
Setting up a User Account (Subscription Process) 
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Step 1:  Visit the following URL: www.sfiprogram.org/sfidatabase/  
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Step 1a:  Select the bottom left tab to initiate the log in process 

The Subscription Process outlined in this section is a one-time process to set up a username and 
password for a SFI Implementation Committee representative. Representatives who complete the 
process have the ability to set up additional SIC usernames and passwords.  

Who Should Use This Manual 

• Any representatives of the SFI Im-
plementation Committee (SIC) for 
purposes of SIC annual reporting.  

Before You Start 

What this Manual Covers 

• Setting up an SIC User Account 
(Subscription Process)—p. 1-3 

• Entering Annual Report Data—p. 4-
10 

• Submitting Final SIC Annual Report 
Data—p. 11 - 12 

The Sustainable Forestry Initiative, Inc. (SFI Inc.) releases an annual pro-
gress report to document its achievements and opportunities to broaden 
the practice of sustainable forestry.   
 
SICs must complete an annual progress report outlining their accomplish-
ments during the previous year and a program of work for the following 
year.  SICs not addressing all components of the program, either through 
the SFI Implementation Committee or an existing mechanism, will not be 
listed in the annual, national SFI Program progress report, nor be able to 
use the service marks associated with the program.   
 
All the information and data submitted is kept confidential, and used in 
aggregate form in the SFI progress report.  However, reporting data will 
be supplied to the External Review Panel regarding Inconsistent Practices.  
If SFI Inc. wishes to use any SIC-specific information as examples of note-
worthy performance, SFI Inc. will seek permission.   
 
For help or if you have additional questions regarding SIC annual report-
ing, please contact Amy Doty at:  amy.doty@sfiprogram.org or 
202.596.3458.  
 

Contact:   
Amy Doty, SFI Inc. 
Email:  amy.doty@sfiprogram.org 
Phone:  202.596.3458 
Skype:  adoty1 
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Step 2: Select the Request Subscription Code link to set up your username and password the first 
time you visit the system. 
 
Access the login page directly: www.sfiprogram.org/sfidatabase/login/  

Step 3: Complete Subscription Code Request:  
• Ensure ‘User Type’ is ‘SIC User’;  
• Select your organization from the Organization dropdown menu; 
• Enter your email address;  
• Enter your first and last name;  
• Click ‘Send’ to submit your request. 

Once completed, you will receive an email from SFI Inc. with your unique Subscription 
Code.  Return to www.sfiprogram.org/sfidatabase/login/ and follow Steps 4, 5 and 6.  



Page 3 

Step 5: Copy and paste your unique subscription code into the field below and log in.  

Now you can access the system directly (www.sfiprogram.org/sfidatabase/login/ ) with 
your personal Username and Password to input SIC Annual Report data.   

Step 6: Create your own username and password for the system and Save.  
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Step 4:  Go to: www.sfiprogram.org/sfidatabase/login/ and click “Enter Subscription Code.” 
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Logging In and Entering SIC Annual Report Data 

Step 1:   Log in to the system with your username and password at:  www.sfiprogram.org/

 

 
 

Step 2:   Select the hyperlink titled:  Submit SFI SIC Progress Report Data 

 

Step 3:   Choose SIC organization name and reporting year from the dropdowns, then click “SIC 
Annual Report”.   
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Organization SIC Group 

 

Comments:   

1. Downloadable SIC Report Form can be accessed from each reporting page, by clicking on the link at top of page 
titled “SIC Report Form”. 

2. When you see a “Browse” and “Upload” button, you are only allowed to upload one document.  Additional 
documents should be sent to Amy Doty at amy.doty@sfiprogram.org.   

3. “Save” button will save input data so form can be completed later.  SFI recommends saving each page as 
you work through the form to avoid data loss.   
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Part I— Landowner Outreach, Informational Resources, Habitat and Inconsistent Practices 

Comments:   

1. Send examples of Landowner Outreach and Informational Resources materials via email to Amy Doty at:  
amy.doty@sfiprogram.org.   

2. Upload a copy of your committee’s Inconsistent Practices policy/process.  Only one document can be uploaded.  
Additional documents should be sent to Amy Doty at amy.doty@sfiprogram.org.   

3. “Save” button will save input data so form can be completed later.  SFI recommends saving each page as 
you work through the form to avoid data loss.   
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Part II — Inconsistent Practices continued 

 

Comments: 
  

 
“Save” button will 
save input data so 
form can be 
completed later.  
SFI recommends 
saving each page 
as you work 
through the form 
to avoid data loss. 
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Part III— Public Outreach and Program Growth 

 

Comments:   

1. Upload one 
example of Public 
Outreach in the 
system.  If you 
have additional 
items, please send  
attachments via 
email to Amy Doty 
at:  
amy.doty@sfiprog
ram.org.   

2. If SFI recruitment 
targets are 
provided under 
Program Growth, 
please ensure to 
include full contact 
information.   

3. “Save” button will 
save input data so 
form can be 
completed later.  
SFI 
recommends 
saving each 
page as you 
work through 
the form to 
avoid data loss.   
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Part IV— Program Input 

 

Comments:   

1. “Save” button will 
save input data so 
form can be 
completed later.  
SFI recommends 
saving each page 
as you work 
through the form 
to avoid data 
loss.   

 
 
 

PAGE:  Part V— SIC Leadership Contact Information 

 

Comments:   

1. Provide 
information on 
potential SIC 
project ideas 
and/or 
opportunities.  

2. Provide SFI 
program 
feedback, 
comments or 
suggestions for 
SFI Inc. 
Consideration. 
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Complete the online annual reporting form with the information relevant for your SIC.   

PAGE:  Other Involvement—Conservation Partnerships and Government Outreach 

 

Comments:   

1. If applicable, include information for one conservation partnership.  If you have additional partnerships to report, 
please send attachments via email to Amy Doty at:  amy.doty@sfiprogram.org.   

2. If applicable, include any information regarding your committee’s government relations outreach efforts.  Please 
include any information regarding policies, legislation, etc., which you feel SFI Inc. should be aware of.     

3. Click the “SAVE” button to save all of your work.  If you are satisfied with your report, please press “Submit” and 
follow instructions on page 11.  
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Confirming your Submission:  When you submit your final annual report, you will be asked to 
confirm your request to submit the data.  The system will also confirm you have submitted your 
report successfully.   

 

Comments:   

1. Upon completion of annual report data entry, click the “Submit” button.   
2. A pop-up window will appear confirming submission of your SIC annual report.  
3. Once your report is submitted, you will no longer have the opportunity to make changes to your data.  Please 

ensure all information is accurate and complete before submitting.   
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Email Confirmation:  Once SFI has reviewed your information and approved your report, you 
will receive an email confirmation of your annual report submission for your records.   

Comments:   

1. If you have questions regarding the SIC Annual Report, please contact Amy Doty at:  amy.doty@sfiprogram.org 
or 202.596.3458.     

 
 


