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1 Introduction —_— ‘
A well-organized address book is crucial for collecting accurate

% My Profile

information. It's not uncommon for companies to have different

9(%‘3 Company account

contact persons, so having clarity on who to contact for compliance
documents can make the process smoother and more efficient.

. . . . . P M td t
Whenever you add supplier information to a technical file, it is B Manage account documents
automatically stored in the address book. ’
Important: Every supplier entry must have a unique supplier code. &3 Notification Center

Using Excel Imports;

Regulatory settings

If you import article data using an Excel file, the supplier details included in that file are also added
to the address book.

By default, the imported supplier data and the address book are not linked. However, once your
address book is complete and accurate, you can choose to activate the link manually.

Once this link is active:

e You only need to provide the supplier code in your import file.

e The system will automatically pull the supplier’s address details from the address book.

e You can also assign a default contact person in the address book. Their contact info will be
included in each import that uses their supplier code.

Overriding Import Data when importing technical files:

e The system will replace any supplier details in the import file with the ones stored in the
address book.

e This only works if there is exactly one matching entry per supplier code in the address book.

e Your import file must contain the correct supplier code for each supplier.

Advantage:
- A quick way of adding supplier data to a technical file
- Data can be used for reporting purposes
- Ensuring the right choice of contact person

2 How does it work

2.1 There are three ways to add a supplier
1. When creating a technical file, via the "Create Technical file" button, and the supplier data is
entered there, they are added to the address book
2. Add manually to the Address Book
3. Viathe import option
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More explanation: ()
1. Enter supplier details when creating the file. These are automatically added to the address E'
book
o
<
"H"l“ ||||IH |”||||I|H|‘ Quick Guide — EN Address Book V1.0 3
ProductIP

create - manage - share




Address book
Date: 24-04-2025
Version No. 1.0

LML Technical files Requirer

A0,

Create a new Technical File

New Technical File Wizard(1/7)

You can not create ical files for the ing p in :

food and feed; live animals and animal products; living organisms, trees, plants, tobacco, vegetables and their derived oils;

pharmaceuticals, medicines; fertilisers; specialist and custom-made medical devices; custom-made and Annex IV machinery;
and i for explosi arms and ition; railway, ships and aircraft (non-exhaustive list).

Fields marked with * are obligatory.

© Product

© Supplier
Here you may, voluntarily, add information about the supplier and his product. This information is not shared when you share
the viewing rights of the file however it will help you to search and find technical files in the future.

2. Add in the Address Book:

fN Technical files  Requirements lists  Suppliers ~ Requests 11 | Tasks  [nvites  Shares  Reports ® ® eercredis'H BEIN @ 2
DEMO
Hel
Export address book | Address book @ Help for this page
& ProductiPedia

Company  Contacts

Add company | View disabled companies  Cleanup duplicate companies  Update technical file supplier names

Display 100/~ records per page Find

3. Import via Excel
If you do not have article data and want to import the supplier data, you can also use the
Excel import.

- Click on "import"

- Download the Excel template

=

oo Technical files
— Download the Excel template

DEMO

. X Excel file:| Choose file | No file chosen
Create a new Technical File Import

Data will be imported into the account of Productip training

Import

- Fill in dummy data in column A and B and then all supplier data.

A B AC AD AH Al
Article number Article name Mar  Supplier name Supplier code Supplier address Supplier zipcode Suppliel
1 a
] a
€] a
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- Remove the newly created pre-drafts %—%Mo | Tectnicalfies | Requlroments lets
from the ”dummy” artiC|eS. Create a new Technical File Import Buy credits

—
All files Pre-draft files +

Filter: DIY, DIY+, FAST, FAST_INV, FAST_COL, FAST_FIN, FAST_DIS, FAST_DON, Pre-draft, File type

Display 10 (~ records perpage  Showing 1to 4 of 4 records

Workflow
Workflow Wo  Activate pre-draft files assigned
‘ Progress  status dat  Add FAST to
C | Active Add Metadata
Add comment
Add from clipboard
E Active Add note
Add requirements
Add task
B0 Active Close CONNECT
Close FAST (Discontinue)
=E 0 Active Close FAST (Done)

Close file for final review
Complete review

Delete pre-draft files
Log activity

Manage tags

Merge files -
Select all D-Choose action v Request documents

Request technical file

3 Cleaning up the address book
Go through the following steps:

Step 1: Check the address book to see if all suppliers have a supplier code.
And if it is missing, add it here.
- Click on the pencil on the left to add it

2] O Techicalles | Roau o | Swlers | eauests's] | Tasks | ivies | Shores | Reponis | Doshboard ©® | e | @ |02
[Exportacaress book Address book @ ol tor tis page

1 ProductiPedia

Company  Contacts

‘Add company

Display[1001=] records per page

codo Name 4 General phone number  CountrylRegion

10100 ACMEA x
Acme x

10200 Acmes x

10300 AcMEC 2 x
Suppler Demo systom 1234 Netherlands x

10890 Suppler factory x

Showing 110 6 of 6 records [First | [Previous ][] [vext] [Last

Edit X Disable

Step 2: Make sure that all suppliers in the file have a supplier code
- Goto Technical file overview
- Filter per supplier without a code

g - Technical files ~ Requirements lists  Suppliers  Requests 1 Tasks  Invites  Shares  Reports ® © 1ss7credts W PEAE @

DEMO.
Create a new Technical File import Buy cre SUPPHer * @ Help for s page

T ProductiPedia
Select 2 filter... ~

Alphabetic filters Specific suppliers fitter Supplier Filter Export  Select columns

Al files +

Display 100(= records per page Showing 1to 3 of 3 rec

09 O R | d
[ progress es  Oa O Os Dosdine oot e
( = m 202 Je Ok Or ACME A (10%0) 2024-05-19
¢ L u Suppiier tactory (10890)
Op Om Ov
Oe N Ow
O Do Ox
O = m 202 Oe p Oy 2024-09-04
O Do Oz
C B @8 202 2024-07-11
Cancel Clearall Apply filter ~Save as favorite
Selectall Deselectall Choose action: Request docum p First |Previous 1 Next Last
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- The system will also add the suppliers with precisely

the same name as the code and show all files for this Specific suppliers filter

supplier. [ACME A x | [ACME A (10100) x |
- Select the files where you want to add 3 D e st n
the code
Create a new Technical File Import Import documents

- Choose "Set supplier code"

All files +

- Click "Execute"

Display 10 (- records perpage  Showing 11o 2 of 2 records

0 Progress Status Supplier v
- Add code = m Draft ACME A
0 = B8 Draft ACME A

(10100)

Select all Des‘ Choose ac!ion:lSel supplier code ~ | Execute I

Step 3: Clean up the duplicate info

Go to Address Book

- Click "Cleanup duplicate companies"

- Select the info you want to keep

- Click Save

- Continue till there is nothing to cleanup

Company Contacts

Add company || View disabled companie{ Cleanup duplicate companies ]deate technical file supplier info

Display | 100~ records per page

Code Name 4 General phone number Country/Region

10100 ACME A

10100 Acme A

10200 ACME B ‘ cl

10300 ACMEC This function helps you cleanup duplicate companies in your address book based on the company code.

Supplier Demo sys{ Duplicate companies found.

1 I
0890 Supplier facton All companies with code 10100
Showing 10 6 of 8 rec ® ACME A (straatweg 21/ 2345 as | Town)
O Acme A (-)

Select the company to keep. All contacts will be linked to the chosen company.
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Cancel | Save
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Step 4: Update the information in the technical file
- Click "update technical file supplier info"

Company Contacts

Add company || View disabled companies || Cleanup duplicate compani| Update technical file supplier info

Display | 100~  records per page

Code Name 4 General phone number Country/Region
10100 ACME A
10200 ACME B
10300 ACME C

Supplier Demo system 1234 Netherlands
10890 Supplier factory

The system now shows the information where the code is the same, but a different
name is displayed

Update technical file supplier info

The address book contains a record for supplier ACME A with supplier code 10100.
Some of your technical files for this supplier code contain a different supplier name.
Choose the names you want to update.

ACME
- Select this

- Click on Update, all technical files with the same supplier code will now get the same
supplier information

4 Automatic completion of supplier information based on supplier

code in the import file

After cleaning up, this button can be turned on in the account and the system will override the
supplier information in the upload excel with the data in the address book.
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=) pemo Technical fils  Reaurements Nsts  Suplers | Recuests 9 | Tosks | inwies  Sheres | Repons | Deshboord ® ®  eepise | | @ | 2
& wmyProtiie
Account settings ]
v %2 company sccount
o [t o o 65 5 [ [ans| e w-iw.mw [rere—
"

number.

- Goto control panel

- Select Company account
- Choose Account settings
- Tick

- Click Save

5 Add default contact person
When you have added the Default contact person to the company, this information will also be
automatically added with the import.

- Click on the pencil to edit the company data
- Add the default contact person

Company ~ Contacts
Add company companies || Cleanup Update tachnical file supplier info
Display 100 =  records per page. Find
Code Name 4 Default contact person E-mail General phone number  Country/Region
10100 ACME A x
10200 ACME B x
Edit x
10300 ACMEC X
Company code 10100
Supplier Demo system X
Company Name* ACME A
1 tier factor
0890 Supplier factory Address: *
Showing 1t0 6 of § records o posalcoce e Bl et st
City:
VAT number.
+ Powered by Productl G neral phone number:
CountrylRegion: - Select one- -
et cotact prson [N defauk contat prson s D
Cancel | Save v No default contact person set
4

6 Tip

John the Supplier (contact@email.com)
Joe Sun (email2@company.com)

6.1 Adding contacts to a technical file (or pre-draft)

If the default person was not set and there are pre-draft / draft files without the contact details of
the supplier, you can add this in batch. Adding the right contact person is important, so that this
person will receive the document or technical file request.

1. With the button on the right, "Select columns", you can add the email address. This helps

you to see where the supplier email is missing

2. Select the files where you want to add the contact details

s
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(tick the boxes at the front of the files)

Aities | o

re— »&
Display 10 (= |records perpage  Showing 110 3 of 3 records. ® Find|
e o
L b s S ktomsins vbeioe oot ot owstioe sevees g i oy .
o
s Ao Draft ACME A Collectingand ~ 2024-07-24 2024-07-24 1567643 (abc) 2024-09-04 m U3 + Swimming
e =N
) s
&L

pret
S ».c T o] i) ][]

- Choose "Update supplier contact"
- Click Execute

7 What if

7.1 You see white as a choice

Update technical file supplier info

The address book contains a record for supplier ACME A with supplier code 10100.
Some of your technical files for this supplier code contain a different supplier name.
Choose the names you want to update.

T <blank>

Close | Update | Skip

- It turns out that there is a file without supplier information that appears to have a
supplier code.
- Check it on the Technical file tab and the system will add the correct supplier details
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