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SFI® Inc. Online Database: User Administration

Who Should Use This Manual

¢ Any representatives of organiza-
tions certified to the SFI Forest
Management standard, SFI Fiber
Sourcing standard, and/or SFI
Chain of Custody Standard.

¢ Any representatives of organiza-
tions certified to PEFC Chain of
Custody in the US.

What this Manual Covers

o Setting up a Company User Ac-
count (Subscription Process)-pl|

e Updating Company Details-p4
¢ Adding Company Users-p5

Before You Start

The SFI program owns all right, title and interest in the foregoing
marks and exercises legitimate control over the use of the SFl on-
product labels. All SFI on-product labels are registered with both
the U.S. Patent and Trademark Office and the Canadian Intellectual
Property Office, and each label must be individually accompanied by
an ® to indicate that the on-product label is associated with the SFI
program. Only SFI certified organizations may use the SFl on-
product label.

All projects with the SFI label must be submitted online to the SFI
Office of Label Use and Licensing prior to press. The Office of Label

Use and Licensing evaluates and approves applications for use of all
SFI label use. Approval for use of any SFl on-product labels will be-
come effective upon authorization issued by the Office of Label Use
and Licensing, and remains in effect for one year. SFl label graphics
are available to certified companies in the Members’ Section of the
SFl website upon certification. Please contact SFl if you require ac-
cess to the artwork.
]

Setting up a User Account (Subscription Process)

URL: www.sfiprogram.org/sfidatabase/

The Subscription Process outlined in this section is a one-time process to set up a username and
password for a certification body representative. Representatives that have completed the process
have the ability to set up additional company usernames and passwords.

Step |:Select the bottom left tab to initiate the log in process
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This website is your gateway to forest products and suppliers independently
certified to the 5F| Standard. It will help you simplify your purchasing decisions,
demaonstrate your corporate social responsibility, and meet the needs of your
organization and customers. When you put your purchasing power behind your
support for responsible forest management, everybody benefits.

This database lets you identify ocrganizations with 5Fl-certified lands, see how
much land is certified to the SF| forest management standard, chec certificate
details, find out which independent certification body conducted the audit, or
search for a specific certificate using its number. There is also a list of certified
chain-of-custody locations.

You can find cut what kinds of products — including paper, print & padckaging, and
wood — S5Fl-certified organizations camy, along with their certification and contact
information. Yeou can use the SFI identification number on &8 product label to
trace the product back to the label user. Certified organizations and certification
bodies can log in to update their information or submit a request for logo use or
certified product information. Contact Rachel Dierclf for access information.

\lore informaticn about the SF| program, its on-product Iabels and its standard
gan be found on the SFl Inc. website. Questions about this product database can
be directed to REachel Dierclf, SF| Manager of Statistics and Labeling.

Search for 5F1 Label User

SFI-

Enter 5§ digit ID Number from
label

Submit

Search for Certificate Holder

Enter certificate number

Submit
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http://www.sfiprogram.org/sfidatabase/
http://www.sfiprogram.org/sfidatabase/login/
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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

Go to 5F| Home Page Search 5F| Databass

Username:
This section of the SFI Certification Database should be used for the following actions:

* Submitting SFland PEFC US logo use approvals by SFland PEFC US certificate holders

Password:
* Updating SFI certified product information
* Entering annual progress report data by SFI Program Participants and SIC representatives
* Submitting certificate details by Certification Bodies
If you do not have a Username and Passwaord for the SFI Certification Database, please reguest a subscription code and SFI will
contact you within 24 hours of your email.

Please contact Rachel Dierclf at SFlif you have any questions.

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

GolSFiHomePage  Saanch 5F Datshasa m

Request Subscription Code

i

User Type:” @ company User \_/ Certification Body User ) SIC User
Select Organization:” - -
To:~ rachel dierolf @sfiprogram .org

Email address:”
Subject:” Request Subscription Code
First Mame ~

Last Name =



http://www.sfiprogram.org/sfidatabase/login/
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Step 6: Copy and paste your unique subscription code into the field below and log in

Ga o 5F1 Home Fage Search 5F Database

Enter Subscripti

on Code
Subscription Code: @

Step 7: Create your own username and password for the system and Save

Hello, you are temporarily logged in with a Subscription Code.

&0 io 5Fl Home Page Search 5F| Database Admin

Return to Submit Data

User Management

Create Company User - Organization Name: testcompany

ndicates requined fiskds

User Name *
Email =
First Mame *

Last Mame =

Password ~

T ‘Bssword
q{ Save ] [ /Cancel

Now you can access the system directly (www.sfiprogram.org/sfidatabase/login/ ) with your

personal Username and Password to submit label approvals, change your company contact
information, and add product details.
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Entering and Updating Company Details

The database allows company representatives with a username and password to update any necessary
company details (see image below).

Step I: Select ‘Organization’ from the top menu bar and then ‘Organization Data Entry’ to access the
form. Click the ‘Edit’ button at the bottom of the form.

Step 2: Click the ‘Save’ button when the information has been updated.

30 % 55 Home Page ‘Saarcn 57| Datanee Onganizazion Frograss Sapon Des Aderin Retumn to Submit Data

Organization Details

Onganization Mame

Organization Contact
Infarmation

“ Inlicates nequined Meies

Mame =

Addness 1°

Address 2

Coountry

S Provinee ©

cry-
| PostELTIp Coce M2C2
Tekphions

Email

URL

Company SFI Label 1D
Numizer

EF-

Forest Landownar " . Printer "
Other

organization Type ~ Paper Merchant/Broksr | E |
Paperboard Converter
Print Eroker

Puiln & Paner Prodicer

Qrganization Contact

Motes
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Company User Administration

Company Users with access to the system can create additional company users.

Step I: Select ‘User Management’ under the ‘Admin’ tab in the
Step 2: Click the ‘Create Company User’ button.

top bar to get the screen shown below.

130 30 SF| Home Page Saarch S5 Dananess Organizaion

Frogress Sanor: Dats ﬂdm l'\

Return to Submit Data

N

User Management

¥ Company User

Organization: : .
\[ Create Company User

First Name Last Mame Emazil Addra=s

Y ann Drierolf

Step 3: Complete the form and Save the information.

U=ar Role Organization Name

rachel dierolf@sfiprogram. ong Company Usar

30 30 S5FI Home Page Seanch 55| Datanase Organization Progress Report Daia Admin

Return to Submit Data

User Management

Create Company User - Organization Name: Ace Graphics

* InicEtes nequined feis
User Mams -

Email ~

First Mame -

Last Mams ©
Password ~

W'

[ Save ]‘b Cancel

Additional company users can now log in to the system.

Contact SFI Office of Label Use & Licensing Staff

Sustainable Forestry Initiative Inc.
900 |7th Street, NWV, Suite 700
Washington, DC 20006

Phone: 202-596-3450

Online Reporting:
www.sfiprogram.org/sfidatabase/
More info: www.sfiprogram.org

Jason Metnick
SFI Senior Director, Market Access and Product Labeling

602-374-6539, jason.metnick@sfiprogram.org
Rachel Dierolf

SFI Manager of Statistics and Labeling
PEFC US Governing Body Secretary

613-274-0124, rachel.dierolf@sfiprogram.org

References

SFI Requirements: Section 2— SFI 2010-2014 Standard
SFI Requirements: Section 3 - SFI Chain-of-Custody StandardSFI
SFI Requirements: Sections 4 — Rules for Use of On-Product Labels

Requirements: Sections 5 — Rules for Use of Off-Product Marks
SFI Label ID Numbers
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