
USER GUIDE

OVERVIEW
You were selected by your customer to provide Tier 2
information. In support for your supplier diversity
effort, this request runs quarterly or monthly
depending on which customer you are reporting to. A
period opens so that you may provide all the
information that was requested by your customer.
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Tier 2 Indirect Spend Reporting 
Quick Reference Guide
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Email: unitier@supplier.io

To submit spend:
a) Select TIER 2
b) Select REPORT 
b1) Select CONTRACT

(if applicable)
a

c) Chose your allocation preference

d) Enter Sales to customer and Total Sales or
The allocation percentage

d

c

e) Enter the total diversity spend 
for each diversity category

e

f) MBE: Enter the total spend for 
each ethnicity category

g) Scroll to the bottom and verify 
the total indirect spend is correct 
and select NEXT

g

***IMPORTANT*** If you have more than one 
contract listed when clicking on Report, you will need 
to go back to the Tier2 module and report against all 
contracts tied to the time period selected. Please 
repeat the same process as above.

The submission process is complete

i

Need Assistance? 
FAQs Email: support@supplier.io

708-236-2000 |  7 AM-7 PM Central Standard Time | Monday thru Friday

Sales to Customer

Total Sales
Allocation percent is calculated by:
Sales to Customer ÷ Total Sales x 100

f

h

i) Check the box to certify spend is 
correct and Submit 

b

b1

h) Next page is Direct Spend. Not reporting Direct 
Spend? Select NEXT to proceed to Review and 
Submit 



Tier 2 Direct Spend Reporting 
Quick Reference Guide
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Email: unitier@supplier.io

To submit spend:
a) Select TIER 2
b) Select REPORT 
b1) Select CONTRACT

(if applicable) a

b

c) Select add and edit Suppliers to upload 
subcontractors
d) Option 1 Search the supplier.io database for 
matching suppliers and press          to add or 

d

c

e) Option 2 Download the Excel 
template and open
e1) Enter NAME, ADDRESS, CITY, STATE, 
and SPEND in the appropriate columns. 
e2) Save the template to your desktop.
e3) Upload the template.

e1 e2 e3

f) After the template is uploaded 
the subcontractors will be added to 
your Tier2 list. Click Next at the 
bottom of the page. f

g) Next page will provide a list of 
the subcontractors and associated 
spend. Review once and update if 
needed. Then click NEXT. 

g

h) Submit your report
The submission process is complete.

h

***IMPORTANT*** If you have more than one 
contract listed when clicking on Report, you will 
need to go back to the Tier2 module and report 
against all contracts tied to the time period 
selected. Please repeat the same process as above.

Need Assistance? 
FAQs

Email: support@supplier.io
708-236-2000 |  7 AM-7 PM Central Standard Time | Monday thru Friday

b1

b



TIER 2 SYSTEM
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Account Login
Log in to www.unifiedtier2.com by
using your email and password. Check
your spam folder if you did not receive
an email or contact UniTier support.
Click Forgot your Password if you do
not remember your password and the
system will email you with a link to
reset it. Another option to log in by
visiting UniTier website and click the
Login menu.

Dashboard 
After logging in, you will be taken to the Dashboard. Here you may
have prompts that a reporting period is open to report. If you need
reporting access to a different customer, click Request under the
Tier 2 Report Access section. If you don’t see your customer, you
may need to contact them directly to request access. News about
supplier diversity is also on this page.



Additional Help
Click the question mark icon found 
on the upper right-hand side of the 
page next to your username. This 
will give you a description of each 
section of the page you are on.
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Support 
Click the Support tab at the bottom of any page to contact UniTier 
Support directly. Access the knowledge base by clicking the 
magnifying glass icon and type keywords to search for articles.

Account Information
Menu To update your account 
information, click the arrow next to 
your username and select My 
Account.



Password Update 
Check the Change Password checkbox on your Account page and 
follow the parameters to change your password

Supplier.io Proprietary and Confidential 7

Menu
Update your company information by filling out sections under 
Company Profile. Click Tier 2 menu to view reporting status and to 
enter your Tier 2 information.



Company Overview
Add/Edit company information on this page. Click Edit to 
update company details.
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Manage Users 
Add/Edit company information on this page. Click Edit to update 
company details.



View your Customers
View all the customers that you are reporting on this page. Click 
Update to complete the requirements for each customer. 
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Tier 2 Page
This page lists the customer/s that invited you to report. Tier 2 
Reporting Status table is divided into periods. Periods may vary 
between your customers. You may be requested to report quarterly 
or monthly. The date below each period indicates when a period 
closes. A Submitted status will appear once you have submitted your 
report. Click           button to edit the submitted report. (Note: You will 
need to resubmit your report once you click Edit)

button will appear after your first submission. This will direct 
you to a page that will show your spending through the course of the 
year. To add Tier 2 information click 



View prior submissions and earlier periods by clicking 
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View summary report per customer by clicking



button will show all suppliers used in Tier 2 reporting. You 
may search which suppliers were reported to each customer. Update 
any unverified supplier on this section without having to wait for the 
next period to open.
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Program Details 
Click on ‘View Program Details’ to view the certifications that each 
company accepts, address, industry and the customer’s contact 
information.



Reporting Tier 2 
Depending on your customer, you may be required to report direct or 
indirect spend or both. The appropriate sections will be displayed for 
you.
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Indirect Spend

The system allows you to either enter your sales numbers and the 
system will calculate your indirect allocation or you may enter your 
indirect allocation percentage. Use the slider icon to make your 
selection.



Indirect Spend Cont’d
If you are reporting indirect for the first time and want the system to 
calculate allocation to customer, enable the button blue and enter your 
sales total to your customer and enter your total sales for the reporting 
period. 
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Indirect Spend Cont’d
If you are a private company and unable to report your total sales, 
disable the button and enter the percentage that is only allocated to 
your customer. 
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Indirect by Diversity Category
After entering your sales to customer, your sales for the reporting 
period, or percentage, enter the reported spend for each diversity 
category. When complete, verify the total at the bottom and click 
Next.
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Direct Spend by Supplier
If you are reporting direct by suppliers for the first time, Click Add and Edit 
Suppliers button in the middle of the direct Reporting page to add suppliers.
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Copy Suppliers
Click Copy Last Reporting Period Subcontractors or Copy All 
subcontractors if you would like to suppliers from the previous report.

Copy suppliers below from the last reporting period to make the 
process easier. You will still be able to add, edit and remove 
subcontractors. 

Copy all suppliers that have been entered to submit spend for 
below. You will still be able to add, edit and remove subcontractors. 

Indirect by Supplier 
The instructions for indirect supplier is the same as Direct Spend by 
Supplier.



Add Suppliers
There are two ways you can add suppliers: 
Option 1- Add diverse suppliers manually by searching the supplier’s 
name using the database.
Option 2-Upload your information. 

Option 1: Add diverse suppliers manually
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Searching for Suppliers 
Type the first few characters of the company’s name and a list of 
suppliers will appear. Select the company and click the plus (+) sign 
and it is automatically added. Click the (x) to remove the supplier 
from your list. Click ‘Next’ button to submit spend information.
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Add a New Supplier
If the subcontractor you are looking for is not listed, click ‘Add New” 
button to add a ne supplier.

Complete all the required information to add a new supplier to your 
report.  Select the correct category and council when uploading a 
certificate.
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Enable the button blue to request certificates from the suppliers. Add 
supplier’s email and contact name, then hit Save. The system will 
email your supplier requesting to upload their certificate to the 
system.



Option 2: Upload a List of Suppliers
Option 2: Upload suppliers and spend information by downloading 
the excel file and uploading it back to the system. To download the 
file, click the ‘Download’ button. This file may request information for 
some categories that your customer does not require and ignore 
those columns. Provide name, address, city, state and at least one 
diverse category to upload the list
properly, otherwise, the system will give you an error. You may add 
spend on the last column.
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Once the file is complete, save it as a .csv file and do not make any 
format changes to the file. Upload the file by clicking Upload button 
on step 3. Scroll at the bottom of the page after the system uploads 
to see all the records. 



Correct Unverified Suppliers 
If there is missing information needed for a supplier, the system will 
tag it as Unverified. Click the Unverified tag to give you more 
information why this supplier is considered unverified. You may clear 
the error tags on the Needs Attention column. Click the red or yellow 
tag to provide missing information. 
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After the certificate is uploaded, it will go through an internal 
process for validation. 

The spend that is entered into the system will be labeled as 
Unverified spend until the validation process is complete.

Certification approvals can take up to 14 business days. If the 
supplier’s certificate is not approved by our internal team, the 
spend will remain under unverified and the person who uploaded 
the certificate will be notified. 



Correct Unverified Suppliers Cont’d

Once certificate approval has been received, you will need to go 
back and edit the supplier and resubmit the spend for the current 
reporting period so it shows Verified.

If no changes are made before the reporting period closes, then the 
spend will remain unverified for the current reporting period. Future 
reporting periods will show the spend as verified.
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Delete/Edit a Supplier
To remove a supplier, or edit company information, click the buttons 
on the 3rd column of the table.
Click Next to add spend information.
Click Remove all to remove all the suppliers on this list.



Review and Submit 
This page shows a summary of the data you entered in the system. 
Review your data and verify by clicking the checkbox and click Submit 
to complete your submission. Download the data by clicking 
Download button at the bottom of the page. 
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If you do not see all the spend submitted, make 
sure the drop-down menu is on All. The system 
will automatically default to Verified



Once data is submitted, a Submitted status will show up on the Tier 2 
page. If the period is still open, you may edit your data at anytime. 
Click View button to edit your submission. 
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Click Edit button to edit your report. Once you click Edit you will 
need to click Submit on the Review and Submit page to resubmit 
your report. 

The dashboard button will show your spending
through the year. Performance section will be 
available if you are tracked against goals. 
Download the data by clicking Download 
button at the bottom of the page. 

Dashboard Button 



FAQ
What is Tier I? 

Tier 1 suppliers are the business partners who directly provide goods and 
services to the parent company.

What is Tier 2? 

Tier 2 suppliers are the vendors or subcontractor of the Tier 1 supplier. 

What is Tier 2 Supplier Diversity Program? 

Tier 2 Supplier Diversity Program aims to grow and sustain beyond direct 
supplier relationships which is Tier 1. For many varying reasons, growth 
opportunities for small businesses are more frequently down the supply chain. 
Through the Tier 2 Program, key suppliers are required to create and/ or 
maintain their own supplier diversity program and report the spend on a 
quarterly basis. 

What is Direct Spend? 

Direct spend refers to the purchases of goods and services that are directly 
incorporated into a product being manufactured. This is the spend you 
incurred for the completion of your obligation to a company. Examples include 
raw materials, subcontracted manufacturing services, components, hardware, 
etc. 

What is Indirect Spend? 

Indirect spend refers to purchases of goods and services that are not 
incorporated into a product being manufactured. This is your spending with 
diverse suppliers that were not related directly to the fulfillment of any specific 
contract. How indirect spend allocated to your customer? Indirect spending is 
allocated to your customer based on the percentage of your total revenue that 
your customer represents. For example, if your total sales in a quarter are 
$1,000,000, your sales to your customer are $200,000, 20% 
($200,000/$1,000,000) of your diversity spend will be allocated to your 
customer. 

Who in my company should be reporting this information? 

A: This varies from company to company. In some companies it maybe 
someone from the Supplier Diversity team, the account manager, sales 
executive, or admin.
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If we are not diverse, does this still apply to our company? 

A: Yes, this is not about your company’s diversity status but rather the diversity 
status of your suppliers. 

Is this reporting required? 

Please review your current contract to confirm. However, if you find it is not 
required it is still strongly encouraged and many of our clients consider a 
company’s Tier 2 reporting participation when evaluating future contract 
opportunities.

How do I know if my suppliers are diverse? 

You will need to reach out directly to your suppliers or you can choose to hire a 
third party such Supplier.io for assistance.

What if I don’t have any diverse suppliers, do I still need to report? 

Yes, this does not exclude you from reporting Tier 2 spend. If you have $0, you 
will submit that in the system. 

What happens if I miss the reporting period deadline? 

Please reach out to your client right away and they will be able to determine 
the next steps.

When will I know if my diverse supplier uploaded the requested certification? 

You will need to check back before the close date to see if the status of the 
supplier changed to verified. 

My company is a staffing agencies, etc. does this apply to us? 

Yes, your company still has an opportunity to use diverse suppliers that would 
fall under indirect spend

How to get more information about UniTier System?

Visit : https://www.unifiedtier2.com/ for more information
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