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1. Logging In 
 

Access v ia the CLPA of f ic ia l  s i te top page. 
<<URL>> 
https: / /www.cc- l ink.org/en/ index.html  

 

 
 

   
  

En t e r  y o u r  [ Us e r  ID ]  a nd  
[Pas s wo rd ]  a nd  t h en  c l i c k  
[ Lo g in ] .  

C l i c k  [ Lo g in ] .  

https://www.cc-link.org/en/index.html
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2. My Page Authentication 
 

The exclus ive member pages wi l l  appear af ter  logging in.  
Only [Downloads]  on th is  screen can be used.  
Separate authent icat ion is  required in order to register /change product  informat ion 
or perform master maintenance.  

 

  
 
  

C l i c k  [ My  P a ge ] .  
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An authent icat ion e-mai l  wi l l  be sent  to the entered e-mai l  address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Authent icat ion is  completed and the relevant  [My Page]  screen appears.  
 

 
  

Sub jec t :  [CLPA]  User  Authent ica t ion  
From:  in fo@xxxxxx .o rg  
To:  xxxxxx_xxxxxxxx@xxxxx .co .us  
Send date :  2018/09/03 (Mon)  15:09 :28  
 
Tex t  
 
P lease c l i ck  be low URL to  comple te  authent i ca t ion .  
URL is  va l id  on ly  "once" .  
 
User  authen t ica t ion  URL:   
h t tps : / /www.ut -cc - l i nk .o rg /mnt /B130?subtoken=cd804532eeb981~a 
 

Cl i c k  t he  [ Us e r  a u th en t i c a t i on  
UR L ]  w i t h i n  t he  ma i l  bo dy .  

En t e r  t he  e - ma i l  ad d r es s  o f  t h e  
P r im a ry  Co n t ac t ,  En g in ee r  
Co n tac t  o r  M y  Pa ge  us e r  
a l r ea dy  re g i s te re d  a nd  c l i c k  
[Se nd  au th en t i ca t i on  U RL ] .  

https://www.ut-cc-link.org/mnt/B130?subtoken=cd804532eeb981~a
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3. Changing Passwords 
 

Member in format ion can be changed using the My Page screen.  
 

Screen example (board member,  execut ive member,  regular member)  
 

  
 

  

C l i c k  [ Ch an g e  p as s w o rd ] .  
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Only the Pr imary Contact  can change passwords.  
Only the Pr imary Contact  can authent icate in i t ia l  passwords (af ter  in i t ia l  log in or  
af ter  password reset ) .  Be sure to change the in i t ia l  password before beginning use.  

 

  
 

Use a combinat ion of  4 let ter  types (upper case,  lower case,  numbers,  and 
symbols)  for  the new password,  total ing 8 to 12 characters.  
Note that  the password cannot  be set  to the [User ID]  or  [Current  password] .  
 
Passwords are val id for  180 days.  
An emai l  reminder wi l l  be sent  when the val id i ty  per iod is  a lmost  over.  
 
Once the val id i ty  per iod has passed,  the system cannot  be used unt i l  the 
password has been changed.  
The Pr imary Contact  should per iodical ly  change the password.  
Note that  the Pr imary Contact  wi l l  be di rected to the password change screen 
upon login.  

 
 

The fo l lowing i tems are cal led the in i t ia l  password.  
•  The password sent  by CC-Link v ia e-mai l  not i f icat ion af ter  s igning up 
•  The password sent  v ia e-mai l  not i f icat ion af ter  a forgot ten-password request  

to CC-Link 
 
 

In i t ia l  passwords are val id for  7 days.  
The in i t ia l  password cannot  be used i f  the val id i ty  per iod is  expired.  The Pr imary 
Contact  should always change the password wi th in the val id i ty  per iod.  

 
  

En t e r  [ Cu r re n t  pas s wo r d ]  an d  
[Ne w pass w o rd ]  a nd  c l i c k  
[Up da te ] .  
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4. Change Applications 
 

Member in format ion can be changed using the My Page screen.  
 

Screen example (Board member,  Execut ive member,  Regular member)  
 

 
  

C l i c k  [ Ch an g e  m em be r  
re g i s t ra t i o n  i n fo rm a t i on ] .  
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Only the Pr imary Contact  can change member regist rat ion in format ion.  
 

 
 
Read the [CLPA-Partner Membership Agreement]  and consent  to the contents 
before checking the check box.  
Read the [About  personal  informat ion protect ion]  and consent  to the contents 
regarding the handl ing of  personal  informat ion before checking the check box.  

 
I tems wi th a l ight  b lue background are mandatory.  
Other than the mandatory f ie lds,  enter only the f ie lds to be changed.  
I tems not  entered wi l l  not  be changed.  
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The contact  [E-mai l  address]  wi l l  appear in the To:  f ie ld of  the change appl icat ion 
regist rat ion complete message and is  thus mandatory.  
 

 
  

To  p rev en t  m i s tak e n  i np u t ,  e n t e r  t he  
s ame  e -m a i l  add r es s  i n  b o th  t he  t o p  a nd  
bo t t o m f i e l ds .  
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C l i c k  [ Rev i e w  Fo rm ]  t o  m ov e  t o  
t he  e n t e r ed  c on t en t  c on f i r ma t i on  
sc re en .  
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Check the entered contents.  

 
 
 

 
 

 
  

I f  t he r e  i s  an  e r r o r  i n  t he  
en t e re d  c o n t en t s ,  c l i c k  [B ac k  t o  
p r ev i o us  s c r een ]  t o  mak e  
c han ges .  

C l i c k  [ Su bm i t  ap p l i ca t i o n  f o r m ]  t o  
s end  t he  c h a nge  a pp l i c a t i on .  
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Change appl icat ion is  complete.  
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5. Change Applications (Change Applications in Process) 
 

When making changes to an appl icat ion in process,  the fo l lowing display wi l l  
appear for  [Change member regist rat ion informat ion] .  
 

 
 
The operat ion is  the same as [4.  Change Appl icat ions] .  
I tems changed when changing appl icat ions in process are displayed wi th red  text .  
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6. My Page User Registration 
 

Operators other than the Pr imary Contact  or  Engineer Contact  can be registered 
as “My Page users” to enable use of  the system. 

 

 
 
 
 

  

C l i c k  [ Ma na g e  My  Pa ge  
use rs ] .  
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My Page User Management can be used by Pr imary Contact  or  Engineer  Contact .  

 

 
 
Enter the user name and authent icat ion mai l  address.  Both f ie lds are mandatory.  
When adding more users,  c l ick  [Add entry f ie ld]  to disp lay more entry f ie lds.  
 

 
 

  

C l i c k  [ Ad d  e n t r y  f i e l d ]  i f  
add i ng  2  o r  mo re  pe op l e .  

P l ac e  a  c hec k  i n  t h e  [ Ma n age  
i nqu i r y  c on ta c t  i n f o rm a t i o n ]  
men u  to  au th o r i z e  us e .  
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A f t e r  i n pu t t i n g ,  c l i c k  
[Re g i s t e r ] .  
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My Page users can be deleted.  
 

 
 

  

A f t e r  c h ec k i n g  t he  d e l e t e  
f i e l d ,  c l i c k  [R eg i s t e r ] .  
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Internal  approval  process can be conf igured.  
Internal  approval  indicates the process in which the Pr imary Contact  checks and 
internal ly  approves content  registered/changed by users (Engineer Contact  or  My 
Page users) before a test  request  or  product  publ ish (unpubl ish) request  is  sent  
to CLPA.  
 

 
 
Register ing wi thout  checking the [ Internal  approval ]  f ie ld enables the in ternal  
approval  process to be bypassed.  
 

  

A f t e r  p l ac i ng  a  c hec k  i n  t he  
[ I n te rn a l  ap p rov a l ]  f i e l d ,  
c l i c k  [R eg i s t e r ] .  
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7. Registering Contacts for Inquiries 
 

This is  used to regis ter  select ions,  as contacts are speci f ied v ia select ion when 
register ing products.  
 

 
 
 

  

C l i c k  [ Ma na g e  i n qu i r y  
c on t ac t  i n f o r ma t i on ] .  
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[Manage inqui ry contact  informat ion]  can be used by the Pr imary Contact ,  
Engineer Contact ,  and My Page users that  have been author ized to use the 
[Manage inqui ry contact  informat ion]  menu in [Manage My Page users] .  

 
 

 
 
Enter the requi red informat ion,  such as pul ldown display name, language 
select ion,  etc.  
The pul ldown display name (Engl ish) and language select ion are mandatory i tems.  
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The language select ion speci f ies the d isplay language for  the inqui ry  contact .  
I f  "日本語 "  is  selected,  the fo l lowing message wi l l  appear.  

会社名 :  株式会社 〇〇〇 営業部  
住所 :  〇〇県〇〇市〇〇町 1-2-3 
電話番号 :  999-999-9999 
E-mai l :  xxx_xxxxx@xxxxx.co. jp 

 
I f  "Engl ish" is  selected,  the fo l lowing message wi l l  appear.  

Name: 〇〇〇  Company,  Sales Div is ion 
Address:  1-2-3 〇〇 -cho,  〇〇  Ci ty ,  〇〇  
Phone:  999-999-9999 
E-mai l :  xxx_xxxxx@xxxxx.co. jp 

 
  

mailto:xxx_xxxxx@xxxxx.co.jp
mailto:xxx_xxxxx@xxxxx.co.jp
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A f t e r  i n pu t t i n g ,  c l i c k  
[Re g i s t e r ] .  
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When adding even more users,  c l ick [Add ent ry f ie ld]  to disp lay more entry f ie lds.  

 
 

 
  

C l i c k  [ Ad d  e n t r y  f i e l d ]  i f  
mak in g  ad d i t i ona l  
r e g i s t ra t i o ns .  
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Contacts for  inquir ies can be deleted.  
 

 
 
 

 
  

C l i c k  [ De l e t e ]  f o r  t he  i t e m s  
to  de l e t e .  
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Contact  detai ls  can be hidden.  

 

 
 
Contact  detai ls  wi l l  be hidden.  Cl ick ing [+]  wi l l  d isplay them again.  

 
  

C l i c k  [ - ] .  
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8. Registering Company URLs/Other Information 
 
This is  used to regis ter  select ions,  as the company URL and contact  mai l  
address are speci f ied v ia select ion when register ing products.  

 
 
 
 
 

  

C l i c k  [ Ma na g e  c o mp any  
UR L / o th e r  i n fo rma t i o n ] .  
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Only the Pr imary Contact  can use the company URL/other informat ion 
management system.  
 

 
 
 
For company URLs,  enter the language select ion,  l ink name, and l ink f ie lds;  for  
contact  e-mai l  addresses,  enter the language select ion,  e-mai l  name, and e-mai l  
address f ie lds.  
Al l  i tems wi th in the detai led uni ts  to be registered are mandatory.  
 
Use [Select  language]  when register ing product  informat ion to select  which 
language the [Company URL] or  [Mai l ]  f ie ld language pul ldowns should appear 
in.  
 

  

A f t e r  i n pu t t i n g ,  c l i c k  
[Re g i s t e r ] .  

A f t e r  i n pu t t i n g ,  c l i c k  
[Re g i s t e r ] .  
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When adding more users,  c l ick  [Add entry f ie ld]  to disp lay more entry f ie lds.  
 

 
 
E-mai ls  can be handled in the same way as company URLs.  
 

  

C l i c k  [ Ad d  e n t r y  f i e l d ]  i f  
mak in g  ad d i t i ona l  
r e g i s t ra t i o ns .  
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Company URLs and contact  e-mai l  addresses can be deleted.  
 

 
 
E-mai ls  can be handled in the same way as company URLs.  
 

  

C l i c k  [ De l e t e ]  f o r  t he  i t e m s  
to  de l e t e .  
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Detai ls  of  company URLs and contact  e-mai l  addresses can be hidden.  
 

 
 
Detai ls  of  the company URL wi l l  be hidden.  Cl ick ing [+]  wi l l  d isplay them again.  
 

 
 
E-mai ls  can be handled in the same way as company URLs.  
 

  

C l i c k  [ - ] .  
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9. Searching for Test Request Information 
 

Test  request  informat ion can be searched.  
 

 
 
 
 
 

  

C l i c k  [ T es t  i n fo rma t i o n  
man ag em en t ] .  
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Registered [Test  request  l is t ]  wi l l  appear.  
 

 
 
Status types and possible operat ions 
 

Status Possible operat ion 
Edi t ing Edi t ing,  copying,  or  delet ing test  request  informat ion 
Requested for  
internal  approval  

Edi t ing or copying test  request  informat ion 

Requested Edi t ing or copying test  request  informat ion 
CLPA accepted Copying test  request  informat ion 
Under tests Copying test  request  informat ion 
Cert i f ied Copying test  request  informat ion 
Completed Copying test  request  informat ion 
Cancel  Copying test  request  informat ion 

 
 

 
 
  

Spec i f y  t he  s ea rch  c o nd i t i ons .  

C l i c k  t o  en ab le  t he  i t e ms  
s e l ec t ed  w i t h  [S o r t i n g  
c ond i t i o ns ]  t o  b e  use d  t o  
s o r t  t he  i t em s  i n  as c e nd i n g  
o r  d es c e nd in g  o r de r .  

Se lec t  t h i s  c hec k  box  t o  
s e l ec t / d es e l e c t  a l l  [S ta t us ] .  

Spec i f y  t he  i t ems  to  s o r t .  

Th i s  i s  o n l y  d i sp l ay ed  i f  a  ch eck  
has  be en  p l a c ed  i n  [C anc e l ]  un de r  
[S t a tus ] .  
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10. Registering Test Request Information 
 

Register new test  request  informat ion f rom the [Test  request  l is t ]  screen.  
 

 
 
  

C l i c k  [ Ne w]  t o  re g i s te r  a  ne w  
tes t  r eq ues t .  
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C l i c k  [ T emp o ra r i l y  s ave d ]  t o  s ave  
t he  e n t e r ed  i n fo rm a t i on  t e mpo r a r i l y .  

A f t e r  p as s i n g  t h e  t es t ,  t he  
en t e re d  i n fo r ma t i on  i s  c a r r i e d  
ov e r  t o  t h e  p ro duc t  d e t a i l s  
s c re en .  
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C l i c k  [ De l e t e  en t r y  f i e l d ]  t o  
de l e te  a n  e n t r y  f i e l d .  

C l i c k  [ Ad d  e n t r y  f i e l d ]  t o  add  
an  en t r y  f i e l d .  

C l i c k  [ Re fe re nce ]  t o  sp ec i f y  a  
p r od uc t  i ma g e  f i l e  
Th e  f i l e  s e l e c t i on  s c r ee n  i s  
d i s p l ay ed .  

En t e r ed  s p ec i f i c a t i ons  c h ang e  ac co r d i ng  
t o  t h e  s e l ec t ed  [C a t eg o ry ] .  

A f t e r  p a s s i n g  t h e  t e s t ,  t h e  e n t e r e d  
i n f o r m a t i o n  i s  c a r r i e d  o v e r  t o  t h e  
p r o d u c t  d e t a i l s  s c r e e n .  
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C l i c k  [ Re fe re nce ]  t o  sp ec i f y  t he  
[Res u l t s  o f  t he  p ro duc t  e v a l ua t i o n  
t es t ] .  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  

C l i c k  [ Re fe re nc e ]  t o  s p ec i f y  t he  [ Tes t  
p r og ra ms ] .  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  

A f t e r  p as s i n g  t h e  t es t ,  t he  en te re d  
i n fo rm a t i on  i s  ca r r i ed  ov e r  t o  t h e  
p r od uc t  de ta i l s  s c r ee n .  

C l i c k  [ Re fe re nc e ]  t o  s p ec i f y  t he  
[ I ns t r uc t i on  man ua l ] .  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  

C l i c k  [ Re fe re nce ]  t o  sp ec i f y  a  
[CS P+F i l e ] .  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  
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11. Editing Test Request Information 
 

Select  test  request  in format ion f rom the [Test  request  l is t ]  screen.  
 

 
 

  

C l i c k  t he  [P r oduc t  na me ]  l i nk  
f o r  t he  t a r ge t  p ro duc t .  
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C l i c k  [ T emp o ra r i l y  s ave d ]  t o  s ave  
t he  e n t e r ed  i n fo rm a t i on  t e mpo r a r i l y .  
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12. Deleting Test Request Information 
 
Test  request  informat ion can only be deleted when the status is  [Edi t ing] .  
 
Select  the target  test  request  informat ion to be deleted f rom the [Test  request  l is t ]  
screen.  
 

 
 
Once delet ion is  complete,  data being edi ted is  d iscarded and i t  d isappears f rom 
the l is t .  

  

C l i c k  t he  [P r oduc t  na me ]  
l i n k  f o r  t he  t a r ge t  p r od uc t  t o  
be  de l e t ed .  
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C l i c k  [ De l e t e ] .  
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A conf i rmat ion pop-up wi l l  appear.  
 

 
 

 
  

Da t a  be i ng  e d i t e d  d i s a pp ea rs .  
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13. Copying Test Request Information 
 
Select  the test  request  informat ion to be copied f rom the [Test  request  l is t ]  screen.  
 

  
  

  
  

Cl ick [Copy]  and a conf i rmat ion pop-up wi l l  appear.  
 

  
  

To copy,  c l ick [OK].  
The registered informat ion is  copied,  and the copied test  request  informat ion is  
d isp layed on a separate tab.  

  

C l i c k  [ Co py ] .  

C l i c k  t he  [P r oduc t  na me ]  l i n k  t o  b e  
c op ie d .  
Tes t  re qu es t s  be i ng  e d i t e d  m ay  a l s o  b e  
c op ie d .  
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Af ter  c l ick ing [Temporar i ly  saved] ,  the copied informat ion is  registered.  
 

  
 

  

C l i c k  [ T emp o ra r i l y  s ave d ]  t o  
s av e  t h e  en t e r ed  i n f o rma t i on  
t em po ra r i l y .  
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14. Test Request 
 
Test  request  can be used by the Pr imary Contact ,  Engineer Contact ,  and My 
Page users.  
However,  only the Pr imary Contact  can use th is  funct ion when using internal  
approval .  
 
Select  the target  test  request  informat ion to be tested f rom the [Test  request  l is t ]  
screen.  
 

 
 
Af ter  request  regist rat ion,  the status wi l l  become [Requested] .  
 

  

C l i c k  t he  [P r oduc t  na me ]  l i n k  f o r  
t he  t a r ge t  p r oduc t  t o  be  t es te d .  
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C l i c k  [ Re qu e s t ] .  
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A conf i rmat ion pop-up wi l l  appear.  
 

 
 
A test  request  not i f icat ion emai l  wi l l  be sent .  
 

  
 
 

 
  

Th e  s t a t us  w i l l  bec om e  
[Re qu es t ed ] .  
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15. Test Request Using Internal Approval (for Engineer 
Contacts, My Page Users) 

 
Contents registered or changed by the Engineer Contact  or  My Page users can 
be checked by the Pr imary Contact ,  enabl ing internal  approval .  
 
When making an [Approval  request ] ,  se lect  the test  request  in format ion to be 
approved f rom the [Test  request  l is t ]  screen.  
 

 
 

  

C l i c k  t he  [P r oduc t  na me ]  l i n k  f o r  
t he  t a r ge t  p r oduc t  t o  be  a pp rov ed  
i n te r na l l y .  
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A conf i rmat ion pop-up wi l l  appear.  
 

 
  

C l i c k  [ Ap p r o v a l  r e ques t ] .  
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An internal  approval  request  not i f icat ion emai l  wi l l  be sent .  
 

  
 
 

 
 
Af ter  that ,  the internal  approval  request  wi l l  be t ransferred to the Pr imary 
Contact .  

  

 

Th e  s t a t us  w i l l  bec om e  
[Re qu es t ed  f o r  i n t e rn a l  
app r ov a l ] .  
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16. Test Request Using Internal Approval (for Primary 
Contact) 

 
Using internal  approval  enables the Pr imary Contact  to approve or re ject  
approval  requests.  
 
When approving or re ject ing in ternal  approval ,  se lect  the target  test  request  
informat ion f rom the [Test  request  l is t ]  screen.  
 

 
 

  

Whe n  t he  us e r  i s  P r im a ry  
Co n tac t ,  [ I n t e r na l  r e j ec t i o n ]  
re qu es t  s ta tu s  w i l l  be  d i s p l ayed .  

C l i c k  [ Ap p r o v a l ]  f o r  t h e  
t a rg e t  t es t  r e ques t  
i n f o rm a t i on .  
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When approving or re ject ing a test  request  
 

 
 
 
 
 

  

Whe n  a pp r ov i ng ,  c l i c k  [ I n t e r na l  
app r ov a l ] ;  i f  r e j ec t i n g ,  c l i c k  
[ I n te rn a l  r e j e c t i on ] .  
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When approving the request ,  an approval  conf i rmat ion pop-up wi l l  appear.  
 

 
 
An internal  approval  not i f icat ion emai l  wi l l  be sent .  
 

 
 
 
When reject ing the request ,  a re ject ion conf i rmat ion pop-up wi l l  appear.  
 

 
 
An internal  approval  re ject ion not i f icat ion emai l  wi l l  be sent .  
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1 

Whe n  a pp r ov ed ,  t he  s ta tu s  w i l l  
beco me  [ Re q ues t ed ] .  
 
Whe n  re j ec t e d ,  t h e  s t a t us  w i l l  
bec o me  [E d i t i ng ] .  
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17. Checking Test Request Status 
 

The test  s tatus for  each [Test  request ]  can be checked in the [Test  request  
informat ion]  screen.  
 
Select  the target  test  request  informat ion f rom the [Test  request  l is t ]  screen.  
 

   
 
 
The test  s tatus can be checked in the [Test  request  informat ion]  screen.  
 

  
 
 
 
 
 
 
 
 
 
 
 

  

Co mp le te d  s t a tus  Cu r re n t  s ta tu s  Fu tu re  s t a tus  

C l i c k  t he  [P r oduc t  na me ]  l i n k  t o  
c heck  t h e  t e s t  s t a tus .  
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18. Downloading Certificates and Test Reports from Test 
Request Information 
 
Af ter  the test  is  completed,  [Cert i f icate]  and [Test  report ]  wi l l  be avai lable for  
download.  
An emai l  wi l l  be sent  wi th the t i t le [Sending of  test  report  and cert i f icate] ,  
not i fy ing that  [Cert i f icate]  and [Test  repor t ]  have been uploaded.  

   

  
   
Select  the target  test  request  informat ion f rom the [Test  request  l is t ]  screen.  
 

  
 

  

C l i c k  t he  t a r ge t  [P r od uc t  nam e ]  l i n k .  
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Download the [Cert i f icate]  and [Test  repor t ]  f rom the [Test  request  informat ion]  
screen.  
 
 

  

   
  
  

C l i c k  [ Ce r t i f i c a te (J ap an es e ) ]  o r  
[Ce r t i f i c a te ( Eng l i s h ) ]  t o  do wn l oad  
t he  a pp l i c ab l e  f i l e .  

C l i c k  [ T es t  r epo r t ( J ap an e s e ) ]  o r  
[T es t  r ep o r t ( Eng l i s h ) ]  t o  do wn l oad  
t he  a pp l i c ab l e  f i l e .  
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19. Searching for Product Information 
 

Product  in format ion can be searched.  

 
 
 
 
 
 

  

C l i c k  [ P r od u c t  i n fo rm a t i o n  
man ag em en t ] .  
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A l is t  of  registered products wi l l  appear.  
The informat ion for  products that  have passed the test  is  registered as product  
informat ion wi th a [Publ ished status]  of  [Edi t ing]  based on the test  request  
informat ion.  
 

 
 
Publ ish status types and possible operat ions 
 

Publ ish status Display 
color  Possible operat ion 

Edi t ing 
 

Edi t ing,  copying,  or  delet ing product  
informat ion 

Request ing 
 

Edi t ing (publ ish request  canceled),  copying,  
or  delet ing product  in format ion 

Reject  request  
 

Edit ing (publ ish request  re ject ion canceled),  
copying,  or  delet ing product  informat ion 

Publ ished on 
websi te 

 
Edit ing or copying product  informat ion whi le 
leaving the data as publ ished 

Request ing for  
unpubl ishing 

 
Edit ing (unpubl ish request  canceled) or  
copying product  informat ion 

Reject  
unpubl ishing 

 
Edit ing (unpubl ish reject ion canceled) or  
copying product  informat ion 

Unpubl ish 
 

Edi t ing,  copying,  or  delet ing product  
informat ion 

 
 

  

Spec i f y  t he  s ea rch  c o nd i t i ons .  

C l i c k  [ So r t i n g ]  t o  en ab l e  t he  
s e l ec t ed  c r i t e r i a  t o  be  us ed  
t o  s o r t  t h e  i t ems  i n  
i nc r eas i ng  o r de r .  

Spec i f y  t he  i t ems  to  s o r t .  

P ro duc t s  t h a t  a pp ea r  a t  t he  
t op  a re  [P ub l i s hed  o n  
we bs i t e ]  wh i l e  t he  p ro duc t s  
a t  t h e  b o t t o m  a re  be i ng  
[Ed i t i ng ] .  
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20. Registering Product Information 
 
Register new product  informat ion f rom the product  l is t  screen.  
 

 
 
 

  

C l i c k  [ Ne w]  t o  re g i s te r  a  ne w  
p r od uc t .  
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C l i c k  [ T emp o ra r i l y  s ave d ]  t o  s ave  
t he  e n t e r ed  i n fo rm a t i on  t e mpo r a r i l y .  

C l i c k  [ De l e t e  en t r y  f i e l d ]  t o  
de l e te  a n  e n t r y  f i e l d .  

I f  [C ab l es・c onn ec t o rs ]  i s  s e l ec te d  f r o m 
the  [ Ca te go r y  3 ]  p u l l do w n ,  i t em  na me  
hea de rs  w i l l  app ea r  i n  t h e  [ Fe a tu r e ]  f i e l d  
t o  as s i s t  en t r y .  

C l i c k  [ Ad d  e n t r y  f i e l d ]  t o  add  
an  en t r y  f i e l d .  

Se lec t  t he  t a rg e t  i np u t  
l ang ua ge .  
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C l i c k  [ Re fe re nce ]  t o  sp ec i f y  a  
[CS P+F i l e ] .  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  

Spec i f y  t he  s i t e  wh e re  t h e  i n f o r ma t i o n  w i l l  
app ea r .  
C l i c k i ng  e ac h  l i nk  a l l ows  you  t o  c h ec k  t h e  pa ges  
p r od uc t s  ap p ea r  on .  

C l i c k  [ Re fe re nce ]  t o  s p ec i f y  a  
p r od uc t  i ma g e  f i l e  
Th e  f i l e  s e l e c t i on  sc r ee n  i s  
d i s p l ay ed .  

En t e r ed  s p ec i f i c a t i ons  c h ang e  ac co r d i ng  
t o  t h e  s e l ec t ed  [C a t eg o ry ] .  
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Se lec t  co n t a c t  i n f o rm a t i o n  f ro m th e  
re g i s t e r ed  c o n te n t s  i n  ac c o r da nc e  w i t h  
t he  r eg i on  s p ec i f i e d  w i t h  [ Se lec t  s a l es  
re g i o n ] .  Th e  p r oc ess  i s  t h e  s a me  fo r  a l l  
sa l es  r eg i o n s .  
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Se lec t  t he  c o n tac t  m a i l  ad d r es s  f r om th e  
re g i s t e r ed  c o n te n t s .  Th e  p roc es s  i s  t h e  
s ame  f o r  a l l  l ang ua ges .  

Se lec t  t he  c o mpa ny  UR L  f ro m t he  
re g i s t e r ed  c o n te n t s .  Th e  p roc es s  i s  t h e  
s ame  f o r  a l l  l ang ua ges .  
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I f  [Cables・connectors]  is  se lected f rom the Category 3 pul ldown, the fo l lowing 
contents wi l l  appear in the Feature f ie ld.  
 

I tem name header d isplayed 
Cable standard (category):   
No.  of  cores:   
No.  of  terminals:   
Appl icat ion:   
Conductor  s ize (AWG#):   
Conductor  s t ructure:   
Compat ib le conductor s ize and 
st ructure:   
Insulator outer d iameter:   
Cutof f  s t ructure:   
Cable outer d iameter/ f in ish outer 
d iameter:   
Outer sheath mater ia l :   
Min.  bending radius:   
Possible t ransmission dis tance:   
Dedicated tools:   
No.  of  insert ions/removals:   
Standard:   
Environmental  res is tance:   
Operat ing temperature range:   

 
 
I tems displayed in [Speci f icat ions]  change according to the select ion in the 
[Category 1]  pul ldown.  
Enter informat ion in the displayed i tems.  

 
✓ :  Displayed i tem  

Category 1  
Type of 

station or 
product 
category 

Number 
of 

stations 
occupied 

Protocol 
version 

Certification 
Class 

Certification 
category *1 

Communication 
speed Function *2 

CC-Link IE TSN ✓   ✓  ✓  ✓  ✓  ✓  
CC-Link IE Control  ✓        
CC-Link IE Field ✓       ✓  
CC-Link IE Field 
Basic  ✓  ✓  ✓      

CC-Link ✓  ✓  ✓      
CC-Link Safety  ✓  ✓  ✓      
CC-Link/LT ✓  ✓       
SLMP ✓        

 
*1 When selected the fo l lowing categor ies,  they are displayed in [Speci f icat ions] .  

Category 1:  CC-Link IE TSN, Category 2:  Per ipheral  dev ice,   
Category 3:  Wireless communicat ion dev ice 

*2 Select  f rom the fo l lowing.  (Products wi th a safety  communicat ion funct ion only)  
Safety Communicat ion Funct ion (Protocol  vers ion 2)  
Safety Communicat ion Funct ion (Protocol  vers ion 1)  
Safety Communicat ion Funct ion (Protocol  vers ion 0)  
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21. Editing Product Information 
 
Select  the product  in format ion to be edi ted f rom the product  l is t  screen.  
 

 
 
 
Af ter  edi t ing,  the publ ish status wi l l  become [Edi t ing] .  
 
 

  

C l i c k  t he  [P r oduc t  na me ]  l i nk  
f o r  t he  t a r ge t  p ro duc t .  
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When product  informat ion is  a l ready publ ished 
 

 
 
I f  there is  no publ ished product  informat ion (only for  newly registered product  
informat ion)  
 

 
 

Whe n  d e le t i n g  p r od uc t  
i n f o rm a t i on  a l re ady  r eg i s t e r ed ,  
c l i c k  [C anc e l  c ha ng e ] .  

Whe n  p r ev i e w in g  t he  e n t e r ed  c o n te n t s ,  
c l i c k  [D e t a i l e d  p r ev i e w ]  o r  [ L i s t  p r ev i e w ]  
a f t e r  s e l ec t i n g  t he  d i s p l ay  l an gu ag e .  

C l i c k  [ T emp o ra r i l y  s ave d ]  t o  
s av e  t h e  en t e r ed  i n f o rma t i on  
t em po ra r i l y .  
 

Whe n  e d i t i ng  p ro duc t  i n fo rm a t i o n  pu b l i s hed  
on  t h e  we bs i t e ,  t h e  s y s te m m ay  p r om p t  y o u  
t o  en te r  i n fo r ma t i on  ac c o r d i ng  t o  t he  
s pec i f i c a t i on s  o f  t h e  en te re d  i t ems  o r  o th e r  
man da to ry  i t ems .  Ed i t  t he  en te re d  c on t en t s .  

Whe n  d e le t i n g  p r od uc t  
i n f o rm a t i on  a l re ady  r eg i s t e r ed ,  
c l i c k  [D e le te ] .  
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22. Copying Product Information 
 
Select  the product  in format ion to be copied f rom the [Product  l is t ]  screen.  
 

  
  

  
  

Cl ick [Copy]  and a conf i rmat ion pop-up wi l l  appear.  
 

  
  

To copy,  c l ick [OK].  
The registered informat ion is  copied,  and the copied product  informat ion is  
d isp layed on a separate tab.  
 
* I f  the product  informat ion has mul t ip le statuses,  such as when edi t ing the 
informat ion that  is  being publ ished,  the latest  informat ion,  such as edi t ing,  is  
d isp layed.  

  

C l i c k  [ Co py ] .  

C l i c k  t he  [P r oduc t  na me ]  l i n k  
t o  be  c o p ied .  
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Af ter  c l ick ing [Temporar i ly  saved] ,  the copied informat ion is  registered.  
 

 
 

  

C l i c k  [ T emp o ra r i l y  s ave d ]  t o  
s av e  t h e  en t e r ed  f i e l ds  
t em po ra r i l y .  
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23. Publishing Product Information 
 
Product  in format ion publ ish requests can be used by the Pr imary Contact ,  Engineer 
Contact ,  and My Page users.  
However,  only the Pr imary Contact  can use th is  funct ion when using internal  approval .  
 
Select  the product  in format ion to be publ ished f rom the product  l is t  screen.  
 

 
  

Af ter  request  regist rat ion,  the publ ish status wi l l  become [Request ing] .  
 

  

C l i c k  t he  [P r oduc t  na me ]  l i nk  
f o r  t he  t a r ge t  p ro duc t  t o  b e  
pub l i s he d .  
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The conf i rmat ion screen is  d isplayed.  
 

 
 

  

C l i c k  [ Ap p r o v a l  r e ques t  f o r  
pub l i s h ]  

C l i c k  [ Ap p r o v a l  r e ques t  f o r  
pub l i s h ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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A screen wi l l  appear to send an emai l  conf i rming the publ ish approval  request .  
 

  
 
 

 
 
Af ter  that ,  product  in format ion wi l l  be publ ished wi th the approval  f rom CLPA.  

  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  

Th e  pu b l i sh  s ta t us  w i l l  
bec o me  [ Re q ues t i ng ] .  
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24. Unpublishing Product Information 
 
Product  in format ion unpubl ish requests can be used by the Pr imary Contact  or  Engineer 
Contact .  
However,  only the Pr imary Contact  can use th is  funct ion when using internal  approval .  
 
Select  the product  in format ion to be unpubl ished f rom the product  l is t  screen.  
 

 
 
 
Af ter  request  regist rat ion,  the publ ish status wi l l  become [Request ing for  
unpubl ishing] .  
 

  

C l i c k  t he  [P r oduc t  na me ]  l i n k  f o r  t he  
t a rg e t  p ro du c t  t o  b e  un pu b l i s he d .  
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The conf i rmat ion screen is  d isplayed.  
 

 
 

  

C l i c k  [ Ap p r o v a l  r e ques t  f o r  
unp ub l i s h ] .  

C l i c k  [ Ap p r o v a l  r e ques t  f o r  
unp ub l i s h ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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A screen wi l l  appear to send an emai l  conf i rming the unpubl ish approval  request .  
 

  
 
 

  
 
Af ter  that ,  product  in format ion wi l l  be unpubl ished wi th the approval  f rom CLPA.  

  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l  

Th e  pu b l i sh  s ta t us  w i l l  b e come  
[Re qu es t i ng  f o r  u np ub l i s h i ng ] .  
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25. Editing Product Information Using Internal Approval (for 
Engineer Contacts, My Page Users) 
 
Product  in format ion registered or changed by the Engineer Contact  or  My Page 
users can be checked by the Pr imary Contact ,  enabl ing internal  approval .  
 
Product  l is t  screen for  internal  approval  
 

 
 
Internal  appl icat ion status types and possible operat ions 
 

Internal  
appl icat ion 

status 

Possible operat ion 

(None) Edi t ing,  copying,  or  delet ing product  informat ion 
Edi t ing Edi t ing,  copying,  or  delet ing product  informat ion 
Request ing for  
approval  

Edi t ing (approval  request  canceled),  copying,  or  
delet ing product  informat ion 

Reject  approval  
request  

Edi t ing (approval  request  re ject ion canceled),  
copying,  or  delet ing product  informat ion 

Approved Edi t ing (approved request  canceled),  copying or 
delet ing product  informat ion 

Request ing for  
unpubl ishing 

Edi t ing (unpubl ish request  canceled) or  copying 
product  informat ion 

Reject  
unpubl ishing 

Edi t ing (unpubl ish reject ion canceled) or  copying 
product  informat ion 

Approved 
unpubl ishing 

Edi t ing (unpubl ish approved request  canceled) or  
copying product  informat ion 

 
  

[ I n te rn a l  ap p l i c an t  n ame ]  
and  [ I n t e rn a l  ap p l i c a t i o n  
s ta t us ]  a re  d i sp l ay e d .  
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When request ing approval ,  se lect  the product  informat ion to be approved f rom 
the product  l is t  screen.  
 

 
 
Af ter  request  regist rat ion,  the internal  appl icat ion s tatus wi l l  become [Request ing 
for  approval ] .  
 

  

C l i c k  t he  [P r oduc t  na me ]  l i nk  f o r  
t he  t a r ge t  p r oduc t  t o  be  a pp rov ed .  
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The conf i rmat ion screen is  d isplayed.  
 

 
  

C l i c k  [ I n te rn a l  a pp rov a l  r equ es t  
f o r  p ub l i s h ] .  

C l i c k  [ I n te rn a l  a pp rov a l  
r e qu es t  f o r  p ub l i s h ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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A screen wi l l  appear to send an emai l  conf i rming the approval  request .  
 

  
  
  

 
 
The publ ish approval  request  wi l l  be t ransferred to CLPA af ter  the internal  
approval  by the Pr imary Contact .   

Th e  i n te r na l  app r ov a l  s t a t us  
w i l l  b ec o me  [ Re qu es t i n g  f o r  
app r ov a l ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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When request ing unpubl ishing,  select  the product  informat ion to be unpubl ished 
f rom the product  l is t  screen.  
 

 
 
Af ter  request  regist rat ion,  the internal  appl icat ion s tatus wi l l  become [Request ing 
for  unpubl ishing] .  

  

C l i c k  t he  [P r oduc t  na me ]  l i nk  f o r  
t he  t a r ge t  p r oduc t  t o  be  
unp ub l i s he d .  
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The conf i rmat ion screen is  d isplayed.  
 

 
 

  

C l i c k  [ I n te rn a l  a pp rov a l  r equ es t  f o r  
unp ub l i s h ] .  

C l i c k  [ I n te rn a l  a pp rov a l  r equ es t  f o r  
unp ub l i s h ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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A screen wi l l  appear to send an emai l  conf i rming the approval  request .  

  

 
  
  

 
 
The unpubl ish approval  request  wi l l  be t ransferred to CLPA af ter  the internal  
approval  by the Pr imary Contact .   

Th e  i n te r na l  app l i c a t i on  s ta t us  
w i l l  b ec o me  [ Re qu es t i n g  f o r  
unp ub l i s h i n g ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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26. Editing Product Information Using Internal Approval (for 
Primary Contact) 
 
Using internal  approval  enables the Pr imary Contact  to approve or re ject  
approval  requests.  
I t  a lso enables a ser ies of  operat ions inc luding the internal  approval  for  
publ ishing/unpubl ish ing.  
 
When approving or re ject ing in ternal  approval ,  se lect  the targeted product  
informat ion f rom the product  l is t  screen.  
 

 
 
 

  

Whe n  t he  us e r  i s  P r im a ry  
Co n tac t ,  [ I n t e r na l  ap p rov a l ]  
r e qu es t  s ta tu s  w i l l  be  d i s p l ay ed .  

C l i c k  e i t h e r  [ Pub l i s h  
re qu es t ]  o r  [ Un pu b l i s h  
re qu es t ]  f o r  t he  t a rg e t ed  
p r od uc t .  
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When approving or re ject ing publ ish requests  
 

 
 
 

  

Whe n  a pp r ov i ng ,  c l i c k  [ Pu b l i s h :  I n te r na l  
app r ov a l ] ;  i f  r e j ec t i n g ,  c l i c k  [Pu b l i s h :  
I n t e r na l  r e j e c t i on ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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When you select  [Publ ish Internal  approval ] ,  an approval  conf i rmat ion pop-up wi l l  
appear.  
 

  
  

Cl ick [OK]  to approve the request .  
A screen wi l l  appear to send an emai l  conf i rming the internal  approval  for  
publ ishing.  

  

  
  
  
  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  



 
CLP A  M em be r  Man ua l  
26 .  Ed i t i n g  P ro duc t  I n f o r ma t i on  Us i ng  I n te rn a l  A pp rov a l  ( f o r  P r i ma ry  Co n tac t )  
 

90  /  10 9  

 
When you select  [Publ ish:  Internal  re ject ion] ,  a re ject ion conf i rmat ion pop-up wi l l  
appear.  
 

 
 

Cl ick [OK]  to re ject  the request .  
A screen wi l l  appear to send an emai l  conf i rming the internal  approval  re ject ion.  

   

  
 

  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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Product  l is t  screen af ter  internal  approval  
 

 
 
 
 
 
 
When approved,  product  informat ion wi l l  be publ ished wi th the approval  f rom 
CLPA. 
 
 

  

Whe n  a pp r ov ed ,  t he  i n t e r na l  
app l i c a t i on  s ta t us  w i l l  b ec ome  
[Ap p r ov e d ]  a nd  t h e  pu b l i s hed  s t a t us  
w i l l  b ec o me  [ Re qu es t i n g ] .  
 
Whe n  re j ec t e d ,  t h e  i n te rn a l  
app l i c a t i on  s ta t us  w i l l  b ec ome  
[Re j ec t  a pp r ov a l  r equ es t ] .  
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When approving or re ject ing unpubl ish requests 
 

 
 
  

Whe n  a pp r ov i ng ,  c l i c k  [ Un pub l i s h :  I n te r na l  
app r ov a l ] ;  i f  r e j ec t i n g ,  c l i c k  [U np ub l i s h :  
I n t e r na l  r e j e c t i on ] .  

Co mme n ts  c an  be  e n t e r e d  i n to  
t he  c o n f i rm a t i on  mes s ag e .  
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When you select  [Unpubl ish:  In ternal  approval ] ,  a conf i rmat ion pop-up wi l l  
appear.  
 

 
 
Cl ick [OK]  to approve the request .  
A screen wi l l  appear to send an emai l  conf i rming the internal  approval  for  
unpubl ishing.  
 

 
  
  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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When you select  [Unpubl ish:  In ternal  re ject ion] ,  a conf i rmat ion pop-up wi l l  
appear.  

  

 
 
Cl ick [OK]  to re ject  the request .  
A screen wi l l  appear to send an emai l  conf i rming the internal  approval  re ject ion.  

   

  
  

 
 

  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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Product  l is t  screen af ter  internal  approval  
 

 
 
When approved,  product  informat ion wi l l  be unpubl ished wi th the approval  f rom 
CLPA. 
 

  

Whe n  a pp r ov ed ,  t he  i n t e r na l  ap p l i c a t i on  
s ta t us  w i l l  b e c ome  [A pp r o v ed  
unp ub l i s h i n g ]  a nd  t h e  pu b l i s hed  s t a tus  
w i l l  b ec o me  [ Re qu es t i n g  f o r  
unp ub l i s h i n g ] .  
 
Whe n  re j ec t e d ,  t h e  i n te rn a l  a pp l i c a t i o n  
s ta t us  w i l l  b e come  [ Re j ec t  
unp ub l i s h i n g ] .  
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27. Batch Publishing and Batch Unpublishing Product 
Information 
 
Requests to publ ish or unpubl ish informat ion on mul t ip le products can be made 
in a batch.  
Pr imary Contact  ,  Engineer Contact  ,  and My Page users can use th is  funct ion.  
However,  only the Pr imary Contact  can use th is  funct ion when using internal  
approval .  
 
When request ing approval  for  batch publ ish,  select  the product  informat ion to be 
publ ished f rom the product  l is t  screen.  
 

 
 
A conf i rmat ion pop-up wi l l  appear.  
Cl ick [OK]  to send a request .  
 

 
 
I f  the target  for  which a batch publ ish approval  request  is  not  possible is  
inc luded ( for  example,  i f  the publ ished status is  [Publ ished on websi te] )  ,  an 
error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
 

  

P l ac e  a  c hec k  i n  t h e  [ Ba t c h  a pp r ov a l  
r e qu es t  f o r  p ub l i s h ]  t a rg e t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  
s ea rc h  r es u l t s  a re  t a r ge t s .  

C l i c k  [ Ba t c h  app r ov a l  r eq ues t  
f o r  p ub l i s h ] .  
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Af ter  c l ick ing [OK] on the send request  pop-up,  a screen wi l l  appear to send an 
emai l  conf i rming the publ ish approval  request .  
 

 
 
Once al l  targets wi th a check in the publ ish approval  request  are completed,  an 
emai l  sent  pop-up wi l l  appear.  
 

 
 

 
 
Af ter  that ,  product  in format ion wi l l  be publ ished wi th the approval  f rom CLPA.  

  

Th e  [Pu b l i s h ed  s ta tus ]  f o r  a l l  
t a rg e t s  w i t h  a  ch eck  w i l l  
bec o me  [ Re q ues t i ng ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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When request ing approval  for  batch unpubl ish,  select  the product  informat ion to 
be unpubl ished f rom the product  l is t  screen.  

  

 
 

 A conf i rmat ion pop-up wi l l  appear.  
Cl ick [OK]  to send a request .  

 

 
 
I f  the target  for  which a batch unpubl ish approval  request  is  not  possib le is  
inc luded ( for  example,  i f  the publ ished status is  not  [Publ ished on websi te] )  ,  an 
error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
  

P lac e  a  c hec k  i n  [Ba t c h  a pp rov a l  r e qu es t  
f o r  u np ub l i s h ]  t a r ge t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  
s ea rc h  r es u l t s  a re  t a r ge t s .  

C l i c k  [ Ba t c h  app r ov a l  r eq ues t  f o r  
unp ub l i s h ] .  
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Af ter  c l ick ing [OK] on the send request  pop-up,  a screen wi l l  appear to send an emai l  
conf i rming the unpubl ish approval  request .  
 

 
 
Once al l  targets wi th a check in the unpubl ish approval  request  are completed,  
an emai l  sent  pop-up wi l l  appear.  
 

 
 

 
 
Af ter  that ,  product  in format ion wi l l  be unpubl ished wi th the approval  f rom CLPA.  

Th e  [Pu b l i s h ed  s ta tus ]  f o r  a l l  
t a rg e t s  w i t h  a  ch eck  w i l l  
bec o me  [ Re q ues t i ng  f o r  
unp ub l i s h i n g ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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28. Batch Publishing/Unpublishing Product Information Using 
Internal Approval (for Engineer Contacts, My Page Users) 
 
The Engineer Contact  or  My Page user can make a batch publ ish or unpubl ish 
request  for  mul t ip le product  informat ion,  and the Pr imary Contact  can conf i rm the 
product  informat ion and complete the internal  approval  in a batch.  
 
When request ing internal  approval  for  batch publ ish,  select  the product  
informat ion to be publ ished f rom the product  l is t  screen.  
 

 
 
A conf i rmat ion pop-up wi l l  appear.  
Cl ick [OK]  to send a request .  
 

 
 
I f  the target  for  which a batch internal  approval  request  for  publ ish is  not  
possible is  inc luded ( for  example,  i f  the publ ished status is  [Publ ished on 
websi te] )  ,  an error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
 

  

P l ac e  a  c hec k  i n  t h e  [ Ba t c h  i n te rn a l  
app r ov a l  r eq ues t  f o r  p ub l i s h ]  t a rg e t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  
s ea rc h  r es u l t s  a re  t a r ge t s .  

C l i c k  [ Ba t c h  i n te r na l  ap p r ov a l  
r e qu es t  f o r  p ub l i s h ] .  
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Af ter  c l ick ing [OK] on the send request  pop-up,  a screen wi l l  appear to send an 
emai l  conf i rming the internal  approval  request  for  publ ish.  
 

 
 
Once al l  targets wi th a check in the internal  approval  request  for  publ ish are 
completed,  an emai l  sent  pop-up wi l l  appear.  
 

 
 

 
 
The publ ish approval  request  wi l l  be t ransferred to CLPA af ter  the internal  
approval  by the Pr imary Contact .   

Th e  [ I n te rn a l  ap p l i c a t i o n  
s ta t us ]  f o r  a l l  t a rg e t s  w i t h  a  
check  w i l l  be come  
[Re qu es t i ng  f o r  a pp r ov a l ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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When request ing internal  approval  for  batch unpubl ish,  select  the product  
informat ion to be unpubl ished f rom the product  l is t  screen.  
 

  
 

 A conf i rmat ion pop-up wi l l  appear.  
         Cl ick [OK] to send a request .  
 

 
 
I f  the target  for  which a batch unpubl ish approval  request  is  not  possib le is  
inc luded ( for  example,  i f  the publ ished status is  not  [Publ ished on websi te] )  ,  an 
error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
  

P lac e  a  c hec k  i n  t h e  [ Ba t c h  i n te rn a l  a pp rov a l  
r e qu es t  f o r  u npu b l i s h ]  t a r ge t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  s ea rc h  
res u l t s  a re  t a r ge t s .  

C l i c k  [ Ba t c h  i n te r na l  ap p r ov a l  r equ es t  
f o r  u np ub l i s h ] .  
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Af ter  c l ick ing [OK] on the send request  pop-up,  a screen wi l l  appear to send an 
emai l  conf i rming the internal  approval  request  for  unpubl ish.  
 

  
 
Once al l  targets wi th a check in the internal  approval  request  for  unpubl ish are 
completed,  an emai l  sent  pop-up wi l l  appear.  
 

 
 

  
 
The unpubl ish approval  request  wi l l  be t ransferred to CLPA af ter  the internal  
approval  by the Pr imary Contact .  

  

Th e  [ I n te rn a l  ap p l i c a t i o n  
s ta t us ]  f o r  a l l  t a rg e t s  w i t h  a  
check  w i l l  be come  [ Re qu e s t i ng  
f o r  u np ub l i s h i ng ] .  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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29. Batch Publishing/Unpublishing Product Information Using 
Internal Approval (for Primary Contacts) 

 
Using batch internal  approval  enables the Pr imary Contact  to approve or re ject  
approval  requests in  a batch.   
I t  a lso enables a ser ies of  operat ions inc luding batch internal  approval  and batch 
publ ish/unpubl ish requests.  

 
 

When approving internal  approval  requests for  batch publ ish,  select  the product  
informat ion to be approved f rom the product  l is t  screen.  
 

 
 
A conf i rmat ion pop-up wi l l  appear.  
Cl ick [OK]  to approve a request .  
 

 
 
I f  the target  for  which a batch publ ish internal  approval  is  not  possible is  
inc luded ( for  example,  i f  the publ ished status is  [Publ ished on websi te] )  ,  an 
error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
 

P lac e  a  c hec k  i n  t h e  [ Pu b l i s h :  B a t c h  
i n te r na l  ap p r ov a l ]  t a r ge t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  
s ea rc h  r es u l t s  a re  t a r ge t s .  C l i c k  [ Pu b l i s h :  Ba t c h  i n t e rn a l  

app r ov a l ] .  
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Af ter  c l ick ing [OK] on the request  approval  pop-up,  
A screen wi l l  appear to send an emai l  conf i rming the internal  approval  for  
publ ishing.  
 

 
 
Once al l  targets wi th a check in the internal  approval  for  publ ishing are 
completed,  an emai l  sent  pop-up wi l l  appear.  
 

 
  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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Af ter  that ,  product  in format ion wi l l  be publ ished wi th the approval  f rom CLPA.  

  

Th e  [ I n te rn a l  ap p l i c a t i o n  s ta t us ]  w i l l  b ec om e  
[Ap p r ov e d ]  a nd  t h e  [ Pu b l i s hed  s t a t us ]  w i l l  b ec o me  
[Re qu es t i ng ] .  
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When approving internal  approval  requests for  batch unpubl ish,  select  the 
product  informat ion to be approved f rom the product  l is t  screen.  
 

 
 
A conf i rmat ion pop-up wi l l  appear.  
Cl ick [OK]  to approve a request .  
 

 
 
I f  the target  for  which a batch unpubl ish internal  approval  is  not  possib le is  
inc luded ( for  example,  i f  the publ ished status is  not  [Publ ished on websi te] )  ,  an 
error message wi l l  be displayed and the request  wi l l  be aborted.  
 

 
 

  

P l ac e  a  c hec k  i n  t h e  [ Un p ub l i s h :  B a t c h  
i n te r na l  ap p r ov a l ]  t a r ge t s .  
P l ac e  a  c hec k  i n  [Se l ec t ]  wh en  a l l  t h e  
s ea rc h  r es u l t s  a re  t a r ge t s .  C l i c k  [ Un pu b l i s h :  B a t c h  i n te rn a l  

app r ov a l ] .  
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Af ter  c l ick ing [OK] on the request  approval  pop-up,  a screen wi l l  appear to send 
an emai l  conf i rming the internal  approval  for  unpubl ishing.  
 

 
 
Once al l  targets wi th a check in the internal  approval  for  unpubl ishing are 
completed,  an emai l  sent  pop-up wi l l  appear.  
 

 
  

C l i c k  [ Se nd ]  t o  s en d  t he  
ema i l .  
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Af ter  that ,  product  in format ion wi l l  be unpubl ished wi th the approval  f rom CLPA.  

 
 

Th e  i n te r na l  app l i c a t i on  s ta t us  w i l l  b ec ome  
[Ap p r ov e d  un pub l i s h i n g ]  a nd  t h e  pu b l i s hed  s t a t us  
w i l l  b ec o me  [ Re qu es t i n g  f o r  u np ub l i s h i ng ] .  
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