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Confidential

User Manual for: 

Exporters, Importers, and Roasters

This manual provides step-by-step instructions on
using the Marketplace System

MARKETPLACE USER MANUAL  
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Frequently Asked Questions
1. ¿What is the Rainforest Alliance CertifiedTM Marketplace?
2. ¿How do I Register?
3. ¿How do I know that my company is registered?
4. ¿How can I change my password?
5. ¿How can I change my company information or add new contacts to my 

profile?
6. ¿How do I make a sale?
7. ¿How do I make a purchase?
8. ¿How can I register my consumption of coffee?

Rainforest Alliance - Marketplace
This manual provides step-by-step instructions on using the Marketplace System for
Exporters, Importers, and Roasters. You can use this manual by: 

1) Using the navigational menu on top of every page; 
2) Clicking on the “next” and “previous” buttons at the end of each page; or
3) Clicking on one of the frequently asked questions listed below.

Register Administration Traceability Use of Seal          Marketing Tools
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Frequently Asked Questions
9. ¿Where can I make my offers?
10. ¿What is the process for using the Rainforest Alliance CertifiedTM Seal ?
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A tool to provide traceability in the Coffee Supply Chain “From farm to cup”. 
An online directory to stimulate increased sales by helping sellers and
buyers find each other.
A resource for information and marketing support.

What is the Rainforest Alliance 
Certified - Marketplace?



Register here
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If you are buying and selling Rainforest 
Alliance Certified Products for the first time, 
you need to register to enjoy the benefits of
registration described below.

Step 1: Enter the Marketplace website: 
www.rainforest-alliance.org/farmproducts

Register Administration          Traceability          Use of Seal          Marketing Tools

New user registration

• Listing in the Members Directory to help recruit new business
• Ability to contact farmers and locate buyers throughout the sustainable value
chain. 
• Access to the Rainforest Alliance Certified™ seal
• Valuable promotional materials to help increase your sales 
• Exclusive industry reports that demonstrate demand for sustainable products. 

Benefits
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New user registration

Registro Administration          Traceability          Use of Seal          Marketing Tools

Step 2: Select the product or products you wish to buy or sell. If the 
product(s) is(are) not on this the list, you may specify others.
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New user registration

Register Administration          Traceability          Use of Seal          Marketing Tools

Step 3: Be sure to fill in 
all required fields
(*=required).

Please also include
secondary contact
information, if appropriate.

NOTE: If you need to re-
register using an email 
address that is already on
file, this message appears: 
This user Id already
exists. Please enter
anoher user Id.
Please email us at
marketplace@ra.org to
resolve this issue.
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New user registration

Register Administration          Traceability          Use of Seal          Marketing Tools

Step 4: Please select the type of business

NOTE: If you sell only in domestic
markets please indicate this information
as well.
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New user registration
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STEP 5: List your company’s brands here.
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New user registration

Register Administration          Traceability          Use of Seal          Marketing Tools

STEP 6: In Company Profile, decide if you want
your company to be publicly listed in the Marketplace 
Directory.

Company description to include
the certified products your
company offers, brief company
history, etc.
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NOTE: To stop receiving the newsletter, 
to click on this box. 

New user registration

Register Administration          Traceability          Use of Seal          Marketing Tools

Step 7: Newsletter: the Farm to Market
quarterly newsletter is one of the benefits
Marketplace website. The newsletter provides
market information and program milestones. 
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New user registration

Registro Administration          Traceability          Use of Seal          Marketing Tools

Step 8: User Agreement & Privacy
Policy
Review the Rainforest Alliance Terms
and Conditions of Use – please review
this document, as well as the Privacy
Policy, carefully.

Click here to Proceed.
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Member Registration Preview

Registro Administration          Traceability          Use of Seal          Marketing Tools

Once all information is entered, please verify that
your company registration information is correct
and complete. If correct, please click on
“Proceed”. If not, make edits to your registration
by clicking “Previous”.
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Member Directory

Registro Administration          Traceability          Use of Seal          Marketing Tools

Click here to check if your
company is publicly listed in 
the directory.

Select the Product and the Country fields to search for
your company, then click on the Search button.
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Member Directory

Registro Administration          Traceability          Use of Seal          Marketing Tools

Description of the 
registered 
companies
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How can I change my password?

Registro          Administration          Traceability          Use of Seal          Marketing Tools

Upon registration a password will be generated for your User ID and emailed to you. 
This password can be changed by following the below instructions.

1. Upon logging into the website, click the “change password” link on the upper left
corner of your screen.

2. You’ll be prompted to enter the below information to change your password.
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“Member Profile”

Registro          Administration Traceability          Use of Seal          Marketing Tools

To update your company information at any time, please enter the
Marketplace website, click on the Administration tab and then the Member
Profile tab. From here you will be able to make the necessary updates.
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“New user access”

Registro          Administration Traceability          Use of Seal          Marketing Tools

You can add new users/colleagues to your company listing by following these
two steps:

1. Enter in Administration
2. Select Member Access

3. Press the button Create/Add

4. Login information for the new user.
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“Register a New Sale”

Registro          Administration          Traceability Use of Seal          Marketing Tools

Step 1:
1. Log in Traceability
2. Select My Transactions
3. To register the New Sale, click “New Sale”

Exporters begin the chain by selecting “New Sale” when they’re ready to export coffee
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“Enter Sales Data on Input Form”

Registro          Administration          Traceability Use of Seal          Marketing Tools

STEP 1:

Customer name will appear
on menu if registered, if customer’s
name does not appear, please ask them to
register online 

Contact RA if any drop down 
menu is missing needed 
information.

NOTE:
Do not enter data when the sales contract is created
Do enter data when you ship Rainforest Alliance Certified coffee 
overseas as in an FOB/C&F sale.
Do enter data if you deliver Rainforest Alliance Certified green coffee to 
a customer domestically.
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“Enter Sales Data on Input Form”

Registro          Administration          Traceability Use of Seal          Marketing Tools

Step 2:

# of containers here

Select the farm name, if farm name does not 
appear, please contact marketplace@ra.org 

Click in Proceed to continue
See the next page
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“CQI Certificate”

• The certificate is attached at the container level so there can be more than one per transaction. 
• If you make a “New sale”, then log into the buyer and do a “sell,” the CQI certificate travels with the   

transaction. 
•You can do several sales of the coffee to different customers and they all will have access to the   

certificate. 
•They can open the RA certificate to access the CQI certificate 
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“Review Transaction Certificate”

Step 3:

Then Click in “Submit” to complete

Click “Previous” to correct any errors
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“Transaction Certificate issued”

Step 4:

If you need to make
a“New Sale”,select

this option.

To Edit the TC
issued, 
Select this button.

You can see your transaction certificate issue.

To Delete the TC
was issued, select
this button.

These two options
can only be
performed if the
type of transaction
is a purchase.

See next page.



“Upload Sales”

This function will allows you to generate multiple “Sell” transaction certificates from 
one or more “Buy” transactions with just one upload, connecting the traceability 
reporting from importers to their multiple small roasters, especially those that are 
have to requested this documentation in order to use the seal.

To record the Upload Sales, you need follow these instructions:

1. Select the buy transaction that you want to sell. 
2. Then click in Upload Sales
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“Upload Sales”

4.    The customer list is updated from the list of active registered companies
each time this page is accessed.
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3. Select Sample File to enter your sales.
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“Registration of Purchases by TC”

Registro          Administration          Traceability Use of Seal          Marketing Tools

Step 1:
Importer selects the transaction that needs to be sold.

Click in sell

Select a 
“Buy”
transaction
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“Registration of Purchases by TC”

Registro          Administration          Traceability Use of Seal          Marketing Tools

Enter Custumer Name, if
customer’s name does not
appear, please ask them
to register online 

Click here to proceed and then submit on review screen

If you did not ship entire
quantity, adjust amount

Enter price here (diff or fixed)

Enter Ref #’s

Step 2:
Importers Update Sales Data on input form (Most of the data will already be 

there)
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Click on the transaction number to see the certificate

“Registration of Purchases by TC”

Step 3:
Congratulations - you’ve generated your own transaction certificate!

Registro          Administration          Traceability Use of Seal          Marketing Tools



Registro          Administration          Traceability Use of Seal          Marketing Tools

Friday, December 04, 2009© Copyright 2008. Rainforest Alliance

30

Step 4:
Here’s a sample
Transaction
Certificate:

Click here to print this for your
records and to send a copy to
your customer
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Then click here to “consume” (roast)

Simply select a 
purchase here…

“Register consumption (roasting)”

Step 1:
If you will be roasting the coffee that you have purchased, select the
“Consume” button.

Registro          Administration          Traceability Use of Seal          Marketing Tools
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“Register consumption (roasting)”

Step 2:
Update the date and quantity fields.

Registro          Administration Traceability Use of Seal          Marketing Tools

Then Click 
here.

Enter quantity 
(Default = All)

Review data

Enter Consume Date 
(Default = Today)
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Click “Submit” to complete

Click “Previous” to correct any errors

“Register consumption (roasting)”

Step 3:
Review data and submit

Registro          Administration Traceability Use of Seal          Marketing Tools
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“Offers”

Registro          Administration Traceability Use of Seal          Marketing Tools

Click on “My Offers”

Step 1:
Companies can now post Offers of coffee available for sale!
To do so:
1. Click on the Traceability section;
2. Select “My offers” to register an offer.
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“Offers”

Registro          Administration Traceability Use of Seal          Marketing Tools

Step 2:
Enter your offers to promote your certified products.

It is optional to enter information prices

Click here to 
Proceed
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“Where are My Offers?”

Registro          Administration Traceability Use of Seal          Marketing Tools

In the option “Directory & Offers” you can find posted
Offers. These offers are visible to both Marketplace 
registered users and the general public.

Companies can find 
suppliers with 
enhanced Directory 
search options

Companies find offers 
of coffee available for 
purchase now
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Click here to request artwork, submit 
new layouts for approval, or review 
submissions

To get the labeling guidelines, just 
click here

“Use of Seal Process”

Registro          Administration Traceability Use of Seal Marketing Tools
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Click Use of Seal Guidelines 
to get to this page

Click here to 
view and 
download 
labeling 
guidelines

Access our Use of Seal Labeling Guidelines

Registro          Administration Traceability Use of Seal Marketing Tools
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Labeling Guidelines open in pdf format

Registro          Administration Traceability Use of Seal Marketing Tools
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Click Submission Status to 
get to this page.

Then click request artwork

After reviewing guidelines, request Seal Artwork to use with your products,
You’ll need to follow these steps:

1. Enter in Use of Seal
2. Select Use of Seal Guidelines
3. Click in Request Artwork

Registro          Administration Traceability Use of Seal Marketing Tools
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Request Seal artwork online

Registro          Administration Traceability Use of Seal Marketing Tools
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Provide info for fee-free Licensing 
Agreement 

Registro          Administration Traceability Use of Seal Marketing Tools
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Then click new submission

Click submission status
to get to this page

Submit packaging & materials for
approval

Registro          Administration Traceability Use of Seal Marketing Tools
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Fill in this form and system will
prompt you to attach artwork

Click Proceed

Tell us about your product or campaign

Registro          Administration Traceability Use of Seal Marketing Tools
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Approval process still ongoing
(or will indicate Approved)

Click submission status
to get to this page.

Return to this page to check approval
status

Registro          Administration Traceability Use of Seal Marketing Tools
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Click Marketing Tools to see
our new promotional pages

New online Marketing Support

Registro          Administration Traceability Use of Seal          Marketing Tools
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See examples of how
To use the Seal.

Exclusive 
resources to help 
with marketing  
campaigns and 

communications!
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Use of Seal examples in promotional pages.

Registro          Administration Traceability Use of Seal          Marketing Tools



Friday, December 04, 2009© Copyright 2008. Rainforest Alliance

49

We hope this manual has been useful to you, if you still have
questions, please contact us: marketplace@ra.org

Suggestions are welcome!
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