SHOPRITE

HOLDINGS LTD

B2B PORTAL

Password and Login Error Guide



N

Table of Contents
]

Throughout the document the page numbers have been hyperlinked for quick access back to

the table of contents

Table of Contents 2
Introduction 3
Temp Password 5
Forgot Password 6
Password Reset 8
Inactive User 12
User Profile 13
Login Errors 15

Google Chrome 16

Internet Explorer 22



[

Introduction

The Supplier Portal is primarily used for the Shoprite Group to communicate with our suppliers and

is accessed by clicking on https://supplier.shopriteholdings.co.za/

It's preferable that users connect via the web browser Google Chrome

The Supplier Portal site looks like:

SHOPRITE() o

About Us Supplier Corner Terms & Conditions Comtact Us

Quick Links

Newsroom

Stay fresh with the latest
company highlights!
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The B2B Portal (a quick link found within the Supplier Portal site) looks like:

Orders. Claims Invoice Finance Reports Configuration B28B Forms Log

You are logged in on the B2B Portal!

This application faciitates the transfer of documents between Supplier and Shoprite
Login to the Supplier Portal if you wish to stay up to date with what's happening, manage profiles or reset passwords

R91.1bn R22.0bn R5.4bn 519.3¢c 233.0c
Sales Gross Profit Trading Profit DHEPS Dividend per Share

f}a.1% +25.2% W +22.0%



https://supplier.shopriteholdings.co.za/

Note:

>

User passwords will expire every 90 days

Users will receive a notification email 14 days prior to the expiry date from
b2badmin@shoprite.co.za Should the user forget to reset the password upon receipt of the
first email, then a reminder email will be sent daily until it expires.

Thereafter, the user account will be blocked from accessing the website until it has been
made active by a B2B Master User or the B2B Helpdesk, who can be contacted on
b2bhelpline@shoprite.co.za or +27 21 980 8797 / 4840

Users should personalise passwords

Passwords must be at least 8 characters, contain one or more uppercase letters (A - Z),
contain one or more lowercase letters (a-z), contain one or more numerals (0-9), contain
one or more symbols or special characters (! $ %) example Shoprite@1

Passwords that are not accepted, are those with a # symbol example #Shoprite@1 or with
‘username’ example SAUsername@1

Users should never save passwords for this site

Saving the password can cause Login issues or session expired errors. Refer to the login
errors section for step-by-step instructions on how to rectify this setting and delete
passwords

Users have a maximum of 3 attempts to enter the correct password

If the user has entered the password incorrectly more than 3 times the account will be
locked. To unlock the account contact the B2B Master User or the B2B Helpdesk. Refer to
the inactive User section for more information

Users may not share the username and password with others

Usernames are unique and should only be used by the person registered. Refer to the
Terms and Conditions (T&C's) Policy found above the Login button on the Login screen for
more information

Users must keep their profiles updated

Usernames are linked to the details recorded on the user profile. This signifies that if the
user has a new email address and the profile was not updated then the password
notification emails will be sent to the wrong person. Refer to the user profile section for
more information
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Temp Password
-]

When users are newly created or when they use the forgot password option they will receive
a temporary password from b2badmin@shoprite.co.za

A temp password normally appears as a random set of characters and should be changed
by the user after the first successful Login. Refer to the password reset section for
step-by-step instructions on how to customise passwords

The email containing the temp password will look like:

From: b2badmin@shoprite.co.za <bZbadmin@shoprite.co.za>
Subject: User password change : Test User

Dear Test User

Password reset successfully.

User name: Test1

Password: 8Dw$R-9x

If you have any trouble accessing the Supplier Portal, please email b2bhelpline@shoprite.co.za or contact the B2B
Helpdesk on +27 21 980 8797 / 4840

TIP:

e It's preferred that the temp password i.e 8DWSR-9X be copied and pasted onto the
Login screen instead of manually captured. Just ensure no spaces are accidentally
entered

e Should the user not receive an email then check the spam or junk mail folders before
contacting the B2B Helpdesk


mailto:b2badmin@shoprite.co.za

Forgot Password
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When the user has landed on the Login screen and they forgot the password then:

> Step 1 — Click on the Forgot Password button

Login
User Domain

User Name

Password

Shoprite Checkers Supplier v

By using this system, you agree to be bound
by all the terms applicable to its use which
may be found under Terms and Conditions

Forgot Password

> Step 2 - Enter the relevant information in the fields provided

> Username
> Registered email address
> Click on the “l am not a robot” checkbox
> Click on the Reset Password button
User Name *

Email Address * /

Reset Password

> Step 3 - Check the inbox of the registered email address for an email containing the
temp password. Refer to the temp password section for more information

> Step 4 - Go back to the Login screen

> Step 5 - Copy the new temp password from the email and paste this on the Login

screen (don’t save passwords)



> Step 6 - Click on the Login button

Login

User Domain = Shoprite Checkers Supplier v

User Name uservl

Password 8Gc_=w4B

By using this system, you agree to be bound
by all the terms applicable to its use which
may be found under Terms and Conditions

Forgot Password

TIP: Should the user not receive an email then check the spam or junk mail folders before
contacting the B2B Helpdesk

I~N
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Password Reset

If a user has a password and would like to change or reset, then the user must first Login to
the Supplier Portal https://supplier.shopriteholdings.co.za/

SHOPRITE()

@ Login

AboutUs  Supplier Comer  Terms & Conditions  ComtactUs
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Should the user be logged into the B2B Portal https://b2b.shopriteholdings.co.za/ then they
must first click on the Supplier Portal link to be redirected to the correct site

Orders. Claims Invoice Finance Reports Configuration B2B Forms Log

You are logged in on the B2B Portal!

This application facilitates the transfer of documents between Supplier and Shoprite
Login to the Supplier Porial if you wish to stay up to date with what's happening, manage profiles or reset passwords
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Upon successfully Login on the Supplier Portal, the user will land on the Home Page, then:

> Step 1 - Click on the Password Reset button

SHOPRITE()

Welcome Juanell Coetzes § Q Logout

About Us Supplier Comer Manage Users Quality Assurance Administration Supplier Training Documents. Contact Us Password Reset

- Quick Links
New HELP Guides ! A new tab called Supplier Training

Documents is available

Here Users will find Help Guides
that offer training and support on

wam Various B2B related functions

5 e CLICK HERE FOR DETAILS
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Holifications ®

> Step 2 - On the new screen, enter the username

Reset Password - B2ZBPRODWEB4

r Domain ’ " '
User Doma Shoprite Checkers Suppliers x | »

Enter user name
-- Select -- B

> Step 3 - Enter a new password in the blank field. To check the password
requirements refer to the introduction section or click on the info icon

Reset Password - B2ZBQAWEB1

et Uoinam Shoprite Checkers Suppliers x | =

Enter user name — .
User Name uservi Primary Email Address Jicoetzee@shoprite.co.za
First Name Vecdup Last Name User

New Password [i]



> Step 4 - Click on the Reset Password Button

Reset Password - B2BQAWEB1

L==clumain Shoprite Cheekers Suppliers x | »

Enter user name uservi x | v

User Name: uservi Primary Email Address Jicoetzee@shoprite.co_za
First Name Vecdup Last Name User
New Password :

Sl Shoprite@2022 o

_

> Step 5- Wait for the successful message to appear before closing the screen
Reset Password - B2BQAWEB1

© Info

AD password update successfully.

User Domain Shoprite Checkers Suppliers x

Enter user name

Note:

e Upon the next Login use the new password (don’t save passwords)

e Users will receive a confirmation email on the registered email address notifying
them that the password has been changed

The email will look like:

From: b2badmin@shoprite.co.za <b2badmin@shoprite.co.za>
Subject: User password change : Test1

Dear Test1
Password reset successfully.

User name: Testl
Password: Mav@2022

If you have any trouble accessing the Supplier Portal, please email b2bhelpline@shoprite.co.za or contact the B2B
Helpdesk on +27 21 980 8797 / 4840

Regards
Supplier Portal Support Team
Note: This is not an official email address - do not reply to this email address.

Disclaimer:
https://www.shopriteholdings.co.za/email-disclaimer.html



e If users received a confirmation email on the registered email address notifying
them that the password has been changed but they did not change the password,
then immediately contact the B2B Helpdesk for further investigation

The email will look like:

From: B2B Helpline <b2bhelpline@shoprite.co.za>
Subject: Your B2B password has been changed!

Dear userv1,
This email is to confirm to you that your password has been changed.

Date: 2022-04-11 04:15:02 PM
By: Jlcoetzee

If you have any trouble accessing the Supplier Portal, please email b2bhelpline@shoprite.co.za or contact the B2B
Helpdesk on +27 21 980 8797 / 4840

e Should users reset the password and then forget the new password, they must
click on the forgot password option. Refer to the forgot password section for
more information.

Once they have successfully logged in with the new temp password then reset

the password by repeating step 1-5 above

TIP: Should the user not receive an email then check the spam or junk mail folders before
contacting the B2B Helpdesk



Inactive User
e

Usernames can become Inactive, Locked or Blocked when:

e Users did not reset the password after receiving a warning of the impending
expiry date

e Users accidently typed the password incorrectly more than 3 times

e B2B Master Users revoked a B2B Users access because the person left the
company or no longer requires access to the B2B portal

Usernames that are Inactive, Locked or Blocked will see an error message appear on the
Login screen

Login

[xYour User Name is inactive. Please contact the Supplier Portal Administrator.

User Domain | Shoprite Checkers Supplier v
User Name uservi
Password

By using this system, you agree to be bound
by all the terms applicable to its use which
may be found under Terms and Conditions

Forgot Password

To rectify:

Users should contact the B2B Master User to change the account status from “Deleted” to
“Active” or contact the B2B Helpdesk

How to avoid this:

Users must not share the username or password with others
After two incorrect attempts, users should try again later or click on the forgot
password option

e Users should confirm that the correct email address has been registered. If this is
not correct then update the user profile or contact the B2B Helpdesk

e Users should respond to the expiry notification emails in a timely manner



User Profile

To update the user’s contact details, the user must be logged in on the Supplier Portal
https://supplier.shopriteholdings.co.za/

SHOPRITE()

@ Login

AboutUs  Supplier Comer  Terms & Conditions  ComtactUs

Quick Links

Newsroom

Stay fresh with the latest
company highlights!

READ MORE =

My Profile is located under the Supplier Corner tab on the Home Page

About Us Supplier Corner M-.age Users Quality Assurance Administration Supplier Training Documents Contact Us Password Reset

My Profile

My Tasks

Track Incident

Supplier Communication

Supplier Registration ¥ A new tab called Supplier Training
Documents is available
Here Users will find Help Guides
that offer training and support on

w Various B2B related functions

; sl CLICK HERE FOR DETAILS

Nofifications
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Users can only update the Personal tab on the profile, ensure the registered email address is
correct to receive password reminders

My Profile# Juanell Coetzee

Access Levels | | Depofs

Personal -

Accounting Supplier Name Country

User Type B28 Administrator

Trading Group SHOPRITE CHECKERS, SOUTH AFRICA ’ User Domain Shoprite Checkers Suppliers
Initials J

First Name: i Sumame o

s THe EDI Office Coordinator

Primary Email Address jicoetzee@shoprite.co.za

Phone Details SOUTH AFRICA . Celiphone Details
Phone Number Cell Phone Number
27219804000 27219804000

If the Access or Depot Tab is incorrect then contact the B2B Master User or the B2B
Helpdesk.

Incorrect Access or Depots will prevent users from accessing the correct orders, claims,
reports etc. on the B2B Portal

My Profile - Juanell Coetzee

Forsona | Dosots

Access Levels

Access Level Permission
Download Claims

Email Clams

Maniage Glams Type - Local

Manage Clams Type - Overcharge

Manage Claims Type - Returms.




Login Errors
- 0000000000000

Google Chrome and / or Internet Explorer can sometimes return error messages when
attempting to access the Supplier or B2B Portal

It's best practice to use Internet Explorer versions 9 upwards or the latest versions of Google
Chrome

TIP:

B2B Users that experience many Login issues can use the Google Chrome Incognito
browsing option. This helps minimise the chances of getting the error messages

e Step 1 - Click on the Customise and control button (3 dots found top right of the
screen)

e QA Support Screen | QA Supplier Portal... -@ 828 Dashboard e PROD XML Cheat

Gmail Images

Google

e Step 2 - Click on the New Incognito Window option or use the shortcut keys

Ctrl+Shift+N
2 %* 8 8 » 0 5

@ B2B Dashboard @ PROD XML Cheat New tab

New window

Mew Incognito window Ctrl+Shift+N
History »
Downloads Ctrl+)
Bookmarks »

e Step 3 - Go back to the Supplier or B2B Portal and Login (don't save passwords)



Typical errors are:

Saved Passwords
Internal 500 error

Page cannot be displayed
Site cannot be reached

To rectify:

Google Chrome

If the password is not saved, the user must clear cookies and cached images for the site

Sometimes the error could populate more than once, in such cases users must clear the
history until such time as they are able to Login

> Step 1 - Click on the lock or Information icon next to the URL

| - Shoprite Supplier Portal - Landin: X +

< Cl & Jsupplier.shopriteholdings.co.za

@ d: Change of email address o0 X M Inbox (3) - gghinsi

X O ] @ Fuppliershopriteholdings.co.za

> Step 2 - Click on the Cookies option
| - Shoprite Supplier Portal - Landin. X +

< ' | B supplier.shopriteholdings.co.za

P App: @Y L X o
Connection is secure
——
|

Your information (for example, passwords or credit

card numbers) is private when it is sent to this site.

grou

ml — I
& Cookies (1 in useﬁ:]

£ Site settings




> Step 3 - Select any / all Shoprite sites from the list provided

Cookies in use

Allowed Blocked

The following cookies were set when you viewed this page

» suppliershopriteholdings.co.za

Name no cockie selected -
Content no cookie selected
Domain no cookie selected
Path no cookie selected o

> Step 4 - Click on the Remove button as shown below

> Step 5 - Click on the Done button as show below

Cookies in use

Allowed Blocked

The following cookies were set when you viewed this page

» {TPAaT el el e
PF ¥ =+

Name no cooloe selected
Content no cooke selected
Domain no cookie selected

Path no cookie selected
@ @ Jv
Block Remove “




Step 6 - Close the web browser
Step 7 - Reopen the web browser

&

Step 8 - Go back to the Supplier Portal or B2B Portal and Login (don’t save
passwords)



If the password is saved, the user must clear cookies and cached images for the site and
remove the password that was saved

For Google Chrome

> Step 1 - Logout of the Supplier or B2B Portal and close the web browser

> Step 2 - Reopen the web browser

-
O
> Step 3 - Click on the customise and control button (3 dots found top right of the
screen)
v — (] X/
2 %) 8 8 & 0@ rue) :
e QA Support Screen | QA Supplier Portal... @ 828 Dashboard e PROD XML Cheat

Gmail Images

Google



> Step 4 - Click on More Tools as shown below

> Step 5 - Click on Clear Browsing Data or use the shortcut keys Ctrl+Shift+Del

2 % 8 8 % 0@ Puxd)

@ B2B Dashboard @ PROD XML Cheat New tab Cirl+T
MNew window Ctrl+N

MNew Incognito window Ctrl+Shift+N

History »
Downloads Ctrl+)
Bookmarks b
Zoom - 100% + 434
Print... Ctrl+P
Cast...
Find... Ctrl+F
Save page as... Ctrl+5 @More tools >
Create shortcut.., Edit Cut Cony Pt
Name winclow...
Settings
@ Clear browsing data... Ctrl+Shift+Del Help 3
Extensions
) Exit
Task manager Shift+Esc
( Developer toals Ctrl+5hift+] B Managed by shoprite.coza

> Step 6 - On the new screen click on Privacy and security option
c Settings Q, Search settings

Your browser is managed by shoprite.co.za
You and Google & ST

You and Google

Autofill
Sync is paused
Privacy and security jlcoetzee@shoprite.co.za
Appearance Sync and Google services "

Sign in again to resume sync

Search engine
Customize your Chrome profile b

g » % & @O

Default browser
Import bookmarks and settings b

G

On startup



> Step 7 - Click on Clear browsing data option

¢

a4 » » & O

Setti ngs Q, Search settings
Your browser is managed by shoprite.co.za
You and Google LE) Lt
Safety check
Autofill
o Chrome can help keep you safe from data breaches, bad extensions, and more
Privacy and security
Appearance : )
Privacy and security
Search engine
. Clear browsing data
Clear history, cookies, cache, and more
Default browser

a Cookies and other site data
On startup Cookies are allowed

> Step 8 - On the new screen, click on the advanced tab as shown below
> Step 9 - Select the relevant tick boxes as show below
> Step 10 - Click on the clear data button as shown below

Clear browsing data

Basic Advanced

Timerange  All time -

Browsing history
13,188 items

Download history
269 items

Cookies and other site data
From 220 sites

8 0O O

@ Cached images and files

(<

282 MB

Passwords and other sign-in data

O

24 passwords (for shoprite.co.za, microsoftonline.com, and 22 more)

,

Cancel Clear data

Autofill form data

]

> Step 11 - Wait approximately 2 to 3 minutes

> Step 12 - Go back to the Supplier Portal or B2B Portal and Login (don’t save
passwords)



Internet Explorer

To clear the browsing history:
e Step 1- Logout of the Supplier or B2B Portal and close the web browser

e Step 2 - Reopen the web browser

e Step 3 - Click on the Tools or the cog icon (found top right of the screen)

— o x
& & | Search. @ D~ ﬁ/

-

Print > |

e Step 4 - Click on the Internet options button

@ - o X
B & || search. 0O~ a -

Print 3
Zoom (125%) >
Safety »
Open with Microsoft Edge Ctrl+Shift+E

Add site to Apps

View downloads Crrl+)

Manage add-ons
F12 Developer Tools
GO to pinned sites

Compatibility View Seﬂwy
Internet options

About Internet Explorer




Step 5 - On the new screen, on the General tab, click on the Delete... button

General " Security Privacy Content Connections Programs Advanced

Home page -
To create home page tabs, type each address on its own line.
-
1
LU http://storeportal/Pages/default.aspx
Use current | | Use default . Use new tab
Startup

() Start with tabs from the last session
(@ Start with home page
Tabs -

Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and
web form information.

[] Delete browsing history on exit

Delete... . Settings
Appearance

Colors Languages Fonts Accessibility

oK Cancel Apply

Step 6 - On the new screen select the relevant tick boxes as shown below
Step 7 - Click on the Delete button (the screen will automatically close)

Delete Browsing History X

Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

[] Temporary Internet files and website files
Copies of webpages, images, and media that are saved for
faster viewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or iImprove website performance.

[ History
List of websites you have visited.

[} pownkoad History
List of files you have downloaded.

[]Form data
Saved information that you have typed into forms,

@ Passwords
Saved passwords that are automatically filled in when you sign

in to a website you've previously visited.

[] Tracking Protection, ActiveX Filtering and Do Not Track ¢
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests,

About deleting browsing Delete cancel
history



Step 8 - Landing back on the General tab, click the Apply button as shown below

Step 9 - Click on the “OK” button as shown below

nemet Lptigy

General Security Privacy Content Connections Programs Advanced

Home page -
/‘ To create home page tabs, type each address on its own line.
. )
W http://storeportal/Pages/default.aspx
Use current Use default Use new tab
Startup

() Start with tabs from the last session
(@ Start with home page
Tabs

Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and
web form information.

DDe!ete browsing history on exit

Delete... Settings
Appearance
Colors Languages Fonts Accessihil'i
oK Cancel Apply

Step 10 - Go back to the Supplier or B2B Portal and Login (don’t save passwords)



