
 

UNFI SUPPLIER PORTAL – Promotions Entry 

Step 1: Login to your Account: 



Using https://suppliers.unfi.com/, login with the username and password provided to you:

 
 

Step 2: For Brokers: Select a Supplier: 

• Use the left menu to select Suppliers. 

 

https://suppliers.unfi.com/


 
 

• Choose the Supplier that you are submitting for. 

 

 

 

 



Step 3: Add a New Promotion: 
 
From the left menu choose Promotions to enter the Promotions Dashboard. 

• This dashboard allows you to search already submitted promotions, submit new promotions and 
export promotions. 

• Choose the +New Promotion button. 
 

 
 

Step 4: Choose a Promotional Form: 
 

• Choose from a National Monthly, National Yearly, or Hot Sheet Form. 
o Information regarding fees and entry will populate for the selected form. 

• Click Next 
 



  
 

 
 
 

Step 5: Enter Promotional Information: 
 

• Required fields are marked by an asterisk. 
o The Contact Phone will auto populate based on your My Account Info. 



 
 

 
 

• Brands are listed A-Z. You may scroll through the list or start typing the brand in the search box. 
 



 
 

• Only the category(s) associated with the brand will populate.  
o Only one category per form is permitted. 

 

 
 

• Next select from the available promo periods. 
 



 
 

• The From and To Dates are the buy in period and will automatically populate the UNFI 6 week Buy 
In Period for the Promotional Month selected. 

 
 
 
 

• Next enter the discount that you would like to apply to all items on promotion. 
o National Monthly/Yearly Promotion 

 



 
 
 



o Hot Sheet

 
 
 

• Click the Next Button. 
 

Step 6: Add Products: 
 

• All products under the brand will appear on this screen. 

• They are sortable and searchable by Description, UPC, Pack Size. 
 



 
 

• After selecting which attribute you want to search by, enter the searchable info and click the 
magnifying glass. 

• To clear the search, remove the info and click the magnifying glass. 
 

 
 

• To Sort the products simply click the title of the column you wish to change. 



o The carrot will change direction. 
 

 
 

• To select products, you may check the Select All box or select individual products. 

• When filtered, the Select All box is just for those items within the search criteria. 
 

 
 

• Once your items are selected scroll to the bottom and click the +Add Selected button. 



• To submit a Line Drive, you may choose Select All and then Add Selected or you may choose the 
Add All Products for Selected Brand. 
 

 
 

• Once you have added the products to the promotion, they will appear at the bottom of the screen 
with the discount that was entered on the Promotions Details tab.  

• At this point you can edit individual items. 
o Adjust Discounts 
o Remove Items 

 



 
• Once all items are correct click Next to go the Workflow History Page. 



 
 

Step 7: Save or Submit: 
 

• This is the Workflow History Page from here you can choose to Save as a draft or Submit for 
approval. 
 



 
 

• Once Submitted/Saved you will be directed back to the Promotions Dashboard.  
 



 
 

• From Here you can Export into Excel.  
o To export selected forms use the check box to the left of the ID #. 
o To Export All forms simply click the Export Promotions Button. 

 

 
 

Editing the Discount on a Promotional Form 
 

• A promotional form can be edited from Draft, Submitted, Revision, Resubmitted or Approved. 



o Editing from Submitted or Approved moves the promotion into Revision Status and the form 
will then need to be Resubmitted. 

o Forms cannot be edited after Finalization 

• To edit the form, click on the edit carrot and select Edit Details. 

 
 

• You will be prompted to confirm you want to edit the details of a Submitted, Resubmitted or an 
Approved promotion.  

o To move forward with the edit, click Edit Details. To return to the previous screen, click no. 
 

   
 



• You may navigate to the Promotion Details page and Add Products page by clicking next or using 
the menu on the left.  
 

 
 

• To edit the discount to all products you may adjust from the Promotion Details Page.   
o If you adjusted individual items to have a different discount in the original file, say adding an 

OI to certain items on this MCB deal, the OI will remain unless you enter an OI on this 
screen. 

▪ Original Submission 
 



 
 

▪ Adjust MCB from Promotion Detail Page 
 

 
 



 
 

▪ To adjust all items to the same discount. On the Promotion Details tab enter a discount 
into both fields. 
 



  
 

 
 

o After editing, click next to move to the Workflow History tab. 



▪ Enter a comment as to what edits were performed and click Resubmit to send for 
Approval or Save to keep as Revision or Draft.  
 

 
 

▪ If you do not enter a comment, you will receive the following error message. 
 

 



 

• After Saving or Resubmitting, you will be brought back to the Promotions Dashboard. 

• If you have gone into the form to edit and then need to leave the form it will remain in Revision 
status until Resubmitted. 
 

Editing the Products on a Promotional Form 
 

• A promotional form can be edited from Draft, Submitted or Approved. 
o Editing from Submitted or Approved moves the promotion into Revision Status and the form 

will then need to be Resubmitted. 
o Forms cannot be edited after Finalization 

• To edit the form, click on the edit carrot and select Edit Details. 

 
 

• You will be prompted to confirm you want to edit the details of a Submitted, Resubmitted or an 
Approved promotion.  

o To move forward with the edit, click Edit Details. To return to the previous screen, click no. 
 



   
 

• You may navigate to the Add Products page by clicking next or using the menu on the left.  
 

 
 



• From the Add Products Page you can select products to be Added or Remove products. 
 

 
 



 
• After editing, click next to move to the Workflow History tab. 

o Enter a comment as to what edits were performed and click Resubmit to send for Approval 
or Save to keep as Revision or Draft.  

 



 
 

o If you do not enter a comment, you will receive the following error message. 
 

 
 

• After Saving or Resubmitting, you will be brought back to the Promotions Dashboard. 



• If you have gone into the form to edit and then need to leave the form it will remain in Revision 
status until Resubmitted. 

 
 

Copying a Form 
 

• Forms may be copied from Submitted, Resubmitted, Approved, and Finalized. 
 

 
 

 
 

• Click Copy Form 
 



 
 

• If there are items that have become inactive, since the original promotion was created there will be 
a popup indicating which ones. Click OK to continue. 

 



 
 

• This will bring you onto the Promotion Type tab. From here navigate to the Promotions Detail Tab 
to select the Promotional Month. 

 



 
 

• At this point the discount can also be adjusted if necessary. 

• Click Next or use the left menu to navigate to the Add Products page. 

• On the Add products page double check all products in the discount section are correct. 

• Click Next or use the left menu to navigate to the Workflow History page to Save or Submit the 
promotion. 

 
 

 

Promotions Quick Tips: 
 

➢ When leaving a promotional form, you will be prompted as follows: 
 



 

 

➢ As a Supplier/Broker, you can Delete promotions that are in the Draft state. 

 

➢ The Promotional Form can be navigated by the left menu as well as clicking Next or Previous. 

 

 



 

➢ If a promotion needs to be cancelled, please put a revision comment to that effect and resubmit. The 

promotion will then be Rejected as confirmation. 

➢ If on the Add Products page, you have filtered the products and then click Add All Products for 

Selected Brand it will add all products not just those within the filtered results.  

 

 


