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SFI Database:
Online Label 
Approvals

May 20, 2011

SFI Online Database

• Overview
• Subscription ProcessSubscription Process
• Submitting Online Label Approvals
• User Manuals

• Online Label Approvals
• User Administration
• Product Entry
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• Product Entry
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Current versus New System

Current System Online System (June 1st)

Email to SFI Office of Label Select and enter relevant 
Use & Licensing staff with 
file and product details

details and upload label use 
file for approval

24 hours or less turnaround 24 hours or less turnaround

SFI staff support & 
availability

SFI staff support & 
availability
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availability availability

Advantages of the New System

• Central storage location for all label 
approvals (uploaded files and details)pp ( p )

• Secure system 
• Decreased email traffic

• All relevant details required for label approval 
requests, i.e. no missing information
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SUBSCRIPTION PROCESS

Request Subscription Code

• One time 
setup

URL: www.sfiprogram.org/sfidatabase/login

• Request 
Subscription 
code

• Ensure 
‘Company 
User’ is 

l d
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selected
• Enter 

information
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Email with Subscription Code

• Email from SFI 
with your 
niq e codeunique code

• Click the link in 
the email from 
SFI

Use Subscription Code

• Enter 
Subscription 
CodeCode

• Copy and Paste 
Code from 
Email

• Login
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Set up Username & Password

• Enter 
information you 

o ld to bewould to be 
associated with 
the account

• Specify your 
username & 
password
O i
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• One-time 
account setup 
now complete

SUBMITTING LABEL 
APPROVALS
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Logging in
URL: www.sfiprogram.org/sfidatabase/login
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Requesting Label Approval 
first steps for both on and off-product requests
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Requesting Off-Product Label 
Approval

• Image proof of label use (pdf, jpg, giff and tiff. 
Fil i li it i 10 MB)File size limit is 10 MB);

• General description of product;
• Main Audience;
• Enter any email addresses of people that 

should receive any correspondence on the 
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logo approval request;
• Submit your request.

Requesting Off-Product Label 
Approval
• Approval 

requests cannotrequests cannot 
be edited once 
the Submit 
button has been 
clicked.

• Save to come 
back and
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back and 
submit at a later 
date.
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Requesting On-Product Label 
Approval

• Image proof of label use (pdf, jpg, giff and tiff. 
Fil i li it i 10 MB)File size limit is 10 MB);

• General description of product;
• Main Audience;
• Enter any email addresses of people that 

should receive any correspondence on the 

15

logo approval request;

Requesting On-Product Label 
Approval

• Select the applicable product category;
• Enter the company name of your supplier;• Enter the company name of your supplier;
• Enter the certificate number of your supplier;
• Select  label type for approval;

• If SFI Chain of Custody, select  physical separation, 
Volume Credit or Average % label type;

P f t f th ti j b?
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• Paper manufacturer same for the entire job? 
Tagline, if not?

• Submit request.
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• Approval 
requests cannot 
be edited once 
the Submit 
b tt h bbutton has been 
clicked.

• Save to come 
back and 
submit at a later 
date.
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Approval Email
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Label Approval Summary

Label Approval Summary
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USER MANUALS
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More Admin Features

• Update your company contact details 
Vi tifi t i f ti• View certificate information

• Manage additional company users
• Add/Update Product information 

(Manufacturers)
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User Manuals
• User Manuals :

• Online Label Approvals 
(includes new label use guide)

• User Administration
• Product Data Entry (Wood 

Building Products and Paper, 
Print & Packaging Products)

• Available on the SFI 
Website Members’ Area
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Website, Members  Area
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Any Questions? 
Contact SFI’s Office of Label Use & Licensing

Rachel Dierolf 
Manager of Statistics and Labeling
613-274-0124, rachel.dierolf@sfiprogram.org

Jason Metnick 
Senior Director, Market Access and Product Labeling
602-374-6539, jason.metnick@sfiprogram.org


