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Distribution Center Landscape



Distribution Center Overview

• A distribution center (DC) is identified by UNFI as legacy “Natural” and 
“Conventional”. 

• Dependent upon which DC you ship to, you will be required to follow the processes 
for that DC. 
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Accounts Payable



General Accounts Payable (A/P) Information
2 Points of A/P Contact for each Supplier

• Alpha sort and updated regularly – refer to the supplier support site for the most 
current contact information Contact Information

• Inquiries on unpaid/past due invoices, complete the payment inquiry template

• Expected response time from A/P is 5-7 Business days for initial response

Payment Terms

• Standard terms, unless otherwise agreed to by UNFI are: 
• Check Payment – 2% 20 days, net 45
• ACH Payment – 2% 25 days, net 50
• Credit Card Payment – 2% 10 days, net 25

• The terms window begins when UNFI receives the invoice OR receives the product, 
whichever is later
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https://unfinc.zendesk.com/hc/en-us/categories/204290387-Contacts
https://unfinc.zendesk.com/hc/en-us/articles/4410136147987-Pay-Inquiry-Template


Submitting Invoices
Electronic Data Interchange (EDI) – Preferred Method

• Electronic confirmation process that improves efficiency and accuracy of purchase orders and invoice 
interchange. 

• Designed to streamline the process by eliminating manual billings, emails, phone calls, or faxes. 

• EDI Assistance
• Natural:  SupplierEDI@unfi.com
• Conventional:  ECHelpline@unfi.com

Email – Secondary Option

• A/P utilizes Kofax Optical Character Recognition (OCR) software

• Provides ability to accept emailed invoices to UNFIAPInvoices@unfi.com

• Email requirements
• Invoice must be in PDF format
• One file per invoice
• No pictures or links can be included in the body of the email, including signature line
• Body of the email must contain some text, i.e. Please Process
• Multiple invoices can be included in one email

US Mail – Least Preferred

UNFI – Accounts Payable

1 Albion Road Ste 101

Lincoln , RI 02865
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Receiving Payment
Physical Check

• Mailed to the remittance address on file

• To update your remittance address: 
• Natural Suppliers:  APVendorMaster@unfi.com
• Conventional Suppliers:  SV Harbor 

Single-Use Credit Card – Payment through Mastercard payment network

ACH Payments

• Electronic payments automatically deposited into your account

• To sign up: 
• Natural Suppliers:  APVendorMaster@unfi.com
• Conventional Suppliers:  APACHSetup@unfi.com

Non-Payment

• Contact your A/P representative. 

• Reasons for non-payment: 
• Account is in a debit balance
• UNFI has not received the product
• UNFI has not received the invoice
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Deduction Back-Up

• Back-up documents are sent under a separate cover from MCBReports@unfi.com
or SSRSServices@unfi.com.  These email addresses are not monitored and not set 
up to receive emails. 

• Missing Back-up requests:  deductionsbackup@unfi.com.  Include the deduction 
and check numbers.  

• Back-Up Protocols
• Some back-up will be sent by A/P when payment is issued and other back-up will be sent prior 

to payment issuance.  Save all back-up emails for future retrieval/review.  
• Back-up for Manufacturer Chargebacks (MCB), Reclaims, Credit Memo Quality (CMQ), 

Customer Scans/Coupons will be sent in advance of payment.
• Back-up will contain information about the deduction in addition to item level detail, when 

applicable. 
• Multiple email addresses can be on the back-up distribution list.  To add/remove contact:  

APVendorMaster@unfi.com
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SV Harbor



SV Harbor
• Full-service portal for Conventional suppliers to conduct various day-to-day 

functions

• Admin/Users login via:  SV Harbor Home Page 
• Admin ID, Users
• Access Request Form

• Forgot login email, contact:  merchandisingservices@unfi.com
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Partner Accounting Self-Service (ePass)

• Provides access to search documentation, deduction, credit, and payment 
information for Conventional suppliers. 

• Communication tool which tracks correspondence between UNFI and Suppliers. 

• ePass Home Page
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https://epass.svharbor.com/epass/home


ePass – Getting Started

• Document search – deductions, credits, and payment reports. 

• Payment status search

• Pass# Inquiry – created when additional information is needed and/or missing
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ePass – Document Search

• Deduction/credit documents 
are emailed to suppliers 
directly upon creation

• Back-up documentation is 
contained in ePass

• Multiple search options 
available:
• Vendor number
• Document/check/payment 

number
• Location 
• Net Amount

• Date range default is 30 
days.  Recommend 12-
month search. 

• Export data function
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ePass – Vendor Master (Correspondence Address/EDI Contact Change)

• Email address correspondence updates for Back-up, EDI, and other 
communications. 

• Generic email is preferred i.e. AR@supplier.com
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Debit Balance



Debit Balance

• Deductions exceed invoices

• Factors to consider: 
• Deductions
• Sales
• Accounting
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Debit Balance
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Deductions

Deductions are how UNFI charges 
for various programs.  Unmonitored 
offerings can lead to a debit 
balance. 

How to Action: 
• Save contracts and emails
• Thoroughly read contacts and 

fine print (i.e. costs and pricing 
structures)

• Keep information in an 
organized folder for easy recall

• Ask questions

Sales

Declining sales mean fewer purchase 
orders to pay for the deductions. 

How to Action: 
• Track order volume and be mindful 

of any decreases
• Ensure inventory is being pulled by 

customers
• Consider some of the reporting 

suites available to gain insights
• Consult with your Supplier 

Relationship Manager to discuss go-
forward strategy/adjustments 
needed to mitigate further risk

Invoices

UNFI may be missing invoices due 
to not being submitted or 
submission errors. 

How to Action: 
• Track invoices for submission 

and payment
• Submit invoices timely
• If not being paid, contact A/P 

with payment inquiry to 
determine status

• Ensure invoices contain unique 
invoice numbers, purchase 
orders, and totals



Debit Balance Resolution
Steps to Take

• Contact your Supplier Relationship Manager to get an account breakdown when you 
notice there are no payments coming in

• UNFI can help reconcile the account:  ensure all invoices have been submitted, provide 
back-up, explain deductions, help submit disputes, and arrange payment

Payment Methods

• Check, ACH, and Wire

• Payment applied directly to the account and you receive full credit

• No Credit Card option available

• Payment Plan options available

• Send Checks to: 
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Conventional Suppliers
UNFI

Attn:  Debit Balance
PO Box 958844

St. Louis, MO 63195-8844

Natural Suppliers
UNFI Supplier Relationship Management

Attn:  Debit Balance
313 Iron Horse Way

Providence, RI 02908
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Tools
To Decipher Your Remittance



PME – EDI Invoice FBB – Freight  Billback

PMT – Manual Invoice Payment HCG – Cost of Goods

PMD, DEX, SBT – Retail DSD Payment MER/WRM – Miscellaneous

BBT – Billback Cub Retail DSD PLR – Homestore Reset

BB6 – Billback Shoppers Retail DSD PRM – Promotions, Floorstock, and Price Decline

CCS – Chargeback SAS/PRG – Post Audit

CPI/CPN – Coupons SVI – International

DIR – Payments on behalf of Independent Retailer SWL – Swell (period deduction for non-EDI suppliers)

DIV – Customer Service, Damage Reclamation, and Returns SXP - AdMax
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All transactions on payment reports have a 3-character authority code that provides a high-level identifier for the 
type of transaction.  These codes are also available in ePass under Payment search.  

Deduction Authority Codes - Conventional
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• Available on the UNFI Supplier Support Site

• Conventional – provides authority code look-up, transaction type, and a high-level definition 
of deduction. 

• Natural – provides category, region, and brief description of deduction. 

Deduction Transaction Key
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https://unfinc.zendesk.com/hc/en-us/sections/115000966808-UNFI-Educational-Series
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Dispute Resolution Team



Deduction Dispute Resolution Team

• Structured to support the end-to-end process for supplier deduction disputes –
transaction types, origins, and intricacies.  

• Responsible for answering all inquiries relating to deduction disputes; tracking, 
researching, and resolving; and communicating final decisions. 

• The deduction dispute resolution team is not responsible for providing back-up or 
answering questions regarding payment.
• Deduction Back-Up is managed by Accounts Payable

• Natural Suppliers Contact deductionsbackup@unfi.com
• Conventional Suppliers access back-up via SV Harbor

• Payment Inquiries are managed by Accounts Payable
• Natural Suppliers Contact A/P Representative
• Conventional Suppliers can search Payment status via SV Harbor

• Suppliers have 12 months from the date a deduction is taken to dispute.  
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Submitting a Dispute



Submitting a Deduction Dispute (Opening a Pass) – Conventional
• Use document number to search – passes can be created even if the document 

number is not found in the search

• Provide details and supporting documentation (up to 5MB)

• Recommend pass submission within 60 days of deduction date

• Most passes are resolved within 30-45 days 
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Pass Search – Conventional
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• Various search options
• By number – vendor, pass, 

document, purchase order
• Net amount

• By clicking pass number 
you can
• See pass details
• See document, 

attachments, and 
comments

• Add new comments
• Reopen a pass (as needed)



Submitting a Deduction Dispute – Natural
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• Submit a Deductions Dispute Form

• Form must be filled out in excel format and attached as an excel document

• Accurate form submission is critical and will prevent delays.  All applicable 
back-up pertaining to the dispute must be provided upon submission (Bill of 
Lading, Invoice, promotional contract, copy of deduction, etc.)

• When submitting, clearly label the subject line as follows:  
• Dispute: Brand Name, Check #, Deduction Invoice #, Dispute Amount

• Tracking number(s) will be provided within 2 business days of receipt

• Most disputes are resolved within 30-45 days 

https://unfinc.zendesk.com/hc/en-us/articles/231454227-Deductions-Dispute-Form


Dispute Status Updates – Natural
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• Suppliers receive an automatic weekly notification of their disputes submitted 
within the past 6 months.  

• All disputes are listed with tracking numbers and status
• Dispute received – received only
• In process of being reviewed – research underway
• Research completed/repayment pending approval – research complete and final review 

underway
• Referred to A/P for resolution – disputes that fall to A/P for research
• Research completed/new invoice requested – unable to use documentation either 

received or on hand to complete repayment and have requested a submission of new 
invoice from supplier

• Research completed/repayment denied – research complete and denied repayment
• Only applicable under Check# and A-Invoice Reay CK#:

• UNPAID on Account – repayments that have been approved, but have not been released for 
payment to supplier

• CK# - Zero Check – repayments approved and are on A/P account and require inquiry back to 
your A/P rep directly. 

A-Invoice – amended invoice was created for mis-shipped items or POs received short in error by our DCs.
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Supplier Information



Quick Links
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• Supplier Support Site

• SV Harbor Home Page

• Supplier Blog Spot

• Sign Up for Blog if you aren’t!

https://unfinc.zendesk.com/hc/en-us
https://myhome.svharbor.com/content/svhb/home.html
http://unfisupplierupdate.blogspot.com/
https://signup.e2ma.net/signup/1815839/1773787/


Who to Contact
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• Payment Inquiry - Your AP representative.  Active contact list is located HERE

• Deduction Back Up
• If after researching within your company to ensure backup has not already been sent, you can 

reach out to DeductionsBackup@UNFI.com.  
• Keep in mind that you can expect to receive backup within 5 business days, usually sooner, after 

a payment is issued. Additionally, some backup is sent prior to sending a payment (Reclaims, 
MCBs, Whole Foods Market)

• Payment Disputes payment inquiry template
• Short Payments (meaning NO deduction was taken, the invoice was paid for less than what 

was invoiced, etc.)
• Prepaid Payments (invoices ending in PP)
• Cash Terms/Payment Disputes
• Unpaid Invoices

• Deduction Dispute Resolution 
• Deductions taken against your check remittance

• Conventional Deductions: ePass Home Page
• Natural Deductions: Deductions@unfi.com

https://unfinc.zendesk.com/hc/en-us/categories/204290387-Contacts
mailto:DeductionsBackup@UNFI.com
https://unfinc.zendesk.com/hc/en-us/articles/4410136147987-Pay-Inquiry-Template
https://epass.svharbor.com/epass/home
mailto:Deductions@unfi.com
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Questions?
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Thank You.
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Appendix


