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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 

- Open the 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. 
  

https://www.productip.com/kb/productipedia/tutorials/workflow-status
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2.2 Send an invite in Batch 
This can be done per supplier 
- Select the technical files 
- Scroll down and choose action “Request documents” 
- Click on Execute 
 
When sending out the invite in batch, you cannot 
Make a requested document selection. 
 
 
 
 

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. 
 
 
- Go to the invite tab 
- Click on the envelope 
 end of the line. 
 
 
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. 

 
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 
 

https://www.productip.com/kb/productipedia/tutorials/document-request/
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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 
• Go to the Product tab 
• Click on Edit product data 
• Update the information 

 
 

- 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  
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2.Go the upload task in the Timeline: 

 
 
3.Replace the old email address with the new one 

 
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 to set it up 
For the invite text you can add default options, so everybody is  
sending the same message. 
You can add different messages for new and existing suppliers. 
You can add for example per user a signature. 
 
The admin of the account (or user with admin rights) can add  
these templates to the account. 

- Select Templates  
- Click Create new template 

 
 
 
 
 
 
 
  



Quick Guide Doc. Request (invite) 
Date: 2024-09-03 
Version No. 1.0 

 

 

 

 

 Quick Guide –  EN Doc. Request (invite) V0.1   8 
 

A
 W

O
R

LD
 I

N
 W

H
IC

H
 P

R
O

D
U

C
T

S
 C

A
N

 B
E

 T
R

U
S

T
E

D
 

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

- Go to the 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. 

 

 
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. 

 
. 
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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. 

 

 

 
 

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.  
 
 
 
 
 
 
 
 
 

https://www.productip.com/kb/productipedia/tutorials/document-request/4.-go-to-your-request
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The supplier can see the status of the document: 
The supplier can only see the documents he has uploaded. 
Once you change the status, it cannot be deleted anymore 
 
 
 
When reviewing the document in your technical file and adding a status note, it will be visible to the 
supplier. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


