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REFERENCE 
GUIDE

Thank you for choosing ProductIP. 

The information in this reference guide will enable you to instantly start with the process of creating, 
managing and sharing technical construction files for your products. 

Besides explaining the basic functions it also gives insight in the more advanced functions such as 
reporting.

Don’t forget to show the world your compliance efforts via the special sign that is available for registered 
users and the file available sign for those actually creating files in their own account (https://
www.productip.com/partners/). Let your compliance efforts contribute to your success and help you to 
expand your business. 

Prime, Pro, Pinnacle package. The ProductIP platform functionality is available in 3 different packages. 
Prime, Pro and Pinnacle. Check our website to learn about the latest overview and pricing

Any questions? Do contact us!

Regards, ProductIP

G
U

ID
E

 2
01

40
61

6

http://www.productip.com/users/
http://www.productip.com/users/
http://www.productip.com/users/
http://www.productip.com/users/


TABLE OF CONTENTS

SETTING UP

STEP 1 - REGISTER AS A USER              3

STEP 2 - LOGIN 8

STEP 3 - EXPLORE USER INTERFACE AND SETUP 10

STEP 4 - INVITE COLLEAGUE(S) / CREATE CORPORATE ACCOUNT 25

START TO USE

CREATE A TECHNICAL FILE 27

REQUIREMENTS 33
- PRINT CHECKLIST
- FULFILL REQUIREMENT

SENT INVITATIONS 36

ACCEPT A REQUEST 38

PROCEED WITH REQUESTS / TASK / MESSAGE 39
 
DOCUMENTS (UPLOAD / CLIPBOARD / DETAILED INFORMATION) 42

REVIEW DOCUMENTS: MATCH-IT 46

STORE VARIOUS NON-FILE RELATED DOCUMENTS: SKU DISK 49

VENDOR ASSESSMENT MODULE 50
- REGISTERING COMPLAINTS
- MONITOR COMPLIANCE RISK WITH LC

PRIVATE SHARING 52

PUBLIC SHARING 54

USING PRODUCTIP

PRODUCTIP FAQ 55

TIPS AND TRICKS 57

CONTACT INFORMATION 58

PRODUCTIP BUY AND COMPLY 59

CONFIDENTIALITY DECLARATION 60

TERMS AND ABBREVIATIONS              61

ProductIP - reference guide - rev. 20140616

page 2 of 63    



>> Register is for first time users only. If you have registered yet, proceed with STEP 2 - LOGIN.

STEP 1 - REGISTER AS A USER

In order to be able to accept a tech file shared with you or to be able to start co-operating with a 
FAST request via an invite send to you by your customer it is required to register. Registration is 
FREE and doesn’t require you to purchase anything. 

You can even upgrade your account to a corporate account so you can add your colleagues. All of 
you then have access to the same information.

>> Go to www.productip.com and click on the button below

Login/Register; press login to login or register to create a new 
account. This will take you to the login page (https://
secure.productip.com). 
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>> You will then be redirected to http://secure.productip.com/verify.

>> Enter your account information

Sex* Sex; fill in your sex. Choose Male of Female

First Name* First name; fill in your first name. 
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Middle Name Middle name; fill in your middle name. For instance: de, van, van der, 
de van der, etc.

Last Name* Last name; fill in your last name

Email address* Email address; fill in your company email address. Your e-mail 
address is your user name.

When you have been invited to co-operate for a FAST project or to 
accept a file shared with you then you must register with the same e-
mail address as this invite or share has been send to otherwise we 
cannot match it!

Password* Password; fill in your preferred password. You have to create and 
choose your own password.

Please note: The password should contain at least 8 characters, 
including Capital letters, small letters and numbers.

Confirm password* Password; for security reasons we ask you to re-enter your password.

*this is a mandatory field.

>> Agree that ProductIP can send you e-mails related to their services by clicking the checkbox

>> Agree that you have read and accept the ProductIP general conditions by clicking the checkbox

>> Please verify that you are a ‘real’ user by filling in the CAPTCHA.

CAPTCHA; for security reasons we ask you to enter the two words 
you see in the CAPTCHA: 

*this is a mandatory field.

>> Complete the registration

Register; press the register button when you have filled in all the 
necessary fields.

>> After clicking the register button you will be presented the following message:

ProductIP - reference guide - rev. 20140616

page 5 of 63    

https://secure.productip.com/index/terms
https://secure.productip.com/index/terms


The text in the email will look like this:

Dear ..., 

Thank you for showing an interest in ProductIP
Before you can start creating or viewing technical files we need to validate that this e-mail 
address indeed belongs to your account.
To validate your account please click the link below.

https://secure.productip.com/verify/activate?
u=17506&key=d6470d5aa7a31f3b40aed8fb617b7f12

If clicking the link doesn't work, try copying and pasting it in your browser.
Please note that you have to complete this step within the next five days.
After this period your account will expire.

Kind regards,

ProductIP

>> Click on the hyperlink in that e-mail. A page should open with the following message:

>> Click continue and you will arrive at the login page. Login with your e-mail address and your 
password.

>> We will ask you to provide some more information to complete your registration. Of course this 
is required only one time.
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>> Please fill in the (mandatory) fields.

Company* Company; fill in the name of the company you work at

Job Title Job Title; fill in your job title

Phone Number* Phone number; fill in your phone number

Mobile phone number Mobile phone number; fill in your phone number

Skype address Skype; fill in your personal Skype name

Address* Address; fill in your preferred password.

Postal code* Postal Code; for security reasons we ask you to re-enter your 
password.

City* City; fill in the City you work from 

Province/State Province/State; fill in your Province or State

Country* Country; fill in your country

*this is a mandatory field.

>> Complete the registration

Register; press the register button when you have filled in all the 
necessary fields.

Thank you for registering at ProductIP
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STEP 2 - LOGIN 

>> Go to www.productip.com and click on the button below

Login; press login to login. This will take you to the login page (https://
secure.productip.com). 

>> Fill in your account details 

Login; Use your e-mail address as username and the password that 
you have set by yourself. 

>> Further options at login:

Latest release information; We are continuously working on new 
functionalities. At the login page press download to get the information 
about the new features in our latest release. This will be useful in 
combination with this guide.

Lost Password; In case you have forgotten your password press 
Request a new password. 

You need to fill in your e-mail address and an email will be sent to you 
with a link so you can reset your password.

Please note that for security reasons it is impossible to request 
another new password during the next 24 hours.

New user; Please press create new account.
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Download; Click this button to download the latest version of this 
manual. 

Language; please choose your preferred language. Current options 
are: English, Chinese, Dutch, German, French, Turkish, Spanish and 
Italian. 

Please contact us to request an additional language
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STEP 3 - EXPLORE USER INTERFACE AND SETUP

Welcome at your personal ProductIP dashboard. 

Get an instant overview of the status of your files. See progress or lack of it in a glance and know 
where to act in order to get the information on time for your shipment. We use various icons to 
indicate the status of the files and actions running. You can start invites directly from here and of 
course open technical construction files and jump directly to the relevant section.

Type a search term in the Find field. No need to press enter. We start searching a few seconds 
after you stopped typing.

>> These are the header possibilities:

Company logo; Every company can personalize their ProductIP 
experience with their corporate logo.

Language; please choose your preferred language. Current options 
are: English, Chinese, Dutch, German, French, Turkish, Spanish and 
Italian. 

Please contact us to request an additional language

User; we show which account you are logged in with. 

Administrating more than 1 account? Please move your mouse over 
the username and a drop down menu will appear with the other 
account options. Just click to change accounts.
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Credits; how many credits do I have? Do I need to order more 
credits? Just look at the credit line and you’ll know.

Allocated FAST is the number of credits that are reserved for pending 
FAST orders

News headline; changing headline which shows the latest ProductIP 
news.

Log out; when you click the log out button you will be redirected to the 
ProductIP website.

More news; interested in more news? Please click on more news and 
we’ll present you with a list of useful news and information.

>> This are the menu bar options

Your Technical files Your Technical files; this is what we call the landing page. When you 
log in this is the page you will be presented with.

Supplier Files Supplier Files; 

Requests Requests; In case you have been invited to co-operate with your 
customer for uploading documents you will see a number between 
brackets behind the request button.

Tasks Tasks; This page shows an overview of all tasks sorted per Technical 
File. 

Invites Invites; use this to receive an overview of the sent out invites. 

Use the show all, pending, accepted and declined buttons on top to 
create a select view.
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Reports; When you have a lot of files you need to be able to have 
some structure. Files can be grouped in file groups. Users can be 
grouped in teams. Teams and users can have limited rights. Teams 
can have preset access to certain file groups for example. This you set 
via CONTROL PANEL and USER ACCOUNTS. 

It can be useful to be able to create an excel overview for that we have 
created the REPORTS function.

Click and then press [RUN] under the item FILE LIST

Use << or >> to move all available fields back to available or to 
selected. 
Use < or > to move the selected field to available or to selected.
Set the different filter options and time frame and press [RUN]

We will now create an excel sheet for you that you can download. It 
will be available for download under the header [REPORTS 
HISTORY]. This is the tool we use to create reports for our customers 
as well.

Knowledge center; Click and enter our knowledge center. You can 
use it to search our database for example search on a requirement 
number 60335-1 to see which products are linked to that requirement. 
Or search for a product and generate a basic requirement list.

Control Panel; this is the place to be for user or system settings. 
Further instructions regarding the control panel can me found under 
‘CONTROL PANEL’ 

CONTROL PANEL AND SETUP

>> go to the CONTROL PANEL for your account

Control Panel; you can find this in the top right corner of your screen.

>> Click on ‘My Profile’. This is the first option from the top. 

Control Panel; if you hover over the Control panel button you’ll see a 
full list of options. 

The length of the list may vary depending on which services you 
purchased. 

>> You’ll see three tabs called ‘Profile’, ‘Email addresses’ and ‘Account settings’. 

>> Click the ‘Profile’ tab to edit general information and contact information. Click ‘edit’ to edit the 
presented data.
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>> Click the ‘Email addresses’ tab to add or delete an email address. Use the ‘Add a new email 
address’ button to add a new email address. Please note that there must be at least one email 
address! When using multiple email addresses please those set a primary address.

>> Click the ‘Account Settings’ tab to set your subscription preferences and to reset your 
password.

>> Click on ‘My Account’. This is the second option from the top. 
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Control Panel; if you hover over the Control panel button you’ll see a 
full list of options. 

The length of the list may vary depending on which services you 
purchased. 

>> You’ll be presented with the page called Company details. 

At the top you’ll find the navigation that we’ll use to setup all company information. We’ll start with 
contact information and logo and stay on this page.  

>> Edit company information

Edit contact information; Please edit details if wrong, or add if 
incomplete using this button.

 
>> A screen opens in which you can fill in the correct information. Press save when you’re done 
editing.
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>> Set company logo

Set logo; Use this function to personalize your ProductIP experience 
by adding your company logo. 

>> A screen opens in which you can upload your company logo. Press save when you’re done 
editing. Press delete if you want to delete the logo from the system. 

USER GROUPS

>> Please click on ‘User Groups’
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>> Click on ‘Add group’ to add an user group. 

>> Use the arrows to add or delete someone from a group. 

>> Use the arrows to add or delete file groups to a group.

>> Press save when you’re done editing. 

FILE GROUPS
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>> Please click on ‘File Groups’

>> Click on ‘Add group’ to add a file group. 

>> Fill in the name of the group and click save

USERS

>> Please click on ‘Users’

>> You’ll be presented with the list of users that are connected to your company account.  
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Beside user information you find here two advanced security features. You can enable 2 step 
verification and manage IP whitelist. Both features enhance security. 

Configuration; you can find these icons on the right of your screen. 
You can: edit rights, user groups, delete a user or  select document 
types. 

INVITES

>> Please click on ‘Invites’

>> Click on the invite user(s) button

Invite user(s); use this button to invite your colleagues and add them 
to your company. 

>> Fill in the contact information of the invitee. Press confirm invitation to sent the invitation
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ENTITIES

>> Please click on ‘Entities’

BRAND NAMES

>> Please click on ‘Brand names’

>> Click on the invite user(s) button

New brand name; use this button to add brand names 

>> Fill in the brand name. Click the I’m am the owner of the brand name if you are the brand 
owner. Press save when you’re done. 
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RISK LEVELS

>> Please click on ‘Risk Levels’

>> Click on the New risk level button

New brand name; use this button to add a new risk level 

Use this icons to edit or delete a risk;

>> Fill in the Risk level code, description and parent. Press save when you’re done. 

DOMAINS

>> Please click on ‘Domains’
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>> Add a domain by filling in the domain name and press ‘Add domain name’ to add the domain. 

Add domain name; use this button to add a new domain name

Use this icons to delete a domain name;

TAGS

>> Please click on ‘Tags’

>> Add a tag by filling in the domain name and press ‘Add domain name’ to add the domain. 

Add tag; use this button to add a new tag

Use this icons to delete a Tag;

We’ll return to ‘Your Technical Files’  

TABS

You can use tabs to organize your files and work more efficient.

>> Click on the ‘+’ to create a new tab.

Tabs; with tabs you can make your workflow more efficient. 
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>> After creating a new tab you can choose the function of the tab by selecting or deselecting 
information. 

>> Choose a smart name for the tab to make your work more efficient

OPTIONS REGARDING FILES

>> Click on the blue (i) to open a pull down menu that allows you the following actions for this 
technical file:
 - Create a ZIP file and save it on your local disc holding all documents and all information in 
 the file
 - Create a CLONE for this file that you can use for a new shipment or for a file for a similar 
 product

>> Click on the red circle to close this view.

You can also start and invite by clicking on the progress bar in the status column or by selecting 
multiple files and press [SEND INVITE FOR SELECTED FILES].

On mouse over the relevant row will change color. Click to open the technical file.

>> Click on DIY to upgrade the service level for this file to DIY+ or FAST
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For FAST files you will see 3 phases indicated in the type column:
FAST (INV) - invite phase
FAST (COL) - collection phase
FAST (FIN) - final phase

MULTIPLE FUNCTIONS

>> After selecting the checkbox of one or multiple technical files you can execute a certain action.

>> Click on send invitation and a drop down menu will appear which shows a list of possibles 
actions.

>> Click the preferred action en click execute to complete the action.
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STEP 4 - INVITE COLLEAGUES / CORPORATE ACCOUNT

You can invite colleagues to join your corporate account in this way:

>> click and go to the CONTROL PANEL for your account

Control Panel; you can find this in the top right corner of your screen.

>> click on My Account 

My Account; Manage your company contact information, users, 
groups and rights

>> click on Invites

My Account; Manage your company contact information, users, 
groups and rights

>> click on Invite user(s)

My Account; Manage your company contact information, users, 
groups and rights

>> Fill in this form and press confirm. Repeat for relevant colleagues

Sex* Sex; fill in your sex. 

Email Address* Email address; fill in your colleague's company email address

First Name* First name; fill in your first name. 

Middle Name Middle name; fill in your middle name

Last Name* Last name; fill in your last name

Message Message; you can add a personal message for your colleague. 

*this is a mandatory field.
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>> To complete the invitation

Confirm Invitation; to confirm the invitation and sent an the invite to 
your colleague click Confirm invitation 

Cancel; to cancel the invitation process click Cancel

Your colleagues will receive a request to register via e-mail. They need to follow the registration 
procedure and after completion they need to login. As final step they need to accept your invite to 
join the corporate account. This will be pending at the menu item REQUESTS.
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CREATE A TECHNICAL FILE

>> Please note that you need credits to start creating a technical file. Please contact our 
ProductIP Sales Team to acquire credits. info@productip.com.

In the overview page you click on create a technical file and a wizard will start to guide you through 
this process. Of course you need credits in order to create files. 

Create a new technical file; with tabs you can make your workflow 
more efficient. 

INFORMATION

In this step we really only need the following information:
- your article number
- your article name
- what date do you plan (roughly) to put it on the market

The first two pieces of information will help you to find back the file. The date is important when 
selecting requirements that will be relevant by then for the product. All other information is for you 
to be able to trace back a file. Add more articles to the file in case this file need to cover a range of 
products. We suggest that you also add the article number of your supplier or in case you are a 
manufacturer that of your customer. It will help you to trace back the information.

>> Fill in the product information
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>> Fill in the workflow information

>> Fill in the supplier information

>> Fill in the customer information
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REGIONS

Where do you plan to sell this item, what regions / markets. Select one or more or all. If this is the 
range that mostly applies then select [  ] set as default as well

>> Click the checkbox of the regions you plan to sell your product
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PRODUCT(S)

Type the main category of the product in the find field to search our database. Alternate type a 
standard number that you feel is relevant for this product, for example a particular part 2 of a 
standard. If you have no idea this moment type DEFAULT and select general merchandise. 
Perhaps after collecting more information from your supplier you get a more detailed idea about 
the requirements. The file is in DRAFT so you can still change the selected product, region and 
any other information. 
You can also make combinations here. A fridge with a tv build-in? Search Fridge and press on  

then search TV and press  for the relevant description. Now we will merge the requirement lists 
of these two into one file.

Select product categories;

Deselect product categories;

Show product aliases;

Hide product aliases;

Please select one or more product categories

ProductIP - reference guide - rev. 20140616

page 30 of 63    



Q&A

We look at legislation and recalls and try to figure out what questions have to be asked i.e. have 
not been asked. These are the questions mostly about certain aspects of products that help us to 
select additional requirements and add them to the database. Some of these questions must be 
answered (What is the age category for this toy?) others your are free to choose one or more 
(which materials are used for food contact ?). Not all questions will cause a new requirement to be 
added. It might be that we expect that in the future this aspect might have its own rule and we then 
can warn you! In case of doubt skip the questions and consult your supplier and add the answer 
later. Remember the file is in draft still so all can be changed.

>> Click the checkboxes that apply to your product

>> Choose if you want to add inspection reports to the technical file

>> If applicable, please select your customer for additional requirements.
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NON MANDATORY REQUIREMENTS

There are some requirements that many of us feel are relevant and should be part of the technical 
construction file because that is the place where all this kind of information is stored. For example 
requirements related to social compliance. Select here those requirements that you wish to add.

>> Please select the non mandatory requirements which you want to add to the technical file

If you want to upgrade the service level of a file to DIY+ or FAST select the required service level 
you wish to upgrade to. It requires additional credits to upgrade to DIY+ or FAST.

>> Choose if you wish to create the file yourself or ask ProductIP to do it for you.

>> To complete the creation please click Create the Technical File

Create the Technical file; 

NEXT STEPS

We suggest that you go to SENT INVITATIONS and send your supplier an invite so he can start 
helping you to complete this file.
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REQUIREMENTS

Your customer can offer you two different rights via an invite. The basic right is to upload 
documents. The additional right is that you will also be allowed to make a match between the 
documents and the requirements. In case you own a file yourself you have the right to do this of 
course.

>> if you go to a technical file and open the requirements tab you see different icons.

The page show all the requirements that are applicable regarding the questions you answered 
when creating the file. 

>> Information icons:

Unfulfilled; At the start the status of all the requirements is unfulfilled

Not Applicable; declare this requirement Not Applicable (N/A). The 
aspect / issue / requirement mentioned is relevant for this kind of 
product however in this particular case the requirement has no impact. 
It is better to declare it Not Applicable then to delete it from the 
requirement list. Now you can show that you have considered it.

After this the status icon at the left side will change Not 
Applicable

link documents. Click this and you can select documents 
uploaded already that proof compliance for these aspects.

This will change the status icon at the left side to IN PROGRESS

Knowledge Centre; click on this icon to go to our knowledge centre 
and learn if there is more information available on this requirement. A 
link to purchase the standard document at the BSi online store. 
Information related to this standard and it’s connection to other 
standards and products. Guides or templates that can be used to learn 
more or sign off on this requirement. (available info may vary)

Most sought after templates are those for RISK ASSESSMENT or 
SAFETY ASSESSMENT (Toys) for REACH and REACH/SVHC

Return; Click on this to set the status back to unfulfilled

Info; this will show which documents have been linked to the 
requirement

Not applicable;
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There can be a lot of requirements. In order to make your work easier we have added a 
functionality to quickly set the view only to a specific group of requirements. Select the related 
group via this drop down menu. 

>> Use it in combination with these one click filter options:

Select requirement group; to cancel the invitation process click 
Cancel

Select requirement category

Show all, show all the requirements

Unfulfilled; only show the unfulfilled requirements

In progress; only show the requirements that are in progress

>> Actions

Pre-finalize; When all requirements are either made Not Applicable or 
have the FULFILLED status you will see that the option PRE-
FINALIZE has become available.

Via PRE-FINALIZE and then FINALIZE the file will get the status 
FINAL. These are two separate steps as in some organizations these 
are responsibilities for different user(groups) and this system allows 
review stages.

Note that a FINAL file cannot be amended. It can be used to create 
another draft file via CLONE. This draft does have all the documents 
and requirements and it can then be edited, updated to another market 
entry date, new regions etc. The CLONE structure is commonly used 
to create a systematic approach of a file per shipment. Most 
production is done in batches and therefor QC and Inspection related 
documents are relevant to show proof of compliance.*

We will keep a “mother-daughter” relation between these files in our 
database.

* alternate is to use our Vendor Assessment module. This will require 
an additional subscription.

Please note: Only for the owner of the file can finalize the file. So not 
the invited party!

Check for update; ....

Add requirement; manually add requirements.

Edit regions; add or remove prospect markets.

Edit categories; edit the product category by choosing another from 
the list.
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Report incorrect requirements; our experts are constantly updating 
the system. If you nevertheless find an error please let us know!

Print Checklist; It can be convenient to have an overview of the 
status of the file. Use to generate a PDF with detailed information. This 
may be helpful when communicating with your supplier for example to 
help your buyer to prepare for a meeting.

CE Declaration; auto generate a CE declaration by filling in your 
name and position.

Add task; further action needed by one of your colleagues? Create a 
task.

FULFILL REQUIREMENTS

In the requirements tab set the filter to IN PROGRESS. 

Select all and press DECLARE FULFILLED at the bottom of the screen and confirm. Of course you 
can also FULFILL requirements one by one. 

In the status overview of all technical files the progress bar will change from white to blue to green 
for that % of the requirements IN PROGRESS (blue) and FULFILLED (green)
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SENT INVITATIONS

>> Press the Your Technical Files button

Your Technical files; this is what we call the landing page. When you 
log in this is the page you will be presented with.

>> Select the checkbox of the file you want to create a invite for

>> Scroll down

>> Click on send invitation and a drop down menu will appear which shows a list of possibles 
actions.

>> Choose Send Invitation. Click execute to complete the action. The following screen will appear.

>> Press Yes to continue.
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>> When you pressed Yes you will be asked to fill in the contact information of the invitee.

>> It is possible to add documents to the invite. Press Choose File to start uploading.

>> Fill in the invitee details

>> Feel free to edit the message and or subject of the invite

>> Select whether the invitee can Upload or also Fulfill a file

>> Create a deadline with selecting a completion date

>> Select if you want to: include the reference guide, send me a CC of the invitation and/or Include 
supplier product name and article number

>> Press Confirm Invitation to sent the invite
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ACCEPT A REQUEST

In case you have been invited to co-operate with your customer for uploading documents you will 
see a number between brackets behind the request button.

Requests; you find this button in the top menu bar. Click it to show 
requests. 

Please note the number behind the button, this shows that you have 
outstanding requests.

>> Click on the REQUEST button and if the product is indeed supplied by you click on the 
checkmark icon (green with circle) in order to accept the invite. 

Accept; Use your e-mail address as username and the password that 
you have set by yourself. 

Decline; 

What if you are not the one able to handle this request? You 
basically have following options.

Decline the invite by clicking on this icon. Your customer will also 
noted that you have declined the invite. It might be worth sending your 
customer an e-mail indicating that the e-mail is better send to an 
alternate department within your organization.

Comments;

Show details;

Hide details;

Downloads;

>> You now have accepted the invite and the status is also changed at your customers end. 

>> Create a corporate account and invite the relevant colleague(s) yourself so that you as a team 
can offer best service to your customer.
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PROCEED WITH REQUESTS / TASK / MESSAGE

At REQUEST you click on the underlined product name of the invite. 

>> The REQUIREMENTS tab offers you a list of relevant requirements. The goal is to sign off 
these requirement by uploading evidence and match it with the requirements. 
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>> Click on DOCUMENTS and upload documents from your local system via ADD DOCUMENTS. 
We accept PDF and JPG formats. In case you want to use documents at multiple files upload them 
to one file first then use the ADD TO and COPY FROM CLIPBOARD function to add them to other 
files.

TODO; In you have any action to be done or any comments to offer for 
example a test report is pending but expected by such and so date we 
suggest you add it as a TODO. Simply type in this information so it’s 
clear what is the pending status to others looking at this file.
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MESSAGE; In case you want to leave a message for your customer or 
our customer services representative (CSR) working on this file use 
this services which you find under REQUEST

The advantage of adding this kind of information via TODO and 
MESSAGE is that they become part of the log of this file.

COMPLETED; In case you have completed uploading all your 
documents and information available then press the completed icon in 
the related row in the request page.  
When you have pressed this button the status of the invite is 
completed and after that you no longer have access to the file. In case 
you need to upload more documents your customer has to re-invite 
you again first!

FAQ: I (still) have to upload files but it seems I cannot?
ANSWER: The status of the invite should be “accepted”. If the status is “pending” then accept the 
invite first. If the status is “completed” or “declined” then your customer has to re-invite you 
first.Contact them or us via e-mail asking for this!
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DOCUMENTS

You can match requirements with documents but you can also approach it from the other way 
namely matching documents with requirements.

ProductIP will monitor final files for you and inform you if for that technical construction file new 
requirements have become relevant. We can also inform you if documents in those files become 
invalid. Documents may become invalid at a certain date because:
- the issuer has set an end date
- you know that your customer(s) only accept documents not older then x years
- it’s your own policy to renew certain documents after x years

HOW TO UPLOAD

At the documents tab you can upload the documents.

>> Click on the ADD DOCUMENTS button. 

Upload document; use this button to upload new documents

Paste from clipboard; You upload documents into one file. With copy 
to clipboard you can use a document also in another file. 

You can find the instructions below. See ‘clipboard’.

Account document; you can have documents linked to your account. 
Use this button to add them to a file.

See Control panel > Manage account documents to overview or 
upload a account document.

Tasks; you can create tasks for a yourself or a colleague. Click the 
Add task button en write down the task, choose a type, assign it, mark 
a completion date and give a short description. 

Set document permissions; with this functionality you can make a 
attached file public through the public page of your product. 

This will open the following window
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>> Click on BROWSE to open a window where you can select files from your local disc / network. 

>> Select on or more documents and press enter. You will see that the documents will show in the 
Uploader Queue window see in below example the logo-black_on_white.jpg file. 

>> Repeat the Browse your local disc / network and select more files if required. If you are finished 
press Upload (all) files. 

>> ProductIP will upload multiple files in parallel. Press Uploading finished once all uploading is 
finished and you are done.
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View Document

CLIPBOARD

You upload documents into one file. What if you want to use a document also in another file? 

Select the document or documents and press ADD TO CLIPBOARD and confirm with YES. Now 
open the technical file where you also need this document and select COPY FROM CLIPBOARD. 
Select the relevant documents and select Copy to File.
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DETAILED INFORMATION

On the Documents page you can find a lot of information. You can see who has uploaded the 
document, the review status and if the document has been used to sign of on a requirement 
already or not yet. All this is progress information!

In order to be able to search and find documents and offer warnings when they become invalid 
additional data has to be added, so called metadata. Click on the underlined document name and 
a separate window will open. The document will show in a web based viewer.

>> Click on the edit icon

Edit; use this button to edit the metadata of a file.

This will open the following window

- Give the document a good name that indicate what kind of document it is. 
- When required add information at the description field.
- Reference number would be the official reference number of that document or certificate. It may 
be your internal number when it’s your own document.
- It was issued by WHO, WHEN and TO who (most likely to yourself). 
- Select what kind of document it is or select OTHER. 
- If any expiry date select it here. 
- Alternate you may select a remind date separately or even additionally. The text entered in 
Remind note will be shown to you on the set remind date.

Link to requirements; 

You can link this document to one or more requirements and you can directly set the status of the 
requirement to FULFILLED. In one go!
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MATCH IT

Match it! is a very helpful, fast working tool that will save you a lot of time. Match It! checks the 
PDF documents in your technical file and looks for the article numbers and applicable 
requirements. It enables you to link the found requirements in each document directly to the 
requirements in one go.

>> Go to a technical file that has documents that are not yet linked to requirements.

>> Click on Documents 

>> Click on the document name to open the document (PDF)

>> Click on Match It! 

Match starts immediately and a moment later you get the following window:
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You can click on any of the matched requirements, it is then highlighted in the PDF document so 
you can quickly verify its relevance. Then, with a single click on  Link to documents  you 
immediately link the found requirements to the viewed document. 

Add documents to requirements manually

>> Click on ‘Your technical files’ choose the product you want to work with. Select the requirements 
tab. You’ll be presented with a list of requirements that need to be fulfilled. 
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>> Notice the three small icons on the right. 

Declare not applicable; use this button to declare a requirement not 
applicable to a certain product. Please note it seems like an easy 
way to complete a file the fast way but it will just be an empty 
shell! 

Link to documents; use this button to link a document to the 
requirement. 

Click the checkbox of the document you want to link and press save. 

More info; use this button to read more information about the 
requirement.

Example:
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SKU DISK 

Part of PRO and PINNACLE package

SKU disk allows you to add generic documents to files, no matter draft or final, that are not related 
to requirements. This is a handy feature for those who want to use ProductIP to keep track of all 
documents related to orders / shipments. For example shipping documents, gas-free certificates of  
containers and so on.

SKU disk allows you to add generic documents to files, no matter draft or final files, that are not 
specific for requirements. 

- Types allowed are PDF, images and office documents. 
- Define your own assessment types. For example; Sample Evaluation, Factory Audit, Pre-

Shipment Inspection, Incoming Goods Inspection) 
- Choose result type Pass / Fail, x from y points or AQL 
- Get status reports on performance of suppliers, buying teams, product categories over time. 

Create a relation between one or more articles in a file and documents, because a shipment may 
include just a part of the range covered by a technical file. and many more features. 
In Technical Construction Files you mostly likely store Pass result documents only. In the Vendor 
Assessment you will store both Pass and Fail result documents. 

>> See ‘DOCUMENTS’ for further instructions involving uploading.
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VENDOR ASSESSMENT MODULE

Vendor Assessment module is part of the Pinnacle package or as an add-on to the Prime package. 
(It's not an add on to the Pro package because in that case you are better of choosing the Pinnacle 
package).

Where technical files typically only hold documents (evidence) that have a positive (PASS) result 
towards the requirements, the Vendor Assessment module allows you to keep track of the 
performance of your supply chain on various aspects. You register the assessment result and the 
score. The PASS and the FAILS.

We offer default different types of assessments with on of the following different kind of score 
types:
- Pass / Fail 
- Pass / Fail based on achieved result (points or %)
- Pass / Fail based on achieved results AQL

The Vendor Assessment module helps you to keep track of various KPI's regarding your supplier 
performance. What KPI's depend also on the type of assessments that you develop and apply 
yourself. This could be first sample evaluations, pre-shipment audits, incoming goods checking at 
your distribution centre and so on.

COMPLAINTS

>> Click the Complaints tab at the menu bar

>> Click add complaint to start

>> Fill in the fields and press save to save and return to the complaints overview page.
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LC

Letter of Credit (LC) Functionality  (Part of Pinnacle Package)

The LC functionality in ProductIP enables you take out references to requirements as conditions in 
LC's and replace them with a condition called ProductIP LC letter. Any changes in the relevancy of 
certain requirements during the ordering process now won't require you to amend the LC, add 
extra cost and ordeal, you just update the requirement list in ProductIP. Once you are satisfied with 
the provided evidence of compliance you release the ProductIP LC letter to the manufacturer. Who 
can release what and at what stage of the technical file can be set as user rights in the control 
panel of your corporate account. 

Above you can see two charts with obviously different sets of risks. 

>> Press the Add LC authorization button

Add LC authorization; press this button to create and release an LC 
declaration.

>> Fill in the necessary fields
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PRIVATE SHARING

You can share files with e.g. government organizations or customers. These need to become user 
first. This registration is automatically inducted in the Sharing process.

>> Click in the Add Share button

>> Define a name for the share

>> Fill in the necessary fields. 

>> Necessary field are: personal information of the invitee (click add to add the user), a decision 
whether to let the invitee only view or also clone the file and an end date of the share.

>> Click the next button

Next; this button will appear as soon as you have filled in the 
necessary fields.
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>> It is possible to exclude documents from the share. Click the checkbox if you want to exclude 
one or multiple documents.

>> In case you want to upload some extra documents to the share you can do this in step 4.

>> Press create share to complete the share. The invitee will receive an email with the invitation to 
open the file.
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PUBLIC SHARING

ProductIP is secure system and not a sourcing system so how why or how can a file be public?

Part of the information in a technical file could be relevant for the consumer. For example an 
overview of Substances of Very High Concern (REACH/SVHC) is to be offered within 45 days to 
any consumer asking for this information. Perhaps you also wish to share a manual, a spare part 
list, some information on your social compliance. 

Select those documents that you want to make available. Select [  ] enable public page for this file 
and press SAVE. Now share the hyperlink via website or printed copy or otherwise and you have 
offered access to those documents. The other information available is very limited and not 
confidential. You will notice we also offer you the artwork for a QR code. There are many free 
applications available, also for mobile devices, that allow consumers to scan this code and this will 
cause a web browser to open on the relevant public page. 

With the PUBLIC function build in right into your technical file we have made sharing very easy.
 
Even with the PUBLIC function switched off you still are able to share information about the fact 
that you are using ProductIP e.g. that a file is available via one of these signs. Use them on your 
website, quotations, specifications, packaging, manuals, warranty cards. Key is that there is a valid 
file!
 

For more information on terms and conditions for using this and other ProductIP related signs 
please contact us. You can find the signs on our website (http://www.productip.com/users/).
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PRODUCTIP FAQ

Frequently Asked Questions

Q What does ProductIP mean? Anything to do with Intellectual Property?
A ProductIP means: Product Information Platform. ProductIP is for the creation, management and 
sharing of product technical (CE) files that are compulsory in the European market. Nothing to do 
with Intellectual Property. The IP also refers to the IP addresses of the internet as we are web 
based services

Q Are you hosting in the Cloud?
A No we host on our own dedicated server in Hong Kong which is monitored by Rackspace

Q You are a web based service. Can I retrieve information to our own server?
A Yes you can. Complete files including all information and documents can be downloaded to your 
own disk / server as a zip file

Q I noticed you offer DIY, DIY+ and FAST services. When do I make a choice?
A You make a choice per each project. It's up to you. For the content please refer to our 
Description of Services

Q What happens with my files if something happens to ProductIP?
A Then you have two years to finish your files and download them as ZIP files to your own server

Q Is it a sourcing system?
A No, it is a closed system. You decide whom you grant access to certain files either to co-operate 
with you when making files (via INVITE) or to show information in a file to a customer or authorities 
(via SHARE). Within the account settings you can decide who within your corporate account can 
have what rights. With respect to our cooperation we like to refer to our confidentiality declaration.

Q What is the scope of ProductIP?
A For this moment Non-Food consumer products supplied to the EU / EFTA countries. We
expect to expand to other regions in the future.

Q What does TCF mean?
A TCF stands for Technical Construction File. The purpose of the TCF is to be able to proof that 
products supplied to the market comply with relevant legislation. It is a mix of technical information, 
approvals, QC documents and inspection documents.

Q Is a TCF the same as CE?
A For consumer products (non-food) one ore more Directives can be relevant for your product. 
The General Product Safety Directive (GPSD) is always applicable and that directive requires a 
TCF. Other directives such as Low Voltage, EMC, Toys, Machine and more may require 
additionally a CE declaration of conformity (DoC) to be available.

Q Why a risk assessment? I have a test report from a famous laboratory already!
A Great that you have that report but that is test on a few samples only. Some risks can be 
introduced by variations in production, by packaging, by a manual or even point of sale. A risk 
assessment shows how the supply chain is dealing with that either via QC, warnings, production 
identical to the approved model, pre-shipment inspection, batch coding etc. You see that a TCF 
has a wider scope as type testing. Sure your test reports are part of the TCF and they do have 
great value!
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Q Does FAST services leads to a complete file?
A Not necessarily. We are a supporting secretariat, not a testing laboratory, not an inspection 
authority, nor the actual producer of an item. See our Description of Services. It’s the producer that 
has to have the evidence and supply it to you

Q I’m a retailer / importer not a manufacturer so why should I have technical construction files?
A In case you are selling products under your own brand and / or importing products then you are 
the one to be able to offer proof that products comply with requirements. You will be regarded as 
manufacturer (and or importer) even you are not the actual producer of the goods.

Q Why you are using a credit system?
A Files need to be kept available for 10 years. With the conversion of credit to one file the cost of 
10 years hosting and data traffic as well as monitoring the status of the file compared to the 
legislation for those 10 years is taken into account. For additional modules such as Vendor 
Assessment, Complaints, Substances, REACH we will use a subscription model as these are 
additional services relevant for specific companies only. One file can be 50 Mb in size. You can 
add more Mb in steps of 50 via conversion of credits but this is seldom required.

Q So one product is one technical construction file is one credit?
A Not necessarily. In many cases a technical file will cover a range of products that have just 
small deviations in design or features. 

Q You have DIY, DIY+ and FAST services, what are they?
A DIY means Do It Yourself. You are operating the system and we offer support to you using our 
platform. DIY+ is as DIY but we offer additional support to your supplier by explaining him more 
about the regulation, what is required, where he possible can arrange test results. The actual work 
in the file is still done by yourself. FAST is short for File Assembly Support Team and in that mode 
we are acting as secretariat on your behalf. Following up with the supplier. Gathering the available 
required information. Doing a paper review to see if this is indeed related, relevant, authentic. 
Adding metadata etc. To go for DIY, DIY+ or FAST is up to you on a case by case basis. Refer to 
our description of services for an overview.

Q Who are your current customers?
A We have a wide range of international customers ranging from manufacturers, brand-owners, 
importers and retailers. Check www.productip.com to get the latest overview. We’ll be more then 
happy to add you to the reference list as well. You will also find us on LinkedIn as there is a 
ProductIP group and you can follow us via twitter @productip as well.

Q Can you do inspections or other services? 
A No but we do our best to make agreements with relevant parties so they can offer discounts to 
ProductIP users. Discounts on rates for inspection services or for example AON who offer discount 
on risk and insurance premiums.

Q I want to start so how do I order credits?
A Contact us so we can quickly access what is your specific need to start.

Q How to contact you?
A Contact details at the end of this document. 

Q When can we start?
A Release your order and we start! An e-mail confirmation is sufficient

Contact us to learn more via info@productip.com 
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TIPS AND TRICKS

Zip file export

>> Go to ‘your technical file’ 

>> Click the show details button below

Show details;

>> Click export

Default choice is export.

>> Click export

A .zip will be created and saved to your hard-drive. 

>> Open the .zip file. Select the relevant documents and print these the same way as any other 
document on your computer. 
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CONTACT INFORMATION

ProductIP HQ
Copernicuslaan 30
6716 BM  EDE
The Netherlands

T +31 318 700 622
F +31 318 913 315
E: info@productip.com

Skype: productip

ProductIP (HK) Ltd.
20th Floor, Central Tower
28 Queen’s Road, Central
Hong Kong

T +852 8199 0352
M +852 6553 8437
E: marketing@productip.com
 
ProductIP Information Consulting (Shenzhen) Co., Ltd.
Room 2409, Main Building Golden Central Tower
No. 3037, Jintian Road, Futian District
Postal Code 518048
Shenzhen
CHINA

普达安信息咨询(深圳)有限公司
中国⼲⼴广东省深圳市福⽥田区⾦金⽥田路3037号
⾦金中环商务⼤大厦主樓2409室
(邮编: 518048)

T + 86 755 8323 0515
M +86 1314 3803 437
E: marketing@productip.com

Skype: productipsz
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BUY AND COMPLY

As a buyer you are on the road most of your time. With the introduction of a mobile website and 
apps for Android and iOS you can use the ProductIP system on-the-go.

Use our services on the go on your mobile device. http://productip.mobi
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CONFIDENTIALITY DECLARATION

Contact us at info@productip.com if you wish to receive a separate copy
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TERMS AND ABBREVIATIONS

Assessment A test, a study or an evaluation based on a standard
Audit An (on-site) assessment in most cases of a quality control management system
BSCI Business Social Compliance Initiative; social audit system on working conditions
BOM Bill of Materials or Parts list
CCL Critical Components List; list of components that are critical for safety
CDF Constructional Data Form; information on the construction of a product
CE European Conformity (French: Conformité Européenne)
COE Council Of Europe
COP Conformity of Production
CR Commission Regulation
Decision An EU decision is later implemented in regulations or directives
Declaration A signed statement on product compliance
DIN Deutsches Institut für Normung; German institute for standardisation
Directive An EU directive is converted into national laws
DOC Declaration of Conformity
EC European Community or European Commission
ECHA European CHemicals Agency; EU's chemicals legislation institute 
EEC European Economic Community
EEE Electrical and Electronic Equipment, term used in RoHS and WEEE legislation
EFTA European Free Trade Association (Area)
EMC Electro-Magnetic Compatibility
EN European Standard
ERP Energy Related Products; eco-design and energy labelling
EU European Union
FQC Final Quality Control
GPSD General Product Safety Directive
IEC International Electrotechnical Commission; global electrotechnology standardisation 

organisation
ILO International Labour Organisation; UN organisation concerned with work-related 

social protection
IQC Internal Quality Control
ISO International Organisation for Standardisation; world’s largest international 

standardisation organisation
LFGB German food contact legislation
LVD Low Voltage Directive
NBN Bureau voor Normalisatie; Belgian normalisation institute
NEN Nederlandse Norm; Dutch normalisation institute
NLF New Legislative Framework
PCB Printed Circuit Board; carrier of electronic components
PSI Pre-Shipment Inspection
QC Quality Control
QMS Quality Management System
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REACH Registration, Evaluation, Authorisation and Restriction of Chemical substances
Regulation An EU Regulation is enforced directly, without conversion into national laws.
RoHS Restriction of Hazardous Substances
SKU Stock-Keeping Unit
Standard A formal (technical) norm or requirement
SVHC Substance of Very High Concern
VDE Verband der Elektrotechniek; German technical platform for electrotechnology
WEEE Waste Electrical and Electronic Equipment
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Copyright © ProductIP B.V. 2008 - 2013 All Rights Reserved.

This document may not be reproduced, modified or distributed without the prior written permission 
of ProductIP B.V.

PRODUCTIP PROVIDES THIS DOCUMENTATION AS-IS AND WITHOUT WARRANTY, AND TO 
THE MAXIMUM EXTENT PERMITTED, PRODUCTIP DISCLAIMS ALL IMPLIED WARRANTIES, 
INCLUDING WITHOUT LIMITATION THE IMPLIED WARRANTIES OF MERCHANTABILITY, 
NON- INFRINGEMENT AND FITNESS FOR A PARTICULAR PURPOSE.
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