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1. Getting started

In the labeling approval system of UTZ, members can request a labeling approval for UTZ labeled packaging
for final products. All final products carrying an UTZ claim and logo must comply with the latest version of the
Labeling and Trademark Policy and be approved by UTZ prior to printing (see Control points 23-25 of the
Chain of Custody Standard). Labeling approval requests for herbal teas and hazelnuts must be sent per e-
mail to membersupport@utz.org.

By approving the packaging, UTZ makes sure that the claims correspond to requirements set by the Labeling
and Trademark Policy and allows UTZ to keep an overview of which products are on the market in which
countries.

Please find all the information about labeling approval rules and process in our E-course.

1.1 Labeling rules
The labeling rules can be found in the Labeling and Trademark Policy. The claims and logos that can be used
depend on the traceability level of the UTZ certified product you purchase.

1.2 UTZ logos
The UTZ logos can be downloaded under 6. UTZ logos in the download section of the Good Inside Portal.

You can select the logo per commodity.
‘Welcome Become a Member Traceability System SugarCRM Member Directory CB Directory Online Training Traceability System FAQ Management Report Labeling Approval

Downloads
Folders Wy Documents Recent Documents

Search Search Folders | Add Folder

I 1. Quick Start Guides
ubfolders: Quick Start Guide CBs, Quick Start Guide Traceability System, Quick Start Guide Transactions Upload

| 2. Training Manuals
[ 3-On-Behalf Authorization Forms
IC) 4. Guest User Authorization Form

|3 5- Labeling Approval Application
Subfolders: Quick Start Guide, User Management Guide, User Manual

6. UTZ logos
Subfolders: Cocoa, Coffee, Coffee plus Cocoa, Hazelnut, Hazelnut plus Cocoa, More »

=) Release Notes

1.3 Who can submit a request?
Labeling Approval Requests can be submitted by either suppliers (e.g. roasters, manufacturers,
blenders/packers) or brand owners.

The labeling approval system makes it easy for everyone to keep track of requests in their Good Inside Portal
accounts. Additionally, if a brand owner submits a request, both the brand owner and the supplier will be
notified by email when it has been approved and will be able to download the approval letter.

1.4 Approval validity

Label approval requests are valid for 365 days from the date on which they were approved. This date is also
mentioned in the label approval letter. You can extend your SKU at the click of a button if your product is still
on the market after this time. The start date of this extension is the date that you requested the extension and
an adapted approval letter will be available. If the product is no longer on the market, you are kindly requested
to take the SKU off market (see 5.2 SKU overview for instructions).

1.5 Browser compatibility
The Good Inside Portal is compatible with all browsers but works best with the latest version of Mozilla Firefox
and Google Chrome.

www.utz.org 3
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2. Manage your settings (primary users only)

The settings area is only visible to primary users of the account and can be found in the top right corner of the
labeling approval dashboard. Once you click on it, a new window will open.

Labehing Approval Cocos
Action Request staws Overview SKU Status Overview
—
p v oan 1 -
= Watng for &ppemal : ' Approves o
@ Offlaret

4 Request Overview &, S0 Overview

2.1 Add and manage users
In the tab ‘User Management’ of the settings, you can add and modify users of the labeling approval system.

Member Area

Action
D eeruonsgemen Company Address & conaure ] actory Locations | password settinas
User Management
Users
Name User Type Last Active On ~ Action
Q Mark Hicks Primary 08052016 wodry

E=

Add users: click on *‘Add User’ in the lower right corner. A new window opens. Fill in the user details
including the preferred language, select the contact type and click OK. An automatic generated e-mail
with the login details will be sent to the new user.

Add User X

First Name “ :

Last Name ~ :

Member Name * : Test Labeling One
Member ID * : UTZ_CO1000006173

Select Language *: Select Language -
Visiting Address :

Address Line 17

Address Line 2:

City™ :

Postal Code™ :

State:

Country® : Select Country -

Mailing Address:

Address Line 17 :

Address Line 2:

city” :

Postal Code™ :

State:

Country”™ : Select Country -

Department :

Office Phone

Direct Phone

Mobile :

Phane Number ™ :

Fax Number :

E-mail address” :
Confirm E-mail address™ :
Skype:

Twitter:

Website :

Contact Type: @) Mormal User (7) Primary User

www.utz.org 4
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Remove users: click on ‘Modify’ next to the user you want to remove. A new window opens. Click on the tab
‘User Settings'. Go to the bottom of your screen and click on ‘Remove User. Click on ok to confirm the

removal of the user.

User Settings  Assign Role User Activity Log

FirstName * :
Last Name *:
Member Name :
Member ID :
User ID :

Select Language” :
Visiting Address :

Address Line 1 °:
Address Line 2:
City *

Postal Code *:
State @

Country * :

Mailing Address :

Address Line 1 ° ¢
Address Line 2:
City *

Postal Code *:
State @

Country * :

Department :

Office Phone :

Direct Phone

Mobile :

Phone Number *:

Fax Mumber :

E-mail address * :
Confirm E-mail address * :
User Name * :
Password ™ :

Skype :

Twitter :

Website :

Last Modification Date :

Contact Type :

Test
User

Test Labeling One
UTZ_CO1000006173
UTZ_CN1000014337
English

NETHERLANDS

a
12345

NETHERLANDS

123456
testuser@utztest.com

testuser@utztest.com
tuser7a4

08/10/2016

@ Narmal User () Primary User

Remove User

Reset password

m

Assign labeling approval role: click on ‘Modify’ next to the user you want to assign a role to. A new

window opens. Click on the tab ‘Assign Role’. Here you can assign the appropriate role.

| user Settings] Assign Role Juser Activity Log

Edit User-Assign Role

| Core Product Relation : Cocoa

Assign Role

‘ore Product : Cocoa

| = Transaction Read Only
Transaction
|"| stock Read Gnly

"I Label Approval (Read Only)

Good to know

roles are assigned.

If a user is only involved in the labeling approval process, make sure that only the labeling approval

www.utz.org
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2.2 Language settings
The labeling approval system is available in English, German, and Japanese. To change the language you see
in the account, click on ‘User Management’, click on ‘modify’ next to your own name, and select your preferred

language from the drop list. This change will be visible once you signed out and in again.
T

Fast e " Tawt
L e ™ ¢ i
Mamber Mame ; Tast Labelng One
[}
Pember 19 UTE_CO 080008173
ey 1D ¢ UTZ_OM 0000 14317
T -
Select |
P g
]
Rekdremslrm 1" Partupals
. Tling el
Bokiress Liee 21 ExE
oty Frangas
Pastsl Code " | Baasa Indoness
B Barass Melaps
" Lol
Cowiry Daitsch

[T S T

Good to know
The drop-down list under ‘Select Language’ will show more languages. If you select a language that
is not available, the labeling approval system will be shown in English (default language).

2.3 Add factory location

In the tab ‘Factory Location’ of the settings, you can add and modify the location of the factory where the
products were produced. The factory location will then appear in a drop down list in the labeling approval
request form where you can select them.

Test Labeing One.

lEJTZ GOOD INSIDE PORTAL @]

Welcome Mark.
Hicks

Transactions (0) Trading & Stock Licenses Finance (0) Marketplace Log Help | Contac] Exit

Member Area

Action

Company Address i}f/] Confiqure “—| Factory Locations “—| Password settings

Factory Location

Address city ~ Country Action
Stefansplatz 1 Vienna AUSTRIA Modify | Remove

Remove Al | [ Add New Factory Location

Add new factory location: click on *Add New Factory Location’ in the lower right corner. A new window will
open. Fill in the address, country and city and click ok. The factory location will be added to the list.

{MII Mew Factory Location * 1
Address
Country * Select h
City *
Cancel OK
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Modify factory location: click on ‘Modify’ next to the factory location you would like to modify. Make the
necessary changes and click on ok.

Factory Location

Address City ~ Country Action

Stefansplatz 1 Vienna AUSTRIA Modify [Remove

Remove factory location: click on ‘Remove’ next to the factory location you would like to remove. Click on ok

to confirm the removal.

Factory Location

Address City ~ Country Action

Vienna AUSTRIA Mod|

Stefansplatz 1

www.utz.org
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3. Submit a Labeling Approval Request

This chapter will explain step by step how to submit a new labeling approval request.

Please note that the screenshots used in this chapter are for a labeling approval request for cocoa. The form
for each commodity will show the relevant type of supplier. In sections where the request forms for coffee and
tea are different from the request for cocoa, this will be indicated.

3.1Login

Go to www.goodinsideportal.org. Here, you can log in with your login credentials.

3.2 Enter the labeling approval system
Click on the ‘Labeling Approval’ tab.

blTZ GOOD INSIDE PORTAL @’

| welcome || Become aMsmbar || UTZ Training Canter || Tracsabity System || Member Directory || CBDirectory || Downloads || Online Training Tracsability System || FaQ | Labeling Approval |

Sign In

You are signed in as Mark Hicks. Live Chat Software by Kaysko

Good to know
If you do not see the labeling approval tab, ask the primary user of your account to assign you the labeling
role or contact techsupport@utz.org

You will see the following screen. Click on the link ‘Click here to go to the Labeling Approval dashboard’ to
enter the system.

| wetcome || Become aMember || UTZ Training Center || Traceabilty System || Member Directory || cB Directory || Downioads || oniine Training Traceasiity System || FA | Labeling Approval |

Labeling Approval

Here you can submit, view and manage approval requests for your UTZ labeled product packaging

If you would like to download the user manual. click on the 'Downloads' tab. -

Do you need additional help? Contact s via [abeling@support utzcertified org, @5‘ '

Click here to go to the Labeling Approval dashboard
The labeling approval dashboard will be displayed. Select cocoa, coffee or tea/rooibos by clicking on the
corresponding tab. Click on ‘Request New Labeling Approval’. This will open the Labeling Approval
Request Form.

Welcome to the UTZ Certified labeling approval system — 5

Sewnys | £an

[ abetivg Approval cocea 1 Labeling Approval Tes |
Action Request Status Overview SKU Status Overview
—
« Drsft 4 Denied 2 Drstt 5 Approved Pending Cerificstion 0 || Expires in 14 days
-y, Waiting for Approval 2 Appraved Pending Cerification 9 Wisiting for Approval 2 Approved 3 || Expires in 30 days
R el e E R e 3 Emncaoon
& s ERE = :
£ RequestOverview | @ SKU Overview
Brand Qwner v EBrand Owner Country v Manufacturer v Brand Name A4 Distribution Countries Status. A4 Request Type - Search Records Q Reset
ThisWest () This Menth @ This Quater () This Vear () All () Custom
T TR — ) N T ST aton i
ST e e [ e £ N oS e T
oomrs e Tt Suet oot | | srmion ot o Jmtan o Mt s
05/06/2014 Sweet Tooth Candies | Sweet Tooth Candies. Grime Supermarkt SWITZERLAND Delicious Chocelste 1010672014 ‘Qctopus Admin Approved Copy Reguest Details | SKU
Gncaie: memis wenrentein e ten oot | vt sirinen vansemien s e e T T
vnconr o come e e o mwe oo | mimson
N TR T e T e T T bt g
P R S e P T B [ e bt it it
T e S T e ot o i e
s | s TGt e Yt |G o STIRAD Tyl v ey | e s s
Details | Approval Letter
Uncimt  meme Senencedn  Seinceis | iserme Awwis B T = T

Page[ 1otz b M@
Print | Export to Excel

www.utz.org 8
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3.3 The labeling approval request form — general information

The labeling approval request form consists of various sections. We will zoom into the different sections. The
first section that we will zoom into is the section ‘General Information’.

Requestor: your company name will automatically be entered

Requestor ID: your member ID will automatically be entered

Manufacturer: the drop down list of manufacturers will show those used in previous requests submitted via
the online form.

Request New Labeling Approval X|
-
New Labeling Approval Request Expand All | Collapse All
General Information -
Requastor Swiest Tooth Candies
Requestor ID UTZ_CO1000003915
arufacturr Select - |
Manufacturer ID
Manufacturer Contact *  Select v
Factory Locstion * Select -
Srand Ouer = Select .
Brand Ovner 1D
Brand Ouner Contact *  Select v

Good to know

If this is the first time that you are using the form, no manufacturers will be listed yet, even if your
company is the manufacturer.

Add manufacturer: to add manufacturers to the list, click on ‘Edit Manufacturer List’. The Edit Manufacturer
window will open and display your current list of manufacturers. To add a manufacturer to the list, click on
‘Add Manufacturer’.

s
Edit Manufacturer List
Member ID - Member Name City Country Actions
CO1000000003 UTZ Wigration SCA Amsterdam NETHERLAMNDS Remove
UTZ_CO1000006141 Test Cocoa abc NETHERLANDS Remove

Add Manufacturer

Cancel Save

www.utz.org 9
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The ‘Add Manufacturer’ window will open. You can search for all UTZ certified manufacturers including
yourself if you are the company manufacturing the products.

1. Select whether you wish to search by Member ID or Member Name;

2. Type all or part of the Member ID/Member ID and click on ‘Search’

3. Alist of manufacturers will be displayed. Tick the box to select the relevant manufacturer and click on

\O KI
Add Manufacturer X
o~
Search for the manufacturer to be added to your manufacturer list:
Sweet Tooth @ ~ Member Name w |L]| Search I
Select
Member 1D
Member Name )
Select Member ID - Member Name City Country
@ UTZ_CO1000003915 Sweet Tooth Candies New York UNITED STATES
D UTZ_CO1000003521 Sweet Tooth Chocolate Berlin GERMANY
Reset Cancel oK [

You will return to the ‘Edit Manufacturer List’ window. Your selected manufacturer will now appear in your

manufacturer list. Click save.
Edit Manufacturer List

Member ID « Member Name City Country Actions
UTZ_CO1000003915 Sweet Tooth Candies New York UNITED STATES Remove
Add Manufacturer

Cancel Save
I

Remove manufacturer: to remove a manufacturer from the list, click ‘Remove’ and then click ‘Save’.
Edit Manufacturer List

Member ID - Member Name City Country Actions
UTZ_CO1000003815 Sweet Tooth Candies New York UNITED STATES
Add Manufacturer

Cancel Save |

www.utz.org 10



Better farming
Better future

You will return to the Labeling Approval Request form. The Manufacturer will now appear in the drop down
list. Select the relevant manufacturer.

Manufacturer ID: the manufacturer ID will automatically appear once the Manufacturer has been selected.

Manufacturer contact: select the relevant contact person from the drop down list. People who have been
added as users of their company account, will appear in this list.

Factory location: select the factory location from the drop down list. If no factory locations appear on the list,

please add it in the settings area (click on add factory location for instructions) Click on ‘Save as Draft’ to save
the form so you can return to it later.

Brand owner: the drop down list of brand owners will show those used in previous requests submitted via the
online form.

General Information

Requestor Swest Tooth Candies

Requestor IO UTZ_COC1000003515

Manufacturer = Select : Edit Manufacturer List
; Select

Manufzcturer 10 Sweet Tooth Candies

Manufecturer Contact *  Select -

Factory Location * Select -

Brand Crner * Select - Edit Brand Owner List

Erand Owiner ID

Brand Owner Contsct *  Select

Good to know

If this is the first time that you are using the form, no brand owners will be listed yet, even if your
company is the brand owner.

Add brand owner: to add brand owners to the list, click on ‘Brand Owner List’. The Brand Owner List window
will open, and display your current list of brand owners. To add a brand owner to the list click on *Add Brand

Owner'.
Edit Brand Owner List

Member D « Member Name City Country Actions

UTZ_CO1000003825 | Grimo Supermarid Zurich SWITZERLAND Remove

Add Brand Crwner

Cancel Save |

www.utz.org 11
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The ‘Add Brand Owner’ window will open. You can search for all registered brand owners including yourself if
you are the brand owner of the products.
1. Select whether you wish to search by Member ID or Member Name;
2. Type all or part of the Member ID/Member Name and click on ‘Search’
3. Alist of brand owners will be displayed. Tick the box to select the relevant brand owner and click on
OK’
Add Brand Owner X

Search for the brand owner to be added to your brand owner list:

Grimo@ ~Member Name |L]

Member ID
Member Name

m

Select Member ID -« Member Name City Country
@ UTZ_CO1000003525 Grimo Supermarkt Zurich SWITZERLAND
Reset Cancel I oK 1

You will return to the ‘Edit Brand Owner List’ window. Your selected brand owner will now appear in your

brand owner list. Click save.
Edit Brand Owner List

Member ID - Member Name City Country Actions
UTZ_CO1000003825 | Grimo Supermarit Zurich SWITZERLAND Remove

Add Brand Owner

www.utz.org 12
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Remove brand owner: to remove a brand owner from the list, click '‘Remove’ and then click ‘Save’.
Edit Brand Owner List

Member ID «
Co1000000033

Member Name

DZB Leiden-
DEREGISTERED

City
Leiden

Country Actions

NETHERLANDS

Add Brand Owner

Cancel Save |

You will return to the Labeling Approval Request form. The brand owner will now appear in the drop down list
in the Labeling Approval Request form. Select the relevant brand owner.

Brand Owner ID: the Brand Owner ID will automatically be filled in once the brand owner has been selected.

Brand Owner Contact: select the relevant contact person from the drop down list. People who have been
added as users of their company account will appear in this list.

General Information

Requestor

Requestor 1D
Manufacturer *
Manufacturer ID
Manufacturer Contact *
Factory Location *
Brand Owmner *

Erand Owiner ID

Brand Owner Contact *

Swiest Tooth Candies

UTZ_CO1000003%15

Select -

Edit Manufacturer List

Select -

Select hd
Select -

Select
Grimo Supermarkt

Select -

Edit Brand Owner List

3.4 The labeling approval request form — Traceability level/Content
The next section on the form is called ‘Traceability Level’ with cocoa products and ‘Content’ for coffee
products. For tea products, you can add extra information in the section SKU Information.

Traceability level (cocoa products): in the section ‘Traceability Level’ you can select the traceability level.

Traceability Level

Traceability Level =

www.utz.org
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Content (coffee products): in the section ‘Content’ you must indicate whether there is more or less than 60%
coffee in the product and whether or not the coffee is fully certified (>90%)

Content

Is there more than 60% coffee in the product? *

Yes
No

Is the coffee fully (=90%) UTZ certified? *

Yes
Na

3.5 The labeling approval request form — SKU information
In the section ‘SKU Information’ you can fill in information about the SKUs and can upload the SKUs

Logo size: enter the size of the UTZ logo on your packaging in millimetres. The minimum logo size is 112 mm
and the maximum logo size is half the logo of the brand. If the packaging carries multiple logos that vary in

size, enter all sizes separated by commas.

To add SKUS, please click on the link *Add SKU's’

SKU Information
Loge Size (mm) * 12,18
SKus (0) = | Add SKU= ||

The window ‘Add SKUs' opens. Click in the table to fill in the brand name, type/taste, weight, article number,
and EAN number for each SKU. Article number and EAN number are not mandatory.

Select Yes or Now in the row ‘New UTZ Certified Labeled SKU'. Choose Yes if it is the first time that this
product is labeled with an UTZ logo/claim and choose No if this product is already on the market but you are
requesting approvals for a changed layout.

If you need more rows, click on *‘Add More SKUs'.

After you filled in this information, click on *Add/Modify Distribution Countries'.

Add SKUs
IBrand Hame® Type/Tasta® Weight® Article Humber EAN Number Hew UTZ Certified Labeled Action I
SKU?=
Celicious Chooolate dark 100g 122 001 Yes Remove SKU
Delicious Chooolate milk 100g 1133 ooz Yes Remove SKU
Delicious Chooolate white 100g 1144 003 Yes Remove SKU
Select
Select
l Add / Modify Distribution Countries ] I ‘

www.utz.org 14
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For tea products, the window ‘Add SKUs' looks a bit different. Here you also need to fill in the fields ‘Tea
content in the blend (%)’, ‘Rooibos content in the blend (%)’, and ‘UTZ certified content in the blend (%

tea/rooibos)’.

Once you filled in all the information, click on *Add/Modify Distribution Countries’

Add SKUs
iBrand Name™ Type/Taste™ Weight* Article Number EAN Number Tea content in the Rooibos content in UTZ certified content New UTZ Certified Labeled Action
blend (%)* the blend (%)* in the blend (% SKU?*
ibos)*
Select
Select
Select
Select
Select
—————
‘Add / Modify Distribution Countries Add More SKUs|

Good to know
If your tea/rooibos product also contains herbal tea, the labeling approval takes place outside of the

system.

The window ‘Add / Modify Distribution Countries’ will open and display your list of entered SKUs. You can
enter as many distribution countries as necessary. It is possible to link different distribution countries to each
SKU.
1. Clickin the box and begin typing the first distribution country. As you type, a drop down box will
appear. Select the relevant distribution country.
Tick the boxes to select the SKUs to be linked with these countries
Click on link countries

Add | Modify Distribution Countries

Expand All | Collapse All

Distribution Countries

FRANCE % | | NETHERLAMDS x| | TEE @

ALUSTRIA
AUSTRALIA
Select SKUs to be linked with distribution countries =
I:‘ Brand Name Type/Taste ‘Weight Countries
i W @ Delicious Chooolate dark 100g
Delicious Chocolate milk 100g
Delicious Chooolate white 100g

@ Link Countries

ok | |

www.utz.org 15
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The distribution countries linked to each SKU will be displayed in the table. As you can see, the first SKU is
now linked to France, the Netherlands, and Austria.

More distribution countries can be added and linked to your SKUs. Type the country names into the box, tick
the boxes to select the SKUs, then click on ‘Link Countries’. As you can see, the second and third SKUs are now
linked to France, the Netherlands, Austria and Germany.

To remove any of the distribution countries, click the 'x’ in each individual box.

When you have linked all distribution countries to each SKU, click ok.

Add [ Modify Distribution Countries

Expand All | Collapse All

Distribution Countries

FRANCE *  |NETHERLANDS * | AUSTRIA * | |GER|
GERMANY

Select SKUs to be linked with distribution countries

I:l Brand Name Type/Taste Weight Countries
Delicicus Chocolate dark 100g
AUSTRIA FRAMNCE
METHERLANDS
i v Delicicus Chocolate milk 100g
v
v Delicicus Chocolate white 100g

Link Countries

You will return to the ‘Add SKUs' window. To link artwork to each SKU, click on Add / Modify Artwork.

Add SKUs

Brand Name™ Type/ Taste™ Weight= Article Number EAN Number New UTZ Certified Labeled Action
SKUZ=
dark 100g 122 001 Yes

milk 100g 1133 002 Yes

Delicicus Chocolate white 100g 1144 002 Yes
Select
Select
l Add / Modify Distribution Countries ] Add More SKUs
Add / Modify Artwork

The window ‘Art / Modify Artwork’ will open and display your list of SKUs.

1. Upload an artwork file by browsing the files on your computer. You can choose from the following
formats: PDF, JPEG or PNG (maximum file size per SKU is g9 mb). Click ‘Upload’

2. The uploaded artwork will be displayed. Click in the boxes to select an artwork file and the SKUs you
want to link to this artwork file

3. Click on'Link Artwork Files’
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Add | Modify Artwork %

Expand All | Collapse All

Upload Artwork

artworkdeliciouswhite_png -

Upload File:

File Name

D artworkdeliciouswhite.png =

D artworkdeliciousmilk.png = <

@

’: artworkdeliciousdark.png =

Select SKUs to be linked with artwork file(s)

= Brand Name Type/Taste Weight Artwork File(s)
D Delicious Chocolate milk 100g
D Delicious Chocolate white 100g

@ Delicious Chocolate dark 100g

® Link Artwork Files

QK

The artwork files linked to each SKU will be displayed in the table. When you have linked all the artwork files
to the SKUs, click ‘OK.

Add / Modify Artwork x

Expand All | Collapse All

Upload Artwork
Upload File: artworkdeliciouswhite.png | Upload
File Name

[T artworkdeliciouswhite.pne >
[T artworkdeliciousmilk.png | >

[T artworkdeliciousdark.png | 3

Select SKUs to be linked with artwork file{s)

= Brand Name Type/Taste ‘Weight Artwork File(s)
= Delicious Chocolate dark 100g o~
artworkdeliciousdark.png =
= Delicicus Chocelate milkc 100g — "
artworkdeliciousmilk.png = =
= Delicious Chocolate white 100g
artworkdeliciouswhite.png =

iLink Artwork Files!
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You will return to the ‘Add SKUs’ window. When all the information has been added, and distribution
countries and artwork have been linked to the SKUs, click *OK'.
Add SKUs
Brand Name* Type/Taste*® Weight* Article Number EAMN Number MNew UTZ Certified Labeled Action
SKU?=
Chocolate dark 100g 1122 001 Yes Remove SKU
Chocolate milk 100g 1133 ooz Yes Remove SKU
Delicicus Chocolate white 100g 1144 003 Yes Remove SKU
Selact
Select
[ Add / Medify Distribution Countries ]

You will return to the Labeling Approval Request form. The number of SKUs added will be displayed in
brackets.

SKU Information

Logo Size (mm) * 12,18

SKUs (3) * Add SKUs

3.6 The labeling approval request form — SKU launch

In the section ‘SKU Launch’ you can fill in the estimated SKU launch date and the contact person.

Estimated SKU Launch Date (dd/mm/yyyy): Enter the date on which the SKUs will be launched. If you have
SKUs with different launch dates, either choose an approximate date or submit them in separate requests.

Contact person: please enter the details of the relevant person.

SKU Launch

Estimated SKU Launch Date (dd/mm/yyyy) = 08/08/2016 I’j
Contact Person * Mark Hicks

Contact Person Position ™ Marketing Executive

Contact Person Email * marckhicks@example.com

Contact Person Phone = +123456785

3.7 The labeling approval request form — Request approval
In the section ‘Request Approval’ you can enter the following information:

Remarks: any additional remarks for the Member Support Team can be included here.
Request Date: the request date will be displayed automatically.
Requestor Contact: your name will be displayed automatically.

Requestor Office Country: your country will be displayed automatically
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Please fill in ‘Yes' or ‘No’ if you would like to receive a notification request on approval or denial of your
request. If you also want somebody else to receive a notification e-mail on approval or denial of the request,
you can fill in the e-mail address once you selected ‘Yes'.

Good to know
If you choose to receive notification e-mails, your supplier/brand owner will also receive a notification
e-mail upon approval. If the request is denied, they will not be notified.

If you choose not to receive notification e-mails, no notification e-mails will be sent to your
supplier/brand owner.

When you have filled in all the relevant information, click on ‘Submit for Approval’. By submitting your request
you confirm that you agree to the declaration and the labeling & trademark policy.

If you want to finish filling in the form later, click on ‘Save as Draft'.

Request Approval -
Pleass approve my request
Remarks
Request Date = 08/08/2016
Requestor Contact ® Mark Hicks E
Requestor Office Country * NETHERLANDS
Do you want to receive a notification email on approval or denial of the request? * @ Yes () No

Do you {also) want someone else to receive a notification email on approval or denial of

@ Yes©) Mo
the request? * - -

By submitting this request, I confirm that the information provided is complete and correct. The approval letter containing this information will be checked during the next audit. UTZ Certified is not responsible for incorrect
information, *

Applicable UTZ Certified Labeling Policy =  View Policy

Walk Me Through >
Cancel Igave as Eram ISuhmrt For Approval I
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4. Processing your labeling approval request

Once you submitted your request, it will be reviewed by the Member Support Team within 5 working days.
There are three possible outcomes: approved, approved pending certification, and denied.

Request approved: when a request is approved, the approval letter will be generated automatically. Both the
brand owner and the supplier (roaster, manufacturer, packer/blender) will be able to download the letterin
their labeling dashboard on the request overview (please find the instructions under 5.2 SKU overview)

If you indicated in the request form that you would like to receive an e-mail notification upon approval, this
will be automatically sent to you, the supplier/brand owner, and the other additional e-mail address in the last
section of the request form.

Request approved pending certification: the request receives this status when the supplier (roaster,
manufacturer, packer/blender) does not have a valid license (yet). Once the license has been activated, the
status will automatically change to ‘approved’ and the approval letter will be automatically generated.

Please note that products can only be launched on the market once the supplier has a valid license.
Denied: if a request is denied and you requested an e-mail notification, this will be automatically sent to you,
the supplier/brand owner, and the other additional e-mail address entered. The notification e-mail will contain

information on what needs to be changed for the request to be approved.

When you return to the Labeling Approval Dashboard, you will be able to see the remarks from UTZ and you
can make the necessary changes by clicking on *Modify’ (please find the instructions under 5.2 SKU overview)
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5. Labeling approval dashboard — View and manage
requests and SKUS

On the labeling approval dashboard you can find more information on your labeling approval request on two
levels: the request overview and the SKU overview.

5.1 Request overview
On the request overview, you will find an overview of all your requests. Each row corresponds to a labeling
approval request.

Sattings | Exit
Latelng Approve Coftes  Labadve Agproesi Cocod  Lasebng Aporoval Tas
Action Regueat Statun Owervies SMU Sertun Overview
—
v Dot 1 Tl 1 ot # i) Py e ¥ Ewpns o iblap @

| -‘_ Meguonl Nerw Labalng Aacrg for Approea 1 Approvec Panderg Carlicasion '] Waltng for Approval 1 A 4 Eapres v Mdap B

‘_] Aol Navea m Pograa 2 Agarededl i Newew « Progress 0 Eupwrand O Expeainildan ©
@ Durisd F ©F Markmt [
£, Request Cwerview | o 8K Grerview

s

Bearad Cravaty' E Rearud Dwrett Cowinity = telarailammang : gt e B Debtrkeatons Cimsslivgs = SHaus : L (_,'_ Bass

Labeling approval per commodity: if you deal with more than one commodity, select cocoa, coffee or
tea/rooibos by clicking on the corresponding tab.

Settings | Exit
Lateling Agproval Cofiee  Labeling Approva! Cocos  Ladeling Approval Tes I
Action Roguest Stats Overview SKU S2atus Overview
-—
J Dt Qerec 1 Deut ® Ao Pergag Carmoanon P Egemsnitaapn 0

O ~y Request New Labetng Wanng & Aspr 1 Approves Pending Cortticasion ] Watirg tor Agoroval 1 Aoeroved 4 Exprmn N O

,." Approres Nerra o Pogom E ACOrovee 1 Noview = Progreas O Expod ? D Odam 9
@ Dorlod 3 ©f Marhet °
£ Reguest Owerview (. SKU Overview

Request Status Overview: this is an overview of all your requests per status. If you click on the numbers, the

selected requests will be shown in your overview.

- Draft: a new labeling approval request has been made but it has not been submitted yet;

- Waiting for approval: request has been submitted but has not been processed yet;

- Review in progress: request has been submitted and is being processed;

- Denied: request has been denied. The requestor is asked to make the necessary changes and resubmit
the request;

- Approved pending certification: request has been approved. The approval will only be valid once the
supplier has a valid license. The status will than automatically change to ‘approved’;

- Approved: request has approved and the approval is valid.

Request Status Overview

Draft 1 Denied
‘Waiting for Approval Approved Pending Certification

1
Review in Progress o Approved

= 1= =
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Filter: you can filter your requests on ‘Brand Owner’, ‘Brand Owner Country’, ‘Manufacturer’, ‘Brand Name’,
‘Distribution Countries’, ‘Status’, and a certain period

Sattings | Exit
Labsling Approval Cofies  Lsbeding Approvsl Cocod  Labeling Approval Tan
Action Reguedt Statul Cwerview SHU St Gwarview
= v Dot g 1 et $ inpieireie) Py G P Eqeren im0
| " e Aanng o Approan Apgroves Pandarg Carioaon B Wasing ior Approval 1 i) 4 Exprea e Maim 0
" ranse Havaw i Pogrma Apgrore i | — Eapersd ! Epranidan o
@ Corisd ] ©F Markai o
£, Fugueni Cwerview o, $H1 Jenrview
Brard Ot Rearud Dwrved Sty aratara e Warad mam Debobestinn Comsttiegs = Stk Bamacts Racinod (__L Rese
Thinesh () Thum Morty () Thn Cusner [ Trn Yo (A0 ()Guntom
Search function: in this field you can search in your requests on request ID (LAR-CO/CF/TE-....)
Sattings | Exit
2 Lokl Ansrad O 5 A =
Action Reguent Statun Owervies SHU Sertus Overview
= v Dwt - 1 Gt T A Py Cemsa ¢ Esewntiam 0
|j ! . Wacieg for Approsal Bpproved Pending Cerslicason B Waisng ior Approval 1 il 4 Espred i Mdem 0
._‘ Apgrosl Haew i g L) 1 Newew - Frogress Expirasd T T T —
@ Duris F ©F Markmt
£, ucmant Owerview  , SHU Deniview
ard Dt Brared Do Coiuiitig Maraitumang g e Dedrrbiation Conanas = Sranat

Q.. ]

Column *Action’: in the column ‘Action’ you can perform the following actions, based on the status of your

request:

- Madify: if you click on this link you can modify a request that has the status ‘denied’ or ‘waiting for

approval’

o Click on‘Modify’ to view the Labeling Approval Request form;

o Edit the information and/or artwork as appropriate
o Ifyouroriginal request was denied, the reasons for denial or remarks will be shown in the ‘remarks’
box at the bottom of the request form. The history of remarks between you and UTZ can be viewed
by clicking on the link *View History’ in the validation section at the bottom of the request form;
o Fordetailed instructions for each section of the form, see 3. Submit a Labeling Approval Request.
- Withdraw: if you click on this link you can withdraw a request. This option is only available for requests
that have the status ‘denied’ or ‘waiting for approval’. Withdrawn requests will disappear from the

overview

- Copy: sometimes you may wish to submit a new labeling approval request with many of the same details
of an existing request. Click on ‘Copy’ to copy the details to a new request. This option is only available for
requests that have the status ‘Approved’ or ‘Approved pending certification’
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Column 'View': in the column ‘view’ you can view the following information, based on the status of your
request:

Request details: here you can find the labeling approval request form of this specific request including the
artwork and the countries of distribution
- SKU details: here you can find the SKU details of this specific request

Approval letter: here you can download the approval letter of this specific request. This is only possible
when your request has the status ‘approved’

Sattings | Exit
Latebng Approvsl Goftes  Labeling Approvel Cocna  Ladebng Aporoval Tea
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—
¢ Dot i o i 1L 5 i) Py Carioumn © Espesiniidep
| s o Aaneg s ApprTes 1 Approree Pandirg Canlcaman ] Waergfor Apororal 1 e 4 Esprea e XNdam O
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Print: if you click on print, you are able to print your request overview. Please note that it is also possible to
filter your requests first.

Export to Excel: this button gives you the opportunity to export the request overview to Excel. Please note
that it is also possible to filter your requests first.
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Better farming

On the SKU overview, you will find an overview of all your SKUs. Each row corresponds to a SKU.

Labebing Appeirenl Goflen  Labaling Approval Coco  |abelsn Ajptivsl e
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Better future

Baitings | Exit
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Labeling approval per commodity: if you deal with more than one commodity, select cocoa, coffee or

tea/rooibos by clicking on the corresponding tab.

I Labwirng Appriew Coftes  Labeling Approwsl Cocom  abeirg Apptova Tea I

Ruqusas Siasin Dewrviss
Lot 1 Dt
' s - Patrg for Approes 1 Approved Perding Certication
pre— Fiarern i1 P & Bpproved

£, Raguit Crirviam (2 U ovarviems

Battings | Exit
WL Snxtun Ovandiew
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SKU Status Overview (status): in the SKU status overview you find both an overview of the status and
validity of your SKUs. If you click on the numbers, the selected SKUs will be shown in your overview. We will

first take a look at the different statuses:

- Draft: a new request has been made but has not been submitted yet;

- Waiting for approval: request has been submitted but has not been processed yet;

- Review in progress: request has been submitted and is being processed;

- Denied: request has been denied. The requestor is asked to make the necessary changes and resubmit

the request;

- Approved pending certification: request has been approved. The approval will only be valid once the
supplier has a valid license. The status will than automatically change to ‘Approved’;

- Approved: request has been approved and SKUs are valid;

- Expired: the validity period of the approved SKU has expired, hence the approval is no longer valid;

- Off market: the SKU is no longer on the market

SKU Status Overview
Draft 1] Approved Pending Certification 0
Waiting for Approval 1 Approved 4
Review in Progress 0 Expired 1]
Denied 2 Off Market 0

Expires in 14 days
Expires in 30 days

(=R [=R [~

Expires in 60 days

Good to know

The numbers you see behind the different statuses, refer to the amount of SKUs in question
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SKU Status Overview (validity): in the SKU overview you can also see the validity of your SKUs. If you click on
the numbers, the selected SKUs will be shown in your overview.

- Expires in 14 days: the validity of these SKUs will expire in 14 days;

- Expires in 30 days: the validity of these SKUs will expire in 30 days;

- Expires in 60 days: the validity of these SKUs will expire in 60 days

SKU Status Overview
Draft 1]
Waiting for Approval | 1 Approved
Review in Progress |0 Expired
Denied 2 Off Market

Approved Pending Certification

| (=T (= £ S [=]

Expires in 14 days
Expires in 30 days

(=D =R =]

Expires in 60 days

Filter requests: you can filter your requests on ‘Brand Owner’, ‘Manufacturer’, ‘Brand Name’, ‘Distribution

Countries’, ‘Status’ and a certain period.
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Search function: the search function in the SKU Overview is limited. We recommend you to use the filters.
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Column Action: in the column action you can either extend an individual SKU or take it off market

- Extend SKU: click on the link *Extend SKU’. A new approval letter will be generated and downloadable.
The start date of this new approval is the same date that you requested the extension.

- Take SKU Off Market: click on the link ‘Take SKU Off Market'.
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Extend Multiple SKUs: if you want to extend the validity of multiple SKUs at the time, click on the button
‘Extend Multiple SKUs'.
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The window ‘Extend Approval Validity of SKU’ opens. This overview shows all your valid SKUs. Tick the boxes
of the ones that you would like to extend and click on ‘OK’. A new approval letter will be generated and
downloadable. The start date of this new approval is the same date that you requested the extension.

Extend Approval Validity of SKU %
Extend Approval Validity of SKU
Default Policy DefaultSystemPolic
i EAN Number Brand Name -~  Brand Owner Type/Taste Reguest ID End Date Status Labeling Labeling
Approval Policy Approval
Required
I Brand2 Joy Supermarkets Johnson's Coffee  dark LAR-CF-1044 15/04/2015 Approved No =
Roaster ¥
g I 12345676890 12345 Brown Gold Label Johnson's Coffee  Dark LAR-CF-1048 18/04/2015 Approved No
Supermarket Roaster =
I = 23456789012 3456 Brown Gold Label Johnson's Coffee  White LAR-CF-1048 18/04/2015 Approved No
Supermarket Roaster
I = 235432 2321 super Label Johnson's Coffee  strong LAR-CF-1111 3040472015 Approved No W
Supermarket Roaster
| == - R S S
| cancar | oK
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Take Multiple SKUs Off Market: if you want to take multiple SKUs off market at the same time, click on the
button ‘Take Multiple SKUs Off Market’ and select the SKUs that you would like to take off market.
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The window ‘Take Multiple SKUs Off Market’ will open. This overview shows all your valid SKUs. Tick the
boxes of the ones you would like to take off market and click on ‘OK".

Take Muitiple SKUs Off Market

Take Multiple SKUs Off Market

] jArticle Number EAN Number Brand Name -
= Brand2
[ J12345678%0 12345 Brown Gold
2 [ fzaeserss01z 3456 Brown Gold
(] 235432 2321 super
| 141241 2422 super

Brand Owner Roaster

oy Supermarkets Johnson's Coffee
Roaster

Label Supermarket | Johnson's Coffee
Roaster

Label Supermarket | Johnson's Coffee
Roaster

Label Supermarket Johnson's Coffee

Roaster
Label Supermarket Johnson's Coffee
Roaster

Type/Taste

dark

Dark

White

strong

strong

Request ID
LAR-CF-1044

LAR-CF-104%

LAR-CF-1048

LAR-CF-1111

LAR-CF-1111

End Date Status

15/04/2015 Approved
18/04/2015 Approved
18/04/2015 Approved
30/04/2015 Approved
30/042015 Approved

| cancet || oK |

Print: if you click on print, you are able to print your SKU overview. Please note that it is also possible to filter

your SKUs first.

Export to Excel: this button gives you the opportunity to export the SKU overview to Excel. Please note that it

is also possible to filter your SKUs first.
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6. More Information and Support

Please find all the information about labeling approval rules and process in our E-course.

Training materials including this manual and a quick start guide can be found in the download section of the
Good Inside Portal under point ‘5. Labeling Approval System’

bJTZ GOOD INSIDE PORTAL @’

‘ Welcome H Become a Member H Traceability System H SugarCRM H Member Directory H CB Directory ‘I Downloads ‘I Online Training Traceability System ‘ FAQ | Management Report H Labeling Approval

Downloads
Folders My Documents Recent Documents
Search Search Folders =~ Add Folder

[ 1-Quick Start Guides
Subfolders: Quick Start Guide CBs, Quick Stari Guide Traceability System, Quick Start Guide Transactions Upload

|29 2. Training Manuals
() 3. On-Behalf Authorization Forms

) 4. Guest User Authorization Form

|3 5. Labeling Approval System
Subfolders: Quick Start Guide, User Management Guide, User Manual

[ 6. UTZ logos
Cocoa, Coffee, Coffee plus Cocoa, Hazelnut, Hazelnut plus Cocoa, More »

CONTACT US

For questions regarding the labeling approval process or guidelines:
0<  membersupport@utz.org @ Cocoa/hazelnut: + 31 20 530 8097 | Coffee/tea: +31 20 530 8096

For questions regarding the labeling approval system:
04 techsupport@utz.org @ Cocoa/hazelnut: + 31 20 820 8965 | Coffee/tea: +31 20 820 8958
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