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This guidance explains how to submit an application in MultiTrace to become an UTZ approved 
Certifier, or to request an extension to your existing approvals. These approvals are granted for a 
specific scope, for example Code of Conduct – Coffee, or Chain of Custody – Tea. 
 
In the CB Staff tab, the Scheme Manager can view and manage the list of the CB’s staff that is active 
for UTZ. By clicking on a certain user, you are redirected to his or her profile. The Scheme Manager 
can also request an approval directly from this page, by clicking on the button on the right. 
 

 
 
Once on a staff member’s profile page, you can view this person’s existing approvals by navigating to 
the Approvals tab. These screens are also available to the staff member when he or she logs in. 
 
In this example, we will be submitting an application for José. As you can see below, José is already an 
approved auditor for all Chain of Custody scopes, but does not yet have any Certifier approvals. 
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Clicking on Request Approvals will open a pop-up, in which you can select the scopes for which you 
would like to submit an application. Tickboxes for scopes that have already been approved are 
checked and disabled. 
 

 
 
Clicking on a certain scope will open a questionnaire. This is essentially an application form with 
questions that need to be filled in. It is possible to select multiple scopes at the same time; in this case 
a separate questionnaire will be created for each scope. In our example, let’s submit an application for 
José to become approved for Certifier for Code of Conduct – Coffee and Tea. 
 

 
 
As the green pop-up indicates, the questionnaires can be found in the Applications tab of José’s profile. 
Let’s navigate there now. 
 
In this tab, you will see all questionnaires related to a particular staff member. Questionnaires can 
have several statuses, such as submitted, approved, incomplete, or rejected, depending on which step 
of the process the application is in. In this case, the questionnaires have the status Started, meaning 
that they are ready to be filled in. Clicking on a certain questionnaire will open it in a new window. 
When multiple questionnaires have the status started, it does not matter which one you open first. In 
our example, we will start with the Certifier – Code – Coffee application. 
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Once you have opened a questionnaire, you will be asked a series of questions. Only the relevant 
questions for the chosen scope will be asked, and the next question may vary based on the answers 
given. Consider the following example:  
 

 
 
With the given answer of 23, the next question will be about environmental auditing experience, since 
Requirement F of the UTZ Certification Protocol has already been met. However, if the answer given 
is for example 8, the next question will be about the SA8000 auditor course, to determine whether 
Requirement F can still be met, despite having insufficient social auditing experience. In this way, the 
applicant will be asked only the minimum number of questions required, saving time for both the CB 
and UTZ. 
 
As you will have noticed, most questions indicate what type of evidence should be submitted for UTZ 
to be able to determine if you’ve met a specific requirement. In the example above, you are asked to 
upload an audit log. You can do this by simply dragging and dropping the required file, or by clicking 
on the Add files button, as shown below. 
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Any documents you have uploaded will be displayed in the Submitted documents section. This can 
include documents from a previous questionnaire that have not yet been approved by UTZ. You do 
not have to upload these documents again. In the example below, an audit log, CV and university 
diploma have been submitted. If the next question asks you to upload an audit log, you do not have 
to do so if it has already been included in the Submitted documents section. 
 

 
 
Once a document has been approved by UTZ (for example during the review of an application), it will 
be displayed in the Approved documents section. Any documents that have been approved in a 
previous application do not need to be included again in any new application. 
 
Once you have answered all questions, you will be shown a summary of your answers and documents. 
You can review the information, and once you have ensured everything is correct, click on the Submit 
request button. The application will be submitted to UTZ for approval. 
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Returning to the Applications tab, you will see that the questionnaire now has the status submitted.  
 

 
 
 
However, the questionnaire Certifier – Code – Tea retains the status started. Let’s fill in that 
questionnaire now. 
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You will notice that the first question asked is a tea-specific question, and that the documents 
uploaded in our previous application are already displayed. This is because the current questionnaire 
asks only the relevant questions that have not been answered previously. In this case, that is only the 
questions related specifically to tea. 
 

 
 

Once you have answered the remaining open questions, you will once more be redirected to the 
overview of answers given, including any relevant questions answered in previous applications. You 
can click on a question to change your answer, or decide to upload additional documents. Once you 
have ensured that all information is correct, click on the Submit request button. The application will 
be submitted to UTZ for approval. You will be notified by email of the receipt of the application, and 
of any decision made on it once the review by UTZ has been performed. 
 
It can of course occur that a submitted application is not complete or not entirely clear. In this case, 
the UTZ reviewer will send back the application with comments or feedback. You will be notified by 
email if an application requires further input. If this is the case, the application will be returned with 
the status incomplete, as shown below. 
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If you click on the incomplete questionnaire, you will be taken directly to the question(s) on which 
UTZ has left feedback.  
 

 
 
In this example, you could upload the required documents and leave a reply by typing in the desired 
text and clicking on Send. Once you are sure the question has been fully and clearly answered, you 
can click on Next. This will take you either to the next question for which feedback has been left by 
UTZ, or to the overview of all answers. Once you reach the overview, you can click on the Send request 
button to re-submit your application. Once again, you will be notified by email once UTZ has made a 
decision. 
 
Once an approval has been granted, the questionnaire status will be set to Approved. You can still view 
the application, but are no longer able to make changes to it. Any approvals granted will be shown on 
the Approvals tab. 


