
Soil Association Certification Forestry 

Client Portal – Trademark Approval Instructions 

 

 

The portal has been created to allow certificate holders to submit trademark approvals online and provide a 

convenient records area for audit purposes. This is the first phase in the development of a wider client portal 

which is being built to improve the certification experience for our customers. The new portal will allow 

trademark approvals to be managed online, allowing certificate holders to submit new approvals and keep a 

history of all their requests. We will continue designing more features and improvements as we strive to 

progress our digital offerings. 

 

Initial access 

1.  
Please contact 
forestryclientportal@soilassociation.org 
to request log in details to access the 
portal. We require a name and email. 
This can be a person or a team email 
such as printing@abc123.com.   

 
2.  
You will be provided with a username 
(your email) and password. Your 
username and password will be sent in 
an email from 
forestry@soilassociation.org. Your 
email system may label it as junk mail 
or spam. 
 

 

3. 
You will then be asked to select your 
own password. 
 
If you forget your password, you can 
follow the prompt or email 
forestrytrademark@soilassociation.org 
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Logging in 

1.  
To log in simply go to  
https://soilassociation.my.site.com/clientaccess 
and submit your username and password. 

 

2. 
This is the trademark approval homepage. There 
are four tabs currently in use: 
 
“Submit a New Approval”  
 
“Current” – a list of requests waiting for approval. 
 
“Rejected” – a list of rejected approvals waiting to 
be resubmitted. 
 
“Completed” – a list of all completed approvals 
 
“Labelling Agreements”  
 
“TUMS” (not currently functional.) 
 

 

 

 

  



   
 

   
 

Submitting a trademark for approval 

The below instructions are for using the trademark portal, for guidance on using the FSC and PEFC trademark 
artwork, please visit our website. 

1. 
You can currently submit two 
types of approval.  
 
- Normal approvals 
- Template approvals: use this 

option if you are looking for the 
approval of a range of the same 
product – for example, 
different flavours or sizes of a 
product or its packaging.  You 
only need to send a maximum 
of two examples, and we can 
approve the whole range as 
long as the FSC Trademark use 
is exactly the same across the 
whole range. 

 
Select your approval type and 
click “next”. 

 

 
- Select whether “on 

product” or 
“promotional” use. 

- Insert the information 
requested and press 
“next” 
 

In the description box please use 
some text that will help describe 
the product including the brand if 
possible. 
 

 

2. 
The next screen is the prompt for 
uploading files 

 

https://www.soilassociation.org/certification/forestry/resources-for-certificate-holders/


   
 

   
 

3. 
At this point you can upload files 
from your drive, or simply drag 
the files over to the “Or drop 
files” prompt.  
 
You can upload more than one 
file at this point. 
 
There is no restriction on the 
number of files you can attach 
but please be aware of the 
Template Approval request 
option which will save you having 
to upload many examples from 
the same range. 
 
Click “submit approval” button – 
Otherwise your approval cannot 
be checked. 
 

 

 

4. 
Once the approval is submitted, 
one of our staff will check the file 
and approve or reject. Until then 
it will appear in the current list. 
 
 

 

5. 
Once checked an email will be 
sent to the registered email 
address, with the approval 
decision. 

 
 

  



   
 

   
 

Resubmitting a rejected approval 

 

1. 
If your trademark is rejected, you 
will receive an email which will 
contain reasons for rejection 

 

 
 

2. 
The rejected trademark request, 
will appear in the rejected list 

 

3. 
You can review the approval 
history by clicking “view all”. This 
will show any submission and 
approver comments including 
reasons for rejection. 

 



   
 

   
 

4. 
To resubmit, click on the rejected 
approval. 
 
Click on “add files” and upload 
the amended trademark. 
 
Click Submit for approval. 
 
A comments box will appear, 
please write that you have re-
uploaded the amended file for 
approval. The original file will 
remain in the folder. 
 

 

 

Further help 

If you have any questions, please don’t hesitate to contact the team at forestryclientportal@soilassociation.org 

or call us on +44 (0) 117 914 2435 
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