


The Supplier Portal is the main platform that connects 

suppliers to Shoprite

The portal is primarily used for the 

Shoprite Group to communicate with 

our suppliers and transfer day-to-day 

documents

Type of documents include orders, 

claims, remittances, a variety of reports, 

quality assurance certificates etc.



Google Chrome Internet Explorer Version 9 +

THE SITE IS ONLY AVAILABLE TO SUPPLIERS CURRENTLY TRADING WITH SHOPRITE

Always connect to the website by using either:



OVERVIEW



IT'S ADVISABLE THAT USERS COMPLETE BOTH SECTIONS

The guide is divided into sections:

• Introduce users to the various functions available on the 
Supplier Portal and B2B Portal

Tutorial

• Provide tips and tricks on how to efficiently use the 
functions available on the Supplier Portal and B2B Portal

Advanced



TUTORIAL



Step 1

Have an Accounting Number

This signifies that the Supplier Portal 

is only available to suppliers who are 
currently trading with Shoprite and 

have an active account number

Opening an account with Shoprite is 
managed separately and not via 

the Supplier Portal

Register a Master User

Step 2

Login to the Supplier Portal

Any person who Login Supplier Portal 

https://supplier.shopriteholdings.co.za
must have their own unique 

username and password combination

As per the T&C's, don't share this 
information with others and don't save 

the password on the website

Step 3

Many supplier's employees access 

the Supplier Portal to perform day-to-
day tasks. These profiles are created 

and managed by a Master User 

who works for the supplier

Each account number can have up 
to three master users registered

https://supplier.shopriteholdings.co.za


How to open an account?

1. Visit the website https://www.shopriteholdings.co.za/

2. Click on the Suppliers page and go to the Become a Supplier section

3. Choose the correct option and complete the relevant next steps

https://www.shopriteholdings.co.za/


How to register a master user?

1. Visit the website https://supplier.shopriteholdings.co.za/

2. Click on the Supplier B2B Master User registration button and complete the form

3. Step by step instructions are available in the Master User Registration 

Guide as shown below

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


How to Login?

1. Visit the website https://supplier.shopriteholdings.co.za/

2. Click on the Login button

3. Domain defaults to Shoprite Checkers Supplier

4. Type or copy / paste the relevant username / password combination

5. Click on the Login button

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


Step 4

Read the Banner Slide

The banner slide displays any 

important notifications that can impact 
the supplier's day-to-day operations

Users must Login to

https://supplier.shopriteholdings.co.za
regularly to read and action 

accordingly!

Read the Notifications

Step 5

The notifications section displays any 

important formal letters addressed to 
suppliers from Shoprite's 

management

Users must Login to

https://supplier.shopriteholdings.co.za
regularly to read and 

action accordingly!

Login to the B2B Portal

Any person who Login B2B Portal

https://b2b.shopriteholdings.co.za
must have their own unique 

username and password combination

As per the T&C's, don't share 

this information with others and don't 
save the password on the website

Step 6

https://supplier.shopriteholdings.co.za
https://supplier.shopriteholdings.co.za/
https://b2b.shopriteholdings.co.za


The banner slide is found to the top left of the Home Page and normally the information is 

displayed in an image format

What is the Banner Slide?



The Notifications section can be found below the banner slide and each letter will be displayed as 

a list

Where to find the Notification section?



The B2B Portal is a quick link within the Supplier Portal website where day-to-day 

documents are transferred

It can be found here:

What is the B2B Portal?



The B2B screen looks like:

Users accessing the B2B Portal are only able to see content or perform tasks as per the Access Levels and 

Depots enabled on their profile. These fields are managed or updated by the registered Master User and not 

by the B2B Helpdesk – refer to the Master User Registration Guide for more details



Step 7

Collect Purchase Orders

Suppliers will not receive purchase orders via 

email nor be notified when there are new orders 
placed

It's the user's responsibility to Login daily to check if 

any files were uploaded and then download the 
files for further processing

Review / Setup Order Cycles

Step 8

Order Cycles is the schedule that Stores / DCs will 

follow when placing orders or receiving stock from a 
supplier. This is managed separately by 

the Replenishment Team

It's the user's responsibility to regularly review the 

order cycles available and request changes where 
applicable



Step 9

Capture E-invoices

Suppliers with large invoice volumes are required to 

submit an electronic version of the paper / tax 
invoice before the truck arrives at the receiving bay. 

This is managed separately by the EDI Officers

It's the user's responsibility to Login daily to capture 

e-invoices for the scheduled deliveries

Collect Claims

Step 10

A copy of the claims (shortage, overcharge, returns) 

generated at receiving is attached to the POD invoice 
and an electronic version is available on the B2B 

Portal

It's the user's responsibility to Login daily to check 

if any files were uploaded and then download 
the files for further processing



Schedule Supplier Reports

Shoprite provides reports to suppliers that grants visibility 

on sales, stock, barcodes and service levels. These 
reports are generated based on the Julian Calendar

and can be scheduled for a 6 weekly, or 6 monthly 

period. It takes 72 hours before a report is available for 
download

It's the user's responsibility to schedule these reports and 

to Login regularly check if the files are ready for download

Collect Money Market Refunds

Step 12

For applicable suppliers, Shoprite generates Money 

Market Refund Invoices that will be applied to the 
account as per the signed Trading Terms

It's the user's responsibility to Login regularly to check 
if any files were uploaded and then download 

the files for further processing

Step 11



Step 13

Collect Rebate Invoices

Shoprite generates rebate invoices that will be applied 

to the account as per the signed Trading Terms. This 
is managed separately by the Rebates Department

It's the user's responsibility to Login regularly to 
check if any files were uploaded and then 

download the files for further processing

Submit Statements

Step 14

Suppliers are required to upload statements via the 

B2B Portal before or on the 8th of every month or as 
per the dates agreed upon in the signed Trading Terms

It's the user's responsibility to create a statement as per 

the required format, upload the file and /or fix the file if 
the status shows rejected. Only once a statement is 

approved is the task completed for the month



Collect CMGJ's

Shoprite generates a statement indicating the 

amounts applied to the account for the month. This is 
managed separately by the Finance Department

It's the user's responsibility to Login and collect the 
Shoprite statement also referred to as a CMGJ and to 

recon this against the supplier's statement. Any 
differences will result in inaccurate payments

Collect Remittances

Step 16

Shoprite generates a payment notification text file 

indicating the amounts that will be paid to the supplier. 
This is managed separately by the Finance 

Department

It's the user's responsibility to Login regularly 

to check if any files were uploaded. Should the amounts 
differ to what was expected then the user must contact 

the Finance Department for further assistance and not 

the B2B Helpdesk

Step 15



ADVANCED



How to reset the password?

1. Visit the website https://supplier.shopriteholdings.co.za/

2. Login with a relevant username / password combination

3. Click on the Password Reset button

4. Insert the relevant username, then insert a new password

5. Click on the Reset Password button

This must be done every 90 days !

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


The trade creditors guideline is a document created by the Finance Department 

providing clarity or guidance on various account related enquiries. It should always be 

referenced before making contact with Shoprite

How to Finance with Shoprite?



Detailed B2B Training Guides are 

available to users on the Supplier 

Portal. It provides step by step 

instructions on how to efficiently use 

the functions that are available on the 

B2B Portal



They can be found here:

Step 10

Step 7 Step 8

Step 13

Step 11

Step 12 Step 14 Step 16Step 15



For more information or further assistance contact the B2B Helpdesk

Email: B2Bhelpline@shoprite.co.za

Or by phone: 27(0) 21 980 4840 or +27(0) 21 980 8797

mailto:B2Bhelpline@shoprite.co.za


Welcome Aboard!
You have successfully completed orientation


