
 

  

WAWA SUPPLIERS GUIDE 
TO ONBOARDING ITEMS 
THROUGH GDSN/STIBO 



When a new item is initiated into the onboarding workflow, you will receive a notification email 
from Stibo. 

1. Login to Stibo – Instructions can be found here 
2. Once there, you will see the screen below. 

 You will want to bookmark this in your browser as “Stibo login” 

 

**Please note that onboarding is a 3-step process. 

 

If you have numbers in your workflow – you are not done onboarding!  

 

 
3. To initiate a new item from GDSN into the Stibo workflow, navigate to the “Create Item” 

widget and click the “Onboard: GDSN Item” link. 



 

4. This will take you to the “Enrich Items” task list.  Here, you will see all of the items that have 
been accepted by Wawa through the GDSN.   

 

5. Check the box on the left (“Assigned to me”) to assign the item to yourself. 
1. *Note – If you do not assign the item to yourself, you will not be able to submit the item 

record. 
6. Click on the Item Name (it will turn blue when you hover on it).  This will take you to the Item 

Details page.  You will need to enrich some data on this page: 
 *Notes: 

i. Fields marked with a red asterisk are mandatory for all items 
ii. Fields marked with a grey asterisk may be mandatory, depending on the 

item 



 
 The item name will be prepopulated with the name from the GDSN database 
 Display content only indicator – If the item is being shipped as part of a 

display/shipper, you will choose “yes”.  Otherwise, choose “no” 
 Item Category – This will be prepopulated, based on the GPC brick code assigned in the 

GDSN. 
 Product Development Input Required? – Please choose “no” unless you are 

onboarding a new food service ingredient or Wawa branded product. 
 Assign Task to Wawa Contact – Please choose the Wawa representative that you 

typically work with to onboard new items.   

Once all fields on this IniƟate GDSN Item screen are populated, the “Submit” buƩon will be 
clickable. Click this buƩon to move on to next step.  

CREATE ITEM 

7. Navigate back to the “Create Item” widget and you will see that there is the number “1” next 
to the task “Enrich: Supplier”.  This indicates that you have 1 task waiting for you, which is 
the next step.  Click on “Enrich: Supplier” and you will be taken to the Task List where you 
will see the item that you just created. 

  

8. Check the box on the left (“Assigned to me”) to assign the item to yourself. 
 *Note – If you do not assign the item to yourself, you will not be able to submit the 

item record. 
9. Click on the Item Name (it will turn blue when you hover on it).  This will take you to the Item 

Details page.  You will need to enrich some data on this page: 
 *Notes: 

i. Fields marked with a red asterisk are mandatory for all items 



ii. Fields marked with a grey asterisk may be mandatory, depending on the 
item 

10. Begin enriching the item, starting on the “Item information” tab:

 
 Product Description – This is an optional field in which you can add item details.  This is 

mapped from the GDSN, so it may be auto-populated with data in Stibo. 
 Is product age restricted for sale?  This is defaulted to “Yes” for all tobacco and alcohol 

products and “No” for all other categories. 

 Upload product spec sheets – Click on the plus sign  
o If you have never uploaded the spec sheet, you will need to click “upload and 

insert asset” 
o Click on “choose files” and navigate to the spec sheet for the item you are 

onboarding.   
 Images should be PNG, PDF, JPG, DOC, DOCX 

o Click “upload” 
o *Note – Spec sheet must contain UPC/GTIN numbers for all units of measure. 

Spec sheets should have as much information as possible, as they are used to 
ensure the data entered in Stibo is correct. 



 

 
 

o Brand Description – You may include additional details, but this is not 
mandatory. 

o Brand logo and Brand Trademark – If you have these files, please upload them. 

 

Once the above is completed, you will move to the Inventory Management screen group: 

*Note – Some of the data below will be prepopulated from the GDSN.  Please verify that it is 
correct or make changes, as necessary. 

 



 

o Item identifier in Manufacturer’s system – This is the unique identifier your 
company assigns to this item.   

o Qty of servings in selling unit – The quantity of servings in the package that is 
sold to the customer. (i.e. pack of cigarettes, pack of cigars, etc.) 

o Recommended method of storage at distribution center – Temperature at which 
product must be stored (Ambient, Frozen, Refrigerated) 

o Recommended method of shipping to stores – Temperature at which the 
product must be shipped (Ambient, Frozen, Refrigerated) 

o Location of code on outer package – Where on the case is the barcode located 
(i.e. bottom left, top right, etc.) 

o Min/Max spec ranges – Only applicable for foodservice ingredient items 
o Hazardous? – Y or N 
o Supplier Lead time in days – Lead time for warehouse; Numeric value 
o Guaranteed shelf life to distributor in days - Numeric value 
o Tray Pack – Applicable only for Wawa bakery items; Please leave blank 
o Pallet Ti/Hi - Numeric value 
o Pallet Height in inches - Numeric value 
o Pallet Weight in lbs - Numeric value 
o Pallet Exchange – DC – Y or N 

 
11. Click “Save” to ensure your work is saved before navigating to the next tab “Item UOM”: 

 

 Supplier Base Unit Of Measure (UOM) – This is the lowest packaging level of the product, 
typically “each”.  This is mapped from GDSN and should be pre-populated. 

 All UOMs (including the base UOM) should be auto-populated from the GDSN data 
(packaging levels); however, if you need to add an additional UOM, click on the “Add 
Reference” button and use the search functionality. 



 

 Once all Units of Measure (UOMs) are selected, click “OK” and you will see them added to 
the table. 

 Supplier Pack Qty Multiplier: 
o CV – How many total units are in the Case? 
o IP – How many ‘Eaches’ are in an inner pack? 
o EA – Base unit = 1 

 Does Item have GTIN?  This will be auto-populated from GDSN 
 GTIN – These will also be populated from GDSN.   

o If you added an additional UOM, please add the 14 digital GTIN number (use 
leading zeros, if needed) 

 Pre-Price Indicator – Is the price printed on the packaging?  Yes or No  
 Coding for DC for Buy UOM (Non-DSD only) – What type of code is printed on the master 

case?  This is not a mandatory field, so it can be left blank if you are unsure. 

 

 Linear dimensions in inches – This is needed for each Unit of Measure and should be 
populated by the GDSN. 

 Net weight qty – Weight of the item without packaging; Input as Ounces for base UOM only 
(other UOM will be calculated, based on the base UOM).  This should be populated by the 
GDSN. 

 Gross Weight Qty – Weight of the item with packaging.  This should be populated by the 
GDSN. 

 

 Volume UOM –  Choose cubic feet or cubic inch for CV UOM only.  This should be 
populated by the GDSN. 

 Volume Qty – Input the qty of cubic feet for CV UOM only.  This should be populated by the 
GDSN. 

*Note:  There are several other fields to the right of Volume that are mapped from GDSN.  No 
action necessary for these fields. 



12. The next 3 tabs are specific to foodservice ingredients, beverages and supplies.  Unless you 
see a grey asterisk (*), there is no data to enrich on the ‘Product Development’, ‘Beverage 
Only’ or ‘Supplies Only’ tabs.   
 

 
 
 

13. Move to the ‘Item Distributors’ tab and add your item distributors using the “Add Item 
Distributor” button. 

 

 
 
You will see a row created for each distributor that is authorized to distribute your product. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



14. If the product will be distributed by all of the distributors, you can hit the “submit” button. 

If only a sub-set of distributors will be authorized, you will need to check the box next to 
the distributors that ARE NOT authorized and then click the “delete” button. 

*Note:  You may delete the distributors that are not relevant for the item; however, 
you must have at least 1 distributor remaining.  You will not be able to delete all 
distributors from this screen.  

 

  
You will see the selected rows disappear.  At this point, you are ready to “submit” your item 
record using the “submit” button. 
*Note:  If you did not click on the “Assigned to me” box in the task list, the “Submit” button 
will not be available. If this happens, click “Save” and go back to the home screen (click on 
goose on top left of page).  Navigate to the “Create Item” Task list and assign the record to 
yourself before reopening the record and submitting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CREATE ITEM DISTRIBUTOR 
 

15. Now that you’ve created your item, you will move on to enriching the specific item 
distributor records.  Navigate to the “Create Item Distributor” widget and you will see that 
there are item distributor records that need to be enriched. 

 

16. Click on the words Enrich: Supplier and you will be taken to the task list, where you will see 
a row for each distributor that you chose for the item.  Assign each record to yourself by 
checking the small box on the left “assign to me”.  You will now see your user name in the 
“assignee” column for those items. 

 

17. To begin enrichment, you will click on the Item Distributor Name link, which will take you to 
the “Item Distributor Details” screen.   

 Update Notes – You can ignore this field, as it’s not relevant when creating new 
records. 



 

 

 Supplier ID in Distributor’s system – For McLane items, this will be pre-populated 
with the supplier ID that is in McLane’s system.   

 Supplier Lead Time in Days – This field will be pre-populated with the data that was 
added on the “item” level; however, if the distributor has a diƯerent lead time, 
please update this field. 

 Guaranteed shelf life to distributor in days - This field will be pre-populated with the 
data that was added on the “item” level; however, if the distributor has a diƯerent 
shelf life, please update this field. 

 Item Identifier in Distributor’s System – This is the internal ID # that is assigned to 
the item by the distributor.  Please enter N/A. 

 Pallet Information – If you enriched this on the item level, these fields will be auto-
populated with that information for each distributor record.   



 Shipping Point to McLane – If the item is being distributed by McLane, where is it 
coming from (i.e. Pittsburgh, PA).  If the distributor is not McLane, you can leave this 
blank. 

18. Click “Save” and move to next tab, labeled “Distributor UOM” 

 

 Buy UOM – This represents the unit of measure that is purchased by the distributor.  
Please mark only one UOM as Yes and the leave the others blank.   

i. If you do not mark one UOM as “Yes”, the system will not allow you to 
submit. 

 Distribution UOM – This represents the unit of measure that is distributed to Wawa 
stores.   Please mark only one UOM as Yes and the leave the others blank.   

i. If you do not mark one UOM as “Yes”, the system will not allow you to 
submit. 

 

 Base Cost – Add the base cost ONLY for the distribution UOM.  The cost of the other 
UOMs will be calculated upon submission. 

 Supplier National List Cost – Add this cost ONLY for the distribution UOM.  The cost 
of the other UOMs will be calculated upon submission. 
*Note:  If you don’t have a national list cost, please enter the base cost in this field.  
 

19. Once all of the data is enriched on this tab, you will have the option to copy the data to all of 
the other distributor records using the button labeled “Copy Attributes”. 

 Please note that this action will copy the costs, so if the base costs vary, by 
distributor, you will need to update them on each record. 

20. You can then submit the item distributor record using the “submit” button.  From there, you 
will be taken back to the Home Page.   

21. To enrich the rest of the item distributor records, navigate back to “Create Item Distributor” 
widget and click “Enrich: Supplier”.  You will see that there are now only 3 items in the task 
list.   

22. Repeat steps 13 through 16 for each item distributor record.  Once all item distributor 
records have been submitted and the “Create Item” and “Create Item Distributor” widgets 
show “0” tasks, you have finished onboarding. 



 

23. Once you have submitted all of your records, the Wawa team will review the data.  If 
anything is not accurate, the Wawa team will have the ability to reject the records back to 
you.  If a record is rejected, you will receive an email notification to go back into Stibo and 
correct the data. 


