
FACILITY DISCLOSURE AND 
MAINTENANCE GUIDE

QUICK LINKS

Facility List
Review facilities associated with your Supplier 
Profile

Facility Disclosure
Add a new facility to your Supplier Profile

Facility Disassociation/Reactivation
Remove a facility you are no longer using or 
activate an inactive facility

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

Facility Social Compliance Audit 
Status
Review facility audit status, audit assessment 
and due dates

Español,  Français,  Português,  日本語,  中国简体字,  中國繁體字

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_CHT.pdf


FACILITY DISCLOSURE AND MAINTENANCE GUIDE

FACILITY LIST Back to Menu

1. Log in to your Retail Link account. Click on Apps > S > Supplier Profile.

Supplier
Profile*

Displays Supplier ID, Company 
Name and Address

2. Scroll down to Factory Overview. Review the facility list for accuracy.

Purpose: Review facilities associated with your Supplier Profile.
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FACILITY DISCLOSURE

2. Select the Importer of Record (IOR) from the dropdown menu.

Back to Menu

1. Select Request New Factory from the dropdown menu, then click Submit.  

Purpose: Add a new facility to your Supplier Profile.

If the supplier is responsible for customs clearance, select the 
IOR based on the country where the product is sold. 
Example: Product sold in USA: IOR = USA Supplier.

If Walmart is responsible for customs clearance (Direct Import), 
select Wal-Mart.
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FACILITY DISCLOSURE Back to Menu

3. Select Factory Type.

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

Component:  when the facility makes a 
component of the product

4. Select Factory Sub-Type based on the type of process the facility uses to produce items.

Select Operational Type whether or not the facility 
operates all year or for certain periods of time. For 
Seasonal Facilities, select start and end month.
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FACILITY DISCLOSURE Back to Menu

5. Select the Brand of the items being produced at the facility.

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

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

6. Type the Name and Address of the facility. 

PO Box addresses are not accepted. The address 
should be the physical location of the facility.
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FACILITY DISCLOSURE Back to Menu

7. Select the Country and City where the facility is located.

If the city is not listed in the dropdown, leave the drop on Select
and a box will appear below to type the city name.

8. Select the Retail Market based on the country where the product is being sold.

Select the Department
items are sold under.
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FACILITY DISCLOSURE Back to Menu

9. Type the Buyer’s full name and Brand name the factory will be used for. 

If there are multiple buyers or brands, list one or all.

10. 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. 

IMPORTANT: The Name and Address in the document must 
match the facility name and address submitted.
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FACILITY DISCLOSURE Back to Menu

11. Attach the document in PDF format.

Check the disclaimer 
boxes, then hit Submit.

The below message will be displayed if you have successfully submitted your facility disclosure request.

The facility will be displayed in your Factory 
Overview as Pending Approvals. Factory ID 
creation takes 24-48 hours.Factory B

Factory A
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FACILITY DISASSOCIATION / REACTIVATION Back to Menu

1. Log in to your Retail Link account. Click on Apps > S > Supplier Profile and scroll to Factory Overview.

Purpose: Remove a facility you are no longer using or activate an inactive facility.

To Disassociate:
Select the facility you want to disassociate from, then flick on the dropdown menu and select Disassociate.

To Reactivate: 
Select the facility you want to reactivate, then click on the dropdown menu and select Activate.
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FACILITY ID – ITEM ATTACHMENT Back to Menu

1. Log in to your Retail Link account. Click on Apps > Item 360

Purpose: Link items to the facilities where the items are produced.

then,

2. In the left navigation menu, select Maintenance, then select Supply Chain tile

3. Enter item number(s), and select Next
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FACILITY ID – ITEM ATTACHMENT Back to Menu

Search for or select “Factory ID” under 
Item Configuration 

4. Select Export custom set of attributes

5. Click the green Download button to export the Omni Spec Template 
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FACILITY ID – ITEM ATTACHMENT Back to Menu

6.  On the 2nd tab (Trade Item Configuration), input Factory ID for each item 

The Walmart Factory ID is a Walmart-unique 
8-digit number representing the factory 
where this item will be manufactured. 

See previous slides for guidance on how to 
disclose a facility and obtain a Factory ID
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FACILITY ID – ITEM ATTACHMENT Back to Menu

7. Select “Upload” to submit information for merchant approval and completion

8. Resources:

• Item 360 recorded training – Recorded training for suppliers unable to attend training
• Item 360 Help Docs – Includes a variety of topics pertaining to Item 360
• Create a Help Ticket – For additional questions or technical issues, please submit a ticket 

https://1worldsync.zoom.us/rec/share/79MkchdgLuQ11iaUmFNmhVZwoUPE85ogkCcVz2aBerL1JJTI12hniQNmbpUwMCOR.kqUHYH7ynm-ktKIF?startTime=1599767974000
https://itemmanager.helpdocs.io/
https://supplierhelp.walmart.com/s/contact?channel=Stores


FACILITY DISCLOSURE AND MAINTENANCE GUIDE

FACILITY SOCIAL AUDIT STATUS 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 Profile and scroll to Factory Overview. Click on 
the Factory ID # of the facility you want to review, then scroll to Social Audits.

Audit Due: The Facility is required to submit a social audit to Responsible Sourcing. A valid audit report must be submitted within 120 days from the request 
date to avoid inactivation. 
Example: Request Date 01/22/19, Audit Due Date 05/20/19. 

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

Inspected:  A valid audit report has been submitted and is under review.
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Support Contact:
rssfaam@walmart.com

mailto:rssfaam@walmart.com
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