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Glossary
Locations 
Module where all your physical 

locations are placed: e.g., supplier 

locations, warehouses etc. 

 
Supplier locations 

The speciÞc country, city/address 

and name of a supplier 

 

Warehouse(s) 

Locations for storage where you as 

an entity have speciÞc agreement(s) 

on storage, speciÞed by country, 

city/address and name. 

 

Route(s)  

The speciÞed route between two 

entities/locations. If the departure 

address or arrival address of the 

journey is unknown to you, you 

cannot deÞne the route. The Webtool 

will then provide the calculations.  

 

Sales channels  

A feature to map the direction of your 

products.  

E.g. Warehouse to B2B 

 
The WebtoolÕs di! erent sales channel 
options: 

¥! B2B: Specify a country. One 

country may contain several B2B 

clients 

 

¥! Unknown: Ex-works agreements 

with B2B customers  

 

¥! Retail country: One country to 

cover for many stores/over-the-

counter sales 

 

¥! Retail store: SpeciÞc store with 

speciÞc address, deÞned by over-

the-counter sales 

 

¥! Final client: E.g. e-commerce 

sales or other delivered by van 

B2C and goods ordered in a retail 

store and delivered by van later 

 

Country shares  

A matrix of all supplier locations, 

warehouses, and sales channels Ð 

this is to determine the routes of the 

goods. This function allows you to 

combine all locations in their 

di! erent combinations.  

 

Upstream 

Upstream operations are the initial 

stages of the supply chain. It is 

where raw materials are sourced, 

acquired and transported to 

manufacturing facilities.  

 

Tier 

Tier 1 supplier: Your direct supplier 

(from whom you purchase the 

product) 

Tier 2 sub-supplier: A sub-supplier 

delivering materials or components 

to your Tier 1 supplier.  
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 Guide to creating Locations 
 

 
 
The purpose of the module Locations is to give you a complete overview and speciÞc data of your 
entire supply chain.   

It is the module where you create all physical locations that are relevant for your product-ßows from 

suppliers/sub-suppliers, through warehouses and to sales channels. 
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We recommend that you start by mapping your supply chain. Start with the following:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now that you have mapped your supply chain you have the full overview and can start by adding the 

name, address, city and country for each of your suppliers.  

 

" All tier 2 locations (that you know of 

and can link screenings to) 

" All tier 1 supplier locations 

" Warehouse(s) (storage locations that 

you own or have control over or where 

you buy the service of a storage 

handler/provider) 

" Transportation routes 

" All countries with turnover (latest 

Þnancial year) 

 

" Sales channels within the countries with 

turnover; below is a list of mutually 

exclusive and commonly exhaustive 

options in our Webtool: 

o B2B: This can be divided into 

speciÞc B2B customers or 

grouped per country/market 

depending on the granularity of 

your data. All wholesale turnover 

Þts in this group. 

o Unknown: Ex-works agreements 

with B2B customers  

o Retail stores: This is only for 

retail stores under your 

administration 

o Retail countries: If you have 

multiple Retail Stores in a 

country, and don't wish to 

register them individually) 

o Final client: E.g. e-commerce 

sales or other delivered by van 

If a warehouse receives the same product from the same supplier location but by di! erent main 
transport methods (e.g. air and sea) you must create the warehouse twice to divide into the two 

receiving methods. (e.g. ÒWarehouse No.1 AIRÓ and ÒWarehouse no. 1 SEAÓ), see example. 
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Start with the supplier locations as far upstream as possible e.g. tier 3+.  

 

 

 

Step-by-step guide to creating supplier locations 

1.! Choose 'Locations' in the top bar. Then click '+ Create location' 

 
 
2.! Click in the Type field to select a location type 

 
 
3.! Choose Supplier location in the drop-down menu 
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4.! Click Name 

 
 
5.! Type the name of your supplier 

 
 

MŒlbar recommends beginning as far back in your supply chain as you can. So, if you know some of 

your tier 2 or tier 3 suppliers or further down your supply chain, you should start with these. 

!  
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6.! Find the country in which your supplier is located 
 

 
 

You can search on the country or you can unfold the continents and scroll to the country you're 

looking for. 

 
7.! Select a country 

 
 
8.! Select the position of the supplier in the supply chain 
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Tier 1 suppliers are suppliers that deliver to you directly. Tier 2 suppliers are your sub-suppliers that 

deliver to your direct (tier 1) suppliers. 

 
9.! Choose the relevant tier 

 
 
10.! Click on VAT number 
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11.! Enter the VAT number of the supplier that you're registering 

 

 
12.! Provide the specific address of your supplier 
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13.! Click 'Create location' 

 
 
14.! You land back on the 'Locations' page and you can see the supplier location you created in the list.  

Click again on '+ Create location' if you want to create more locations 

 
When you have registered all your suppliers in your supply chain with all relevant information,  

send an email to helpdesk@maalbar.dk  

 

!  
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Step-by-step guide to creating warehouses 

1.! Click '+ Create location' 
 

2.! Click 'Type' 

 
3.! Select 'Warehouse' 
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4.! Type in the warehouse name or any identifiable title for it 

 
5.! Select the country in which this warehouse is located 

 
!  
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6.! If you own this location, check the box 'Own' 

 
 

 
7.! Enter the total capacity of the warehouse you own in square metres 

Õ 

If you do not own the warehouse, but rent your storage space, you enter the capacity of the speciÞc 

area you manage. 

 
8.! Enter the shelf height in metres 
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9.! Enter the average time in weeks that your goods are on the location 

 
10.! Provide the specific address of the warehouse
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11.! Click 'Create locations' 

 
 

 

!  

If you do not use warehouses, the distribution will be 
covered by ÔdirectÕ in the Country Shares overview 
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Step-by-step guide to creating sales channels 

1.! Go to the Locations page and click '+ Create location' 

 
 
2.! Click on the arrow to open the type-menu 

 
 
3.! We begin by creating a B2B customer location 

 
All B2B customers in a country are covered by this option. 

 

!  
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4.! Enter an identifiable name for the B2B customer(s) 

 

 
 
5.! Select the country in which your B2B customer(s) are located 

 
!  
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6.! Click 'Create location' 

 
 
7.! Your B2B country now appears on your locations list. Click '+ Create location' again 

 
 
8.! Next, we will show how to create a Retail country 
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Create a retail country if you have several retail stores in a country and you don't want to create each 

of them individually. 

 
9.! Select 'Retail country' 

 
 
10.! Enter an identifiable name 

 

 
 

We suggest that the name includes the country and time period, for example, '7 retail stores, France 

23/24' 

 

!  



18 

 

Last update Jan 2026 

 

11.! Select the country in which the retail stores are located 

 
 

 
!  
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12.! Enter the time period 

 
 

The time period is the reporting period that these retail stores are bound to. For many, this would be 

the company's Þnancial year. If you open 2 more stores in the next Þnancial year, you can create a 

new retail country covering the updated number of stores, capacity etc. 

 
13.! Enter the capacity of all the stores in the retail country combined

 

!  
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14.! Enter the average time the goods are on the locations and the number of stores in this retail country 

                              
 
15.! Click 'Create location' 

 
16.! Your retail country location now appears in your locations list. Click '+ Create location' 
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17.! Now, we will show how to create a retail store location 

 
 

'Retail store' covers a speciÞc retail store with a known address. 

 
18.! Enter an identifiable name of the retail store 

 
 
!  
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19.! Select the country in which the store is located 

 
 

 
20.! Enter the total capacity in square metres of this store. Capacity covers the total area of the store 

including storage space 

 
 

!  
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21.! Enter the average time in weeks the goods are in the store 

 
22.! Provide the full address of the location 

 
 

 
 
!  
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23.! Click 'Create location' 

 
 
24.! Click '+ Create location' 

 

 
!  
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25.! We will now show how to create a final client location 

 
Final Client covers a direct delivery to a speciÞc customer (B2C) 

 
26.! Enter an identifiable name of the final client 

 
 

 

 
27.! Select the country in which the final client is located 
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28.! Click 'Create location' 
 

 
 

 
29.! Unknown/ex works agreements 

 
 

If you have clients that pick up goods from your warehouses and transport them to unknown 

destinations, you select 'Unknown'. An unknown location is already created for you. You can rename 

it and choose another region than global if you know the goods end up in e.g. Europe or Asia. 
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30.! Click 'Update location' 
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Guide to creating Routes  
 

 

In this module, you can specify all known routes. You should only focus on the routes where both the 

departing location and the arrival location are known (and created as locations in the 

Locations module).  This information will automatically relate to your product screenings, enabling 

you to only input these transport routes once. 

 

When all the supplier locations are created in the Locations module, investigate if there is any 

transportation of goods/products between the suppliers.  

If yes; open routes and deÞne the transportation routes.  

 

Step-by-step guide to creating Routes 

 
1.! Choose 'Routes' in the top bar and then click '+ Create route' 

 
 
2.! Select the starting point from the drop-down menu. It shows the locations you have created on  

the 'Locations' page 
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3.! Select the destination of the route you are creating. Start with the route between your  

different tier level suppliers 
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4.! Add a transport leg by clicking 'Add leg
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5.! Select a transport type from the drop-down list
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What is type? 

 

Container Ð transport full load - a 

full load driven directly from 

sender to receiver, without 

reloading at transport hubs. 

 

Freight Bulk Ð via transport hubs - 

is standard freight of less than 

full load with international 

transport companies that reload 

and optimise the Þlling of the 

trucks at transport hubs.  

 

Direct trip (own vehicle) - means 

that the companyÕs or supplierÕs 

own vehicles or rented vehicles 

transport only your goods. 

 
 

What is method of transport? 

In method of transport, you select 

whether the goods are 

transported by air cargo, barge, 

ferry, sea freight container, freight 

train, or lorry. 

 

What is distance? 

Ecotransit will provide the 

distance when you type in the 

type and method of transport. 

Remember that you only need to 

do this once per route. In future 

product screenings, you will Þnd 

these predeÞned routes ready to 

use.  
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6.! Select the transport method 

 

In method of transport, you select whether the goods are transported by air cargo, barge, ferry, sea 

freight container, freight train, or lorry. 
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7.! Enter the transport distance in kilometres

 
 

If you do not know the distance of this route, you can use a free tool called Ecotransit to calculate it 

for you.  

Find step-by-step guide here 
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8.! Writing a note is optional. If there's only one transport leg, like in the shown example, click 'Create route'

 

 
9.! The route now appears in the list on the 'Routes' page. To create another route, click '+ Create route' 

 

 

 
10.! Select the starting location from the drop-down menu 
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When you have created your routes between the di! erent tier level suppliers, you can create routes 

from suppliers to warehouses. 

 
11.! Select the destination of the route in the drop-down list 

 

 
 



37 

 

Last update Jan 2026 

 

12.! Click 'Add leg +' to add the first transport leg

 

In this example, the goods are transported by lorry from Jelgava in Latvia to the habour in Riga. From 

here, they are transported by sea ship to Copenhagen. From there, they are transported by lorry to 

the warehouse in Roskilde. This means, that there are three transport legs. These are entered 

individually. 

 
13.! Select the transport type 
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14.! Select the transport method 
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15.! Enter the distance of the specific part of the route

 

 
16.! Click 'Add leg +' to add the second transport leg 

 

!  
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17.! Choose transport type 
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18.! Select transport method 

 

 
19.! Click here 

 

 
20.! Enter the distance of this specific part of the route 
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21.! Click 'Add leg +' to enter a third transport leg 

 
 
22.! Select transport type 
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23.! Select transport method 

 
 
24.! Enter the distance of this part of the route 

 
!  
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25.! Click 'Create route' 

 

  

 

 

You can add as many legs to a route as you wish. The legs are deÞned by type, method of transport, 

and distance. 
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Step-by-step guide to use Ecotransit 

1.! If you donÕt know the exact transportation routes of your products, you can use this tool to calculate the 

distances. Why not just use Google maps? Because Google maps is not programmed to show you the 

most likely route for transportation of goods. EcoTransit is. 

 
2.! Go to www.ecotransit.org and click 'Start the new Emission Calculation here' 

 
 
3.! Enter the departure location here 

 

 
When creating a route, we recommend 

to use www.ecotransit.org 
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4.! Select the right location from the drop-down menu 
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5.! The chosen location is shown on the map. Then choose transport method from the icons  

 

 
6.! Enter the destination here 

 

!  
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7.! Select the right location from the drop-down menu 

 
 
 
8.! The location is shown on the map. Then click 'Calculate' 

 
 
!  
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9.! The road distance is presented under the tab named 'Mobility' as well as is the left column between the 
departure location and destination 

 
10.! You can add a transport leg by clicking 'Edit'  

 
!  
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11.! Click on the plus icon 

 
 

12.! Select another transport method 

 
!  
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13.! Enter the next destination 

 
 
 

14.! Select the right option from the drop-down menu 

 
 

!  
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15.! The location is shown in the map 

 
 

 

16.! Click 'Calculate' 

 
 

!  
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17.! In the left column, you can see the road and sea distance of each transport leg. In the tab 'Mobility', you 
can see the total road and sea distance from departure location to the final destination. 

 
 
18.! To begin a new calculation, click 'Emission Calculator' 

 
!  
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Guide to creating Country Shares 
 

 

In this module, you have the opportunity to apply the right proportions to all the locations and routes 

as deÞned in the previous sections.  

This is the Þnal step to enable our calculations to present the right impact from logistics, use phase 

and disposal. 

 

Some of the key points for you with the Country Shares module is: 

¥! Higher accuracy in all your screenings 
¥! Adjust the tool to present YOUR world, and not European averages 
¥! Enable detailed insights into product emissions on market level, as well as highlight 

hotspots 
¥! Enable data for GhG reporting 

  

  

At the top of the Country share page, you will Þnd three text Þelds to Þll in: Name, COGS, and 

Period. 

¥! Name: What you decide to call that 'Country shares' overview. We recommend using a 
common language in your company for these time periode, e.g. 'FY24', '2023-2024', 'Financial 
Year 2024' etc. 
 

¥! COGS: Cost Of Goods Sold. This represents the turnover but is based on your cost prices. 
 

An example; you sell a chair for 1,000", it costs the company 200" to buy from a supplier and 
in total you have sold 10 chairs.  

! ! Turnover: 10,000" 
! ! COGS: 2,000" 

 

¥! Period: Describe the period which you are covering, e.g. ÔFY23Õ or Ôcalendar year 2024Õ. 

It is possible to create several country shares, but only one can be speciÞed as the default that 
will be shown when you create a new product screening. However, the default value can be 

changed in your screening. 
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In the bottom of the page, you can click 'Save Dra" ' or 'Lock Country shares'.  
The 'Safe Dra" ' enables you to work with other elements in the Webtool during the creation of a 
Country shares.  When Lock Country shares is pressed, you can no longer edit in that version. 
 

The chosen default value will be applied when Excel screenings are uploaded. 

 

Step-by-step guide to creating Country Shares 

19.! Start on the Country Shares page 
 

 
 

20.! Click '+ Create country share' 
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21.! Start by giving your country share a name 

The name could include the time period, the currency, and other identiÞcation factors. 

 
22.! Enter your COGS (Cost Of Goods Sold) 

 

COGS is your turnover in cost prices. We ask you to enter this number to secure the correct weighting  

of B2C and B2B sales and focus on the journeys of the goods. 
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23.! Enter the time period for this country share. The field is a text field, so you can write it as you like 

 
24.! Tick the box 'Is default' if this country share should be used as default 

 

The tool needs a default country share, so if you don't create more country share overviews, this 

should be default. The default is utilised when creating product screenings. 

!  
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25.! Start by entering the overall country share. How much are sold in each of the countries that you have 

created locations in? 
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26.! Then enter the division between the locations in each country 

 

You might have created several warehouses. Register the share for each of them that goes to the 

di! erent locations. The column named direct is where you enter the share of goods delivered directly 

from SUPPLIER to location. You cannot specify here which supplier that delivers goods to the di! erent 

locations. This is registered in the product screening. 
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27.! Click here 

 
Make sure to end on 100% in total when you have entered all country and location shares. 

 
28.! When you're finished, click 'Save draft' if you want to be able to edit later. Otherwise click 'Lock country 

share' 
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If you have existing screenings in the Excel tool, please email helpdesk@maalbar.dk once youÕve 

completed all the steps. WeÕll upload your data to the Webtool and unlock access to additional 

features. 

If you donÕt have any screenings in the Excel tool, feel free to proceed to the next steps. 

 

 

 

!  
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Guide to creating a screening 
Step-by-step guide to creating base data 

1.! Click 'Update base data' 
 

 
 
 

2.! Type your 'SKU' (Stock Keeping Unit) number. SKU is an item code that are used in warehouses to 
identify and track products 
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3.! Type the 'EAN' (European Article Numbering) number. This is another identiÞcation number, and it 
consists of 13 ci! ers (no letters) 

 

 
 

4.! Enter the 'Total weight incl. packaging' field 
 

 
Use '.' as decimal separator everywhere in the tool. Don't ever use thousand ci! er separator. 
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5.! Click 'Select category' 
 

 
 
 

6.! Click 'Furniture and design' 
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7.! Choose the right category 
 

 
 
 

8.! Click 'Dining/meeting' 
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9.! In this Þeld, you enter the percentage of products on a 12 month basis that you replace for your 

customers due to claims 
 

 
If nothing is inputted here, a PEF-deÞned default will be used. If you give the customer a discount, a 

credit note, or a gi"  card, it should NOT be included here - it is only the cases with physical redelivery 

of the product. 

 
The choice of category is very important for the accuracy of the screening. The 

category choice together with the supplier locations decide which use phase and 

disposal calculations will be added to the life cycle screening of the product. 
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10.! In this Þeld, you register the percentual replacements of products due to logistics. How many of this 
product get lost or broken during transport and storage? 

 

 
 
 

11.! Upload an accurate photo of the product 
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12.! Select a location for where your product is being manufactured. Country share will appear 
automatically if you have set a default country share
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Screening type (component) in base data!  

ÔSCREENING TYPEÕ 
IN BASE DATA

¥ PRODUCT 
(default if nothing is chosen)

¥ PRODUCT!READY COMPONENT

¥ SCALABLE COMPONENT

¥ ELECTRICAL COMPONENT

To secure accurate calculation and overview, we have speciÞed 4 di! erent 
Screening types, each with their individual properties and functionality. 

It is therefore crucial that you read this guide carefully and choose the right 
ÔScreening typeÕ for each of your screenings (both products and components). 

Using these correctly will save you time, prevent double-work and increase 
calculation accuracy.

You will Þnd the screening types in your Base Data. 
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!  

PRODUCT (default) 
The standard type used if nothing else is selected. To be used for ALL Þnal product screenings. 
Remember always to choose the right ÔProduct CategoryÕ as well, this has big implications on 
the End of life calculations.

PRODUCT!READY COMPONENT
A component that is ready to be inserted into another 
screening (e.g. a wooden leg that has already been 
oiled). No further changes/modiÞcations are needed, 
these components are Ôproduct-readyÕ.

Note; When creating this component, it is not mandatory 
to choose a ÔProduct CategoryÕ, as this component will 
inherit the ÔProduct CategoryÕ from the screening it is 
inserted into. 
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!  

Note; This component adapts to the main product screeningÕs 
ÔProduct CategoryÕ in End of life and moves the Þnal manufactur-
ing processes to the main product screeningÕs location (as the 
cutting/application is assumed to take place at the ÔSupplier 
LocationÕ of the Þnal product Ð the assembly point). All energy, 
and application waste handling is handled at this same ÔSupplier 
LocationÕ.

SCALABLE COMPONENT
A component that can be scaled and used across multiple products. 
It is o! en used for textiles (e.g. textile per m2) and textile cords for 
lamps (e.g. cord per m). 

The Scalable component itself may have various production waste 
inputs, but the application waste (e.g. cutting the textile to the 
Þnished product) is added in the Component insert process, under 
ÔApplication WasteÕ. It is characteristic for Scalable components that 
the ÔApplication WasteÕ di" ers from the di" erent products it is 
inserted into.

Note; If you add an Electrical component to a product screening, the 
component keeps its own End of life data. It does not change based 
on the product it is part of (as electronics are handled separately in 
waste-handling).
You will furthermore be reminded to include energy consumption 
data in the Þnal product screening, as any input of such in the 
Electrical component is not necessary the correct data for the Þnal 
product (if it has multiple electrical components for instance).

ELECTRICAL COMPONENT
An Electrical component is any part of a product that uses or conducts 
electricity e.g., a motor, switch, or circuit board.

In general, for all components you will be asked whether your component is still designed 
for disassembly when you li!  it into the parent product screening.

E.g., a foam component can be designed for disassembly on its own, but once it is included 
in a chair and upholstered with textile, it is no longer considered designed for disassembly, 
if it is hidden inside a Þx-mounted textile cover.

2,5m

1m
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Step-by-step guide to creating components 
All your product screenings can be used as components. 

 
 
1.! Click 'Add component' 

 

 
 
 
2.! Click 'Legs - Our Chair 1.0' which you have created as a product screening in advance 
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3.! You have the possibility to uncheck the packaging elements that you donÕt need to use when creating your Þnal 
product. 

 

 
 
 
4.! Click 'Update material' 
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5.! Add your next component 
 

 
 
 
6.! You have the possibility to uncheck the packaging elements that you donÕt need to use when creating your Þnal 

product. 
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7.! Click 'Update material' 
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Step-by-step guide for creating material 

1.! You can add more material to your product screening by clicking 'Add material' 
 

 
 
 
2.! We have searched for 'Steel screws/bolts'. Type a unique label name for the material (e.g. sub item number) 
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3.! Type the weight 
 

 
 
 
4.! Choose the 'Location of steel production' 
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5.! Choose 'Location' of the manufacturing. You can either choose your supplier locations or geographical locations 
in your view 

 

 
 
6.! Click 'Update material' 

 

 
Remember to Þll in your production waste for the incoming material you receive from your supplier. 
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Step-by-step guide to creating packaging 

Click 'Add packaging' 
 

 
 
 
1.! In the search bar start typing the material you are looking for. When Þnding it click on it and write a 

unique label name (e.g. sub item number) 
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2.! Type the weight 
 

 
 
 
3.! Choose 'Location of plastic bag production' 
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4.! Click 'Update packaging' 
 

 
 
 
5.! Click 'Add master box' 

It is mandatory to fill out the dimensions of your master box 
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6.! Click 'Cardboard box with 4 colour print, bleached' 
 

 
 
 
7.! Enter a label name 
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8.! Add weight 
 

 

It is mandatory to add Master box measurements to the screening. Packaging measurements are optional. 
 

 

 
 

Tip! Depending on which packaging material you choose you will have the option of 

choosing e.g. ÔProducts per Polystyrene foam (EPS)Õ or ÔPolystyrene foam (EPS) per 

productÕ. In this speciÞc case with Polystyrene foam (EPS) it will likely be 4 pcs of 

Polystyrene foam (EPS) per product (e.g. Polystyrene foam (EPS) in each corner of a box) 
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9.! Add all measurements 
 

 
 
 
10.! Type how many 'Master boxes per pallet' you have 
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11.! Deselect the 'Cardboard box production location' if the default is incorrect 
 

 
 
 
12.! Click 'Update master box' 
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13.! You have now completed a product screening with components. Click 'Screenings' to go back to the 
navigator 
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Step-by-step guide to Þltering and sorting 

To streamline and make your work easy you will have the full overview of all your screenings in the 
ÔScreening moduleÕ. You will be able to search for a screening and Þlter your screenings. 

 
1.! Type in your product name to search for it 

 

 
 
 
2.! Choose 'No Þlters applied' if you want to Þlter your screenings 
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3.! Choose ÔCategoryÕ or ÔSupplier locationÕ 
 

 
 
 
4.! Choose the Category 
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5.! Category chosen 
 

 
 
 
6.! Sort Product name by A-Z or Z-A 
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7.! Sort Category name by A-Z or Z-A 
 

 
 
 
8.! Sort ÔSupplier locationÕ by A-Z or Z-A 
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9.! Sort ÔCreated atÕ by ascending/descending 
Reuse your screenings as component 
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 Step-by-step guide to using Þlters  

 

29.! Navigate to the 'Screenings' overview 

 
 
30.! Set your filters 
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31.! Now the filter is ready 

 
 
32.! The filters will stay if you click the back arrow 
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33.! Click 'Screenings' to view the data without any saved filters 

 
 
34.! The filter is now reset again 

 
!  
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Step-by-step guide: How to Õshare screeningÕ  

To share your screening so your supplier can fill in the data, press the three dots and click ÔShare screeningÕ. 

 
 

 

You will now see a window with a ÔSharing LinkÕ.  

Simply copy the link and share it with your supplier using your preferred communication channel. 

 
!  
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Your supplier will now see this view and will be able to view and edit the data. However, the supplier cannot 

edit the ÔNameÕ, ÔSKUÕ, or ÔEANÕ Þelds in ÔBase dataÕ.  They will only have access to the speciÞc screening you 

have shared. 

 
 

 

The supplier can now enter the data you are missing.  

This could be either material speciÞc data or ÔBase DataÕ. 
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When the supplier is Þnished, they click ÔIÕm done editingÕ. 

 
 

!  
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You will then receive an email notifying you that you can now continue working on your screening. 

Remember you can revoke the link you sent to the supplier at any time.  

 

 
 

 

! !
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Guide to creating Alternate screening with ÔDownload self-assessment reportÕ feature 

 

Imagine a classic wooden chair leg. It is solid, functional, and currently treated with a traditional oil-based 

paint that provides a fully covering surface and protects the wood from wear. 

 

But what happens if we choose a di! erent type of surface treatment? 

 

In this guide, we explore how the function ÔDownload self-assessment reportÕ can help you give your 

colleagues in other departments a side by side overview on how the changes a! ect the footprint results. 

 

 

Create a new screening for the alternative Ð here it is: ÔChair Daisy Ð Leg Ð LacquerÕ. 
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35.! Open the original screening 

 
36.! Click the 3 dots in the top right-corner 
37.! Click ÔDownload self-assessment reportÕ 
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The Self-Assessment Report is now downloading. 

To compare the two di! erent surface treatments, we will now repeat the same steps for the lacquer version. 
38.! Click ÔScreeningsÕ 

 
39.! Click ÔChair Daisy - Leg Ð LacquerÕ 
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40.! Click ÔDownload self-assessment reportÕ 

 
Now open both PDF reports to compare them. 
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!  
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Tagging-system 

 

 

With this feature you get a simple, visual way to stay organised and aligned in your screenings.  

It helps your team see progress, responsibilities, and collections instantly. So, everyone is on the same page. 

This is a 100% internal tool designed to support clarity and structure in your workßow. 

 

Why do we need a tagging system? 

 

Tagging enables you to group and navigate your screenings e! ortlessly, whether youÕre managing a single 

product line or hundreds across di! erent markets and collections. 

It helps you stay coordinated, work faster, and maintain a clear overview, no matter how complex your 

portfolio becomes. 

 

Smarter structure with tagging  

¥! Stay aligned: Keep everyone working in the same structured way across teams and projects. 
 

¥! Stay organised: Apply standardised tags (e.g. ÒCollectionÓ, ÒProgressÓ, ÒDesigner/Product FamilyÓ) 
for a clear and consistent overview. 
 

¥! Work faster: Filter, find, and follow progress instantly. Making collaboration smooth and efficient. 
 

 

!  
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Step-by-step guide to creating Screening tags 

 
1.! Click the initials icon 

 
 
2.! Click 'Screening tags' 
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3.! Click 'Create your first tag' 

 
 
4.! Select the color 
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5.! Click the 'Name' field. 

 
 
6.! Write a name in the field. 
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7.! Click 'Create tag' 

 
 
8.! Click 'Screenings' 
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9.! Click 'Chair Daisy - Leg - Lacquer' 

 
 
10.! Click 'Edit' 
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11.! Click the 'Assign tags...' field. 

 
 
12.! Click 'Category: Dining Chair' 
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13.! Click 'Update base data' 

 
 
14.! To add a tag on multiple screenings: Click 'Screenings' 
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15.! Click 'Bulk edit' 

 
 
16.! Click the 'Assign tags...' field. 
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17.! Click 'Category: Dining Chair' 

 
 
18.! Click 'Save Changes' 
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19.! Click 'Screenings' 

 
 
20.! Here you can see it is now added 

 
 

 

 

Note: Tags wonÕt appear in reports or exports; theyÕre purely for your teamÕs own overview. 
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TAG NAMING SUGGESTIONS 

HereÕs a suggestion to how you can organise your tags and name them.  

 

 

 

 


