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1 
SINFOS – Product information form instruction sheet 
Product information form must be completed for each offered product. 
Product details are to be expressed completely in accordance with the characteristics of the product, only then can the item be set up within the information system. 
The supplier is to provide accurate details in the completed product information forms. The purchase trade liaison or GS1 Customer service will provide advice regarding the issues in the form.   
The following attachment forms must always be completed:   

base unit (customer packaging information), transport packaging information, Additional Information of Product (Retail or Bulk) (Attachment 1)   
ingredient / product specifications (Attachment 2)  
all imported wholesale trade items and the company’s own brand packaging materials (Attachment 4). 

Attachment forms should also be completed if the retail items are sold in assortment packs, are alcoholic or subject to excise taxes, or contain dangerous substances.  
The GTIN (EAN) code must be input without spaces - spaces must not be at the beginning, middle or end. 
When completing the additional item information fields, please note that unnecessary labeling should be avoided for items for which additional information is irrelevant. For example, strawberry jam does not have to be marked as dairy-free or gluten-free.
Before starting to fill out the "Assortment/Group packages (Attachment 3)", remember to first complete the BASE UNIT (CUSTOMER PACKAGING INFORMATION) form. The Base Unit (Customer Packaging Information) form, simply indicates the assortment / package group (e.g., packing /display) name, because the individual items are shown in Attachment 3.      
Alcohol imports must have an attached certificate of analysis. In addition, items must bear a label or image. 
With regard to completing the "DANGEROUS SUBSTANCES, WARNING LABELS AND SAFETY" form -  (Attachment 7), please remember that textile cleaning and care agents, and household cleaning items do not warrant this designation, so in the listing "Description," enter the text "no entries."   

Entries that the supplier completes are marked in light orange.  

Menu bars are marked with slightly darker orange.   

Short instructions that explain how the supplier should complete the entry are added. 
The item Information forms and their attachments are saved in the form of "company + item + weight", for example, Panda chocolate raisins 250g.xls   
2 Base Unit Information
Date: is given in the form dd.mm.yyyy.

Bulk-item: Bulk items include only those items which are supplied only to bulk suppliers (yes = X). If the item is either a bulk or a retail item, it is marked in Sinfox as bulk if the bulk portion is above 50%.
Data supplier’s name: takes the form of "Company Item Ltd" - Oy or Ab is left from the beginning.
Data supplier’s GLN:  Sinfos’ 13-digit supplier-specific item ID.

Manufacturer's name: the name of the manufacturer is placed in the entry.
GLN of Manufacturer: GLN code is given of the product’s manufacturer, and may be different from the data provider’s GLN.
GTIN of base unit: the GTIN (EAN) code must be input without spaces - spaces must not be at the beginning, middle or end.  
No GTIN for base unit: Click the “X” in the drop-down menu.

Replaces the product (GTIN): Specify the item’s missing GTIN code. The code must be entered without spaces.

Valid from date: The date when the base unit / assortment / group packages come into force, i.e., the item must be in accordance with the provided item information. The date is in the format dd.mm.yyyy.

Publication date: The date on which the item information is available for all Sinfos services. The date is in the format dd.mm.yyyy 
Item name: Item name is given (long) (max. 35 characters), the marketing name (max. 35 characters) Customer receipt name (max. 20 characters), the complete item name (max 100 characters) and brand name (max. 35 characters).

Product name (long), and the complete item name must be given in Finnish, Swedish and English.

The item’s name is expressed in the form of the item brand name / trade name + weight / units + variants + the item. The variants and the common name can be abbreviated if the item name does not fit into the allotted space. The full item name can be opened among the other names that have been abbreviated. 
Translations – the entry allows two different language versions of the full item name and brand name to be given.

Help regarding the item name can be found at http://www.gs1.fi/sinfos-tuotetietopankki/tuotetietolomake  

Action request: The retail item or the transport packaging version action requests. Together with the effective date, the process guides the saving of information into the Sinfos database and at the same time determines the status of the entry.   
Add: A completely new item or transport package is to be entered into the database.  
Amendment: Amends the item packaging or shipping information. Note! The amendment must be one that does not cause the GTIN (EAN) code to the change. Code-switching rules can be found in GS1 Finland's website at:

 http://www.gs1.fi/gs1-palvelut/tarvitsetko-ean-viivakoodin/milloin-vaihdan-gtin-koodin  
Correct: Corrects errors in the item or the packaging information, e.g. typographical errors. None of the key field data change.

Delete: a product, an assortment, or a transport package is removed from the menu.

Private Label Item: a business’ own items (such as Pirkka, Rainbow, Euroshopper) are displayed only for the trading group that owns the item range.
Exclusive sales Item: available only for a certain trade group.

Both are marked as private labels. 
VAT-%: Specifies the Value Added Tax percentage for the item.   
Seasonal availability: The item is a seasonal item, if it is available for a limited time (e.g., Mother's Day, Easter, Christmas). The seasonal availability is listed, and the start and end dates.
Product group number of supplier (own use):  The supplier information defines a name and item number for the family of products and forms families of products.

3 Item weight information
Net weight and gross weight:  Net weight is the weight of the item’s content as it is marketed to consumers.  Gross weight is the gross weight of retail item, including all packaging materials. The weights of the items are always to be indicated.  The information is listed in grams.
Net content and the unit of measure:  the net content field is to contain liter information, unit size, aggregate amount information of item assortments, or the number of grams.
Base price declaration relevant: According to the EU Packaging Directive and Finnish consumer protection laws, trade groups must indicate a reference price in addition to the sales price for nearly all products. For these items, mark "yes" (= cross). 
Base price relevant content and the unit of measure:  Provide details in the same fashion as in the net content or drained weight information given. In Finland, the basis for the reference price is stated for all food stuffs and other comparable goods in kilos, liters or units.
Drained weight: If the item can be separated from the contents inside, express the weight in the following manner: Pineapple Pieces in sugar syrup 227g / 180g, of which pineapple is 180g: the drained weight is 180g and the net weight is 227g.
Variable weight trade item: Mark ”Yes” if the product is not balanced and the weight will vary by item (meat, fish, cheese, fruits, vegetables, etc.) Range % (weight) – Provide details in this entry on how much weight the item may differ by the percentage by weight, or on average. 
Price basis and the unit of measure for variable weight trade item: Both figures must be given if the item is marked as a variable weight item.
4 Groupings
Product classification (National Product Category) (4 digits) is the grouping number from the central committee of trade.  The product group list can be found at GS1 Finland's website at:  http://www.gs1.fi/sinfos-tuotetietopankki/kaukeva 

CN –code: CN-nomenclature or the harmonized customs code for all items is to be provided. The codes can be found on the internet at:  http://www.tulli.fi/
GPC –grouping: International trade grouping. The codes can be found on the internet at: 
http://www.gs1.org/1/productssolutions/gdsn/gpc/browser/index.html

CPV-code (10 digits): The procurement notice is used to identify the CPV code. CPV groupings are EU product groupings, and can be found on the Internet at http://www.hankintailmoitukset.fi/fi/docs/cpv
ISBN (10 digits): unique identification number for books.

ISSN (10 digits): an internationally standardized code that identifies magazines, series, and other periodicals.
5 Consumer package labelings
Dispatch unit, Invoice unit, Ordering: Mark whether the retail item or packaging is a logistical unit, a billing unit and/or a subscription service.  
Additional Info: Select ”No”, if there is none. Select ”Yes, additional information”, if there is more information about the product (e.g., nutrient content)
Pricing on the product and price:  Mark whether the recommended price or the minimum price is printed on the packaging. 
Right of return for non-sold trade items:  Mark if there is a period after the sale that remaining unsold items can returned to the supplier.  
Foreign language text on product / languages: Mark whether the item has printed foreign language text and in which languages. 
Date markings: Select the date notation on the package.
Minimum durability:  Provide the shelf life of the item from the production or opening. Both the value and unit of time (day, week, month or year) are to be given.  
Product origin: The country of origin indicates where the item is produced. The country of last provenance indicates the country where the item has finally been processed or manufactured prior to its importation.
Organic product

Organic origin:  Indication whether the produce originates from a company that is certified as an organic producer by an organic certification body based on Council Regulation (EEC) Nr. 834/2007 on the organic production of agri​cultural goods. 

Organic certification body: XE "Organic origin"Code number of the certification body or authority that certifies the company that places into circulation the item according to Council Regulation (EEC) Nr. 834/2007 on the organic production of agricultural products. XE "Organic certification body"
Organic quality symbol: Indication of the organic quality symbol of the item. XE "Organic quality symbol"
Dangerous goods information: If the item contains hazardous material, the details should be set forth on the item’s safety data sheet.      
Temperature:  It is important to include temperature information, for, among other goods, dairy products, products containing hazardous materials, or for those products for which a specific storage temperature is important for safety or quality reasons 
Storage: Establishes the product’s permissible storage temperatures.
Transport to distribution centre: Establishes the product’s permissible temperatures en route to the distribution centre. 

Transport to market: Establishes the product’s permissible temperatures en route to market.
6 Consumer Package information
Package Type: Provides the packaging type of the retail product or transport package. A reduced package type listing recommended by retailers is used in Finland, which can be found at the GS1 Finland extranet.    
Barcoded:  Marks whether the retail packaging of the product or shipping container has a bar code or not (yes = X).
Consumer unit: Marks whether the retail unit or transport package is a consumer unit.
RFID – support: Informs whether the product has an RFID label or has an electronic product code readable by an RFID reader (yes = X).
Item ID of supplier: The supplier defined product number of the product or transport package.
Consumer package’s measurements
Height, length/depth and width:  The product or transport package dimensions are to be provided in millimeters. The metrics of the product and the transport package (height, depth/length, width) are required, as well as, inter alia, storage and shelf drawings
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Volumetric data is based on the front side (face) of the product.  The front side is the side that the manufacturer ”sells” the product with. Volumetric data does not take a position on how the product will be presented. Height, width and depth/length definitions that describe product measurement standards can be found from GS1 Finland Oy.  Help to measure the product can be found at http://www.gs1.fi/sinfos-tuotetietopankki/tuotetietolomake     
The measurement data of variable weight products indicates an average of the unit. If the measurement data changes with respect to its presentation, the presentation of the measurement data can be provided separately. 
Peg hole:  Code entry is to be given for the peg hole code type (RL1 peg hole: round 1, SL1 peg hole: long 1, SL3 peg hole: short 3)  

Vertical distances:  Marks the length of the vertical distance between the upper edge of the hole in the top of the spike in millimeters.
Horizontal distance:  Denotes how long the horizontal distance is between the left edge of the hole in the left side of the spike in millimeters. 
Stacking information: Products that cannot be stacked are to be given the user guidance of “no.”  Products that can be stacked, are to be given user guidance of "yes" when it is known that a number of the units or transport packages can be stacked.
Nestable: Selected when the product is stackable in nested height, length and width directions.  If the product is stackable when nested, then the "maximum stacking" and "Trade item height when nested" entries must also be given.  Trade item height when nested provides how many millimeters in the stack dimension (height, width or length) are added per item, if the items are stacked in a nest. 
Deposit product: If the product is one for which a deposit is given, tick the “Yes” labeled box, and give the type of deposit and the price per unit and price/lot.
Attachments and contact information: Check the entries that have a separate attachment. Contact person   provides on the form the responsible person’s first and last name.  Tel. no provides on the form the responsible party’s mobile phone number (in the form, area code - phone number). E-mail provides on the form details of the responsible party’s email address.
7 Transport packaging information

Transportation packaging information is divided into three levels: Transport package 1 (Sales lot/display), Transport packaging 2 (factory packaging/crate), the transport package 3 (Pallet, general warehouse pallet). If a retailer has the product at all three levels, it should be noted in all of the product's information.
Package type: Selected from the drop-down menu.
Pallet type and pallet covering:  Selected from the drop-down menu.

GTIN of packaging item: Provides the transport package GTIN code.
Action request: Notes an action request regarding the product or the transport package. The measures are explained in the product’s entry.
Replaces the packaging GTIN (EAN)-code: Notes the replaced GTIN (EAN) code of a product. The code is to be entered without spaces.  

Internal item ID of supplier: Supplier defined product identification number of the item or transport package.  
Transport packaging dimension information: height, width and length. Expressed in terms of the full dimensions in millimeters (in accordance with rounding, for example, 100.5 mm is 101 mm). Transport package dimension data (height, width depth / length) are needed for, among other things, storage and logistics.  Product measurement rules can be found at http://www.gs1.fi/sinfos-tuotetietopankki/tuotetietolomake.   
Information about contents: This entry describes the transport package’s contents, for example, the number of sales lots that are in a factory package or how many assortments are in a layer, etc.    
Number of consumer packages in a transport package: The number of products sold into one unit. 
Number of transport packages in a pallet:  Expresses the number of transport packages in a pallet.  
Number of transport packages in a pallet layer: Expresses the number of transport packages in a pallet layer.
Transport package 2 contains previous transport package 1: How many packages (for example, unit items) are contained in the transport package.
Pallet contains previous travel packages: How many transport packages are in a pallet.
Number of packages in a pallet: How many unit packages are in a pallet.
Pallet handling: Single use pallet –Yes / No Reusable pallet – Yes / No    
Packaging information: The corresponding boxes are to be used to explain the product  

Transport packages:
Stackable items: For the items / transport packages / pallots, which cannot be stacked, mark “no” in the handling guidance.  For the items / transport packages / pallots, which can be stacked, mark “yes” in the handling guidance. Maximum size of a stack: Mark show many retail items / transport packages / pallets can be stacked on top of each other.  For items that have no stack limit, mark with the value "999". 

Dangerous goods /limited quantity: Value area is to be completed only if the item or assortment has been classified as a dangerous substance, Cf., dangerous substance information.  
Additional information about trays: The batch is to be placed on a tray or batch shelf with the consumer package face forward.
Presentation/dimension of the display when ready for sale: Notes the height, width and length / depth of the display when completely ready for sale, namely, when set up in the shop.

8 Retail and Bulk - additional product information
The part of the attachment, ”Nutritional characteristics” – entry are nutritional claims, is based in part on the recipe.  Assertions based on the recipe, for example, dairy-free or glucose-free, do not require nutrient information, but the ingredient list must show the exact composition of the product. The legally permissible use of nutrition claims in marketing requires nutritional information labeling on the packaging.  
Unnecessary markings should be avoided for products for items for which additional information is irrelevant. For example, strawberry jam does not have to be marked as dairy-free or gluten-free.
Genetic information: Mark if the item or any part, raw material or ingredient has been genetically modified or not.    

GMO–ingredients: If a product has been marked as genetically modified, it is necessary to provide the GMO-ingredients  (= when the product contained genetically modified ingredients or raw materials).
Nutritional value: Provides a reference value and unit of measurement. The standard for food information is 100 grams (g), and 100 milliliters for liquids (ml).
Gross caloric value KJ and Calorific value [kcal]: 1Kcal = 4.1868 kJ  
Eggs, Fruits and Vegetables: Provides the quality class for eggs, fruits and vegetables. Eggs also have a weight class.
Nutritional content: Provides the nutritional content information about the product.   

Tobacco products: Gives the nicotine, tar and carbon monoxide levels. 

Fat % in dry matter: The product’s dry matter fat content percentage. The information will primarily concern cheeses and other dairy products.   

Dairy products: milk fat %: The product’s milk fat content %. The information primarily relates to cheese and other dairy products.
pH–value: If the pH value is known, it should be mentioned in this paragraph.
Clothing size: The size number of the product, especially important for textiles and shoes.  

Color description: The supplier code, the number or the short name of the product's color. The Color system administrator provides color management oversight, e.g., National Retail Federation or the PANTONE MATCHING SYSTEM.   
Vitamins/ Minerals: Indicates all of the product’s vitamins and minerals.
Additives: List the different additives (and E-numbers).   
Nutritional properties: This information is to be completed only if it is essential information for the product or product category. 

Additive Properties: Information is to be completed only if it is essential information for the product or product category. 
Ingredients: Component information is to be provided if the product contains azo-dyes, ingredients of animal origin, meat / fish / seafood, gelatin or pork.
Convenience level %: Manufacturing grade (0 – 100 %) marking the degree of readiness for fresh and frozen products. The convenience level indicates the food’s readiness as a percentage.  

Yields to (finished product): The amount of the final product and its unit of measure telling the amount of concentrate (e.g., juice) that the finished product yields according to the manufacturer's instructions.
Cooking/roasting loss %: Cooking or frying results in losses as a percentage of weight (especially with meats). The preparation loss percentage refers to the gross weight of the product. The range of loss  + / -% entry is given as a percentage of the preparation fluctuation.  
Nutritional composition: Provides the nutritional composition as relates to the product. Provides information about  the raw material amounts used (in grams) per 100 grams of finished product. 
Allergens:  Mark the statutory allergens, which can be found in a form ready for the menu.
Technochemical properties: Complete only if the information refers to an essential aspect of the product in the product’s own group.  
Labels: Environmental and packaging: Environmental and other packaging labeling information can be found at the Consumer Agency's internet site. A mark on the list is to be chosen only if the product has received it or it is marked on the packaging.  
Dietary information: Food based classification systems based on dietary habits or food cleanliness, for example, organically produced, Vegan or Halal-certified. Diet selection is placed in the data field.
9 Ingredient Specifications
Ingredients/Product specifications: All of the ingredients used in production of food manufacturing process are to be listed as one entity along with the manufacturing date in descending order by weight.  The information is to be given in Finnish and Swedish.
Further information/Functional features/Health claims: The product’s so-called life-enhancing health claims are presented. The claims must be based on scientific evidence.
Preparation proposals: Provides manufacturing proposals relating to the product. 
Item description: Places a description of the item’s characteristics.
10 Group Packages

Transport package (assortment display, retail package, pallet) product contents:  If the transport package (display/demo rack, etc.) contain several product unit types, list the products’ GTIN (EAN) code numbers and names, as in the following example:
	Transport package (assortment display, retail package, pallets) product contents:  

	Product GTIN (EAN) code
	Number (pcs)
	 Product name (long), an assortment of products

	6410401111115 
	100 
	Biscuit 150g 

	6410402222223 
	10 
	Biscuit 250g 

	6410402222121 
	50 
	Biscuit 350g 


Consumer package contains (assortment): If the sales unit of the product contains several sales products, list the GTIN (EAN) codes, numbers and names of the products, as follows:
	Retail sale of the product (assortment) contained in the products:

	Product GTIN (EAN) code
	Number (pcs)
	Product name (long), an assortment of products

	6410401111114 
	1 
	Chocolate biscut 150g 

	6410402222222 
	1 
	Filled biscuit 150g 

	6410402222120 
	1 
	Waffle 100g 


Packaging materials, recycling, and handling instructions  
The packaging material attachment form must always be completed on all wholesale product imports and regarding their own labeling.   
Packaging Materials: Provides the package’s packaging material. If the material is given, also provide its weight and unit of measurement.   
Packaging disposal: Provides information on how packaging waste can be processed.   
Handling instructions: Choose the value from the drop down menu. 

Electric and electronic waste collection:  Notes whether the product is an electric or electronic device and provides its information.
11 Alcoholic products 1 & 2
Information on alcoholic products must be submitted.  Alcohol imports must have a certificate of analysis attached. In addition, the products must bear a label or image.  

Hazardous substances and ingredients
Provides the details for the product which are found on the product’s safety data sheet.
European Logistic Label (ELL)


      Logistisen yksikön merkintä
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