Application Guide
Renewal of licence

How to apply and document that you meet the
requirements for a Nordic Swan Ecolabel licence.

Nordic Ecolabelling {/{,/;/



Introduction

This guide helps you create a renewal application
and document that you meet the new

requirements for a Nordic Swan Ecolabel Licence.

 Please read the guide carefully before
you start creating the application and
document that you meet the requirements.

» Keep the guide as a support
when working with your application.

* When Nordic Ecolabelling introduces new
features, this guide may be updated. Check
that you have the latest version on our website.

Version 2.0
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The application process

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

1. 2. 3. 4.

Sign in and Create Document that Submit your
change your your renewal you meet the application.
password. application requirements.

request.
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1. Sign in and change your password.

Please use Microsoft Edge or
Nordic Ecolabelling {/.,/{{,// Google Chrome as web browser.

. e €

Nordic Ecolabelling Portal

Username

Please sign in here:
Password Nordic ECOIabeIIing Portal

sion N | The Portal Terms & Conditions
appear the first time you log in.

Forgot password?

Mordic Ecolabelling @

Trouble logging in? Please check your usemame and password.
If you need help, please contact the administrator in the country
where your account was created.

Click here to contact us.

4.3.01
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https://portal.nordic-ecolabel.org/

1. Sign in and change your password.

Please note!
Nordic Ecolabelling #//

Terms & Conditions

By using the site | accept the following terms and conditions of Nordic Ecolabelling's portal:

Never use Google translate.

You need to accept the
» The login credentials are personal and may not be given to another person. Terms & Conditions tO proceed_
* The login is valid for as long as my company has ongoing applications in the portal or valid ecolabelling licences.

| understand that | am responsible to ensure the information and the documents | submit in the portal are correct and truthful.
| am aware that Nordic Ecolabelling may change my password to avoid misuse, and that | will be informed of this immediately.
» Nordic Ecolabelling may withdraw my login credentials if | or my company in any way breach these rules or in some other way
misuse the portal in a manner that goes against its purpose.

ACCEPT REJECT

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.



1. Sign in and change your password.

////// APPLICATION ~ LICENCES ~ LICENCE PRODUCTS ~ CONTACTS ~ BRANDS ~
R4

APPLICATION

Welcome to Nordic Ecolabelling Portal

LICENCES

Before you get started with your application, please visit The Nordic Ecolabelling website to get guidance on how to apply.

LICENCE PRODUCTS

he application process.
y before you start creating the application

CONTACTS

BRANDS

If you need help, you are always welcome to contact us.

Terms and conditions and marketing guidelines

Visit our websites for more information:

B Nordie Ecolznel.org
== Ecolabelck M8 Svanemerketno wjem Joutsenmerkkifi movanen.se B Svanurinnis

Portal terms and conditions

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Nordic Ecolabelling

Once you have signed in, you will
see this view.

Here you can find all the ongoing
applications for your company.

You will also find information about
all the licences, licenced products,
contacts and brands registered in
your company account.

The terms and conditions and
links to the Nordic Ecolabelling
international website and all our
national websites can also be
found here.
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How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.
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Sign in and Create Document that Submit your
change your your application you meet the application.
password. request. requirements.
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2. Create your renewal application request.

v

“
APPLICATION
LICENCES
LICENCE PRODUCTS
CONTACTS

BRANDS

8 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

APPLICATION ~ LICENCES ~ LICENCE PRODUCTS ~ CONTACTS ~ BRANDS ~

V APPLICATIONS
ADD APPLICATION

" to Nordic Ecolabelling Portal

you get sta vith your application, please visit The Nordic Ecolabelling website to get guidance on how to apply.

m

Please also select, and click on, your product area on the Sets of criteria page.

On this web page you find the criteria for your product area and nec elines to the application process.

before you start creating the application
and document that you m

guide as a suppor 1 working with your application. You can either open it on a second screen,
on your mabile, or print it on paper

If you need help, you are always welcome to contact us.

Terms and conditions and marketing guidelines

Regulati

Fee Regulations for

ical guidh

REGULATION
Ecolabel with

mmendments

Visit our websites for more information:

W he] dk
H— Ecolabel.dk

Portal terms and conditions

Nordic Ecolabelling %

Jane Hanson
Clariwood Inc

Please click Application and
View application and select the
application with Type Renewal
you would like to renew.



2. Create your renewal application request.

EXPORT

/‘///// APPLICATION ~  LICENCES ~  LICENCEPRODUCTS -  CONTACTS -~  BRANDS - il -
K4 -y
APPLICATIONS Applications
VIEWS  Active Applications 5
ADD APPLICATION
ID Number Name Type &
i e eeeene femenal O ID Number  Name Type ¥
20145 Renewal Licence No Renewal
(] 289530 Renewal Licence No: Renewal
(] 259145 Renewal Licence No: Renewal

All times (UTC+01:00) Brussels, Copenhagen, Madrid, Paris unless otherwise noted
® 2022 Nordic Ecolabelling, All Rights Reserved ®
4301

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

reated in Portal

Select the application you would
like to renew by clicking the blue
ID Number link and open the
renewal application.



2. Create your renewal application request.

v

K

APPLICATIONS

ADD APPLICATION

SAVE SIGN & CREATE APPLICATION

Application Information

Applicant

Clariwoed Inc.

13

Applicant’s Naming of Application

S

Applicant’s Naming of Application

Renewal Licence No:8055 0001

Application Products

Application Products

Name Type Application Product Status  Licence Nr.  Criteria Grou|

No records are available in this view

APPLICATION - LICENCES -~  LICENCEPRODUCTS -  CONTACTS - BRANDS ~ i -

Ecolabel Type * 1D Number
Nordic Swan Ecolabel = 29912
Product Group Category Application Evaluator
= Svante Sterner =
Criteria Group * Application Status
ress b a
031 Furniture and fitments = In progress by applicant ¥
Criteria Group and Generation * Applicant’s description of application, production site and invoice
information *
031 Furniture and fitments 5 =

Armchairs with different fabrics and 3 sets of legs.
Stora Kopparberget 10, 12345 Helsinki

Applicant’s description of application, production site and
invoice information *

Armchairs with different fabrics and 3 setts of legs
Stora Kopparberget 10. 12345 Helsinki

Contact Persons in your Company

Primary Application Contact *

Primary Licence Contact * Marketing Contact

10 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

The Renewal Licence No you
find in Applicant’s naming of
application, can be changed to
a suitable application name for
your company.

Please use Applicant’s
description to describe your
application.

Enter the name of the
production site.

Also specify if there is any
information we need to add to
the invoice for your company.



2. Create your renewal application request.

11

APPLICATION - LICENCES -  LICENCEPRODUCTS - | CONTACTS -  BRANDS - el T

CONTACTS ~ BRANDS ~

Contact Persons in your Company

Primary Application Contact * VIEW COMPANY CONTACTS .
Jane Hansson i el R E%' =
ADD CONTACTS i

Estimated Annual Turnover for Goods/Services/products or AUM for Investment funds included in the Application

Currency * Estimated Annual Turnover or AUM Licence (DK) Estimated Annual Turnover or AUM Licence (IS)

EUR =i 5000000 15500

Estimated Annual Tumnover or AUM Licence (SE) Estimated Annual Turnover or AUM Licence (FI) Estimated Annual Turnover or AUM Licence (Outside the Nordics)

3500000 5000000 0

Estimated Annual Turnover or AUM Licence (NO)

250000

We Undertake the Regulations by Creating this Request of Applicaticn

Nordic Ecolabelling Regulations Accepted * (Regulations for Nordic Ecolabelling of Products) OR Regulation (EC) No 66/2010 of the European Parliament and of the Council of 25 November 2009 https://eur-lex eurcpa eu/legal-content/EN/TXT/PDE/?

uri=CELEX'32010R0066&from=EN

The responsibilities of the PLC [Licensees Commitment Fee Regulations)

SIGN & CREATE APPLICATION

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Please select a Primary
Application Contact who is
assigned responsibility for this
specific application.

Then select a Primary Licence
Contact. It could be the same
individual or someone else who
is responsible for all the licences
on your company’s portal
account.

If a contact in your company is
missing from the list, please
select Contacts in the top menu
and then select Add contacts.



2. Create your renewal application request.

o e e Please, select a Marketing
Contact, who is responsible for
your use of the Nordic Swan

Ecolabel when you have received
: : : a license.

Finance Contact (Turnover Reporting)

Contact Persons in your Company

Primary Application Contact * Primary Licence Contact * Marketing Contact

Jane Hansson —

Then select a Finance Contact,
Estimated Annual Turnover for Goods/Services/products or AUM for Investment funds included in the Application reSpOnSible for reporting the
Currency * Estimated Annual Turnover or AUM Licence (DK) Estimated Annual Tumover or AUM Licence (IS) annual tu rnover Of ‘the prOdUCtS

EUR - 5000000 15500

. . .
Estimated Annual Turmover or AUM Licence (SE) Estimated Annual Turnover or AUM Licence (FI) Estimated Annual Turnover or AUM Licence (Outside the Nordics) I n C I u d ed I n yo u r I I Ce n CeS .
0

3500000 5000000

e Select the cu rrency for your

invoice in the Currency field.
We Undertake the Regulations by Creating this Request of Application
Nordic Ecolabelling Regulations Accepted * (Regulations for Nordic Ecolabelling of Products) OR Regulation (EC) No 66/2010 of the European Parliament and of the Council of 25 November 2009 https://eur-lex europa.eu/legal-content/EN/TXT/PDF/? DO n Ot fl II I n the Estl mated

uri=CELEX:32010R0066&from=EN

The responsibilities of the PLC (Licensees Commitment Fee Regulations) An n u aI Tu rn ove r fi e | d S [l

SIGN & CREATE APPLICATION

12 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.



2. Create your renewal application request.

13

Name Type Application Product Status  Licence Nr. = Criteria Group & Generation ~ Trade Name (SE) Trade Name (NO) Trade Name (DK) Trade Name (Fl) Trade Name (IS) Trade Name (OtN) Valid From Valid To

No records are available in this view

Contact Persons in your Company

Primary Application Contact * Primary Licence Contact * Marketing Contact

Jane Hansson = Jane Hansson = Jane Hansson —

Finance Contact (Tunover Reporting)

Jane Hansson —

Estimated Annual Turnover for Goods/Services/products or AUM for Investment funds included in the Application

Currency * Estimated Annual Turnover or AUM Licence (DK) Estimated Annual Turnover or AUM Licence (IS)

EUR = 5000000 15500

Estimated Annual Tumover or AUM Licence (SE) Estimated Annual Turnover or AUM Licence (FI) Estimated Annual Turnover or AUM Licence (Outside the Nordics)

3500000 5000000 0

Estimated Annual Tunover or AUM Licence (NO}

250000

We Undertake the Regulations by Creating this Request of Application

Nordic Ecolabelling Regulations Accepted * (Regulations for Nordic Ecolabelling of Products) OR Regulation (EC) No 66/2010 of the European Parliament and of the Council of 25 November 2009 https://eur-lex europa eu/legal-content/EN/TXT/PDE/?
uri=CELEX'32010R0066&from=EN

The responsibilities of the PLC [Licensees Commitment Fee Regulations)

w SIGN & CREATE APPLICATION I

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Please read the Regulations
carefully.

Then tick the boxes to confirm
that your company accepts and
complies with them.

The Sign & create application
button becomes dark green and
activated when both boxes are
ticked.

Click Sign & create application
to continue.



2. Create your renewal application request.

v
o

APPLICATIONS

ADD APPLICATION

14

APPLICATION ~ LICENCES ~ LICENCE PRODUCTS ~ CONTACTS ~ BRANDS ~

Record updated successfully.

CONTINUE APPLICATION

CONTINUE APPLICATION SAVE ]

Application Information

Applicant Ecolabel Type *

Clariwood Inc. — Nordic Swan Ecolabel

Applicant's Naming of Application Product Group Category
Swan project X

Application Type * Criteria Group *

1D Number

20879

Application Status
New

New — 031 Furniture and fitments
Crity
Certitying Country ID Number
0f
SWEDEN
20879

290 71Y

Application Products

Application Products

Mame Type Application Product Status  Licence Nr.  Criteria Group & Gen il\*l RAT
oYY
No records are available in this view
Contact Persons in your Company
Primary Application Contact * Primary Licence Contact *

Jane Hansson — Jane Hansson

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

The renewal application request
Is now created and provided with
an Application ID Number

and an Application status.

The application is sent to
Nordic Ecolabelling and the
application fee will be invoiced.

Click Continue application
to proceed.

Please notel

The number separator
must be a decimal point.
Don’t use decimal comma.



The application process

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

1. 2. 3. 4,
Sign in and Create Document that Submit your
change your your renewal you meet the application.

password. application requirements.
request.

K4 J



3. Document that you meet the requirements.

@)  rroowrs  oocuwentusry  wessaces © i x To deselect a product that
should not be part of the

Renewal of your licence,

- click on the icon for

ok s de i st S Please cancel.

Products

onfy_Armchair Blue Arm chair 13/6/2022 09:43 In progress by applicant
Confy Armchair Yellow Arm chair 13/6/2022 09:42 In progress by applicant I h e p rod u Ct C h a n g eS Statu S to
Confy Armchair Red Arm chair 13/6/2022 09:40 In progress by applicant F o X

<) F Please cancel, and will no
Satus 3 longer be a part of the Renewal
Please cancel v 2O of your licence.

10rows ~ perpage

16 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.



3. Document that you meet the requirements.

/‘///// PRODUCTS DOCUMENT LIBRARY

v

Products

E

o

£

[=]

[=]

g

-
o= 2
=2
H

i Confy Armchair Olive

Armchair Blue

Type +

Arm chair

Arm chair

Name =

Confy Armchair Olive

17 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Date Modified +

13/6/2022 09:44

13/6/2022 09:43

13/6/2022 09:42

13/6/2022 09:40

In progress by applicant
In progress by applican
In progress by applican

In progress by applican

Click the blue link with the
product name in the Name
column to open the
Requirements view and
document that the product meet
the new requirements.



3. Document that you meet the requirements.

-

~ APPLICATION INFORMATION

~ NAVIGATE CONTENT

LYIHONI

~ 031 Furniture and fitments Version 5.1

What can carry the Nordi
can not be Nordic Swan
Ecolabelled
Instructions

c Swan Ecolabel?

~ General Product Informaticn
Name, Type, Brand, etc.
Market information and Trade Names
Other information
~ Product and material composition
Description of the product
+ Materials in the product
Sound-absorbing materials
Padding materials
Weight of th E

« Product requirements
Chlorinated plastic
Metal details
Safety and performance properties
Biocides during transport

~ Quality and circular requirements
Wear resistance of surfaces
Durability of mattresses
Marketing

re paris

bility labelling

embly and separability
Disassembly of metal parts
Maintenance

Removable covers

~ Packaging
Prohibited materials in packaging
Recycled materials in packaging
~ Chemicals

~ NAVIGATE CONTENT

~ 031 Furniture and fitments Version 5.1 SAVE & CLOSE m CLOSE

~ What can carry the Mordic Swan Ecolabel?

What can not be Nordic Swan
Ec fled
Instructions '1

~ General Product

Information

Name, Type, Brand, etc. [#:3
Market information and Trade Mames (&
Other information (43 El?
~ Product and material composition
Descr n of the product ‘&3 [BWan Ecolabel

~ Materials in the product
iNg (beds, sofa beds, mattresses, etc.), storage furniture

Sound-absorbing materials
Padding mate [4:3
Weight of the m
= [HEtings that are sold with countertops and integrated
- I‘:‘ Sists of materials to which reguirements are set in the
A

erties &
£ Wincluding soundproof fabric-wrapped walls/panels

€3 JWith the criteria for the Nordic Swan Ecolabelling of

&, [Bgory are partitions/screen walls that can be mounted

kS, but not products that can be a replacement for a wall,

Marketing jdrobe solutions of which there are numerous variations.
= Warranty and spare parts
Warranty g;
Spare parts
Traceability labelling Willow and cork), wood-based and paper-based panels,
Disassembiy and separability like latex foam, polyurethane foam, down and feathers),
e Feeog = = = Materials for soundproofing

The product must not contain more than 5% by weight of materials for which the criteria do not specify requirements.

Relevant products in addition to those specified above may be included in the product group upon request if they can be

considered to he furniturs /fitment nrnducts_This annliss only to nroducts mads of materials forwhich reauirements ars imnnsed

18 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Jane Hansson
Clariwood Inc.

@

The Navigate content section
gives you an overview when
responding to the requirements.

When you start documenting
how you meet the requirements,
a status icon appears in the
navigation bar.

By clicking on a heading in the
navigation bar, you will come to
that section. You can also scroll
through the text in all the
sections.

By clicking on the arrows you
can show and hide sections.



3. Document that you meet the requirements.

////// PRODUCTS  DOCUMENT LIBRARY ~ MESSAGES © JSP?.:::;TS: Please, remember tO USG Save.

K4

~ APPLICATION INFORMATION gj PRODUCTS » REQUIREMENTS SAVE & CLOSE 1
=) =) . Only use the Close button if you
,
~ 031 Furniture and fitments Version 5.1 % don t Want to Save any Changes-
v vt cencan e s ool - General Product Information l CLOSE ] l SAVE ] SAVE & CLOSE
h;i;?::;d Please fill in specific information about the product below.

~ General Product Information

S Use Save & close to get back to
the product overview.

~ Product and material composition ~ Name, Type, Brand' etc. In progress by applicant
Description of the product

~ Materials in the product Name

Sound-absorbing materials Tranquil - -

i Click New Message to write a
Weight of the materials

~ Product requirements Type: Arm chair

i message or note next to the
N section. If you write a question,
click on the symbol with a raised
hand so that it turns green for
help. If you do not receive an
answer quickly enough, you are
always welcome to contact us.

“»

4

~ Quality and circular requirements B I u

Ul

il
1]

Wear resistance of surfaces T T
Durability of mattresses
Marketing Please state the brand|

The product is mainly marketed to consumers, however ...
~ Warranty and spare parts
Warranty
Spare parts

Traceability labelling
Disassembly and separability
Disassembly of metal parts

Maintenance
Removable covers
Circular design
Consumer information
~ Packaging
Prohibited materials in packaging

JANE HANSSON b

The product is mainly marketed to consumers, however ...

Recycled materials in packaging

w (Chemirals

~ Market information and Trade Names

19 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.



3. Document that you meet the requirements.

v

PRODUCTS
4 T

~ APPLICATION INFORMATION E‘
;5%
- NAVIGATE CONTENT :,g
| B
~ 031 Furniture and fitments Version 5.1 E’EE
+ What can carry the Nordic Swan Ecolabel? ”5%
What can not be Nordic Swan 2

Ecolabelled

Instructions

<

General Product Information
Name, Type, Brand, etc. (j
Market information and Trade Names
Other information

“

Product and material composition
Description of the product
« Materials in the product
Sound-absorbing materials
Padding materials
Weight of the materials

<

Product requirements
Chiorinated plastic
Metal details
Safety and performance properties
Biocides during transport
Standby power consumption
Built-in lamps
Quality and circular requirements
Wear resistance of surfaces
Durability of mattresses
Marketing
Warranty and spare parts
Warranty
Spare parts
Traceability labelling
Disassembly and separability
Disassembly of metal parts
Maintenance
Removable covers
Circular design
Consumer information
Packaging
Prohibited materials in packaging
Recycled materials in packaging
Chemicals

[l

Ll

fl

[l

DOCUMENT LIBRARY

MESSAGES

PRODUCTS » REQUIREMENTS

SAVE & CLOSE m CLOSE

~ Description of the product

Applicants must provide the following information about the product and the producti

« Drawing/picture of the product

Not started -

Not started

In progress by applicant

« Description of the production process. For example, a flowchart including which sy
process (e.g. the surface treatment of wood or metal)

« Information about suppliers of the materials in the product.

Please note that if any finished component parts are used in the product, the supplier of {]
of each material in the component part must be described.
All ingoing materials must be included in the section "Materials in the product’ below.

Examples of finished component parts are drawers, finished countertops/table tops, legs
for chairs, sofas, headboards etc.

it is not necessary to describe the proeduction process at each individual supplier.

\
In progress by applicant -

In progress by applicant
Ready for evaluation

for height-adjustable tables and frames

Are any finished component parts used in the production?

Please upload a drawing/picture of the product
Please upload a flowchart that describes the production process.
Please upload an overview of suppliers of the different materials

If relevant, state the component suppliers. The ingoing materials and suppliers of each
material used in the component must be included

O Yes
O No

&, ADD DOCUMENT
L, ADD DOCUMENT

&, ADD DOCUMENT

20 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

Jane Hansson
Clariwood Inc.

Document that you meet the
requirements by answering the
questions in each section.

When a document is requested,
click Add document reference(s)
and connect relevant files from
your Document Library to the
section, or upload and connect a
new file.

When you are done, click the
drop-down list next to the heading
and change the status description
from In progress by applicant

to Ready for evaluation.

Proceed to the next section.



The application process

How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

1. 2. 3. 4,

Sign in and Create Document that Submit your
change your your application you meet the application.
password. request. requirements.
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4. Submit your application.

V//// PRODUCTS DOCUMENT LIBRARY MESSAGES

R

]
- APPLICATION INFORMATION s
=]
2
ID Number 29879 = PTOdUCtS
=]
Company Name Clariwood Inc. 5
. LLLISGLIA g~ Advanced mode
Name Swan project X
Type New
Name
Status In progress by applicant
Requirements & 031 Furniture and fitments % Copy - Copy - Tranquil
Generation 5
‘& Tranquil
Submission Date
Last Updated 09-Jun-2022 & Tranquil
Description Copy - Tranquil
Armchairs with different fabrics and 3 settings of legs. -
Stora Kopparberget 10, 12345 Helsinki Copy - Copy - Copy - Copy - Tranquil
XXX 20X
Yyy yyy Copy - Tranquil

Copy - Copy - Copy - Tranquil

Copy - Copy - Tranquil

10rows ~ perpage

Type 3

Arm chair

Arm chair

Arm chair

Arm chair

Arm chair

Arm chair

Arm chair

Arm chair

Date Modified 3

09/6/2022 16:20

09/6/2022 16:13

09/6/2022 14:37

Jane Hansson
0 Clariwood Inc X
SUBMIT FOR EVALUATION

PLEASE CANCEL

1

English ~ SEARCH

Status =

In progress by applicant « 200

n progress by applicant

Ready for evaluation

TP DTOGIESS Dy SrPICanT

Status =

In progress by applicant =

22 How to apply and document that you meet the requirements for a Nordic Swan Ecolabel licence.

In progress by applicant
Ready for evaluation 1 en

Please change the status

of each product

from In progress by applicant
to Ready for evaluation.

Click Submit for evaluation to
notify Nordic Ecolabelling that
your application is ready for an
Evaluator to work with.
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