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REACH-IT 

Sign-up and User Management

Important note: This presentation has been 
developed in April 2008 for training purposes. It covers 
the complete scope of REACH-IT.

For latest information on REACH-IT and availability 
of its different functionalities, please consult the 
REACH-IT section on the ECHA website.
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• from the REACH-IT main page, you can
– sign-up to REACH-IT and create a REACH-IT account

• as a company
• as a third 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

• before being able to sign-up, you need to agree to the 
terms and conditions of use of REACH-IT

1. Getting started 
Sign-up
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• Wizard Navigation

– One step, one form, one tab

– 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

• An incomplete sign-up can be resumed at the next login

• All sign-up information can be modified later, except the 
user ID

2. General concepts
Sign-up
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• 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

3. Signing-up a company
Sign-up
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4. Demo: preliminary steps

Sign-up

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



30/05/2008 http://echa.europa.eu 7

4. Demo: preliminary steps

Sign-up

Accept terms and conditions
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4. Demo: step 1

Sign-up

Create a user account

1. Fill in mandatory fields

2. Select your language

your user ID needs to be unique

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

language = English for now

the verification code needs to 
be entered
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4. Demo: step 2

Sign-up

Enter your company information

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 

Sign-up

Enter your company information - Import your company LEOX

1. Browse for your LEOX

2. Upload your LEOX

3. Select your company size
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4. Demo: step 2 

Sign-up

Enter your company information - Manually (alternative option)

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.
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4. Demo: step 3 

Sign-up

Enter billing information for your company

If the billing address is the 
same as for the company, it can 
be populated by clicking on 
Same as Company 
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4. Demo: step 4 

Sign-up

Enter contact information (optional)

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 

Sign-up

Validate the information you entered, modify if needed
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• 4 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. Same as for signing-up a company

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

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

4. Validation: verify all the data before sign-up is completed. 
Same as for signing-up a company

5. Signing-up a TPR 
(third party representative)

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

• If a TPR 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

• 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

5. Signing-up a TPR 
(third party representative)

Sign-up
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• Confirmation of your user ID, as the company’s REACH-
IT administrator 

• You are invited to login to REACH-IT:

6. After signing-up
Sign-up
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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

6. After signing-up
Sign-up
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Next time you connect to REACH-IT, click “login”

6. After signing-up
Sign-up
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When you login to REACH-IT, as the company’s 
REACH-IT administrator, you can create a new user 

7. Creating additional users
User Management

1. Select Update Users from the User account management menu

2. Click on Add user
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7. Creating additional users
User Management

3. Fill in mandatory fields

5. Save

4. Select required roles

A one-time password 
is chosen here 

See presentation “REACH-IT -
Key concepts” for information 
about the roles 
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• When you save the information, REACH-IT creates the 
user for the company

• 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

7. Creating additional users
User Management
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When you connect to REACH-IT as a new user:

8. Logging-in as a new user
User Management

1

3

2. Fill in mandatory fields
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After this you can start using REACH-IT

8. Logging-in as a new user
User Management

4. Enter your new password

5. Re-enter your new password

6. Select a security question and provide your answer

7. Save password

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


