
Velocity Tool 

Vendor FAQs



FAQs

Sl. No Question Answer

1
I have not received the link to login to the 
Velocity tool

The link to the Velocity tool can be found only in the first/initial mail to you. You will not see the link in the reminder emails 
(we are working to get this added as well). 
If you cannot find the initial email to you –

1. Search your inbox via sender - Unilever.VendorData@unilever.com or Unilever.VendorSelfOnBoarding@unilever.com
2. Search your inbox via subject - Invitation to Register with Unilever Vendor Portal or Invitation to become a Unilever 

Vendor
3. Search your deleted/spam/junk folder

If you still do not find the link, please contact your Unilever contact point

2
I am not able to log into the tool/I am not 
getting the authorization code.

Find the process to log into the Velocity tool HERE -
If you are not able to log into the tool,
1. Close the browser, clear your cache and log-in again. 
2. Switch to Google Chrome as a browser
3. In case you don’t get the authorization code, include Unilever in your safe senders list. Click HERE for the steps.

3
The tool is saying that my username and 
password is incorrect

1. Check the initial email you received for the link and login credentials and make sure you're inputting the correct user 
name and password

2. Type in your password rather than copy pasting it

4 I've forgotten the password to my account Click on 'Trouble logging in' and enter your username. You will receive an email with instructions. 

5

I've received a mail from 
Unilever.VendorData@unilever.com or
Unilever.VendorSelfOnBoarding@unilever.com
to complete a task

You may have received an email from this ID in the following 2 cases -

1. If you have been recently onboarded or extended as a vendor in the Unilever database - in this case you need log onto 
the Velocity tool and click on 'My Work' and you will see a pending request with a case ID in the format ONB - XYZ, UNB -
XYZ, EXT - XYZ. Click on this request and enter all your information. Find the detailed process HERE

2. If you have been invited to update your details - view the comments mentioned by the user in the mail. Log onto the 
Velocity tool and click on 'My Record'. Modify your Company/Contact/ Bank & Tax details by clicking on either the 
Company/Contact/Bank & Tax details and click on 'Make Changes to Company/Contact/Bank & Tax details'. Please 
find the detailed process HERE. 
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6 I don’t see anything under 'My Work'

You will see something in 'My Work' only if you have logged in using the email ID that your Unilever point of contact used to 
invite you to register with Velocity. Use the email on which you received the initial email and are receiving the reminders.

View the comments mentioned by the user in the mail.

7
I've been invited by a Unilever user to update 
my Company/Contact/Bank & Tax details

1. Log into the Velocity tool
2. Click on 'My Work' to see the pending task and make required changes – click HERE to see the detailed process.
3. Click on ‘My Record if you need to modify additional details, click on either the Company/Contact/Bank & Tax details 

and click on 'Make Changes to Company/Contact/Bank & Tax details'. Detailed process HERE

8
The tool doesn’t let me change my bank 
details

If the tool doesn’t allow you to change your bank/tax details, it is because your contact details aren’t updated. Go to ‘My 
Record’ and change your contact details first.
Click HERE for the process

9

The tool doesn’t let me delete my bank details 
during an EXT/UNB request and my request 
keeps getting rejected 

Currently the tool doesn’t allow you to delete your bank account in an EXT/UNB request. However, we are working on 
getting this feature available to you ASAP. In the mean time, before you submit your EXT/UNB request, please go to ‘My 
Record’ and raise a request to delete your applicable bank details (you will get a case number of the form MOD – XXX). 
Detailed process HERE. Submit your EXT/UNB case once you have raised this request – however, note you wont see your 
bank detailed deleted in this case. 
Next, drop a mail to the support team and tell them that you couldn’t delete your bank details and hence have raised an 
MOD case and ask them not to reject your request. Share the MOD case number as well as the EXT/UNB case number.

• Support email ID for SEAA, NAME, Africa: Central-VMD.Ops-Support@unilever.com
• Support email for Europe: Central-EUVMD.Ops-Support@unilever.com
• Support email for North America: Central-NAVMD.Ops-Support@unilever.com
• Support email for LATAM: LA-vendors.mdm-ops@unilever.com

10
The tool is throwing an error saying that the 
postal code/bank/tax details are incorrect

The Velocity tool requires the postal code/bank/tax details to be entered in the correct format for your country. Please 
make sure it is entered as per the correct format and number of characters. You can find the correct format for all the 
countries HERE.

mailto:Central-VMD.Ops-Support@unilever.com
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11
The tool is asking me for a number of contact 
details

The Velocity tool requires you to enter certain mandatory contact details such as - 'Account Manager Handling Unilever 
Business' or 'Finance Controller'. You should enter the email ID of the personnel from your firm handling this area of work. 

Please note that you should not enter a Unilever Email address here. The Velocity tool will not accept and will not allow 
you to submit if you enter a Unilever personnel’s Email address. 

If you do not have different people handling the different aspects of Unilever business, you can enter the same details for 
all applicable contact types.

12
What if I don’t agree to the General Terms and 
Conditions

The Velocity tool will not allow you to be onboarded as a vendor unless you select one of the following options –
1. 'I agree' 
2. 'I agreed a T&C deviation' - in this case you need to upload an email/agreement with Unilever agreeing to this 

deviation in terms and conditions

13

The general terms and conditions say the 
payment terms are 90 days but we have 
agreed to something else

The payment terms are 90 days from receipt of invoice or receipt of Products/ Services if later, except as specified otherwise 
in the PO or CTC or if restricted under mandatory applicable laws. The payment terms will follow what is mentioned in the 
CTC/PO. 

14
What should I do in case I am facing errors?/ 
Whom do I contact in case I need support?

1. You can refer to any of the user guides linked in this document 
2. Open the support page on the left hand side of your screen (refer detailed instructions HERE) and access the Velocity

Virtual Assistant to speak to one of our live agents.
3. If you are still facing errors/have questions even after speaking to our live agents, drop a mail to our support team:

• Support email ID for SEAA, NAME, Africa: Central-VMD.Ops-Support@unilever.com
• Support email for Europe: Central-EUVMD.Ops-Support@unilever.com
• Support email for North America: Central-NAVMD.Ops-Support@unilever.com
• Support email for LATAM: LA-vendors.mdm-ops@unilever.com

15

I have submitted the request, but I still get 
reminders/the request has been returned back 
to me

Once you have submitted the request along with all your details and uploaded documents, these will be verified by 
someone from Unilever. Unilever will also check if the details you have entered in the tool match the  details on your 
supporting documents. If these do not match, the request will be returned back to you to re-input the details/documents. 
You will see the instructions in the comments/email sent back to you. 

mailto:Central-VMD.Ops-Support@unilever.com
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Login to Velocity Tool

Scroll up



To onboard as a new vendor or to verify your existing details you will receive an email invitation 
from Unilever, containing a username and password. Click on the link to login to Velocity. 

“Click Here” to login

Use the username/password in the 
mail to login to the tool



Login to Velocity (if you are using the tool for the first time you will have been emailed a user 
name & password). Make sure you use the email ID to which the initial email was sent to or you 
will not be able to login and see your pending task.

Login to the tool with the 

credentials you received 

in the Email



The first time you login to Velocity, you will need to change the password. If you do not get the 
authorisation code, please include all Unilever email IDs in your safe senders list of your inbox. 
Click HERE for the steps.

Use the authorization 
code you receive via 

Email and change your 
password



Each time you login to Velocity, you will need to enter the Authorization Code sent to you via 
email. If you do not get the authorisation code, please include all Unilever email IDs in your safe 
senders list of your inbox. Click HERE for the steps.



Onboard or Verify Data

Scroll up



You will find the request you need to complete in the “My Work” section of the screen.

Click on “My work” to 
see your pending tasks

Click on the pending task 
to proceed

Handy Hint: you 
should complete all 
the details within 24  

hours. Remember: the 
more you delay the 

later you will be able 
to start business with 

Unilever!

You will find all your pending tasks 
under ‘For your Urgent Action’



Please review and make any required updates to your company details.

Click on “Continue” to 
proceed

Review/enter your 
company details here 

If you select “Yes” to this 
question, you will need to enter 
additional information 

Handy Hint: 
In order to 
save your 

updates, all 
mandatory 

fields * on the 
page must be 

completed



Now enter the details of your key business contacts.

Input the contact details 
by selecting the “Contact 
Type” drop down

Handy Hint: 
Please ensure 

that you 
update all of 

the 
mandatory 

contact 
details

Add a new contact for 
each contact type by 
clicking the “Add 
Contact” button 

Click on “Continue” to 
proceed



Now enter your bank and tax details. Please ensure you enter your IBAN and VAT details.

Input your 
Bank & Tax 
details here. 

Click on “Continue” to 
proceed

Handy Hint: 
Please ensure 
all details are 
complete and 

correct to 
ensure a 

speedy on-
boarding!

To add a new Bank account/Tax 
number “Add Account/Add Tax 
Number” button 



Read through the T’s and C’s, Responsible Sourcing Policy, and Data rules – you will only be able 
to proceed if you agree. If you do not agree to all the T & C, contact your Unilever point of contact. 
If there is an agreement with them, you can agree to a T&C deviation.

Ensure you review and 
action all of the sections in 
this screen.

Complete your name & 
role and click on 
“Continue”

Handy Hint: 
You will be 

able to 
proceed only 
if you select 

“I Agree”.



Please upload all the supporting documents as required. Ensure that the details inputted earlier 
are indicated on the supporting documents. A mismatch can lead to a rejection of request. 
Mandatory supporting documents are different for each country.

Click “Continue” to move ahead

Handy Hint: 
Ensure the 

documents are 
up to date and 

in a correct 
format (non-
editable, less 

than 5MB)

Click on “Upload” to attach the 
document

Read instructions to upload the 
documents



Review the details you have entered

You can expand all the 
tabs to review and 
confirm your details. 

Click on “Finish” to 
complete the process.



Your request is now routed to Unilever for review.  

Once your request has been 
submitted this screen will be 
displayed. 

The request is now being reviewed by Unilever.
You will receive email notification of any further 
information required, or confirmation that the 
request has been approved.



Your request will be sent for review. If your documents do not match the data you have entered, the 
request will be sent back to you (you will get an email).
Once your request is reviewed and approved, it will be completed once the case status is –
Resolved completed.

Click on ‘My Work’ > ‘My Submitted Requests’ to 
see the requests you have already submitted.

You will be able to see the status of your 
request under ‘Case Status’. Once your 
request is reviewed and approved, the case 
status will change to ‘Resolved-Completed’

Your request will not be completed till the 
case status is not ‘Resolved-Completed’



Update your Data

Scroll up



You would have received an email from a Unilever user to updated your data by logging into the 
tool. You can make changes to the details Unilever hold for you. 

“Click Here” to login

Use the username/password in the 
mail to login to the tool

Make changes as per the 
comments from the Unilever user



You will find the request you need to complete in the “My Work” section of the screen. The request 
will be in the form of MOD – XXX. The tool will 

Click on “My work” to 
see your pending tasks

Click on the pending task 
to proceed

Handy Hint: you 
should complete all 
the details within 24  

hours. Remember: the 
more you delay the 

later you will be able 
to start business with 

Unilever!

You will find all your pending tasks 
under ‘For your Urgent Action’



Make an update to the data as required. Once you have completed this request, you can click on 
My Record to change your other data as well. 
If the tool doesn’t allow you to change your bank/tax details, it is because your contact details 
aren’t updated. Go to ‘My Record’ and change your contact details first.

Handy Hint: you 
should complete all 
the details within 24  

hours. Remember: the 
more you delay the 

later you will be able 
to start business with 

Unilever!



Click on ‘My Record’ to make changes to all your details. Please ensure that your contact details 
are updated – you wont be able to change your Company or Bank/Tax details otherwise.

Click on “My Record”

Click “Make 
Changes to” 
button to begin the 
process

Select the tab you wish to make changes to 



Velocity Support

Scroll up



For Support / General Queries login to Velocity and click on “Ask Velocity”
If you cannot login to Velocity/access the chatbot write to -

Got Stuck? Don’t worry, you 
can get help by clicking on 

“Ask Velocity”. It will be 
available on the left side of 

your screen.

You will be routed to the support page when you click 
“Ask Velocity”. Click on the links available for reference.

Use the Supplier Video 
Guides for reference and 

guidance on the 
processes



Live Chat Support – you can access the live chat support in case of any questions or queries.

You can use the Velocity Virtual 
Assistance and type your questions 

to chat with the tool.

Click on connect to VMD agent for a 
live chat.

If you need more assistance, you can 
ask the Velocity Virtual Assistant. 
Click on “Ask Velocity” to proceed.



Field Specifications - Europe

Country
Postal code character 

limit/format

Vat registration number - number of characters -
the VAT number for all countries begins with the 

ISO code for the country - ex. DE for Germany
Vat number format

Bank account no - character 
limit/format

Austria 4 8 ATUxxxxxxxx 11

Belgium 4 10 BExxxxxxxxxx (XXX-XXXXXXX-XX)12

Czech Republic 6(xxx xx) 8 CZxxxxxxxx (XXXXXX - XXXXXXXXXX)16

Slovakia 6(xxx xx) 10 SKxxxxxxxxxx (XXXXXX - XXXXXXXXXX)16

France 5 11 FRxxxxxxxxxxx 11

Germany 5 9 Dexxxxxxxxx 10

Ireland blank 8 IExxxxxxxx; last letter will be alpha 8

Hungary 4 8 Huxxxxxxxx (xxxxxxxx-xxxxxxxx)16

Italy 5 11 ITxxxxxxxxxxx 12

Netherlands 7(xxxx xx) 12 NLxxxxxxxxxB01 10

Poland 6(xx-xxx) 10 PLxxxxxxxxxx 16

Portugal 8(xxxx-xxx) 9 PTxxxxxxxxx 11

Romania 7( incase it is missing 0999999) 8 Roxxxxxxxx 16

Spain 5 9 Esxxxxxxxxx; its alpha numeric 10

United Kingdom 6(xx xxx); Alpha numeric 9 GBxxxxxxxxx 8; as per document

Sweden 6(xxx xx) 12 Sexxxxxxxxxx01; need to add 01 at last As per document

Denmark 4 8 DKxxxxxxxx 10

Finland 5 8 FIxxxxxxxx 14

Norway 4 9 NoxxxxxxxxxMVA 11

Switzerland 4 9 CHE-xxx.xxx.xxx MWST (xx-xxxxxx-x) 9



Inbox Type

1 Outlook – windows

2 Outlook – Mac OS/Apple

3 Mail – Mac OS/Apple

4 Office 365

5 Gmail

Click on your operating system/inbox type



Outlook – Windows

Scroll up



Click on 
1.Home
2. Junk
3. Junk E-mail Options

1. Click on the tab – Safe Senders
2. Click on Add
3. Add @Unilever.com and click 

ok
4. Check the box – Also trust e-

mail from my Contacts



Outlook – Mac OS

Scroll up



Click on 
1.Home
2. Junk
3. Junk E-mail Options

1. Click on the tab – Safe Senders
2. Click on Add
3. Add @Unilever.com and click 

ok
4. Check the box – Also trust e-

mail from my Contacts



Mail – Mac OS/Apple

Scroll up



Click on 
1.Mail
2. Preferences

Click on Add 
Rule

Select 
‘From’ here

Select 
‘ends with’ 
here

Type 
@unilever.
com here

Click on OK



Office 365

Scroll up



1. Click on Settings
2. Click on View all 

Outlook Settings 1. Click on Mail
2. Click Junk email
3. Click on + Add

Input Unilever.com and 
press enter

Click on Save



Gmail

Scroll up



Click on Settings

1. Click on Filters and 
Block Addresses

2. Create a new filter

Enter @unilever.com here

Click on Create filter with 
this search

1. Check Never send it to 
Spam

2. Click on Create Filter



THANK YOU


