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Contract Price Activation 

Tier Slotting 

 
 

What is Tier Slotting? 

Tier slotting is a process that expedites tier assignments for 

multiple contracts and facilities, enabling you to batch process 

tier assignments rather than processing individual requests. 

 

 

When to use tier slotting 

• A new national contract has started 

• A contract tier structure is updated 

• New facilities are added to an existing system 

 

 

Tier slotting benefits 

• No member action is required 

• Prevents duplicates and provides error reports 

• Identifies currently pending requests to approve 

• When completed, Vizient Catalog is immediately 

updated to reflect approval for included facilities 

 

 
 
 
 

Create a Tier Slot File  

To create a tier slot file, select 

the Tier Slot tab in Contract 

Price Activation. 

 
 

Download the provided template 

and open the file in your 

spreadsheet editor. 
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Use the template file to provide approved tier information for each facility. 

 

Enter the contract number, price program, 

approved tier, and effective date for each facility 

in the respective column. 

Provide the unique identifier for each facility, 

such as the Member ID number. 

 
 

Field Description Data Type 
Special 
Formatting? 

Contract No. Vizient contract number. Alpha and Numeric No 

Price Program ID 

Internal identifier signifying the price program associated with the 

tier (contracts can have multiple price programs or groups of tiers). 

Tip: To identify a price program ID, use the Search page in CPA 

to search for the related contract. 

Numeric No 

Tier ID Tier number (e.g., 001, 002, etc.). One entry per line; no alpha. Numeric 001 or 1 

Effective Date Start date of pricing. Date MM/DD/YYYY 

Unique Identifier 

Member ID, GLN, LIC, or DEA # for the facility (member ID is most 

common). Use only one type of identifier per file. Tier slotting is done 

by facility; all eligible facilities must be included. 

Tip: If the member has shared facility lists available, refer to the 

facility lists to ensure you include all eligible facilities. From the 

toolbar menu in CPA, select My Preferences to view facility lists. 

Alpha or Numeric  

(Depending on identifier type) 
No 

 
 
 
 

Upload the Tier Slot File 
 

 

 

Return to the Tier Slot Upload 

page in CPA. 

Select the file you created from 

the template.  

Select the unique identifier that 

was used in your file.  

Add a note (required) to provide 

a description and click Upload. 
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Review and Complete 

When the upload is complete, select Review to verify your uploaded information before submitting the approval. 

 

 
 
 
 

Review the uploaded records at the bottom of the page to confirm the approved tier information for each facility. 

 

A tier slot number is automatically generated. Make note of the 

TS number to quickly search and review tier slot information. 

 

 

If there are no errors to correct or tier changes required, 

click Submit to complete the tier approval. 

 

  

Export tier approval details. 

Review approved tiers by facility. Use subtabs to review 

the tier slot file, attach files, and view the audit log. 

Identify errors or tier changes 

requiring attention. 

You can cancel the tier slot if needed. 
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Identify Errors 

If there is a problem with the uploaded tier slot file, an Errors subtab is displayed. 

 

 

Review the error indicators. 

Open the Actions menu to 

export the Errors report. 

Revise the tier slot file to fix the 

errors, and re-upload the file. 

 
 
 
 
 

Verify Tier Changes 

If a facility in the tier slot already has a supplier approved tier or pending tier request for the selected price program, 

you will be required to verify the tier change for each of those facilities before submitting the approval. 

When this occurs, a Tier Changes subtab is displayed with each facility’s approved/pending tier information. 

 

 
 
 

Leave the checkbox blank to exclude the facility from the tier slot process. 

Add a checkmark to proceed with tier slot approval for the facility. 

 

 
 
 
 
 

After reviewing tier changes, select the Approved Tiers subtab to review approved facilities as applicable. 

Once you have confirmed tier assignments for the included facilities, click Submit to complete the approval process. 

 
 
 
 
  

View approved or pending 

tiers for each facility. 
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Finding Tier Slot Uploads 

To quickly locate your recent pending, completed, and canceled tier slot submissions, open the Settings menu at the 

top right of any page and select Recent Activity. 

 

  

 

 
 
 
 

To locate historical tier slot submissions, select Search from the top menu bar. 

 
 
 
 
 

From search results, select a Request ID to view details on a tier slot submission. 

 
 
 
 
 
 

Need Help?   

Contact us at vizientsupport@vizientinc.com or (800) 842-5146. 

  

Select the status link to review tier slot details. 

Add filters, such as Status, to narrow the results. 

Click Search to view results. 

Hover over indicators for details on number 

of facilities with tier changes, errors, etc. 

Select Tier Slot in the Record Type menu. 
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Vizient, Inc. provides solutions and services that improve the 

delivery of high-value care by aligning cost, quality, and market 

performance for more than half of the nation’s healthcare 

providers. Vizient provides expertise, analytics, advisory services, 

and a contract portfolio representing more than $130 billion in 

annual member purchasing volume, to improve patient outcomes 

and lower costs. www.vizientinc.com. 
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