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1. Getting started BReECHA

European Chemicals Agency

 from the REACH-IT main page, you can

— sign-up to REACH-IT and create a REACH-IT account

e asacompany
e as athird party representative

— log-in to REACH-IT once you have a REACH-IT account.

 each legal entity that needs to use REACH-IT, needs to
create its own REACH-IT account

 Dbefore being able to sign-up, you need to agree to the
terms and conditions of use of REACH-IT
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2. General concepts RECHA

European Chemicals Agency

 Wizard Navigation

Compary sign-up = Billing information

Eilling informaticn Contacts Validation

— One step, one form, one tab

User accoumnt Company Information

— Data is saved only after clicking on the " >> Next " button

— Backward navigation allows the user to change previously
saved data, except the user ID

— Forward navigation is disabled until the next steps have
been completed successfully

 Anincomplete sign-up can be resumed at the next login

« All sign-up information can be modified later, except the
user ID
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3. Signing-up a company BRECHA

European Chemicals Agency

« 5 Steps Wizard

1. User account: specify a first user for the company. This
user will be the company’s REACH-IT administrator and
will be entitled to create additional user accounts after
sign-up

2. Company information: general and contact information for
the company

3. Billing information: place the invoices will be sent (can be
an external entity)

4. Contacts: persons who can be contacted (optional)

5. Validation: verify all the data before sign-up is completed
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4. Demo: preliminary steps BRECHA

European Chemicals Agency

Connect to REACH-IT and click on Sign up as a company

.=

RECHA z Rgac_

YWelcome to REACH-IT

REACH-IT provides an online platform to submit data and dossiers (pre-registration, registration, C&L notification, ...) on chemicals. It also allows the Agency and Member states authorities to
review the dossiers. The Agency will also use REACH-IT to make non-canfidential information on chemicals accessible to publlic on its website.

What can you do?

To login to REACH-IT vou first need to sign-up and pravide information an your identity and set-up an account far a user who will have administrator privileges to manage your account.
You can sign-up either as a company or as a third party.

« [fyou already have an account, you may login to the system.

If you have not created an account yet, you can do it here below.

e« SigN Up as a compary
] i representative

Need help with REACH-IT or with this site?

¢ REACH Frequently Asked Questions (FAGN
s« The REACH legal text

e Contact information
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4. Demo: preliminary steps BRECHA

European Chemicals Agency

Accept terms and conditions

Contact |

BRECHA

caompany sign-up = Terms and conditions

signing-up as @ company 15 a simple process. you will be guided through the following 5 steps:

User account - Create a REACH-IT account (login + password) for your company

Company information - Provide general information on wour company

Billing information - Provide billing details for your company

Contacts [optional] - Add information about people who may be contact points in for example SIEFs
Yalidation - Check infarmation you have provided and modify If necessary

[ R N o T e B

Before going further in the sign-up process, please read the following terms and conditions:

Terms and conditions
TERMS AND CONDITIONS OF USE AND SERVICE OF REACH-IT

[

PLEASE READ THE FOLLOWING TERMS AND CONDITIONS RELATING TO YOUR USE OF
REACH-IT CAREFULLY BEFORE ACCEPTING TO ENTER THE SITE.

By using REACH-T, you agree to these Terms and Conditions of Use and Service ("Terms") including the
data protection provisions. The European Chemicals Agency (ECHA) reserves the right, in its sole
discretion, to change, modify, add or remove portions of these Terms at any time without notice to you

ou should check these Terms periodically for changes. By using REACH-T after we post any changes to
thes?&wf use, you adree to accept those changes, whether or not yvou have reviewed them, If vou do &

\ Accept ) Reject
Need help with REACH-IT or with this site?

« REACH Freguently Asked Questions (FAQ)

« Legal notice
s« Contact information




4. Demo: step 1

Create a user account

1. Fill in mandatory fields

your user ID needs to be unique

you need to remember your
user ID and password
to login to REACH-IT later

2. Select your language

language = English for now

the verification code needs to
be entered

30/05/2008

User account

Campany Information

Billing information Contacts Yalidation

¥ou need to specity a REACH-IT administrator for your company account. This adrministrator will
be granted special rights (creation of additional REACH-IT users for your campany, modification
of comparry information, etc). Please provide the requested information here below.

Flelds marked with an asterisk (+) are mandafony:. Hovering over & (7)) sign dispigys helo
information.

User information - General

* First Mame: Laura

* Last Name: Johnson

* E-mail; laura johnson@chemicalcompany. cam
“User 1D Laura_Johnsant

D may consist of up to 20 letters [A-Z a-7], digits [0-9] or
underscores

*Passwiord:

The passwiord must have at least 8 letters containing one
uppercase letter [A-Z], one lowercase letter [a-z] and one digit
[0-9] or underscore, with a maximum of 20 characters.
Capitalization matters!

" Re-type password:

.
Security

C Securty guestion: |What is your pet's name? Vl
“Your answer, Rex

Four characters or mare.
Make sure your answer 15 easy to remember for you but hard for
others to guess!

lser preferences
Language:
Yerification

* Enter the text
bSnd2 ?
shown:

Can'tread the text below? Try another (Clicking on the link will
empty the password fields )

PSeQ2

= = Previous
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GRECHA

4- Dem O Step 2 European Chemicals Agency

Enter your company information

Contact |

_ Reach.T il

i

RECHA

Company sign-up = Company Infarmation

If you alreacdy have & co mon file in the IWCLID format (also known as the L and if you want to have the same UUID for your REACH-IT company definition as for your
IUCLID LECK ould imperatively import your LEDX, and not enter your company information directliyT ACH-IT.

Pledse load the file in which your company information has been saved.

Flelds marked with an asterisk (4) are mandatory’

File e

Load file

If you have a LEOX (Legal Entity Object file) from IUCLID,
you should import it here. You will then have the same UUID

(“unique identifier” code) in REACH-IT and in IUCLID.

Otherwise you can enter your information manually, and
REACH-IT will assign a UUID to your company.
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4. Demo: step 2 BeECHA

European Chemicals Agency

Enter your company information - Import your company LEOX

Contact |

RECHA

Company sign-up = Company Infarmation
Company Information Billing information Contacts YWalidation

Please import your IJCLID LECQH into REACH-IT. If ywou do not have any LECK ar do not intend to get one, you may encode your information into REACH-IT. REACH-IT will then attribute to your
company a Universal Unigue Identifier (LUIDY.

If you already have a company definition file in the IVCLID format (also known as the LEOX file format), and if you want to have the same UUID for your REACH-IT company definition as for your
IWCLID LECK, ywou should imperatively import your LEOK, and not enter your campany information directly in REACH-IT.

Flease load the file in which your camparny infarmation has been saved.

Flelds marked with an asterisk (4) are mandatony

1. Browse for your LEOX

File name: Wriles\DataWsersw07041\Chemical Company LEOX 5z Browse...

e 2. Upload your LEOX

Company Size
W | declare the information below to be correct and the
company size to be calculated according to Annex to

Commission Recommendation 2003/361/EC concerning the
definition of micro, small and medium-sized enterprises.

3. Select your company size

Large
Medium

S Company size

Micro
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4. Demo: step 2

GRECHA

European Chemicals Agency

Enter your company information - Manually (alternative option)

General information
S Company name:
Company ULUID:
D-U-MN-5 number:

Chemical Company
ECHA-87a3aedb-780e-4bfa-bo8-cB66009T 273

95-7654-321

Example: 12-3456-789

FI-123-456-789

Format, Country code + Mumber;, e.g. BE-111-222-3323

WAT number:

Remarks:

Company Size
WV | declare the information below to be correct and the
company size to be calculated according to Annex to

Commission Recommendation 2003/361/EC concerning the
definition of micro, small and medium-sized enterprises.

Large

CComparny size: LTy

Micro

General contact information

* Phaone:
Fax

MWobile phone:
“E-mail:

Company web site:

Company address
* Street;

Strest 2
 Postal code:
ity S Town:
Region/ County:
- Country:
Postal address:

= = Previous

+353 1 2345 6759

reachcontact@chemicalcompany.com
Example: reachi@domain.com

http: i
Your website address must start with ‘http A

Annankatu 589|

Qo210
Helsinki

| Finland v

Mext = =

If you do not specify a contact person or third party representative
when pre-registering, the company name, phone, e-mail and
address — as specified here — will be shown in the pre-SIEF to

others pre-registering.

30/05/2008
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4. Demo: step 3 BeECHA

European Chemicals Agency

Enter billing information for your company

Contact |

RECHA

Caompany sign-up = Billing infarmation

User account || Company Information JREITMETAGNGIG N Contacts | Validation

Flease provide your compary billing information

Flelds marked with an asterlsk () are mandatory, Hovering over & (7) sign displays help information,

Billing information
Billing organisation

narme:
Fax
Billing address If the billing address is the
Same as Company same as for the company, it can
Street: Annankatu B9 be populated by clicking on
Street 2: Same as Company
Fostal code: 00210
ity £ Town: Helsinki

Region / County;
Country | Finland v
Fostal address:

Eilling Language

Language: | English (en) v

o F'reVJEuus




GRECHA

4- Dem O Step 4 European Chemicals Agency

Enter contact information (optional)

Contact |

_ Reach.T il

i

RECHA

Company sign-up = Contacts

User account | Company Information | Billing information JESCNEWEMMNE alidation

YOU can specify here contact persons for your company.
Flease note that additional contact persons can be specified during the pre-registration process.

This step is optional, you can skip it by going directly to the [ vValidation | pane.

Select First Name Last Name Phone Fax Email

No Records Found

< = Previous

A contact person does not automatically have access to the
company pages in REACH-IT. If this is needed, a user
account needs to be created for him/her.
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4. Demo: step 5

GRECHA

European Chemicals Agency

Validate the information you entered, modify If needed

%
RECHA -

Comparny sign-up = Walidation

| —

User accoumnt (o) (= | Walidation

Company Information

Billing information

Co

1 —

relevant link here below.

General information

Company name; Chemical Company
Company UUID: ECHA-8Tagaeds-790e-dbfa-b58-c3660097 273
General contact information

Fhone: +358 1 2345 6789

Fax

MWlobile phone:

E-mail: reachcontact@chemicalcompany.com

Company web site;  httpaf
Company address

Street Annankatu 539
Strest 2

Fostal code: 00210

City / Town; Helsinki

Fegion/ County;
Country: Finland

Fostal address:

30/05/2008

Please verify the compary and user data you have entered. You may go back to modify the information by clicking the

Billing information

Eilling organisation
narmne:

Fax

Billing address
Strest

Strest 20

Postal code:;
City S Town:
Fegion/ County;

Zountny:
Fostal address:

above is not
correct,

yoL may update
it by clicking

= = Previous

http://echa.europa.eu
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5. Signing-up a TPR ReECHA

(third party representative)

European Chemicals Agency

o 4 Steps Wizard

1.

30/05/2008

User account: specify a first user for the company. This

user will be the company’s REACH-IT administrator and
will be entitled to create additional user accounts after
sign-up. Same as for signing-up a company

Company information: general and contact information for
the company. Similar as for signing-up a company; no
company size information required

Contacts: persons who can be contacted (optional). Same
as for signing-up a company

Validation: verify all the data before sign-up is completed.
Same as for signing-up a company
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5. Sighing-up a TPR ReECHA

' ] European Chemicals Agency
(third party representative)

e A TPR needs to sign-up to REACH-IT before his clients
submit their pre-registration

« |faTPR has a LEOX (containing a UUID) from IUCLID,
he should import his LEOX in REACH-IT during his sign-
up, to make his UUID known to REACH-IT

e Otherwise, REACH-IT will create a UUID

« A TPR has to communicate his UUID to his clients so
they can prepare their pre-registration

« A company wishing to act as a TPR cannot use the
same UUID when signing-up as a TPR and when
signing-up as a company
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BRECHA

European Chemicals Agency

6. After signing-up
Confirmation of your user ID, as the company’'s REACH-

IT administrator
You are invited to login to REACH-IT:

RECHA

Caompany sign-up = Conclusion

Your company REACH-IT account and its administrator have been successfully created.

You may now go to(the hotne page)and start working with REACH-IT as user Laura_Johnsont.

Ciligk on the ‘Export’ buffon below fo export Yo company in JIUCLID exchange formai

Export

7

[EEY

http://echa.europa.eu
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6. After signing-up ReECHA

European Chemicals Agency

Contact |

KRECHA

Login

Please provide wour login information to enter REACH-IT

Flelds marked with an asterlsk (4) are mandatory’.

User I Laura_Jdohnsont
Fassword, = essessssss
- Enter the text
Sdin ?
showmn; Y D

Can't read the text below’? Try another

Adray

connect Cancel |

You can now login to REACH-IT and:

— create new users for the company (see section 7)
— update the company information
— start using REACH-IT
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6. After signing-up ReECHA

European Chemicals Agency

Next time you connect to REACH-IT, click “login”

BECHA _ Reac

YWelcome to REACH-IT

REACH-IT prowvides an online platform to submit data and dossiers (pre-registration, registration, CEL notification, ...} on chemicals. It also allows the Agency and Member States authorities to
review the dossiers. The Agency will also use REACH-IT to make non-confidential information on chemicals accessible to public on its website.

What can you do?

To login to REACH-IT you first need to sign-up and provide infarmation on your identity and set-up an account for a user who will hawve administratar privileges to manade your account.
YOou can sign-up either as a company or as a third party.

e [Fy0U already have an account, you system.

If ywou have not created an account yet, wou can do it here below.

e Si0n Up a5 3 company
e Sign up as a third party representative

30/05/2008 http://echa.europa.eu 19



/. Creating additional users RECHA

European Chemicals Agency

When you login to REACH-IT, as the company’s
REACH-IT administrator, you can create a new user

BECHA oachir il

You are connected as Laura_Johnson on behalf of Chemical Campany - P efe rences - Logout

Home

You hawve 0 unread messagels) in your message box

1. Select Update Users from the User account management menu

4 Horme = “iew LIsers

Add user

2. Click on Add user

30/05/2008 http://echa.europa.eu 20



/. Creating additional users RECHA

European Chemicals Agency

Contact |

lh
r
,

LECH A _ Reach-T L.

You are connected as Laura_Johnson1 on behalf of Chemical Compary - P efe rences - Logout

Horme = Wiew Users = Add Mew User

Flelds marked with an asterisk (4 are mahdatory. Hovering over & (7) sign displays kel information.

User information - General

First Mame: Michasl
Last Marme: smith anf A .
E-mail: michael. smith@chemicalcompany. cam| = 3. Fillin mandatory fields
User 0o Michael_Smith1
ID rnay consist of up to 20 letters [A-Z a-z], digits [0-9] or underscares
* Pazsward: sesscscascanes

The password must have at least 8 |etters containing one Uppercase A - I m d
letter [A-Z], one lowercase |etter [a-z] and one digit [0-9] or O n e tl e passwor
underscore, with a maximurn of 20 characters.

e — Capitalization matters! IS Chose n h e re

User profile

Available Roles Selected Roles El 4. Select required roles

Administrator Feader
— @) See presentation “REACH-IT -
s Key concepts” for information

about th S
M 5. Save

http://echa.europa.eu 21
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/. Creating additional users RECHA

European Chemicals Agency

 When you save the information, REACH-IT creates the
user for the company

Contact |

S |

BRECHA :ﬁ Reach-T iR

You are connected a¢ Laura_Johnson1 on behalf of Chermical Company - Preferences - Logout

Home = “iew Lisers

Your data has been saved

Add user
Select User ID First Name Last Name Blocked
O Laura_Johnsond Laura Johnson Mo
O Michael Smith1 michael Smith Mo
Midify | Reset Password BlockiUnhlock Delete

e REACH-IT sends an e-mail to the new user with his user ID

 You have to communicate the one-time password to the
new user
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8. Logging-in as a new user BRECHA

European Chemicals Agency

When you connect to REACH-IT as a new user:

KRECHA

YWelcome to REACH-IT

REACH-IT prowvides an online platform to submit data and dossiers (pre-registration, registration, CEL notification, ...} on chemicals. It also allows the Agency and Member States authorities to
review the dossiers. The Agency will also use REACH-IT to make non-confidential information on chemicals accessible to public on its website.

What can you do?

To login to REACH-IT you first need to sign-up and provide infarmation on your identity and set-up an account for a user who will hawve administratar privileges to manade your account.
YOou can sign-up either as a company or as a third party.

» [fyou already have an account, you system_ 1

If ywou have not created an account yet, wou can do it here below.

Lagin

e Sign up as a company Please provide your login information to enter REACH-IT

e Sign up as a third party representative

Flelds marked with an asterisk (+) are mandatorny

“User D Michael_Smith1
" Password: FEEEEEERERRRER
* Enter the text
. . 2
2. Fill in mandatory fields shown: v

Can't read the text below? Try another

R3%™c
3 Cancel |
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8. Logging-in as a new user BRECHA

European Chemicals Agency

Contact |

Mew password

The password you entered is 3 one time access password. You should change it by providing 8 new passward.

Flelds matked Witfh ah asterisk (4) are mandatory.

New password
‘ Pasaword: [

The password must have at least & letters containing one 4. Enter your new password
Uppercase letter [A-Z], one lowercase letter [a-Z] and one digit
[0-9] or underscore, with a maxdmum of 20 characters.
Capitalization matters!

Fe-type password.  sesssscsccss

5. Re-enter your new password

Securty
Security guestion; h at is your pet's namea? ~|
Your answer: Bobby 6. Select a security question and provide your answer

Make sure your answer i5 easy to remember, itwill be reguired

assword recoven. ) e password
After this you can start using REACH-IT

—> you need to remember your password to login to REACH-IT
next time

30/05/2008
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