BSQF..

Selecting a Certification Body &
Updating Site Information

1. For existing users, login to the Quickfire system at https://sqfi. nuddyboots.biz/.
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Logln

User Name | | @ Re-issue Password

Password | |

? If you don't have a User Name, then register now
Login

To re-issue a new password, select “Re-issue Password. Note that the username and e-
mail must match what we have listed in our database. For any questions, contact

info@safi.com.

2. From the Main Page select “Sites” from the left-hand navigation side bar. Highlighted below in red
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3. You will be directed to your site information. You can either double click on your site name or
select the box and then choose “View Site” from the Actions drop down menu. This will direct you
to your Site Details.

Select a Certification Body

1. Select “Certification Bodies” from the left-hand side bar.
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2. You can select a Certification Body by checking the box next to your desired company. Then from
the Actions drop down menu click “Select Cert. Body”. A green check mark will be displayed next
to your certification body once your selection has been completed.

3. Select “Close” from the left hand side bar to return to your Site Detalils.
4. To log out, choose “Log Out” from the Welcome menu on the top right hand corner.
Add Contacts

1. From the Site Details page (see step 2 on page 1), select “Contacts”.



2. A page with your contact details will appear. To add a contact, select “New Contact” from the
Action Drop Down Menu.

You will be prompted to search for a contact. Enter in the name of your contact in the search field.
Note: Enter only part of the name in order to get a wider search result.

a. |If the company contact is in our database, highlight the name by selecting it and click
“Select Contact”.

b. If the company contact is not in our database, select “New Contact”. Fill in the contact
information. Make sure to check the “Grant Access” and “Create L ogin” boxes,
otherwise your contact will be unable to accurately view your site in Quickfire.  This
login will be created and an e-mail will be triggered to the contact. If they do not receive
their login information, contact the SQF Institute at info@sqgfi.com.

3. From the Actions menu, select “Save and Close”. This contact will now be visible in your contact
list. To add additional contacts, repeat step 2.

4. Click “Close” from the left-hand side bar to return to return to your Site Detalils.

5. To log out, choose “Log Out” from the Welcome menu on the top right hand corner.

Change Product Categories

1. From the Site Details page (see step 2 on page 1), select “Edit Site”. This will unlock the details
page. You can view that the lock in the right side of the Actions menu bar is unlocked.



2. Edit your product categories from the “Products” section. You can either search for categories
from the search box or select your products from the categories provided. To select a product you
must check the box next to the product.

3. Once you have selected your products. Select “Save” from the Actions drop down menu.

4. To log out, choose “Log Out” from the Welcome menu on the top right hand corner.

For questions, contact SQF Institute at info@sqfi.com.



