be able to extract gift message for printing 
6. NOT SHOWN – users can choose how many orders can be viewed on-screen (25 – 100) at a time 

 

 
 
More on Order Search functionality 

• Acknowledged or Pending – allows users to narrow view to only show orders to fulfill by 
selection chosen 

• By PO – find specific PO’s using this function 

• By SO (sales order) – if no PO available, users can search for specific sales orders 

• SKU ID – if SamsClub.com SKU ID is known, users can search by this option.  This is NOT the 
Sam’s Club item number (4-9 digit unique item) 

• Vendor Stock ID – allows suppliers to quickly find all orders that contain a specific item using the 
Vendor Stock ID 

• Order From and To date selection – this option allows users to pick a time-frame of orders to 
work with based upon order date 

• Ship From and To date selection – this option allows users to pick a time-frame of orders to 
work with based upon shipping date 

 
Expanded order search pop-up window 

 
 
Order fulfillment action 

• Users can choose to fulfill orders individually, with bulk updates, or by using the label generation 
tool 

• Each type of fulfillment action is described in detail below 
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• Pick list are not a requirement of order fulfillment – pick list are used in label generation and 
users can choose to print pick list as needed 

 
 
Updating orders individually 
There are two ways to activate an order for updating purposes; 

• Action box/Edit order, or  

• Click on PO number  
 
Update orders through Action box/Edit order 

• Click on the Action box(es), located on left side of SH screen, to activate the Edit orders and 
Print Pick List options  

• SH will confirm the number of orders selected for action 

• Click on Print Pick List if a pick/packing list is needed 

• Click on Edit orders to update order status 
 
Update orders through PO click option 

• Default setting when using Order search function 

• Once PO is clicked on, Order details pop-up window appears 
 

 
 

1. Users can use the Previous/Next buttons to navigate to other orders 
2. In the example shown, users can acknowledge or cancel the order 
3. View order details – PO, SO, order date, ship by date and Member details 
4. By clicking on the action box (left side of screen), users can click on Ship Selected Items  

a. Pop-up window with Shipping Details is provided  
b. Manually enter in shipping details is automatic setting 
c. Select carrier from drop-down menu 
d. Input tracking number  
e. Click on Update items as shipped to complete the order 
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Bulk order updates 

• Click on the Download button – when the file is ready to access, the Alert bell will indicate your 
file is ready 

 
• Select the file and click on Download report 

• Downloaded file contains all items assigned to fulfillment center and shows; 
o PO, SO and ecommerce NO (columns A – C) 
o Order date/time, ship by date, delivery date (columns D – F) 
o Member name, shipping address, phone number, email address, type of address, and 

zip code(columns G – O) 
o Supplier order details (columns P – X) 
o Quantity ordered and requested carrier method (columns Y, Z) 

▪ Columns above are NOT to be edited 
o Suppliers update columns AA – AD 

• Preparing a downloaded file for order updates and Bulk Update process 
o Downloaded file can be sorted.   The most common sort option used by Requested 

Carrier Method or by Update Status (after update is input) 
o Not all orders on a Order Download file have to be updated.   If no update needed for an 

order listed, leave the following columns blank 
o Column AA – Update Status 

▪ Users can change order status to Acknowledge, Ship or Cancel by using the drop 
down menu in the downloaded report cell.    Once option is selected, the “grab-
and-drag” feature (or double-click) will allow users to add the same status to all 
orders need updating. 

• Copy/paste does NOT work  
o Column AB – Update Qty 

▪ Users can copy/paste QTY (column Y) if shipping all units ordered.      

• If an order is short-shipped, update this column with the quantity 
actually being shipped 

DSV Ops test item 

 
 



• Update quantity must be shown for all orders being updated, regardless 
of the status that is being updated 

o Column AC – Carrier 
▪ Select appropriate carrier from the drop-down menu found in the downloaded 

report cell.    Like Update Status, the “grab-and-drag” feature (or double-click) 
will allow users to add the same carrier to all orders need updating. 

• Copy/paste does NOT work 
o Column AD – Tracking Number 

▪ If tracking details are found in another source file, SH does allow for data to be 
transferred via V-Lookup.   Final data cannot include any formulas so once data 
has transferred, the copy/paste special values will allow for transferred data to 
be uploaded. 

 
 

• Example of Bulk Update order file shown below – only showing columns AA – AD with updates 
made 

 
 

• Returning to SH, click on the Bulk Update button 
o A pop-up window for Bulk Update Inventory will appear 
o Users can drag-and-drop file into box or click anywhere within the shaded box to select 

saved file 
o Once selected, file name is shown and user can click on Upload 
o Important note – users can only upload one file at a time 

 
 

Various items ordered are 

blocked to protect privacy of 

supplier data used for this 

example – SamsClub.com 



 

• Once uploaded, users will get a green shaded alert notifying that the file has been accepted 
o IF a non-order file is attempted to upload, users will get a red shaded alert stating that 

the file could not be uploaded 

• Once uploaded, users can review progress from the Feed Status portion of SH  

• If there are multiple fulfillment centers, repeat this process for each location  
 
 
 
 
 
 
 
 
Fulfillment of orders with automatic label generation  
 
Step 1:   Select the Po number from fulfilment page 
 

 

Step 2:   Select checkbox to enable ship selected items 
 2.1:   Click on checkbox 



 

 

 

2.2   On Selection of checkbox  

 



3.   For Automatic shipment 

  3.1:  Select automatic if not disabled (in some cases automatic will be disabled) choose       
          automatic shipment and click print label then automatically label will get downloaded.     
          (check label in browser downloads) 
 

 

3.2  If wish to re download here is the option: 
 

 

4.   Register carrier for automatic shipment 
    4.1   Register carrier account 
 
 
 



 
 
 
 
 
4.2   If already registered 
 

 



Canceling orders 
Overview:   Order cancellation is the worst experience we can offer Members.    While there are many 
issues that can cause an order to be canceled, suppliers need to ensure orders that cannot be fulfilled 
are canceled as quickly as possible – there is no back-order program for any DSV operator. 
 
Key details regarding order cancellation due to: 

• Out of stock – after canceling all orders impacted by out of stock merchandise, suppliers must 
immediately go into the Inventory tab and remove inventory for those items.   System logic 
releases units canceled back into active inventory. 

• Member request – when contacted by Sam’s Club associates to cancel orders, requested order 
cancellation is expected to be completed immediately.   No action to Inventory is needed. 

• Multi-line orders  
o Partial order fulfillment & canceling item – ALWAYS complete the fulfillment portion of 

a multi-line order involving a cancellation first.   Select the item that is being shipped 
and complete.    After item marked as shipped is completed and showing as shipped in 
Supplier Hub, cancel the remaining item(s). 

• Orders can be canceled using the Fulfillment Bulk Update 
 
 
 
 
 
 
 
 
 
 
Cancellation examples 

• Complete order cancellation  
o Click “Cancel Order” button  

 
 

o User will be prompted to confirm cancellation 

DSV Test Item 1 



 
 

• Line-item cancellation – partial fulfillment and cancel 
o Example below shows one shipment complete with one item left to action 
o To cancel, click on three vertical dots to the far right of the order line detail 

 
 
 
 
 
 

 
o User is prompted with pop-up window for action 

 
o Pop-up window to Change Ordered Unit(s) allows user to complete cancellation 
o Click the Cancel button to complete the cancellation 

 

 



 
 
 
 Lead Time 
 
Overview:   The Lead Time tool located in Supplier Hub allows suppliers the ability to manage lead times 
at the fulfillment center level.    For suppliers with items that have different lead time needs, those lead 
times are managed at the item-level.   Lead time changes are NOT automatic and will be reviewed by 
the DSV Support team.   A collaborative approach to ensuring Member’s orders are received as quickly 
as possible will be taken.    Changes to lead times do not change lead times for existing orders but will 
impact future orders.  
 
Key Actions Available:   

• To change lead time, click on Set Lead Time button

  
• User will be prompted to change the requested lead time  

• Once complete, click on Send request button 

(123456_1) 

(123456_s) 



 

 
 

• Once submitted, DSV Support team is able to review Lead Time request 

• Example of an approved Lead Time request 

 
 
 
 
Feed Status 

 
 
Overview:   The Feed Status portion of Supplier Hub is the engine that performs bulk updates for 
Inventory and Fulfillment.       
 
Key Actions Available:   

• After uploading a bulk file, users should check the Feed Status to confirm the status of file that 
was uploaded 

 

 

 

 

 

 



o Files can take up to 5 minutes to complete processing, based upon the amount of data 
being processed 

o If it appears the file is not being processed – no movement shown under Processed, 
Pending or Error, users should toggle to another page in SH and then toggle back 

• If errors are present, a file will be available for downloading that will help identify the issues 
halting requested updates 

 
 
 
 
 
 
 
 
Smart Inventory 
Overview:   The Smart Inventory tool within SH is a tool to identify items that are out of stock as well as 
low in stock.   The goal of Smart Inventory to serve as an alert for our supplier community that items 
offered online are low in-stock or out-of-stock.    Suppliers can take action that includes loading 
inventory (if inventory is physically on-hand and available), identify when an item will be back in-stock, 
or if an item is at end of life and needs to be removed from our site. 
 
Process for using Smart Inventory 

•  Smart Inventory landing option 
o Access to Smart Inventory from home screen shown  

        

 

 

Co. name 



• Smart Inventory page categories tab – there are two options for suppliers to use to take action 
by: 

o Choose the level to work at 
o Category level 
o Item level 
o Supplier level – this is an administrator level choice that suppliers do not have 

access to 
o Filters allow suppliers choose views by Category, Subcategories and status level (low 

stock or in stock 
o Once filters are chosen, click on Apply 

o Column headers are sortable by Category, Subcategory, Status, OOS %, Revenue loss or 
Number of alerts 

 

  

Smart Inventory item tab 

• Select Items 
o Select filters or allow the default of All be used, then click Apply 
o Search can be completed by Sam’s Club item number or by item description (as seen 

online at SamsClub.com) 



 

 

• Taking action – item tab – Pausing alert 
o Click on update icon under Actions 
o Users can choose to Pause or End  
o Pause – two possible choices 

o User will be prompted to identify if item is going to be replenished 
o If Yes, a calendar pop-up for identifying when replenishment is expected will 

appear.   User will choose future date that item is expected to be back in-stock. 
o If No, user will be prompted to choose the number of weeks that this low in-

stock or out-of-stock alert is paused.   Choices are from 1 – 4 weeks. 
o Once selections are made, click on Apply 



   

 

• Taking action – item tab - End  
o End option selection allows users to choose between two option 
o Deactivated/end of life is to be used when the item is no longer available due to item 

model retirement 
o This will allow Merchant teams to update item status and have item removed 

from site  
o Non-replenishable item 

o This option is used for items that Merchants/Suppliers no longer wish to have 
on our site  



 

 

 
 
 
 
Report Request 

 



 
Overview:   The Report Request tab contains a listing of all files downloaded for the past 7-days.       
 
Key Actions Available:   

• Users can access Report Request for most recent download requests from Inventory and 
Fulfillment screens 

• Users can download the report (again) for supplier use 
 
 
 
Supplier Management: 
This guides the supplier to view ship node information, change logs, raise requests to create, edit, 
activate or deactivate ship node which is sent for DSV Admin approval.  
 
 

 

Click on Supplier management menu 

under Fulfilment to view the ship nodes. 



 
 
 
 

 
 
 
 
 

Click on the expand down icon to view the ship 

node details and change log 



 
 
 
 

Click on this button to Deactivate a ship 

node by giving a mandatory reason in the 

pop up. 

On click on submit, the request will be sent for approval to DSV 

Admin. On approval, the ship node will be deactivated and the 

Edit on this ship node will be disabled. 

 



 
 
 
 

Click on the Edit button for a listed 

shipnode to make any changes to 

Address, working days, cutoff time and 

contact information 



 
 
 
 

TEST 

Update the changes by filling all mandatory 

fields with valid data and click on save 

button. 



 
 
 

Enter a reason for Editing a ship node and 

click on submit to raise request to DSV Admin 

for updating the ship node information. 

Test 



 
 
 

TEST 



 
 
 

TEST 

On clicking Yes, the ship node 

Edit/Create will be canceled and 

navigated back to the Main page. 

Click on cancel button to cancel 

editing/creating the ship node. 



 
 
 

Click on the Create a ship node button to 

raise request to create a new ship node. 



 
 
 

TEST 



 
 
 
 
Returns Processing 
This will guide the suppliers to:  

• View pending and acknowledge return order details. 

• Filter the orders by Return number, PO number, SO number or order dates. 

• Acknowledge the pending return orders (Single/Multiple/Partial) by entering carrier name and tracking numbers. 

 

The Create button will be enabled 

once all the mandatory field are 

entered with Valid data. 

Click on submit button after entering 

the reason for raising request to DSV 

Admin for creating a ship node. 

TEST 



 
 

 
 

Click on Returns processing menu under 

Post purchase to view the pending and 

acknowledged return orders. 

By Default, the pending return orders are 

displayed along with the count. 



 
 

 
 

The Return orders can be filtered based on 

Return number, PO number or SO number. 

Select the filter from the dropdown. 

Enter the search value in the text box and 

click on the Search icon to filter the desired 

records. 



 
 

 
 

Click on the cross icon to clear the search 

results and display all the return orders. 

The records can also be filtered based on the order return 

dates by entering from and to dates. 

 

Please note the Order from and to dates are both mandatory 

and should be within 6 months to apply this filter. 



 
 

 
 

The Apply button is enabled once the from 

and to dates are selected. Click on it to 

filter the records with the selection. 

 

Please note the above filter selection from 

dropdown will also get applied. 

The Reset all button will reset all the filters 

applied and goes back to the default list. 

 

Click on the close filters to hide the Order 

return dates filter panel. 



 
 

 
 

Click on the Filters Icon to open the Order 

dates filters panel. 

Click on any Return number to navigate to  page 

where the supplier can acknowledge the 

respective pending return order by entering the 

carrier name and tracking number. 



 
 

 
 

Click on edit icon to make the carrier name 

and tracking number fields editable. 

On navigating from pending return order, 

this page displays the pending order lines 

to be acknowledged by the supplier. 

 

 

Select the Carrier name 

from the dropdown. 
Enter the Tracking 

number. 

Click on the green tick icon to save the carrier 

name and tracking number. 



 
 

 
 

The acknowledge button will be enabled after 

the carrier name and tracking number is 

entered and saved. 

Click on it to acknowledge the pending order 

On successful response, the supplier will be navigated to the main 

pending orders page and the acknowledged items will be seen under 

the acknowledged tab. 



 
 

 
 

The supplier can acknowledge orders completely or 

partially for orders having multiple order items 

Click on back arrow icon to navigate back 

to the pending return orders page. 

 

Click on the red cross icon to cancel 

the changes made to carrier name 

and tracking number. 



 
 

 
 

Upon cancelling, the carrier and tracking 

number go back to the previous state. 

 

Click on edit icon to make changes to it. 

If the Carrier to be selected is not in the 

list, then select the others option from the 

list. 



 
 

 
 

A text field appears to enter the Carrier name for 

the return item. 
Fill the details and click on the green tick 

icon to save the changes. 

 

And click on acknowledge button to 

acknowledge the items. 

Click on the Acknowledged tab to view the 

return orders that are acknowledged. 

Filters remain the same as pending return orders 

Click on any return number to view the details 

of the return items that are acknowledged. 



 

On click of any acknowledged return number, its respective 

return item details are displayed. 

Supplier can navigate back to the acknowledged return 

orders using the back button on the left corner. 

Please note this page is non-editable. 

 

 


