User Manual: How to register, upload,
and update Product Data in the FSC
Certified Products Portal
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The FSC Certified Products Portal is a self-service platform that allows users to add and
delete products from your chosen sustainability program(s).
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Need support?

WTBEL X, BERAR

connect@fsc.org

This user guide will walk you through each step of the process of registering for the FSC®
Certified Products Portal, importing and editing Product Data.
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e Register and activate your account
o JIMIFERCEMKS
e Import Product Data
o SAFMEIE
e View and edit Product Data
o WEMEBEMEUE

Register and activate your account ¥ 38 E K -
How to register and activate your account Z04a] 33 i} F£ &R K A
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e After you decide to register at the FSC Certified Products Portal to be part of a chosen
sustainability program, open the registration link below to

apply. https://certified-products.fsc.org/onboard/#/
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e Click the ‘Create User’ button/link to proceed.
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( } Information required for providing access to the

o FSC Certified Products Portal.

Welcome to FSC®-Certified Products Portal

Forest Stewardship Council® (FSC) participates in various with onl d platforms that make it easier for customers to discover and shop
for more sustainable products.

The FSC®-Certified Products Portal is a self-service platform that allows users to add and delete only FSC Certified Products to your chosen sustainability program(s).

This portal aims to collect your personal details (name, email oddress and phone number) to allow account. This eritical to pdat
your product submi d any relevant inf the portal only. liect your FSC Certification deta ly with y
account. More details on information we collect can viewed in our Legal Notice & Privacy Policy Statement found at the bottom of
By onboarding on o the FSCE-Certified Products Portal, you start your journey to help transform consumer shoppi via easier access to product choices on
marketplaces/platforms with FSC.
Please note that this step only allows you 10 get access to the FSCE-Certified Products Portal. Only after you have , you will be able to upload your that will be

before they are p prog

Please click "Create User” 1o proceed
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e An application form will open as below.
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e Enter the mandatory field values in the Form and click on ‘Submit’.
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You need to fill out information about your role, product(s), and seller status.
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https://certified-products.fsc.org/onboard/#/
https://certified-products.fsc.org/onboard/#/

Information required for providing access to the

Sk FSC Certified Products Portal.

You need to fill out information about your Chain of Custodly certificate or promotional
licence
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f ! Information required for providing access to the

FSC Certified Products Portal.
FSC
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You can look up for code details hee

1. What is your Certificate Code?
Example: Spocify § digit corficate code with the prefix such a5 K-CEBC-102022

e code with the prefix such as FSC-C102022

You need to fill out information about your contact details. The email address provided
here will be the one given access to If approved.
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\ Information required for providing access 1o the
o FSC Certified Products Portal.

Step03FE3IH
e After clicking on ‘Submit’, the ‘Thanks!" message should display.
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- Information required for providing
\Q access to the FSC Certified Products

FSC Pportal.

Thanks!

Thank you for sharing your feedback.
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e (Go back to the registered email inbox, if the application is approved, please verify the
email received with the subject ‘Activate your FSC Certified Products Portal Account’. If
the application is rejected, you will be provided with reasons of rejection for correction
if you'd like to re-apply.
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e Open the email and click the ‘Activate my account’ button/link in the mail content to
activate.
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Dear Test Test,

Thank you for submitting your details. Please click on the link below to activate your FSC
Certified Products Portal account.

Activate my account
Thank you.

FSC Certified Products Portal Team

FSC® International

FSC Global Development GmbH
Adenauerallee 134

53113 Bonn Deutschland / Germany
Phone: +49 (0) 228 367 66 0

Fax: +49 (0) 228 367 66 65

Forest Stewardship Council® - FSC® F000100 | Legal N h Privacy Polic | |
privacy@fsc.org
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e Activation code should populate; click on the ‘Continue’ button.
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Please Activale Yeur F5C
Connect Acesunt

Step 06 F 6 &

e Enter the ‘New Password, enter the ‘Confirm New Password', and click on ‘Continue’.
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e |t should redirect to the ‘Welcome to FSC Connect’ page.
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e (o back to the registered email inbox, and verify the email received with the subject
‘Granted Access for FSC Certified Products Portal .
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e  Open the email and click the ‘login to my account’ link in the email content.
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e |t should navigate to the FSC Certified Products Portal login page. Please enter your
email address and the password you just created.
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' Use your email and password 1o

logim te yeur FSC Connect

TO FSC*
CONNECT

Step 08 FE 8%
e You will then be asked to accept the terms and conditions. Please check the box.
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‘ : FSC® Certified Products
Portal

FSC

Terms & Conditions
Click Here 1o read the terms and conditions.

| have read and agree Terms & Condition of PDC Portal

&
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e |t should navigate to the FSC Certified Products homepage.
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Welcome to FSC-
Certified Products
Portal

Help transform consumer shopping patterns
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Import Product Data S A = mEdE

How to import Data through Microsoft Excel Template

TN{aE T e Excel 18R S EIE



Step01FE 1%
e You navigate to the ‘Import Products’ screen
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If your organization is a Chain of Custody certificate holder, please refer to the
guidance below.

MERARRFHEEEMIFEE, BSENTHSER.

“Under ‘Sustainability Program’, you click ‘Select Program’ to select the program to join and
click on ‘Download Template’. Then you fill up the template with product data. All fields in
the template are mandatory. Please note each file can be filled up with maximum 4,000
products. In case of more than 4,000 products, please split to more than one files.
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e Product Identification Type: please choose only from the dropdown list
FERARRER: FAE TR EPEEE—IKE

e Product Identification Number: should be only numeric values when product
identification type is other than ASIN. The length of product identification number

should be between 1 and 14. Please remove space in all the fields

FaERRS HERRRERAZ ASIN B, FRicRSRERE. ~/IR5S
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e Product Name: text format; should be relevant to consumers and customer-

applicable product titles

FRER: XA, N5EHRENRT BN RIREER,

o FSC Label Type: please choose only from the dropdown list; the label type should

correspond with the label placed on the product.
FSC AR&ERA. BNMTHIIFRPIERE, HRERENSm ENREHENR.
e Brand: text format; should match with the product detail page

mig: XAEN, N5 RFEAESTELTE.

Once the data entry is completed, you upload the file by clicking the ‘Browse’ button and
clicking on ‘Import’.”
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If your organization is a promotional licence holder, please refer to the guidance below.
MERALREFTIHEE, BSEUTHESER.

“Under ‘Sustainability Program’, you click ‘Select Program’ to select the program to join and
click on ‘Download Template’. Then you fill up the template with product data. All fields in
the template are mandatory. Please note each file can be filled up with maximum 4,000
products. In case of more than 4,000 products, please split to more than one files.
Additionally for the validation purpose, you shall fill out per product template FSC-certified
products from only one direct FSC-certified supplier.
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o Direct Supplier Name: the name of the direct supplier you source FSC-certified

products from
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Direct Supplier's COC Certification Number or Licence Code: CoC Certification
Number is 6-digit code with the prefix such as ABC-COC-123456. CoC Licence Code
is 6-digit code with the prefix such as FSC-C123456.
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Product Identification Type: please choose only from the dropdown list

FRARIRRE: JINTRFIRFIEE,

Product Identification Number: should be only numeric values when product
identification type is other than ASIN. The length of product identification number

should be between 1 and 14. Please remove space in all the fields
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Product Name:; text format; should be relevant to consumers and customer-

applicable product titles

FRER: XA, NSHEBRENE A ERN AIREAEX,

FSC Label Type: please choose only from the dropdown list; the label type should

correspond with the label placed on the product.
FSC FRERR: ZINTHIFIRPIERE, HERBENS~m ERSHENR.
Brand: text format; should match with the product detail page

mig: XAEX, N5 RiFEAERTELE.



o Please note the 1st line is an example only. Do not delete.
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Once the data entry is completed, you upload the file by clicking the ‘Browse’ button and
clicking on ‘Import’ "’

BERRMATE, EURE N R R RS SN R LA

Step02 E 2%

If your organization is a Chain of Custody certificate holder, please refer to the
guidance below.
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e After a successful import you will be able to review the products, please verify that all
of the information is correct. Here you can ‘Edit’ the product details before submitting
or ‘Remove’ the product. You can upload the product label picture.
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If all of the information is correct, then, agree to the terms by checking the dialog and click
“Submit to Marketplace/Platform”. Then a dialog box will appear, please click “Yes”. After
this, your products have been successfully submitted.
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Review Products
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If your organization is a promotional licence holder, please refer to the guidance below.
MRAAREFTIIEREE, BSENTHESER.

e After a successful import you will be able to review the products. You attach a photo
of the product with a label on it to each product item from the excel product template
you uploaded. Please attach a label to each product item or else you will not be
allowed to proceed.
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Additionally, you upload all relevant supporting documents as required, e.g. sales
documents (e.g. invoice), supplier letters etc.
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Please verify that all of the information is correct. Here you can ‘Edit’ the product details
before submitting or ‘Remove’ the product.
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If all of the information is correct, then, agree to the terms by checking the dialog and click
“Submit to Marketplace/Platform”. Then a dialog box will appear, please click “Yes”. After
this, your products have been successfully submitted for validation by the FSC trademark
service providers (FSC Admin).
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Supplier details

View and edit Product Data &2 45458 = m#3E

How to view and edit Product Data
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View by Upload #88 £t kieZE

In ‘View Products by Upload, you can see all the uploads that were made for the
organization. You can either “download” the selected uploads/products in an MS Excel
format or “download” the ‘Source Excel’ used to upload the products originally by clicking
“‘download” on the right side.
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View Products By Upload
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For example, by clicking ‘View' you can see all the products in one upload.
flan, BEIRHEE, BUFIER—HREENRE” A,

+  Products List
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e C(Click ‘View’ to see the details of a particular product.
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Recenmd by Marketplace' Platform
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e Click on ‘Edit’ to modify the detail of a product and ‘Submit to
Marketplace/Platform’.
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e Click the ‘Delete’ button to remove the product from Marketplace.

BHE MR IRHEM TS (Marketplace) MR~ &

Prochact will ba rermoved from E-Commerce channal. Da you wart fo conlinua?
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View by Product &= G182

In ‘View Products,’ all products across all uploads are displayed. You can ‘View’, ‘Edit’, or
‘Remove’ products as in ‘View Uploads .
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Update Products EFH = REE

‘Update Products shows all the products that are rejected by the admin and need to be
updated. Once the product detail is updated as suggested by the admin, it will be sent to
FSC admin for manual approval. Once FSC admin approves it, it will be submitted to
Marketplace.
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Update Products
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