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1 Introduction to File Request

Through the platform, your customer may request you to create and share a file. In order to create
the technical file, you must have an account on ProductIP and either a subscription or the option to
purchase credits. It is also possible for your customer to cover the cost of creating the technical file.
You create the technical file yourself, upload and link the documents, and share the completed file

with your customer.

2 How does it work

2.1 You will receive an email
Your customer will send you a file request, and you will receive an email about this.

Dear supplier name ,

I'm requesting you to share a technical file for our product Product Winter (20242046)
using ProductiP.

ProductIP is an internet expert system for creating, managing and sharing technical
compliance files.

If you already have an account you can login at https://secure-demo.productip.com

If you do not have an account yet you can register at https://secure-demo.productip.com
[registration

With kind regards,

In this email, you find the link to log in or to create your account.
You will find the technical file Request under Request in your account.

| Technical files Suppliers Tasks  Invites  Shares  Reports  Dashboard ® ® sacedsH BEEE @ 02

DEMO
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@ Help for this page.

& ProductiPedia
Product document requests 1/1 Company documenl‘ Technical file requests 1
Technical file requests
Display 25 (= records per page Find
Request dates Deadline From Product Purchase Order Number EAN Market Release Date Regions
2024-10-24 2024-11-19 user ProcuctlP (Productip training) Product Winter (20242046) * 2024-10-24 EU+2 Q0
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2.2 What if you don’t see a request in your account
There are three scenarios:

1. When you see this screen, then the Welcome to stress-free product compliance!
email requesting to share the

technical file Upload doct for your

If you expected to see document requests from your customer, please verify your
customer sent the document request to the e-mail address you are currently logged in
with  (Your email address)

has not been sent to your email
address.

Click here for help about uploading documents for your customer

And in your account, there is no
previous requests or technical files

prese nt Create technical files or supplier profiles

Use ProductIP to manage product compliance and your suppliers to save time, reduce
costs and mitigate risks.

TWO OptIOnS to SOIVe th |S To create your own technical files or supplier profiles, you need to have credits.

= Ask your customer to use your Buy credits | More information
email address for the technical
file request so you can see the requests immediately.
OR:
= Add the email address which received the email to the account, the requests will be visible
to all users
See here how to add a new user

2. When you see this screen, you have A little patience
registered, and there is already an

A request has been sent to the administrator of the Test account to grant you access.|

account with your domain.

= You need to wait until the account Contact information
admin approves and adds you to the Olina Chen

user@complyandsell.com

account. The admin receives an Phone:+
email.

Revoke request

You can contact the admin

3. Youdon't see the “technical file request”  ZJ Technical files  Suppliers  Requests 3
DEMO
tab on the request page.
= Your customer has used the wrong
ema" addreSS. Product document requests 1/1  Company document requests 1

Check with your customer which

o
(N
—
%)
)
oc
—
Ll
(a]
=z
<
o
%)
—
o
>
o
o
o
o
I
O
I
=z

email address is used to send the request.

If this is not your email, your customer can change the email address to your address and
send the request again, or the account admin can add the user with that email address
Click here for more information “how to add a user”

A WORLD
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2.3 Accept the request

When you see the red banner, it means

I ! Sepeen’; 8 ocwn®R @ &
you need to upgrade your account to be e [ |
able to create the technical file. Just click — e
"upgrade to corporate account" (there are I T ——

Technical fle requests.

no costs involved).

When you can see multiple tabs, select the

210 1] Tachnical fla requasts 1

"Technical File Request” tab. R
Review the information of the article, if all e s — N z-::::—«w'l“::g
is OK you can accept the request. i) ] )

Click the icon to accept.

If your customer has paid for the technical file, you will see "prepaid". o Regions
Otherwise, you have to buy credits to create the technical file. ez

2.4 Decline the technical file request

In the example below, you see two requests for the product “Summer.” You, as the supplier, have all
knowledge about the product.

There are some restrictions for this.

- Same supplier

- Same material

- Same list of Requirements (function)

- Same documents

Product document requests 1/1/  Company document requests 1| Technical file requests 3 | Open issues 2

Technical file requests
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Display | 25 (= records per page Find
Request date Deadline From Product 4 Purchase Order Number EAN Market Release Date Regions.
2024-10-09 2024-11-19 user ProcuctlP (Productip training) Product Winter (20242046) * 2024-10-08 EU+1 (=X~}
2024-10-08 2024-11-19 user ProcuctIP (Productip training) Product Summer (20241008) 2024-10-08 EU+1 = ¥
2024-10-14 2024-11-19 user ProcuctlP (Productip training) Product Summer 1 (20241008) 2024-10-08 S @
Showing 1 to 3 of 3 records First
If the articles can be merged, you should decline the request and ask :"""' e
re you sure you want to decline this request?
your customer to merge them. .
. . . . ease merge the file for the farticle Summer
Articles can be merged into one technical file. plesse mersn ha e for thafrmce =
Once you have declined the request, you will no longer see the
request on your side. Your customer must resent the request.
Yes
()]
. . - —
2.5 Create the technical file o) o : ‘ e
. “ ” Technical file requests
- Click “Create . — O
H . Requestdate Deadline  From Product EAN Regions.
(If you already have a te(:hnlcal flle' you 2024-10-08 202411~ user ProcuctP (Productip training)  Product Summer (20241008) 2024-10-08 E:: Craats Share ;
don’t have to create a new technical file. oo s - L
You can share the existing file. See 2.6) <
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- Please follow the wizard to create a
technical file.

Your customer may already have provided
some information, which you can
supplement using the wizard. If you include
the supplier's information, it will not be
shared when you send the technical file to
your customer.

After completing the wizard, the file will be
created, and you must finish it before
sharing. You need to upload documents and
link them appropriately. For more
information on how to complete a
technical file, use this link.

2.6 Share the technical file

New Technical File Wizard(1/7)

You can not create technical files for the following products in ProductiP:

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

medicines; fertilisers; specialist and de medical devices; de and Annex IV machinery; explosives and equipment for
explosive atmospheres; arms and ammunition; railway, ships and aircraft (non-exhaustive list).

Fields marked with * are obligatory.

0 produe

Article number: * 20241008
Product Name: * Product Summer
Market Release Date: *  2024-10-08 1]

Please note: charges apply if you change the market release date after creating the file.

EAN code:

GMN (Basic UDI-DI):

Batch code:

Purchase Order

Number:

Shipment Number:

Brand name

Customs code Clear
Customs code

descriotion:

[Next >>|

1 Don’t use the share button on the share tab in the technical file. Follow the steps below to share

the technical file requested with a technical file request.

2 options

1. You have created the technical file via the Create button from the technical file request.
- Click on the Request tab on the “Share” button

Product document requests 2/0  Company document requests 1 Technical file requests 1

Tochnical filo requosts

Oisplay 26 (= rocords per page

Find

Request date  Deadline  From Product Purchase Order Number  EAN Market Release Date  Reglons

2024-10-08 2024-11- user ProcuctiP (Productip training) Product Summer (20241008) 2024-%0-08 EUs Create
"

Showing 110 1 0f 1 records

First  Previous |1  Next Last

2. If you already have a technical file, you don’t have to create a new file, you can share the

existing file.

echnical file requests

isplay 25 (= records per page Find spring

Request dates Deadline From Product Purchase Order Number EAN Market Release Date Regions

2024-10-23 2024-12-31  user ProcuctlP (Productip training) Product Sprin (20242046) * 2025-01-30 EU+1 Create

howing 1to 1 of 1 records (Total 2 records) First  PrEVIOU Ne. Last

- In Find you can search for the technical file.
Share the file and close the file request x
Display 10 (~ records per page I Find spring I
Product reation date Deadline File ID
® Product Spring (20242310) 2024-10-23 2024-11-19 102207

Showing 1 to 1 of 1 records (Total 10 records) First | [Previous | [1] [Next | [ Last
p

ProductlP

Create -

manage - share
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Share the file and close the file request

The email address will already be filled out.

For a file request, you have to set the share permission to
"view & clone," which allows your customer to make a
copy of the technical file and store it in their own account.

E-mail Address:* email address
First name:* name

Middle name:

Last name:* Last name

Company Name:* Your Customer

Share group permissions

With “view only,” the receiving party can only look at the ® View & Clone

technical file. They are not allowed to download the o view only -
shared documents, and after the end, the technical file is Comments

no longer accessible.

Add extra documents Next | Cancel

When you have created the technical file with the product data of your customer, you can click “Skip
& Share”. The information in the file will be shared

If you have your own article information in the technical file, you must add your customer's article
information here. Add the information and
click “Save& Share”

| Product articles (1/1)

Please specify customer article information for article Product Winter (20242046)
This helps your customer identify your file, and they will no longer see your own article information

) 20242046
@ Product Winter

Article number: *
! Product Name: * Product Winter
EAN code:
Purchase Order
Number:
Shipment Number:
Brand name
| Customs code Clear
Customs code
description:

Back |Skip & Share‘ ‘Save & Share

Differences between request and the actual technical file x
The system will show you this when the 5 e Anion
information in the technical fi Ie is not the Sa me- Equal Differences between the file request and the technical file have been found
You can share the technical file anyway or adjust et e reauest N
the technical file Product requirements information
Market Release Date 2024-10-08 2025-10-10 ‘
See what if 3.4 Regions Europ, Nethriands |

Product categories
QaA

Customers

Cancel Continue anyway

Once the technical file is shared, your request will no longer appear in the request tab. Your

customer will review the shared technical file and decide whether to accept or decline it.

ProductlP

Create -

manage - share

Quick Guide — EN Follow up technical file request V1.0
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2.7 The technical file is declined

You will receive an email when your customer doesn’t accept the file.

Dear

user ProcuctIP of Productip training has declined your file with the following reason:

Please look at the issues in the file

Your file has been reviewed and contains 1 issue that needs to be resolved.
You can view the open issues on the 'Issues' tab of your file or go there directly by using the following link: https://secure-demo.productip.com/file/reviews/id/:

When you have resolved the open issues, re-share the file by resending the share on the 'Shares' tab in the file.

Kind regards,

Your customer has rejected your file, and You can find the status of the share in your account on the
“Share” tab

1 o Tochncafies | Suppbrs | Reauests 4 v-< n.w“ P— 0 © uwi [EFN ©  ~
Shares @ Help for this page

1 Productipedia

Al shares

Fite: None

=
e
Technical File Company Name Share date,  date Status Rights
Product Winter (20242046) Productip training user ProcuctiP (training@productip.com) 2024-10- Declined  View & ®e30x
Z =
Product Spring (20242240) Productip training user Procucti® (raining@productip.com) 2024-10- Accepted  View & BB x
Click on the Technical file to open it. The issue our customer has added to the technical file can be
found.
You have to share the technical file again when you have solved the issue.
Clickontheicon & tore-share the technical file.
Risk Profile Product Timeline Documents (5/5) Requirements Invites Bill of Materials (BOM) SKU Disk Inspections (7] Related files Services
44 Add Share
Important note:
Sharing a technical file gives the recipient permission to look inside your file.
The recipient will be able to view anv document that is not marked as orivate. includina documents that were added after vour shared the technical file.
3 Technical files  Suppliers  Requests 6 Tasks  Invites  Shares  Reports  Dashboard ® @ s6credits'w BEAIN © &

20241008 (Product Summer) & Draft  %° Active Make a clone Log activity [ER=R:TERVEEE <
@ Help for this page

& ProductiPedia

RiskProfile ~ Product ~ Timeline  Documents (5/5) ~ Requirements Invites  Sharing (1)  Issues (2/2)  Bill of Materials (BOM) ~ SKUDisk  Inspections )  Relatedfiles  Services
Add issue
Display 10 (= records per page O Only my issues Find
Description Assigned user Severity Status Creation date , Created by Deadline
link the document en complete Saskia van Orden critical open 2024-10-23 user ProcuctlP 2024-10-31 r
the file X

©

Showing 1to 1of 1 records First Previous 1 Next Last

”|| | ||“ ||‘||H |”| |||I||| || Quick Guide — EN Follow up technical file request V1.0
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2.8 The technical file is accepted

You will receive an email, and you will find it in the status of the technical file.

1 o Techoicuies | oot | Rocoren[3 v‘ mwu p—— o6 umr |ELY 0~
Shares @ Help for this page.

1 Productipedia

Export

Display 10 = records per page Find

Share end
Technical File Company Name. Share date, date Status  Rights

Product Winter (20242046) Productip training user Procuctl® (training@productip.com) 2024-10- Decined  View & SsE0x
2 Clone

2 o

3 What if

3.1 Idon’t have an account in ProductIP

To create a company account you can register this with the link in the email.
Or you can use this link

A little patience
When you register yourself, but it seems that

A request has been sent to the administrator of the Test account to grant you access.
there is already an account, you will see this

Contact information

message.
Olina Chen

You must wait until the account admin grants you user@complyandsell.com
Phone:+

access.

Revoke request

The admin will receive this email.
Dear Olina Chen,

Olina Chen(aaa@complyandsell.com) has just registered with an email address that contains
the same domain name as yours. This is why we send this account request to you. Please
verify that this user belongs to your corporate account.

You can easily accept or deny this account request by clicking on the buttons below. You
don't need to login to our platform first.

ACCEPT THIS USER DENY THIS USER

It is important that the email the technical file request is sent to is also registered in the account.
The account admin can add multiple users to the account. All Requests will be visible to all users.
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3.2 Ireceive multiple requests for the same article

It is possible that those articles could have been merged into one file when you receive multiple 2
requests. o
@)
<
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Decline the request

Purchase Order Number ean

. Decline
And ask your customer to merge the articles.

X Are you sure you want to decline this request?
You cannot merge the articles yourself.
After you have declined the file, your customer has to il
Please merge the files into one technical file.

resent the request.

[Ng] 'ves

3.3 | have already a technical file in my account, but | don’t see the Request

Check with your customer which email address is used to send the request.

If this is not your email, your customer can change the email address to your address and send the
request again, or the account admin can add the user with that email address

Click here for more information “how to add a user”

3.4 What shows compare

The system will show you this information when the information in the technical file is different
from the information in the request.

This is important information because differences can lead to not accepting the shared file.
This information determines which requirements are applicable to the product.

3.5 You want to share a prepaid file request with another company

If it's a prepaid file request, the cost of creating the file is covered by your customer, which means
you can only share the file with them. If you want to share the file with other companies, you can
create a clone of the technical file and share that with anyone else.

3.6 The information in the the pre-draft is not correct

You can decline requests and add remarks. Your customer can adjust the information and resend the
request.

(@]
Ll
—
(%)
)
oc
—
L
(an]
Z
<<
@)
(9]
—
@)
D
(]
o
o
(a8
T
@)
T
=

3.7 | see the notification “update article information”

New Technical File Wizard(1/7) x

You can not create technical files for the following products in ProductIP:

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 |V machinery; explosives and equipment for

explosive atmospheres; arms and ammunition; railway, ships and aircraft (non-exhaustive list).

A WORLD

Fields marked with * are obligatory.

»
‘3 additional article(s) from the file request will be added after creating the file. You may need to update the article information.
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The file is created with the information

O Product

of the first article, once you have
finished the wizard and created the file, ~ Atclenumber® 20241008
. . L. . Product Name: * Product Summer
the merged articles will be visible inthe @ @ e+ 2024-10-08 -
tech nical f||e . Please note: charges apply if you change the market release date after creating the file.

When you create the technical file, you  ean code:
can add information for the first article =~ GMN (Basic UDI-DI):
Batch code:
Purchase Order
Number:
Shipment Number:
Brand name — 2
Customs code Clear
Customs code

descriotion:

With the pencil at the end of the article line you can edit the product data.

Risk Profile ~ Product ~ Timeline ~ Documents (5/0)  Requirements  Invites  Sharing (1)  lssues (1/0) Bill of Materials (BOM) ~ SKUDisk  Inspections )  Relatedfiles  Services

Add product article

Display 10 (= records per page Find
0 Article number Product Name EAN code Batch code Purchase Order Number Brand name Supplier article number
© 20241008 Product Summer 7047160472789 89765 5725000100
O  © 20241009 Summer 2

3.8 Ineedhelp

When you have to contact your customer if you have questions like:
- Why do | have to create and share the file
- The article information is not correct
- Articles are merged but you produce them in separate factories
- Questions about the decline of the file

You can contact ProductIP via helpdesk@productip.com when you need help operating the system.

3.9 Where can | find more information and explanation?

If you need more information about the platform and ProductIP you can find it on Product|Pedia
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