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Common Errors = Delays

3



New Item Setup- Packet Rejection

The #1 reason why new items are rejected and sent back for rework is the lack of appropriate certifications. To avoid these 

issues please ensure that you are completing the following:

• Verify Product Images for Organic, Kosher, Fair Trade, Non-GMO, Gluten Free

• Ensure that appropriate documentation is attached to new item packets prior to submission

Ensuring that this work is completed will lead to your items being setup in a timely manner, and significantly less rework. 

Should you have any questions please work with your National Category Manager

Additional Key Attributes to Verify:

• All Certificates must be current with the 

last year

• Blurry Images/Images with no item size 

will lead to immediate rejection as this is a 

key source of truth for the audit teams

• Barcode should be item level, not the 

case barcode

• Enter shelf-life date attributes

• When a packet is returned- please revise 

the items and resubmit.

New Item Setup- Packet Rejection



Certifier Logos – Kosher & Gluten Free
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These are some of the 
common Kosher logos

These are some of the 
common Certified Gluten 
Free logos. You can attach 
this to any of the *image 
type tabs since we do not 
have a designated GF tab. 
*Suggest the Fair Trade



UNFI Internal Delays
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• Review and Approve New Items to Classify list every day
• Reminder that if Display corporate codes are older existing items or 

manually created by EIM
• They will not have components on the related items tab.  
• The status is not pending approval
• No need to return the packet to the supplier
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SV Harbor & eNew Item
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eNew Item – Submitting New Items

• SV Harbor account setup required before accessing eNew 
Item

• Once you access SVHarbor click the link to UNFI Wholesale.  
This takes you to SV Connect, where you will find several 
tools.  Click on the Items folder

• In “Items” there are several options available.  Click Submit 
Item Proposal to: 
• Add items to Conventional warehouses
• Search for existing UNFI items to add additional warehouses 
• Create brand new items to include in the packet

• Once the packet is submitted, it will be reviewed by UNFI 
and moved to setup in the Conventional system
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S V H A R B O R  &  E N E W  I T E M



eNew Item – Submitting New Items Help
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S V H A R B O R  &  E N E W  I T E M



eNew Item – Submitting New Items Help
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S V H A R B O R  &  E N E W  I T E M

Reference Guide for the Submit 
Item Proposal process
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Submit Item Proposal



Item Proposal Landing Page

12

S U B M I T  I T E M  P R O P O S A L

Access Item Proposal ‘Packets’
• Drafts – in process, not submitted or 

returned packets
• Submitted Proposals
• Create a New Proposal



Item Proposal Details
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S U B M I T  I T E M  P R O P O S A L

Enter *required fields
• Vendor – if access to only one, field is populated. 

If multiple vendors, dropdown or search options.
• Item Proposal Description – helps Merchandisers 

identify your items.
• Organizations – based on SVHarbor access

*National GFD 98 – new!
No longer submit to –

29, 39, 77, 79



Item Proposal - Select Items
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S U B M I T  I T E M  P R O P O S A L

Search for existing items in UNFI’s 
item data base.
If the item doesn’t exist, click “Create 
Item” to create a new corporate code 
to add to the packet.



Item Proposal - Select Items
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S U B M I T  I T E M  P R O P O S A L

Select items and click “Add to Selected 
Items”.
Items in the Packet must be in the 
same Department.  



Item Proposal - Select Items
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S U B M I T  I T E M  P R O P O S A L

See the Selected Items tab for your 
items.
If necessary, you can “Remove 
Selected Items”.



Create Item - Item Type
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S U B M I T  I T E M  P R O P O S A L

Create Item includes the following steps:
1. Select the type of item
2. Select the shipping configuration
3. Define each level of the shipping 

configuration, GTINs & quantities
4. Enter item details
5. Provide images & certificates
6. Review & create item to add to Item 

Proposal Packet



Create Item – Item Configuration
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S U B M I T  I T E M  P R O P O S A L

Select the 
configuration that 
best represents the 
item you are 
creating.  Every level 
must have a unique 
GTIN.



Create Item – Item Configuration
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S U B M I T  I T E M  P R O P O S A L

If you are creating an item type that can contain multiple selling 
GTINs (retail/consumer selling units), you will be prompted to 
answer this question.  Every selling unit must have a unique GTIN.



Create Item – Item Configuration – Bulk Items
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S U B M I T  I T E M  P R O P O S A L

If you are creating an item that 
is not meant for retail sale, 
meaning you do not have a 
consumer GTIN, only a case 
GTIN, select Bulk Item. 



Create Item – Statement of Preparedness
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S U B M I T  I T E M  P R O P O S A L

You will need to 
provide a valid GTIN for 
each level of the 
shipping configuration.  
You must also provide 
images & 
documentation for 
data validation.



Create Item – Define Items
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S U B M I T  I T E M  P R O P O S A L

Enter the item GTIN & the item 
description.  You will also enter the 
suggested classification/category of 
the item.  
For a case or inner pack, can it be 
scanned for sale? i.e., candy, spices, 
protein bars or fire logs.

*When creating a Case-Inner-Each item 
Inner Pack level: How many of this inner 
pack are in the case?
Consumer Unit level: How many of this 
consumer unit are in the inner pack?  



Create Item – Define Items
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S U B M I T  I T E M  P R O P O S A L

Review the GTINs & Pack 
information before clicking 
“Next Step”!



Create Item – Item Details
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S U B M I T  I T E M  P R O P O S A L

Enter attributes for each GTIN 
in the item configuration.  
*Required fields must be 
populated. 
You may Copy attributes from 
another item.
Some attributes may be 
imported if GTIN already in 
process.
Some attributes may not be 
editable if GTIN is approved.



Create Item – Item Details
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S U B M I T  I T E M  P R O P O S A L

If the *Order Dates and *Ship 
Dates are already populated 
for NEW items, review and 
update them to current dates.



Create Item – Item Details Display/Pallet Components
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S U B M I T  I T E M  P R O P O S A L

Display/Pallet items
- enter a valid each cost on the 

Purchase tab for the 
component item(s)  

- enter an SRP on the Retail tab.  
- This populates the Shipper 

Component details for our 
Retail stores.  



Create Item
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S U B M I T  I T E M  P R O P O S A L

You will see a green check if  all 
validations are met.
If you “Save for Later”, the item 
will be on the Items in Process 
tab on the Select Items page.



Create Item - Images
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S U B M I T  I T E M  P R O P O S A L

Images & documentation are 
required for retail sellable 
GTINs.
- Product, Barcode, 

Nutrition, Organic, 
Kosher, Fair Trade, Non-
GMO & Gluten-Free

Browse to select files, then 
Upload files.



Create Item – Review & Create
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S U B M I T  I T E M  P R O P O S A L

Review the information & 
click ‘Add Item”.
This creates the corporate 
codes & adds the item to your 
Item Proposal.
Create another Item or 
Return to Packet.

The full case pack configuration is the 
default pack submitted in the Packet.  
The process creates all options.  The 
additional pack configurations will be 
on the Related Items tab for the UNFI 
Merchandiser to select.



Item Proposal - Select Items
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S U B M I T  I T E M  P R O P O S A L

Newly created orderable 
items are added to the packet 
along with items you may find 
from your search. 



Item Proposal – Product Information
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S U B M I T  I T E M  P R O P O S A L

If additional information is 
needed for existing items, 
click Update Attributes or the 
red X to enter missing data.



Item Proposal – Select Locations
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S U B M I T  I T E M  P R O P O S A L

Select/recommend the UNFI 
Distribution Center(s) for the 
item assortment.



Item Proposal – Item Costs
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S U B M I T  I T E M  P R O P O S A L

Define price list/cost brackets by 
vendor case, cube, dollars, pallets, 
pounds or special units/weight 
conversion factor.

Define the number of brackets and 
bracket minimums.

Define Freight Method – prepaid or 
collect.

Enter costs, most commonly by case. 



Item Proposal – Item Costs – Display with components
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S U B M I T  I T E M  P R O P O S A L

Define price list/cost brackets by 
vendor case, cube, dollars, pallets, 
pounds or special units/weight 
conversion factor.

Define the number of brackets and 
bracket minimums.

Define Freight Method – prepaid or 
collect.

Enter costs, most commonly by case. 

Enter valid cost for 
the pack of the 
item.  Avoid 
entering .01 cost.



Item Proposal - Summary
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S U B M I T  I T E M  P R O P O S A L

Vendors & Brokers must accept 
the UNFI Terms & Conditions to 
enable the Submit button.



Submitted Proposal Packet
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S U B M I T  I T E M  P R O P O S A L

Confirmation of the Submitted 
packet.  ‘Done’ brings you back to 
the Item Proposal landing page.
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Viewing Submitted 
Packets



Submitted Proposals tab
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V I E W I N G  S U B M I T T E D  P A C K E T S



Pending Approval Status
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V I E W I N G  S U B M I T T E D  P A C K E T S

Newly created items are ‘Pending 
Approval’ by the Merchandising team 
or in Quality Assurance process.



Quality Assurance
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V I E W I N G  S U B M I T T E D  P A C K E T S

Visibility to the corporate code 
associated to each level & where 
your item is in the process.
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Returned Packets



Proposal Drafts tab
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R E T U R N E D  P A C K E T S

You will receive an email if a packet is returned.
• Packets may be returned for revision by the UNFI Merchandiser.
• Packets may be returned during the Quality Assurance process needing additional 

information or the item may need to be recreated due to errors.



Returned by UNFI Merchandiser
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R E T U R N E D  P A C K E T S

Select packet & ‘Continue’.  
You will be able to revise the item proposal as per the Merchandiser’s 
instruction.  You can add additional items, correct costs, add to supporting 
documents.
You will need to accept Terms & Conditions again & Submit.



Returned by Quality Assurance

• To revise the items in the packet, access the packet via the Drafts Packet Tab.  

• Go to the summary page.  

• Go to the Quality Assurance Tab.  

• Select the structure and address the reasons the item structures were returned to 
you.  

• You’ll follow the same steps used to create items for each returned structure.  
After revising all items, accept the terms and return the packet to us so we can 
complete the audits.

• Do not add the documents to the supporting documents tab.  This is not used in 
the Quality Assurance process.  

44

R E T U R N E D  P A C K E T S



Returned by Quality Assurance
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R E T U R N E D  P A C K E T S

If the Structure status is Returned, click 
Revise Item.  This brings you to Item Details 
where you can make changes to item details, 
images or add Kosher certificates etc.  



Returned by Quality Assurance
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R E T U R N E D  P A C K E T S

Updates will apply to the GTINs & corporate codes pending approval.
Once item revisions are complete, you must resubmit to resume item 
setup process. 
You will need to accept Terms & Conditions again & Submit.



Returned by Quality Assurance – Rejected Item
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R E T U R N E D  P A C K E T S

If the item was rejected due 
to bad GTINs or incorrect 
pack, a new item will need 
to be created.
Click on Step 2: Select Items 
& Create Item.
You will be able to resubmit 
the packet.
Newly created items will go 
to the Merchandiser to 
reapprove the packet.
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GDSN Items



GDSN (Global Data Synchronization Network)
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G D S N  I T E M S

• What changed for GDSN suppliers after August 2021 release:
• Supplier GDSN contacts will receive only one automated notification email.

• This notification now says “RECEIVED”, since the “Create Item” process is needed to finish the 
creation of those items.

• When submitting new GDSN items, suppliers should click “Create Item”, select the 
appropriate item configuration, and enter the topmost orderable GTIN (usually the case 
GTIN, not the pallet GTIN).
• For regular case items, the system should locate the existing item structure and prompt them to 

continue with item setup.
• For multi-component displays, mixed modules, and bulk items, the supplier will first need to 

manually link the GTINs together (with appropriate component quantities) to create the item 
structure before proceeding.

• For all items, suppliers will need to “top-off” any missing required attributes on the GTINs and 
provide product images.

• What did not change?
• GDSN suppliers should continue to publish all new items to the “UNFI Corporate” GLN 

(0041130079153) as NEW.
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FAQs



Frequently Ask Questions
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F A Q S

• “I cannot update cost on the returned packet”…   this is because the Supplier is attempting to make the 
change on the summary page.  The Supplier must go back into the packet and click on Step 4 – Item 
Costs to edit costs.

• “unable to change the number of cost brackets down from 3 to 1”…    there is a known system error. A 
workaround is to “save for later”.  Then go back into the packet and continue.  

• “I cannot update the Item” or “cannot attach the image” or “cannot attach the certificate”… to revise 
the items in the packet, you need to go access the packet via the Drafts Packet Tab.  Go to the summary 
page.  Go to the Quality Assurance Tab.  Select the structure and address the reasons the item 
structures were returned to you.  This is going through the same steps as you do like creating the 
items.  You will go through this for each returned structure.  Once you have revised all the items, then 
you can accept the terms and then return the packet back to us.  This will allow us to complete the 
audits.  

• “I am creating a new item, and the data is locked from editing, and it’s wrong, how do I get it 
corrected?”…   provide the GTIN to EIM_CenterStore_GFD@unfi.com  if appropriate we can 
unapprove the GTIN to allow edits.  

• “I loaded all images, but it still shows a red X”… make sure you scroll all the way down to see that all 
image requirements have been met. Nutrition, Kosher, Organic etc.

• “I cannot make any changes to the returned packet”… Only the person that submitted the packet can 
make the revisions to the returned packet.

mailto:EIM_CenterStore_GFD@unfi.com
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Thank you
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