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Terms index

MRD = Market release date

WFS = Workflow status

Doc. request = Product document request (invite)

TCF = Technical Construction File = technical file = file
Invite = Product Document Request
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1 Introduction to Product Document Request (invite)

On the Requirement tab you can find the required documents.

Some documents can be requested from your supplier. Using the invite function in the platform, you
ask your supplier to upload the documents directly into the file.

Via an Invite, you connect a supplier to a file, not to your account. Your supplier can upload the
documents directly into the file.

Your supplier will get an email.

He has to create an account, to follow up on the document request. There is no charge for that.

You can select which documents you want to receive from the supplier. If you do not select, all
documents will be requested from those requirements that have not been fulfilled or declared not
applicable.

Once a requirement is marked as fulfilled or not applicable, the related document will no longer be
requested from the supplier and will not be shown on the requested document list on the supplier's
site.

The system looks at the supplier's performance based on the data in the file. If multiple invites are
present in a file or invites are removed, it displays incorrect data.

For this it is important to follow up correctly on the supplier's invitation

Function/ Purpose:

Request documents from your supplier in a traceable way.

Benefit:

When you request documents from the supplier through the platform, you can also assess the
supplier's performance. You can track how long it took the supplier to upload the first document
after receiving the invite and when they added the last document. This provides insight into the
turnaround time for creating the file.

Once the documents are received, they become visible to all users on the account. If a document is
sent via email, it will not be accessible to everyone; they will need to download and upload the
document themselves.

Through the platform, one can communicate with the supplier; this means that this communication
is secured in the technical file and visible to everyone in the account.
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2 How does it work

You can send an invite per the Technical file or in Batch.

2.1 Send an invite per technical file

- Openthe TCF and go the invite tab
- Click on Request documents

When the supplier information is added to the
Product Tab the information will be shown here.
You can add the email address here.

select a template.
(see 4. How to set this up)

Or you can add here a message for your supplier.

- You can select the requested documents.
It is highly recommend requesting all the necessary
documents at once and communicating with your
supplier during onboarding that he should upload
everything you have, and he will receive feedback
on the missing documents.

- You can adjust the deadline of the request
This deadline is visible for the supplier.
The standard is set to 6 weeks from the invite date.

- Workflow status can be set automatically
More information

- Click on Send document request
Your supplier will receive an email.

ProductIP

Create - manage - share

% DEMO Tec
Not intended for production use

1567643 (abc) & Draft 5° Prepare invite (2024-09-03) Make a clone

Risk Profile Product Timeline Documents Requ- Invites S

S8 Request documents

No active invites.

Send a document request x
Get help creating your technical file.

You can send an invitation to everyone who you think could help you in creating your technical file. You can

give these users very specific rights, to make sure they can only see and do as much as they need to.

E-mail Address: *

Company:

Company code: 10100

First name: *

Middle name:

Last name:

Subject: Request for documents - Important | Productip training
Template: Select a template ~ Manage templates

Message:

ul

Select documents

Deadline: 2024-09-17 "5"5 1 2 3 4 5 6 7 8 (weeks)

For existing document requests, the deadline will remain unchanged and the last resend date will be updated.

Set workflow status = Manage default workflow settings

Assign to:
Workflow status:
Workflow deadline:

Collecting and organising documents
2024-09-10

Workflow notes: if invite is not accepted, resent invite

Attachment 1: Select\
Attachment 2: Select|

Attachment 3: Select|

() send me a CC of the invitation
Include supplier product name and article
number

Send document request

Quick Guide — EN Doc. Request (invite) V0.1
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2.2 Send an invite in Batch = S i e s s Technica s
ThIS can be done per Supp“er Create a new Technical File Import

- Select the technical files

—
All files prepare invite +

- Scroll down and choose action “Request documents”

Filter: DIY, DIY+, FAST, FAST_INV, FAST_COL, FAST_FIN, FAST_DIS, FAST_DON, File type: Basic & Extended , EOL no

- Click on Execute Display [10 (+|records perpage  Showing 1 to 2 of 2 records
Progress Workflow status Supplier Workflow date  Work'
When sending out the invite in batch, you cannot =0 FROLE Sy ARMS A

factory

Make a requested document selection. o)

= @Be Prepare invite Supplier 2024-09-03 2024
factory
(10820)

Select all | | Deselect all | Choose action: | Request documents ~ || Execute

3 What if?

3.1 My supplier does not see the Request

To make this work, the invite must be sent to the email address your supplier is registered within the
account.

It is possible to register multiple users in one account, and all users will see all invites in the account.

3.2 My supplier does not accept the Request

Step one can be “resent the invite” via the system
This can be done in the file.

Invites (1) Sharing  Issues Bl of Materials (BOM)  SKUDisk  Inspections ©  Relatedfiles  Services

- Go to the invite tab
- Click on the envelope

Last resend Status
H Invitation date _date Deadiine
end Of the Ilne' sntact@company.com) 2024-09-03 2024-09-17 Pending (=]
Fist || prevous 1. next| ke

(4 Resend document request X Delete @) View details (3 Edit requested documents @ Hide details

The email will be sent again.

If the invite is still not accepted (pending), you should contact the supplier.
* check with the supplier if the used email address is correct.
* ask whether they have encountered anything and why the task has not been followed up.
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If the wrong email address is used and the invite is still pending, delete it and send a new invite to
the correct email address.

When the supplier has problems with operating the system, ProductIP is the Helpdesk.
Here, they can find more information and a guide on how to follow up on the request.
If this does not solve the problem he can send an email to helpdesk@productip.com
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3.3 There is a new contact person for this supplier
Are you still working on the file, and there is a new contact person, who has to follow up on the
upload of the requested documents?

1. The invite is still pending

- Update the supplier information in the file

e Go to the Product tab

e Click on Edit product data

e Update the information

Edit product information

Fields marked with * are obligatory.

Risk Profile  Product  Timeline - ‘

'S Workd \

Here you may, voluntarily, add information about the supplier and his product. This information is
C Article number the viewing rights of the file however it will help you to search and find technical files in the future

Add product article
0
Display 10 (= records per page

O  Trial 20230322

Update addressbook
Showing 110 1 of 1 records
Company Name: account just for test Clear fields

Delete Supplier/Factory Code:

Contact e-mail 867002306@qq.com
Edit product data Festnanme: ¥
Middle name:

Product Last name: xx
End of life date: Direct phone number:
Togs: Address: shenzhen

Additional information: Postal code: 55089
City: sz Company Name: account just for test Clear fields
Workflow General phone number: 13662625446 Supplier/Factory Code:
Workflow status: Country/Region: China -
Workflow deadline: Contact e-mail: 1 533298243@qq.coni
Technical file deadiine: © ‘
Primarv contact: Contact code:

- Delete the invite and send a new invite

2. Invite is accepted

Don't send a new invitation. Update the email address in the file. This is crucial; otherwise, it will
impact the supplier's performance data.

In the supplier's account, it is possible to add multiple users. All users can see all requests and follow
up on them.

You must edit the email address in the upload task.

1.Change the contact details and replace the email with a new email address

Edit product information

Fields marked with * are obligatory.

Risk Profile  Product  Timeline <

Add product article ©

O suppi
Pl 1 CEEeDals el (e Here you may, voluntarily, add information about the supplier and his product. This information is
o Article number the viewing rights of the file however it will help you to search and find technical files in the future

©  Trial 20230322
Update addressbook
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Showing 1to 1 of 1 records
Company Name: account just for test Clear fields

Delete SupplierfFactory Code:

Contact e-mail: 867002306@qq.com|
Edit product data First name: 5
Middle name:

Product Last name: xx
End of lfe date: Direct phone number:
UES Address: shenzhen

A WORLD

Additional information: Postal code: 55688
City: sz Company Name: account just for test Clear fields
Workflow General phone number: 13662625446 Supplier/Factory Code:
Workflow status: Country/Region: China -
Workflow deadline: Contact e-mail: 1533298243@qq .com|
Technical file deadline: [© r

Primarv contact: Contact code:
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2.Go the upload task in the Timeline:

Open activities B *
Detail  Note (0)  Documents (0)
09 January 2024, Tuesday
Tasks: * Upload technical documents
. Deadline: 2024-01-23 [
I hnical men 2=
UF oad t?c ical documents Follow-up by:  Olina Chen(olina@productip.com)
Assigned to: j xx (867002306@qq.com) Assign to i (8670023068g.com) account just for lest X

Follow-up by: Olina Chen (olina@productip.com)

supplier 43@qa.com ) account jus for tost

contacts:
Deadline: 2024-01-23

contact

¥ arthur van er Meidon (arthur@productip.com) Productlp B.
Upload the documents that provide proof of compliance for your product ! den (arthur@productp.cor)
Sandy Tsang (sandy@productip.com) Producti®
Additional olina Chen (clina@productip.com) pio
information:

Upload the documents that provide proof of compliance for your product

3.Replace the old email address with the new one

it Edit x
Open activities g
Detail ~ Note (0)  Documents (0)
09 January 2024, Tuesday
Tasks: * Upload technical documents
g Deadline: 2024-01-23 "5
Upload technical documents - ——
i - Follow-up by:  Olina Chen(olina@productip.com)
Assigned to: jj xx (867002306@qq.com) Assign to i xx (1533298243@qa.com ) account just for test %
Follow-up by: Olina Chen (olina@productip.com) supplier New
contacts:
Deadline: 2024-01-23
contact

Allow contact(s) to upload documents
Upload the documents that provide proof of compliance for your product

Additional
information:
Upload the documents that provide proof of compliance for your product

If you add a new invitation, it will create an additional task in the file. On the supplier's upload page,
two separate tasks will be visible.

4 How tosetitup ocredts ¥ & @

For the invite text you can add default options, so everybody is & My Profile

sending the same message. 9% Company account
You can add different messages for new and existing suppliers. Regulatory settings

You can add for example per user a signature. B Manage account documents
Address book

The admin of the account (or user with admin rights) can add B Notiication Center

these templates to the account.
- Select Templates
- Click Create new template

(=) ewo Tochicafles | Requementssts | Supplars | Requests[12] | Tasks | ivtes | Shares | epors © | 6 | o R @ 2

Templates

5 ProductiPedia

Company ~ FileGroups  Users  UserGroups ~ Brandnames  Risklevels  Projects Domains Tags  Customers Templates  Workflowsettings  Account settings

Create new template

Display |10 (=  records per page Fd
Template name 4 Template type
new supplier Technical fils document request 2 x
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5 Communicate with your supplier

Once the supplier has accepted the invite, you can communicate with each other via the platform.

- Gotothe Timeline tab
- Add your message, click “add comment”
- Your supplier will receive an email. This will also be visible on the site of the supplier.

Risk Profile Product Timeline Documents (24/19) Requirements Invites (1) Sharing Reviews SKU Disk (1) Assessmel

Add task || Add note || Log activity

Filter: @ Tasks @ Communication £ Notes @ File updates

Search: | Search | Reset

Open activities

14 November 2016, Monday 38 days overdue

Upload technical documents

Assigned to: saskia van orden (saskia@productip.com)
Follow-up by: user ProcuctIP (training@productip.com)

Deadline: 2016-11-28
Upload the documents that provide proof of compliance for your product

please upload the rest of the documents, you can find the list on the upload page when you have dicked on the
request

Add comment,

Please note that if the invitation is not accepted, no email will be sent. Therefore, you cannot include
a message here for your supplier to accept the invite. You will have to contact the supplier through a
different method.

11 sanuary 2017, Wednesday Invite pending!

Upload technical documents

Assigned to: saskia van orden (saskia@productip.com)
Follow-up by: user ProcuctIP (training@productip.com)

Deadline: 2017-01-25
Upload the documents that provide proof of compliance for your product

Add comment

PrOd UCtI P Quick Guide — EN Doc. Request (invite) V0.1
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6 Ask your supplier for more documents

The supplier has finished the task. However, there are missing documents. To resolve this, kindly
reopen the task and leave a comment, and the supplier will be notified to re-upload the requested
documents.

Risk Profile Product Timeline D (am qui Invites Sharing Reviews Bill of Materials (BOM) SKU Disk Assessments (1] Related files Services

Add task || Add note || Log activity

22 August 2016, Monday 77 days overdue

Upload technical document$ (ready) —_—
Assigned to: saskia van orden (saskia@productip.com)
Follow-up by: user ProcuctIP (training@productip.com)

Deadline: 2016-09-05
Upload the documents that provide proof of compliance for your product

Please check the new Task not all necesarry documents has been uploaded yet - user ProcuctiP, 2 months a

Re-open activity

Your are about to re-open the activity.
Please enter any instructions for the person(s) responsible for this activity:

add your message here, your supplier will receive an email

Re-open | Cancel

7 What does my supplier see
Here you can find the guide for your supplier.
The requested documents will be shown on your requirement tab with a blue background.

Proguct Informaticn (16)
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On the supplier side, it will look like this: When they put their mouse on a requested document
name, a screen pops up with more information. On the right side, they can see that there are
templates and more information available for the document.

Requested documents

Upload documents || Select documents from an existing technical file

Requested documents (view the information this list is based on)

Show |7 [~ | entries

Document 4 Status Classification  Resources

© Bill of Materials (BOM) not received B3

© Chemical Substances - Declaration not received Bl n

© Chemical Substances - Test report not received Bl [ 1]

© EU Declaration of Conformity (DoC) not received DOoC n
Document information ¢ Pollutants (POP) Regulation - Test report not received Bl | 2 |
Available resources: - Artwork not received B1 n

Compliance Clip 600 Child appealing preducts (Download)

TIE_factsheet_DoC_TSD_en.pdf (Download) ent System - Audit report not received B3

Toy Safety Directive - Explanal Guide (Chinese) (Download : I . .

Tci Sareg Directive - Explma::ryry Guide :English))(L(Jw/'v m)) nires [First ] [Previous | [1] [2] [Next | [Last
Toy Safety Directive - Official Journal 2015-11-13 (Download)

TSD_2009_48_corr_20131231.pdf (Download)

TSD_2009_48_en.pdf (Download)

Requirements:

DoC - CE - TSD Toy Safety Directive 2009/48/EC
EU regulation on Toy Safety, TSD, Directive 2009/48/EC.

The supplier can see the status of the document: Uploaded documents
The supplier can only see the documents he has uploaded. Stow |7 @) sares
Status 4 Document Document category
Once you change the status, it cannot be deleted anymore ceded  Plpng seect
P1Z3png
unchecked 02 - tags png Select fcd detais X
When reviewing the document in your technical file and adding a status note, it will be visible to the
supplier.
Back to documents Edit metadata | Edit status Add note Article list Synchronise Add issue
BSCI_Golden_1 (1).pdf v || & | pagetofia < |I] > | = | 1| zoom[100% | opi [150dpi «| Redactiontools: | @

e Q

= £ BSCI:

Business Social Compliance Initiative

Edit status E3

BSCI_Golden_1 (1).pdf
____________ Status: Rejected '~

Do not send a notification e-mail to the uploader
Remark:

This document is no longer valid; please upload the latest audit
= report
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