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SFI Online Database

e Overview

e Subscription Process

e Submitting Annual Report Data
e User Manual
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Advantages of the New

System

» Central storage location for annual report data — allowing
for collaborative data entry and no lost attachments

e Secure system
 Decreased emaill traffic

— All relevant details required for annual reports and less
missing information
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Current versus New System

2011 Online System (Jan

2010 System

Completion of annual report
form in Word document

Emailed as attachment to SFI

SFI confirms receipt via emall

1St)
Completion of annual report
form online

Submit button when complete

SFI online reporting system
confirms submission by email
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Before You Start

 No new gquestions
* Use Internet Explorer for best results

e Reports CANNOT be edited once the Submit button is
selected (SFI can reset the report status, If it was
submitted in error or if changes are required.)

e Contact Amy Doty if you encounter any issues
(Amy.Doty@sfiprogram.orq)
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Subscription Process
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Request Subscription Code

URL: www.sfiprogram.org/sfidatabase/lo

e One time setup

Username:

Thiz zection of the SF| Certification Database should be used for the following actions:

* Submitting SF1 and PEFC US logo use approvals by SFland PEFC US certificate holders Y O n e COd e p e r

* Updating SFI certified product information

Password:

* Entering annual progress report data by SFI Program Participants and SIC representatives S I C

* Submitting certificate details by Certification Bodies

LOGIN  Request

If you do not have a Username and Password for the SFl Certification Database, please reguest a subscription code and SFI will

contact you within 24 hours of your email. S u bscri pti O n

Please contact Rachel Dierolf at SFIif vou have any guestions. d
Beguest Subsoription CO e

Code..

e Ensure ‘SIC
User’ is selected

Request Subscription Code

*indicates required fields

. e * Enter
User Type: ) Company User ) Certification Body User @ SIC User

SIC Organization:* |— EI Informatlon

To* amy doty@sfiprogram.org
CC:

Email address:*

Subject:* Request Subscription Code

First Mame * SUSTAINABLE
Last Name * 8 FORESTRY
ast Name INITIATIVE
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Email with Subscription Code

HEdY &~ 2 9 ﬁ & FW: 5FI Subscription notification - Message (HTML) o B ==
Message Insert Options Format Text Review Adobe PDF (] 0
) . » ;
@y Ianare x .\_a ,\_E ,‘_2 a Meeting |[33 Mew Label Appr... i) To Manager &3 @ Rules @ Mark Unread a% 4 Find \
- (3 Team E-mail & Done L N] oneNote Categorize ~ 2y Related ~
- Delete Repl Reply Forward . Move Translate Zoom
&Junk L AT|y ?‘e Mare = Q Reply & Delete “F Create New = = 23 Actions = | ¥ Follow Up ~ : l¢ Select -
Delete Respond Cuick Steps Fa Move Tags Fa Editing Zoom
From: Doty, Amy Sentt Mon12/12/2011 12:36 PM
To: Dierolf, Rachel
]
Subject: I‘SF[ Subscription notification

From: rachel. dierolf@sfiprogram.org [mailto:rachel. dierolf @sfiprogram.org
Sent: Friday, December 09, 2011 10:13 AM

To: Doty, Amy

Subject: SFI Subscription notification

To: Alabama

Welcome to the SFI community! Your subscription code is KWON4333KW and will expire in 10 days.

Please enter vour subscription code here:
http:/www_sfiprogram.org/sfidatabaselogin and follow the instructions.

Best Regards,

Rachel Dierolf

Manager of Statistics and Labeling, SFI
PEFC US Govemning Body Secretary
tel: 613-274-0124

fax: 613-792-1470

email: rachel dierolf/@sfiprogram org

L5

 Email from SFI
with your unique
code

e Click the link in
the email from
SFI
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Use Subscription Code

Username:

This section of the SFI Certification Database should be used for the following actions: [ E nte r S u bSC ri pti O n

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

Password: ‘ d
* Updating SF1 certified product informatien O e
* Entering annual progress report data by SFl Program Participants and SIC representatives

+ Submitting certificate details by Certification Bodies ) ‘ 0 py an d P aSte
If you do not have a Username and Password for the SF] Certification Database, please request a subscription code and SFI will COd e fro m E m al I

contact you within 24 hours of your email.

Please contact Rachel Dierclf at SF1if you have any questions. L H
e Login

Sol SR = Se3721 57) Datansze Login

Enter Subscriptidn Code
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Set up Username & Password

Hello, you are temporarily logged in with a Subscription Code.
*
B0 ko 5F1 Home Pags Search 571 DaEnase Admia Return to Submit Data v

User Management

 Enter information to
be associated with
the account

e « Specify your
e username &
ooy password
= = « One-time account

setup now complete
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Submitting your Annual
Report Data Online
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Access the System

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

* Submitting SF1 and PEFC US logo use approvals by SFl and PEFC US certificate holders
Password:

* Updating SFI certified product information

* Entering annual progress report data by SF1 Program Participants and SIC representatives
* Submitting certificate details by Certification Bodies

If you do not have a Username and Password for the SFI Certification Database, please reguest a subscription code and SF| will
contact you within 24 hours of your email.

Please contact Rachel Dierolf at SFI1if you have any guestions.

Reguest Subsoiption
Code...

SUSTAINABLE
FORESTRY
IMNITIATIVE

13 o for . ol for g fomeat™



Accessing the Reporting

Section

o Select hyperlink: Submit SFI SIC Progress Report Data

Return to Submit Data

SIC Users

Welcome to the Internal SFI Certification Database. Select one of the options below to enter or revise information in the SFl database.

= Submit SFI SIC Progress R@

To request assistance or if you have any questions, please email us.
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* Choose SIC Organization Name from “Organization” Drop down

— Corresponds to State, Province or Region

» Choose reporting year, i.e. 2011

Go to SFi Home Page Search SF| Database Organization Progress Report Data Contact  Admin Return to Submit Data

SIC Annual Report

Organization: I Alabama *

Year:
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Gu Lu 3FI Hurie Page Serenidi SFI Daslubrsees Caganization i frm Return to Submit Data

* Highlighted sections
on left

 Filling out your
applicable information

— Send attachments
via email to Amy
Doty

» Navigating reporting
system and saving
data

16

Organization SIC Group

SIC Annual Report
SIC Report Form

Organization SIC Group

Organization

SIC Mame: |Aabama et |Alabama
arre.
B . Committec
Cther States. | Structure: I
Courtry- |us
Signed MOU: Active: 5

Attach a copy cf SIC organizational guidelinzs (charter, bylaws, Browse.. | Upload |
efc.):

(The maximum file size is 10MB)

SC Website: |

Deseribe how the SFI Implementation Committee (SIC) is organized — part of cxistng forcstry association
committee, formal subzommitee, independznt, etc. What organization provides primeary support to the
committee?

Bl
'R EEEEEEEEEEEEEEEEEENEESEL

Does your state/province monitor voluntary compliance with BMP's? & Yes ' No

If no, how is compliance with BMPs moritorad or evaluated in your siate/province?

=

If yes, please provide the most current overall figure or the rate of compianze | % compliarce n

If available, please send a copy of the BMP report to Amy Doty@sfiprogram.org.




Go to SF] Home Page Search SF| Detabase Cirganization Progress Report Data. Contact Return to Submit Data

SIC Annual Report

Alabama
SIC Report Form

Orgamnization SIC Group Part ]

Provide a detailed description of activities incorporating SFl-specific recognition or goals in each area
below. Note unique projects you would like to aspecially highlight. Forward current SIC policies and/or
examples to Amy.Doty@sfiprogram.org.

e Landowner

OutreaCh and Does your SIC have programs to address Landowner QOutreach*? & Yes  No
. [~
Informational
Resources - _
. Description or Plans to Address:
reporting
[

— Send examples
via email to
Amy Doty

(*Landowner outreach as described in SFI 2010-2014 Standard Indicators 17.11-17.1.3)

OO0 OOOOOOOOOOSOOOIOIQOSQOCOQIPQOPQIPLOPIPIYSP

e |nconsistent
Practices
Information

Does your SIC have a mechanism in place to address concerns with Inconsistent Practices?
®Yes CNo

If YES, is there a confidential mechanism to track/record complaints in such a manner that identifies SFI
participants that are the subject of multiple/recurring complaints (if yes, quantify below)?
®Yes ' No

If NO, when will your SIC have an inconsistent practices mechanism in place?

Attach a summary of your SIC process for
receiving/responding to inconsistent practices, | Browse... | Upload
including a flow chart if available e maximum file size is 10MB)

— Upload
policy

17




Part Il

* |nconsistent
Practices
Information
continued

18

Organization 5IC Group

‘Search SFl Database Crganizatian Progress Report Data. Contact Admin Return to Submit Data

SIC Annual Report

Alabama
SIC Report Form

Part 11

Describz how your SIC advertises/communicates the inconsistent practices process (publications, target
audiencas, websites, ad frecuency, efc)
=l

Provide aggregate reporting nformation (no nemes) on inconsistert practices below
Total number of inquiries received last year, valid or not, SFl and non-3FI:

How does the SIC determine when a complaint is resolved (optional)?

Of the total number of nconsistent practices reported above, how many were SFl-specfic? |

PLEASE ITEMIZE SFI INCONSISTENT PRACTICES BELOW — ALL SHOULD ADD UP TO THIS TOTAL
NUMBER

Nurrber of Participants
with more thean one
inconsistent practice

Adcressed &

Addresszd & Resolved UnResolved

Obj. 1 (Forest Management | | |
Planning):

Obj. 2 (Forest Productivity): | | |

Obj. 3 (Protecticn and Maintenance I I I
of Water Rezources):

PIFIIIFS vrrrrvrrrrerereey

I - " I

Describe circumstances (without names) for each unresolved inconsistent practices claim, current
status, and plans to resolve:

|

Back Cear Save Next

[
Ll‘ll#ll#léll&lll'lll&l#ld‘l“




Organization Progress Report Data Contact Admin Return to Submit Data

SIC Annual Report

Alabama
SIC Report Form

I a rt I I I Organization SIC Group Part III

Communications-Non Core

Does your SIC specifically promote the SFI program in communications efforts? © Yes “ No

Other Involvement
Describe SFI communications
activities last year and planned
activities this year:

e Public Outreach
Information

If your SIC does non-core paid
advertising and/or marketing, please

enclose publication or advertising

examples. If you have more than one | . M M
file to upload, please forward as email (The maximum file size is 10MB)

attachments to

Amy.Doty@sfiprogram.org.

— Upload one
example and send
additional via email

List web sites where the SFI program
is mentioned:

* Program Growth

=]

— Include full contact
information for
participation
recruitment targets

Identify at least 3 publications serving
your state or province where the SFI
program has or could be effectively
advertised/promoted:

Program Growth

Does your SIC have plans to recruit SFI program participants? © Yes © No

Identify at least 3 organizations that
could enhance SFl recognition in your
state or province by enrolling in the SFI
program (please provide contact
information):

19




Return to Submit Data

» SIC project
|deaS Or SIC Annual Report
opportunities Alabama

SIC Report Form

- Suggestions, |

The SFI Implementation Committees are one of the greatest strengths of the SFI program and are one of the
Com ments Or things that make the SFI program stand out from all the rest. SFl Inc. values your work and contributions to the
feedback for

SFI program.
SFI Inc.
consideration

Please list below any ideas or opportunities your SIC may be interested in pursuing or reporting on not covered by
this report.

Other Involvement J
i

SUSTAINABLE
FORESTRY
IMITIATIVE

20 Chnd . O oo e



i S I C Leadership SoloSiione P o et D pizaicn i | Return to Submit Data
contact information SIC Annual Report

Alabama
SIC Report Form

Organization 5IC Group Part V

Current SIC Chair
First Name:

Last Name:

Company/Organization:

Complete Mailing Address:
Other Involvement Phone:

Fax:

E-mail:

Current SIC Coordinator

First Name:

Last Name:

Company/Organization:

Complete Mailing Address:
Phone:
Fax:

E-mail:
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Other Involvement

Return to Submit Data

. SIC Annual Report
Final page
. Alabama
Captu res. SIC Report Form
C i A Other Involvement
° onservation
i i ips: & 8
Partnershlps Cor?servatmn Partnerships: Yes No
Project Name: |
. - =
hd Govern ment Short Project Description
. {include conservation objective
REIa'nonS ——— and other relevant information): -
Partners:
Start Date (estimated): iz

Total Cost of Project: #3Us  SCDN
SIC Contribution: *3US  SCDN
If you have more information on your conservation project and involvement, please send an email with relevant

* Ensure you
“Save” your

|
I
Completion Date (estimated): | iz
I
|

information to Amy_Doty@sfiprogram.org.
work.
Government Relations
Government Relations: #yes O No
=
Description:
-

Please contact Amy.Doty@sfiprogram.org if you require a copy of your report or if you have any questions.

Back cm;@ Next |




Submit Your Report

Goto SFl Home Fage  Search SFiDatabase  Organization  Frogress ReportData  Contact  Admin Return to Submit Data

SIC Annual Report * CIle the
Alabama ‘Submit’ button

SIC Report Form

on the bottom
Conservation Partnerships: ®Yes CNo rl g ht When yo u r
Project Name: |

Short Project Description - report haS been
(include conservation objective

and other relevant information): CO m p I eted

Other Involvement LI

Partners: |

Start Date (eehmﬂmd‘- ° ‘ y
o CTT— Select ‘ok

Total Cost of pop_up bOX

SIC Contribu ? ) fre you sure you want ko submit this SIC Repaort?

If you have
—
‘“’ Cancel |

an email with relevant
information t¢

Governmen
Government Relations: ®Yes T No

=
Description:

=

Back Clear Save [ext
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Email Confirmation

HHD9 U « # @ |+ SFI Annual Report Form Submission - Message (Plain Text) = = 57

Message  Adobe POF . @ * Once your report has
From: rachel.dierolf@sfiprogram.org Sent: Tuel3/12/2011 11:12 AM been SmeItted, you
To: Dierolf, Rachel . .

will receive

Subject: SFI Annual Report Form Submission

= confirmation by email

Thanks for the successful submission of your annual report form data. SFI will contact you if there are

iar:yr 1u:|astic:ns on your form. In the meantime, if you have any questions, please contact me at the - for your records

Best Regards, g FeedbaCk On the neW
Rachel Dieralf reportlng SyStem
Manager of Statistics and Labeling, SFI

PEFC US Governing Body Secretary should be sent to

tel: 613-274-0124

email: rachel.dierolf @sfiprogram.org AmV DOtV@ Sfl D roq ra
m.org

0 ) ﬁﬁmw
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User Manual
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User Manual

January 2012 @ SUSTAINABLE FORESTRY INITIATIV

Good foryou, Good for onr foresis” U S e r M an u al :

SH-000

SFI® Inc. Online Database: SIC Annual Report Data U
— user

Administration
— Entering SFI

Before You Start

Who Should Use This Manual The Sustainable Forestry Initiative, Inc. (SFI Inc.) releases an annual pro-
« Any representatives of the SFI Im- gress _rep_ort to doc ument its achievements and opportunities to broaden I m ple me ntatlon
. , the practice of sustainable forestry.
plementation Committee (SIC) for .
purposes of SIC annual reporting. SICs must complete an annual progress report outlining their accomplish- Com m Ittee Ann ual
ments during the previous year and a program of work for the following

What this Manual Covers year. SICs not addressing all components of the program, either through RepOI‘t Data
s Setting up an SIC User Account the SFI Implementation Committee or an existing mechanism, will not be

listed in the annual, national SFI Program progress report, nor be able to

(Subscription Process)—p. 1-3 use the service marks associated with the program. — Aval |ab|e on the

» Entering Annual Report Data—p. 4- .
10 All the information and data submitted is kept confidential, and used in
o aggregate form in the SFI progress report. However, reporting data will S Fl WebSIte’ S I C
* Submitting Final SIC Annual Report | pa qypplied to the External Review Panel regarding Inconsistent Practices.

)
Data—p. 11-12 If SFI Inc. wishes to use any SIC-specific information as examples of note- M em be IS Area

worthy performance, SFI Inc. will seek permission.

Contact:

Amy Doty, SFI Inc. For help or if you have additional guestions regarding SIC annual report-
Email: amy.doty@sfiprogram.org ing, please contact Amy Doty at: amy.doty@sfiprogram.org or

Phone: 202.596.3458 202.596.3458.

Skype: adoty1l
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