
Logon Instructions

1.)  Access the RiteAid 
Corporate Intranet at 
https://raportal.riteaid.com

2.)  Enter the assigned 
Userid and password in 
the box to the right.

3.)  To Change password, 
place a check mark in the box 
and follow the prompts.

Clicking ‘Sign in’ will take you to . . . . . . . . . . . . . . . . Next Page

4.) Assistance is available 24 hours a 
day/ 7 days a week for any password 
questions or issues.  

Please call our toll free Password 
Hotline number 1-888-473-2382.  

5.)  Internet Explorer 5.5 and Adobe 
Acrobat Reader 6.0 are the minimum 
system requirements to view the 
scorecard information.



Main Menu Screen

Main Menu

Screen

Click Vendor Management 
Reporting to access the vendor 
compliance report options page.



Report Menu Screen

Available Reports

1. Compliance Scorecard:  The compliance 
scorecard is where overall compliance 
performance is calculated and posted monthly for 
vendor review.  The scorecard will update on the 
7th of the month following the performance month.  
For example, the scorecard for performance in 
the month of April will update on May 7th.

2. Performance  Issues:  The compliance issues 
page is where daily compliance performance is 
calculated and posted per occurrence for vendor 
review. 

3. Fee Review:  The Fee Review Report is where all 
invoices will be listed in descending order.  The 
user can select the invoice number in question 
and ‘drill down’ (click on blue hyperlinks) to view 
and print all back up details.

Available guides:

• Vendor Supply Chain Guide – Complete 
overview of the Vendor Supply Chain 
Guide.

• User guide for online scorecard.

You can always 
use the Back & 
Forward buttons 
to navigate thru 
screens.  Button 
location will 
depend on your 
browser version.



Vendor Number Selection 
Screen

Search Options

The user can search for their vendor access in one of three 
ways and will need to use this search function on 
each of the report options (Compliance, 
Performance, Fee Review):

1. Use the drop down box to select the vendor (the list 
is sorted by vendor number) 

2. Enter the vendor number and click ‘Submit’

3. Change the Sort function from its’ default of ’Vendor 
Number’ to ‘Vendor Name” and select the vendor 
from (the list is sorted alphabetically by vendor name)  

Choose the vendor number from the list and click submit to 
continue…………………..



Vendor Compliance Scorecard

Available compliance 
metrics

Rank Among other 
Vendors (by Metric)

Actual Achievement 
(per Metric)

Expected Goal 
(per Metric)

Potential Offset Fee’s  
(if Fines Imposed)

Actual Offset Fee’s 
(Actual Offset Fee 

Vendor Owes)



Vendor Compliance Scorecard

Year to Date 
Performance 

Levels

Monthly Totals

Additional 
Scorecard 

information is 
available by 
scrolling to 

the right from 
the previous 

page.



Vendor Compliance Scorecard

Click Any Achieved 
Percentage in blue

(to view list of PO’s related 
to the Metric)

This example uses “On 
Time PO Arrival”



Metric Detail Screen (On-Time 
PO Arrival Summary)

List of PO’s
(having On-Time performance 

issues)

Click Any PO (for summary detail)



PO Detail Screen (On-Time PO 
Arrival)

List of Items on PO 3295958
(having On-Time Performance issues)

GENERIC 1

GENERIC 2

GENERIC 3

GENERIC 4

GENERIC 5

GENERIC 6

GENERIC 7

GENERIC 8

GENERIC 9

GENERIC 10

GENERIC 11

GENERIC 12



How to view Performance Issues

Click Compliance Issue to continue to next page.

You can always use the Back 
& Forward buttons to 
navigate thru screens.  
Button location will depend 
on your browser version.



Performance Issue Screen

Outstanding Issues that need to be reviewed and have been reviewed.

If outstanding issues exist, click on the blue ‘Worksheet #’ hyperlink to view 
details.



Performance Issue Screen

This view shows the worksheet details including the issue/metric code and 
description.

Click on the blue ‘Issue Code’ hyperlink to view the PO details.

Please Note:  The user will see any worksheet comments entered by the 
CSC/DC personnel and may enter their own comments; but these are not 
forwarded to, or reviewed by, the Vendor Management Team. 



Performance Issue Screen

This final view shows the Purchase Order and item details including 
the item description, quantity reported and issue date.  

This screen can be used as back up documentation and can also be
accessed through the ‘Fee Review’ report for metrics with invoiced 
deductions.  

GENERIC 1

GENERIC 2



Performance Issue Screen

This is an example of the Performance Scorecard metric page.  The user 
can toggle to this section of the scorecard from the Compliance 
Scorecard by clicking  the ‘To Performance Scorecard’ hyperlink .

The user can return to the Compliance Scorecard from the Performance 
Scorecard by clicking the ‘To Compliance Scorecard’ hyperlink.



Compliance Scorecard Screen

This is an example of the Compliance Scorecard metric page.  This is a 
reverse view of the previous page to show a user can toggle to this 
section of the scorecard from the Performance Scorecard by clicking  
the ‘To Compliance Scorecard’ hyperlink .

The user can return to the Performance Scorecard from the Compliance 
Scorecard by clicking the ‘To Performance Scorecard’ hyperlink.



How to view Fee Review Report

Click Fee Review to continue to next page.

You can always use the Back 
& Forward buttons to 
navigate thru screens.  
Button location will depend 
on your browser version.



Fee Review Report

This is an example of the Fee Review page.  This report is made 
available for users to pull their own back-up documentation.

The invoice number listed is also included on all check stubs. It is 
highlighted in blue which indicates it is a hyperlink to additional details.

Clicking the invoice number will show all issues reported for the same 
issue/metric code within a month to assist with month end 
reconciliation.



Fee Review Report

By clicking on invoice 3594900084 on the previous page, the user will 
see that there were 3 infractions reported as Item Not Ordered or 
Cancelled in the month of August.

The purchase order and invoice number are cross-referenced by the 
‘Date’ column on the previous screen and the ‘Receipt Entry Date’ on 
this screen.  (i.e. 3594900084 = PO 3175734, 3594900083 = PO 3171252, 
3594900082 = PO 3171254)

The Purchase Order and Worksheet number are highlighted in blue
which indicates it is a hyperlink to additional details.

Clicking the hyperlinks will show the purchase order and item details 
referenced previously under the Compliance Issue review.


