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1 INTRODUCTION

The Industry User Manual (IUM) serves as the reference manual for all REACH-IT functionalities,
which are and will be, available to the Industry. This IUM is meant for any industry user, who needs
to use REACH-IT to submit or view data. As more functionality becomes available, additional or
updated parts of this IUM will be released and made available from the ECHA website.

Prior to using this Part 7 (Joint submission), it is strongly recommended that the user reads Part 1-
Getting started with REACH-IT where the following topics are discussed in more detail:
structure of this [IUM
conventions used, in terms of icons, text, buttons, links, ...
background information on REACH-IT and its link to the IUCLID 5 website and application
definitions of parties, users, message box, contacts, legal entity object, ...

How to get further support is also described in Part 1. Each subsequent parts of this IUM will
therefore cover the step-by-step instructions to perform the required tasks of REACH submission
of data.
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2 GENERAL CONCEPT OF JOINT SUBMISSION

2.1 Link to the REACH regulation

Manufacturers, importers or only representatives are individually obliged to submit a registration for
each substance they are responsible for. In cases where a substance is manufactured or imported
by more than one company, potential registrants are required to submit certain information
together. This is called the joint submission (JS) of data.

Joint submission may apply to a substance to be registered [REACH, article 11], including on-site
or transported isolated intermediates [REACH, article 19] and it may also apply to a substance for
which a C&L submission is required (by extension of the regulation [REACH, article 113]).

Registrants are required to jointly submit information on the hazardous properties of the substance,
its classification and labelling and testing proposal(s) (if any). It is also possible to jointly submit the
chemical safety report and guidance on safe use (REACH, Article 11) if an agreement among the
members is reached.

The information that needs to be submitted jointly is provided only by the Lead registrant on behalf
of the others. Each member of the joint submission shall submit separately and individually the
following administrative information:

- the legal entity identity,

- the substance identity,

- information on the manufacture and on the use(s) of the substance including tonnage as well as
some exposure information for substances registered in quantities of 1 to 10 tonnes.

In terms of chronology, the lead registrant will have to submit first his registration dossier. The
other registrants covered by the same joint submission will be identified in this dossier (IUCLID 5
section 1.5). Only when the joint submission dossier reaches the end of the process, the other
registrants are allowed to submit their dossier. Therefore, when the lead registrant will receive the
registration number of the joint submission registration, he is asked to inform all members (outside
REACH-IT).

A manufacturer or importer may decide to opt-out from some parts of the Joint registration dossier
(opt-out of joint submission). Possible reasons for opting-out could be disproportional costs, the
disclosure of information would be likely to lead to substantial commercial detriment, or
disagreement with the lead registrant on the selection of the information submitted in the lead
registration. A Member of a joint submission may also decide to opt-in for one or more
confidentialities claimed by the lead in the Joint registration dossier. The opt-in has to be indicated
in REACH-IT and the confidentiality claims should be indicated in his member dossier.

Applicants have to submit dossiers to ECHA via REACH-IT which supports the submission of
dossier files that have been prepared outside the REACH-IT system, in [IUCLID 5.

2.2 Lead and member registrants

The company taking the role of the lead registrant has the responsibility to create the joint
submission in REACH-IT, to submit the lead dossier and to manage the joint submission. The
other companies, called member registrants, who want to be part of a joint submission, first have
to confirm their membership to the joint submission in REACH-IT, before submitting their dossier.
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The basics of the process are explained in chapters 2.3 and 2.4, and chapter 3 provides step-by-
step instructions.

0=

In a joint submission, the lead registrant has to submit his dossier first.

2.3 The security token

To ensure the unambiguous relation among the lead registrant and the member(s), a security
token is created for each joint submission, and serves to the confirmation of membership by the
members of a joint submission (see chapter 3). When a potential member wants to confirm his
membership, he has to enter the name of the joint submission and the security token, in
REACH-IT.

If the information if correct REACH-IT will display the joint submission information and will ask
additional confirmation from the new joint submission member.

Each security token has a limited validity of 30 days from its creation.

If it expires, only the lead registrant can create a hew security token (using REACH-IT) for
the joint submission, upon request of a potential member.

3

€

The lead registrant has to communicate with the potential member(s) about the new
security token outside REACH-IT.

If part of the information is incorrect, i.e. a potential member has entered the wrong security token
in REACH-IT for more than 5 times (but the joint submission name is correct), REACH-IT then
prohibits any further entry. At the 6™ attempt, the system displays an error message indicating that
the maximum number of successive unsuccessful attempts to enter the right token for the given
joint submission is reached. Both the member and the lead registrant are informed by REACH-IT
(via internal message) when the number of specific membership attempts reached the maximum.
The potential member has to contact the lead (outside of REACH-IT) and to ask to reset a new
security token for the joint submission.

If all information is incorrect i.e. the potential member is unable to successfully enter both the
security token and the joint submission name (maximal number of attempts is 5), REACH-IT
disables all further attempts for the company to join that joint submissions. REACH-IT then sends a
message to an ECHA administrator who, if requested, has the possibility to reset the attempt
counter for that company.

2.4 Substance identification

In the context of joint submission, a substance can be indicated as being:
One of the company’s pre-registered substances (pre-registration number).
One of the company’s inquired substances (inquiry number).
One of the company’s already registered substances, including the Notified substances
(registration number).

If none of the obove are applicable, the user can identify the substance via the same method as
the one used for the pre-registration.

However, in that case, the user must provide an explanation as to why he did not indicate
* either a pre-registered/ inquired substance, nor an already registered one.
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3 STEP-BY-STEP INSTRUCTIONS

The creation of the joint submission is a four-step process, reflected into four tabs (pages).

The creation of the joint submission is to be undertaken by the lead registrant only.

As a result of the process, the joint submission is created and stored in REACH-IT. The security
token is sent to the lead registrant via an internal REACH-IT message. In turn, the lead registrant
communicates the security token to the other potential members, so that the other/ potential
registrants can confirm their membership to the joint submission.

I
4
I

The member registrants need both the name of the joint and the security code to be able to
confirm their membership.

ol
¢
@

Chapters 3.1 to 3.4 of this manual deal with the joint submission creation and apply only to
the lead registrant whereas chapters 3.5 and 3.6 apply to the members and the lead of the
joint submission.

o

3.1 Step 1 — Identify substance

From the home page, click <Joint submission> followed by <Create joint submission> (Figure 1).
The next 4 steps in the chapters 3.1 to 3.4 are performed by the lead of a joint submission

Figure 1: Create joint submission page (from the me  nu)

BECHA ?\ ReachT i

You are connected a5 provoos] on behalf of CompanyTest - Preferences - Logout

ntact

Home

Company You have 0 unread message(s) in your message box
Pre-registration
Pre-SIEF

Registration /
notification

submissions
Message box z =

User account

Immices

Confirm
Search membership

The <Create joint submission substance> page opens (Figure 2). First you need to select the
appropriate substance.
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Figure 2: Search Substance page (for the joint subm  ission)

GECHA

Home = Create Joint Submission = Search Substance

LiY
You are connected as provoos] on behalf of CompanyTest - Preferences - Logout

Company

Pre-registration
Pre-SIEF ect the identity of the substance you want to submit as part of the joint submission by either providing a reference number nere oelow, or by specifying the

Registration /
notification

i ) -

Aowe cobents cion ot b @ Pre-registration number -
eference number -
e box i ©  Inquiry number B
User account | Registration number B
Invoices —

Reference number. 05-2114204537-42-0000
Search
Search

You can either select the substance of the joint submission by providing a <Reference number
type> (pre-registration, inquiry or registration number) and <Reference number>, or by <specifying
the substance identity>. Both options, ‘Search via reference number type’ and ‘Search via
specification of the substance identity’, will be discussed in the next chapters.

3.1.1 Search via reference number type

A <Pre-registration>, <Inquiry number> or <Registration number> can be given to identify the
substance of your joint submission. To conduct the search, define (*) the relevant <Reference
number type> (click on the corresponding radio button) (Figure 2) and fill in the number in the
<Reference number> entry field. Click on <Search> (Figure 2). The result page (Figure 3).

Figure 3: Result of the Substance search viathe re  ference number

Contact

= -2

:?‘ Reach-T il

|
You are connected as provoos] an behalf of CampanyTest - Preferences - Logout |

BECHA

Home > Create Joint Submission > Substance

Company Substance

Pre-registration

Pre-SIEF Welcome to the substance identification wizard for your joint submission!

Registration /

notification The substance identity referred to by pre-registration number 05-2114204897-42-0000

Joint submission

Message box This identified substance refers to the substance identified from the ing main ¢ i (s):

EC Number CAS Number Name
200-001-8 50-00-0 formaldehyde

User account

Invoices

Search

Gancel Next>=

You can then proceed with the next step as described in chapter 3.2 (Step 2 — Enter the joint
submission information).

3.1.2 Search via specification of the substance ide  ntity

When the substance has not been pre-registered, inquired upon or does not have a
* registration number, the search is done by <specifying the substance identity> (Figure 2).

You can then manually select the identity of your substance. Click the link <Specifying the
substance identity> (Figure 2) and the substance identification wizard page opens (Figure 4).
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Figure 4: Substance identification wizard page

-

BECHA _ ReacnT il

You are connected as provoos] on behalf of CompanyTest - Preferences - Logoul
Home > Create-Joint Submission > Substance
Company

Substance | QGRS { Contact

Pre-registration

Pre-SIEF Welcome to the substance ideniification wizard for your joint submission!

Registration / A . y o - - "

not?ﬁcatmn To identify a multi-constituent ﬂ substance. start by speciiying one of the constituents on this page. Then. on the use the next
page use the "Add another constituent” button and specify another constituent. Repeat until all constituents (maximum 10) have

Joint submission been specified

Message box

User account

Invoices This identified substance refers to the substance identified from the following main constituent(s):
Select EC Number CAS Number Name

Search

There are no constituents defined for your substance

Add another constuent |

Cancal Mext==
Loaned! | [ree=|

Click on <Add another constituent> (Figure 4), to identify the constituent(s) of your substance
(Figure 5). After entering the compulsory justification text in the <Explanation> field, you can
search for a constituent via the <Search> option. You can specify the constituent by <EC number>,
<EC name>, <CAS number> or <Molecular formula>, and also using the wildcard *.

In the screen below we use <formaldehyde> as an example in the <EC name> entry field followed
by clicking on the button <Search>. The search result is shown at the bottom of the page (Figure
5) and pertains to <formaldehyde>.

Figure 5: Search EC Substance page (for adding cons tituents)

Contact |

Y Rqach;lli 7

You are connacted as provoos] on behalf of CompanyTest - Preferences - Logout

BECHA

‘ Home > Create Joint Submission > Search EC Substance

Company Substance sion || Contact
Pre-registration

Pre-SIEF Please provide an explanation why you did not provide a reference number in the previous screen in order to ideniify the subsiance

| Registration /
notification

bstance constituent has not been pre-
registered. inquired upon or does not have a

Jaint Explanation registration number

account
Invoic In this page you can specify the constituents which are present in the substance @ you want to pre-register
Search

If the constituent is In the EC inventory, you can search for it using the form below. If the constituent is not In the EC inventory, you can specify it either by its CAS number
and CAS name . or by only its chemical name
es. For instance all EC "200" Hovering over a [
EC number.
Please respect the EC number fo 3
EC name formaldehyde =
CAS number ]
cl the CAS number format For example 50-99-7 or

Molecular formula B

Search
Select EC number EC name CAS number Molecular formula

@ 200-001-8 formaldehyde 50-00-0 CH20
Select constituent Cance!
Version 1.0 10 of 28

December 2008



REACH-IT INDUSTRY USER MANUAL r“ ECI IA
Part 7 — Joint Submission A
http://echa.europa.eu
If you decide to manually search for your substance, you have to clearly justify the reason

' why you are not using any reference number (pre-registration, inquiry or registration
number).

By searching via a wildcard, for example ‘200*, the results may exceed 500 chemicals, and you
are requested to narrow your search, using more detailled fragment followed/preceded by a
wildcard (*), for example <200-0*> (Figure 5). Once the desired constituent has been identified,
you can use the radio button to select it. By clicking <Select constituent> (Figure 5) a new
constituent is added to your substance. Then REACH-IT displays an overview page with the
constituent you selected (Figure 6).

Figure 6: Adding a constituent to the substance

-
Rqach-

You are ccmneded o LOVODL] o bohalr GF Caripony s ProTETetos Lum

BECHA

Home = Create Joint Submission > Verify Constituent
Company Substance 8
Pre-registration
Pre-SIEF

Contact || Validation

You are adding a constituent to: Reaction mass of benzoylformaldehyde and formaldehyde

Registration /

notification - i M Bt .=l " . + or "Mod i " i
The following constituent will be added to your substance. Click on the "Continue” bution to add it or "Medify" to change your selection

Joint submission

EC Number CAS Number Name

200-845-7 75-17-2 formaldenyde oxime

Modify Continue

Search

Click on <Continue> (Figure 6) to confirm the constituent selected. If you click on <Modify>, you
will be able to change your selection. Additional constituents can be added one at the time. In the
substance identification page (Figure 7), all added constituent(s) are displayed.

Figure 7: Confirmation of adding a constituent to t he substance
—

BECHA ?\ Reachr - —

“You are connected 2s provoos] on behalf of CompanyTest - Preferences - oom

.“m”
r

Home > Create Joint Submission > Substance
Company substance

Pre-registration

| Pre-SIEF Welcome io the substance |dentification wizard for your joint submission!

Registration /
notification

o identify a multi-constituent TJ subsiance ri by specifying one of the constituenis on this page Then, on the use ihe next page use the "Add another consfitueni”
I:u on and specify another constituent '-<epea until all constituents (maximum 10) have been specified
Joint submission
Message box Your selected substance name is: Reaction mass of benzoylformaldehyde and formaldehyde and formaldehyde oxime
User account

Invoices

Search This identified substance refers to the i ified from the ing main cons i i
Select EC Number CAS Number Name
© 214-086-1 1074-12-0 benzoylformaldehyde
© 200-D01-8 50-00-0 formaldehyde
O 200-845-7 75-17-2 formaldehyde oxime
Add another titusnt Remave C
Cancel Next>=

At that stage you can still add another constituent or remove a constituent. The <Add another
constituent> button triggers the same steps as described earlier and the <Remove a constituent>
button allows to remove one of the previously selected constituent.
Click on <Next> and the <Joint Submission> tab opens (Figure 8).
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3.2 Step 2 — Enter the joint submission information

As a lead registrant, you have to enter the name of the joint submission (*), a description of the
joint submission (optional) and you have to confirm what information you have agreed to provide,
as the lead of the joint submission, to the members (<Guide on safe use>, <Chemical Safety
Report> and/or <Review by an assessor>) (optional) (Figure 8).

' The joint submission hame must have between 8 and 30 characters.

Figure 8: Joint submission information page

T e - 1

[ Rqaeh:l:ﬂﬂ

You are connected as provoos] on behalf of CompanyTest - Preferences - Logout

BECHA

Home = Create Joint Submission = Information

Company Substance |IETEIGINEERINY Contac
Pre-registration
Pre-SIEF

Registration /
notification Joint submission information

Joint submission Name

Message box

User account

formaldehyde
Invoices
Description

Search

M

¥ Guidance on safe use
[¢ Chemical Safety Report 2]
¥ Review by an assessor J

Y 5

Provided by the lead
registrant

<= Previous Cancal Mext = >

The Guidance on safe use is part of the technical dossier and will correspond to
information in the Safety Data Sheet (SDS) for the substance; the Chemical Safety
Report (CSR) is part of the registration dossier (more information is available on the
Guidance on data sharing). These documents, together with the indication of the “review
by an assessor” may be submitted jointly only by the lead or separately. Further
information is available in Section 1.8.4 of the Guidance on Registration.

C

If you click on <Cancel>, the process is terminated and you are asked to confirm it. If you click on
<OK>, the creation of your joint submission is completed.
The button <Cancel> will bring you back to the creation of your joint submission.

Click on <Next> (Figure 8) and the <Contact> tab page opens (Figure 9).

3.3 Step 3- Select the appropriate contact person

A contact person, responsible for the follow-up of the joint submission, can be selected from the
contact list (Figure 9) that was already provided in REACH-IT by the lead company, during the
company sign-up.

Also, a new contact person can be defined (Figure 9). Click on <Create a new contact
information>, to create a new specific contact person (details can be found in Part 2 — Sign-up and
account management).
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The contact(s) created via the <create a new contact information> will automatically be
asigned the role, under <Contact Type(s)>, as “Joint Submission” (Figure 9).

e

Figure 9: Joint submission Contacts page

- - o

e e;:'t@

You are connected as provoosj on behalf of CompanyTest - Preferences - Logout

@ECHA

Home > Create Joint Submission > Confacts

Company Substance | Joint Submission JRsVVEMEY Validation
Pre-registration

Pre-SIEF The following contact persons defined for your company are available Tor Joint Submission follow up. You can select one of them or create a new coniact information. You

may deselect the contact currently included in your joint submission
Registration / ? ? =

notification
i et Select First Name Last Name Phone Fax Emaii Contact Type(s)

O John Mueller 1234125266 445676887 Z@Z S
Bssag bk ¢ Dik De Ville +354 5480 0654 dirk deville@reach com
User account Q Karel Vermassen +358 56478685 KVermassen-Reach@Yahoo co.uk Joint Submission
Invoices ® Jan Jansen +358 8795 64877 Jan.Jansen@Testcompany.fi Joint Submission
Search O Jeroen Provoost +358 987 4562 |provoost-reach@yahoo.co.uk General

C  John Maeller 1234125266 445676887 Z@Z SX

Q Joan Maes +358 780 4456 123 JMaes-reach@yahoo co.uk Invoice Manager

=< Previous | Nexi== |

Click on <Next> to proceed to the validation step. The <Validation> tab opens (Figure 10).
3.4 Step 4 — Validate

You, as the lead registrant, can therefore check all information previously entered in REACH-IT, for
the creation of the joint submission. Where needed, you can go back to the previous tabs
(substance identification, joint submission and contact person) to edit/amend information entered
in each of the previous steps. Click on <Go to the Substance identity section>, <Go to the
submission tab> or <Go to the Contact person section> links where appropriate (Figure 10).
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Figure 10: Validation page

RECHA

http://echa.europa.eu

BECHA

Company substance | Joint Submission

- . %

B,

|

gach-

2 Ll
You are connected as provaosi on behalf of CompanyTest - Preferences - Logout

Home > Create Joint Submission > Validation

Validation
Pre registration
Pre-SIEF Please verify your information before submitting your joint submission. You can go back to each section if corrections are needed
Registration /
notification Substance identification Joint Submission Contact
bmission
Substance identification
Reaction mass of benzoylfon and for ie and for hyde oxime
Invoices
EC Number CAS Number Name
Search o
214-036-1 1074-12-0 benzoylformaldehyde
200-001-8 50-00-0 formaldehyde
200-845-7 75-17-2 formaldehyde oxime
Go to the Substance identity section
Joint Submission
Joint submission information
Name dS,
Description T sion (JS) of farmaldenhyde
R e e ¥ Guidance on safe use
rovided by the lea
registrant ¥ Chemical Safety Report
¥ Review by an assessor
Go to the submission tab

Contact person

Contact information
Title:

First Name:

Last Name

Phone

Fax

E-mail

Organisation
Crganisation Name
Department

M.

Jan

Jan Jansen@Testcompany fi

Company Test

Joint Submissions

Address
Street Test street
Street 2

Postal code

City / Town Helsinki
Region / County.

Couniry. Finland
Postal address

Go to the Contact person section

Create Joint Submissien | Cancel ‘

Figure 11: Create Joint submission button

Create Joint Submission Cancel

When the process is complete, click on <Create Joint Submission> (the bottom of the page)
(Figure 10), shown enlarged Figure 11.

If you click on <Cancel>, the process is stopped and you are asked to confirm the termination of
your joint submission. If confirmed via the button <OK>, you terminate the creation of your joint
submission.

When the joint submission is then validated and created, an information message is displayed,
(Figure 12) to confirm that the joint submission was successfully submitted.
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Figure 12: Joint submission successfully submitted page

=~ 1

jﬁ‘ quhﬂ- E =

You are connected as provoosi on ‘behalf of C ompanyTest - Preferences - Loniﬂ

BRECHA

Company

Pre-registration
Pre SIEF Your joint submission JS_Formaldehyde was successfully submitted to REACH-IT!

Registration /
notification

Please keep frack of the joint submission foken to be used e other regisiranis

Joint submission Token 789-455-8021-3246071035
Message box

User account D—K‘

Invoices

Search

At the same time as the new joint submission is created, a security token is generated.

It is_your responsibility (as lead registrant) to communicate the token to all other member
registrant(s) of the joint submission.

Together with the token, the lead registrant must indicate the validity of the token to the
members of the joint submission.

‘|E

Sharing the security token among the member registrant(s) is not done in REACH-IT but
via other means outside REACH-IT.

“.._... :

If you click on <OK>, the process is completed and you are sent to the <Joint Submission Details>
page that displays all details from your newly created joint submission. The buttons at the bottom
of this page and the management of a joint submission is discussed in chapter 3.6 (View joint
submission).

3.5 Confirm joint submission by members

The first action that you, as a potential member of the joint submission, have to perform is to
confirm your membership via the REACH-IT application, so you become a member.

As a pre-requisite, you, as the member, must have received, from the lead registrant, the
* exact name of the joint submission and the security token.

To confirm your membership click <Joint submission> (from the menu in REACH-IT) followed by
<Confirm membership> (Figure 13).
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Figure 13: Confirm membership page (from the menu)

GECHA

Home

. Reach-

e - i
*You are connected as Dilhac_medium on behalf of Dilhac & Co - Preferences - Logout

Company You have 3 unread message(s} in your message box
Pre-registration
Pre-SIEF

Registration /
notification

View joint
submissions

Create joint
submission
Invoices

Search

3.5.1 Security Token tab

The <Token> page (tab) opens (Figure 14). You (as a member registrant) have to type (or copy &
paste) the correct name of the joint submission and the security token into the appropriate
compulsory entry fields (*).

Figure 14: Security Token page

Contact |

[
You are connected as Dilhac_medium on behalf of Dilhac & Co - Preferences - LnnuF

BECHA

Home = Confirm Membership > Security Token

Pre registration

Pre-SIEF Please enter the name and the security token of the joint submission for which you wish to confirm membership

Registration /

; Fields marked with an asterisk (+) are mandatory. Hovering over a (?) sigh displays help information
notification frieils : ait asterisk (+) are mandaio overing over a (7) sign displays help informatio

Name J5_Formaldehyde #
Token 789-455-3021-3246071035

Back to home Next>>

s You can NOT proceed further if there is a mismatch between the name of the joint
¥ submission and the token (see chapter 2.3).

In case of mismatch, you may either try again to enter the correct name and/or token (maximal
number of attempts is 5), or you might contact the Lead registrant to provide you with a new or up-
to-date security token.

Click on <Next> to proceed to the next page <Contacts> (Figure 15). If you click <Back to home>,
you are sent back to the REACH-IT homepage.

3.5.2 Contacts tab

In the <Contacts> page (Figure 15), you can either select the contact person responsible for the
joint submission from the present list of contacts (entered during the REACH-IT sign-up procedure)
or create a new contact. After selecting a contact, via the radio button, click on <Next> to confirm
that this contact will be used in this joint submission.

If you want to define a new contact person, click <create a new contact information> (Figure 15).
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Figure 15: Select Contacts tab

You are connected as Dilkac_medium on behalf of Dilhac & Co - Preferences - Logout

BECHA

Home = Confirm Membership > Select Contact

Company Token [REENCECE| Validation

Pre-registration
Pre-SIEF Create a new confact information

Registration /
notification Select First Name Last Name Phone Fax Email Contact Type(s)

Jost cubhEssion No Records Found

Next = >
Invoices

Search

An additional page opens giving you the possibility to add all relevant contact information (Figure
16).

Figure 16: Add/Edit Contact page

~

You are connected as Dilhac_medium on behalf of Dilhac & Co - Preferences - Logout

Home > Confirm Membership > Select Contact > Add/Edit Coniact

Pre-SIEF Fill the for
the contac

w to create a new contact persen for your company. This person will have the type "pre-regisiration” and will be available for furiher pre-registration from

ersons list
Registration / i

notification

th an asterisk (+) are mandatory, Hovering over a (7) sign displays help information
Joint submission

Message box Contact information
User account Titie: Mr.

Invoices First Name: Jan

Search Last Name: Bergmans
Phore +325 879 456222
Fax:
E-mail Jan Bergmans@Dilhac_medium cafi

Organisation

Organisation Name Dilhac 7 Co
Department: Joint Bubmissions
Address
Same as Company

Street Annankatu
Street 2

Postal code: 00500

City { Town: Helsinki

Region / County:
Country [Fintand b’
Postal address:

Contact person type

Contact Type

dd] | cancal

Fill in all mandatory entry fields (*). Note that in <Contact Type>, <Joint Submission> is selected
by default (Figure 16) as is shown in the enlargement in Figure 17. Click on <Add> to create the
new contact.

The use of the <Cancel> button will terminate the creation of a new contact. Further information
about contact can be found in Part 2 (Sign-up and account management).
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Figure 17: Contacts page — contact person type

Contact person type

Contact Type:

| [canee

Then select the newly created contact for the joint submission and click on <Next> (Figure 18) to
proceed to the next tab.

Figure 18: Select Contact page — selecting the crea  ted contact

Contact

-~ A

N

- Rgach-

You are connected as Dilhac_medium on behalf of Dilhac & Go - Preferances - Logout

BECHA

Home > Confirm Membership > Select Contact
Company Contacts

Pre-registration

{ Pre-SIEF Lreale a new confact information

| Registration /
notification Select First Name Last Name Phone Fax Email Contact Type(s)

it stbeResion ® Jan Bergmans +325 879 456222 Jan Bergmans@Dilhacmedium co.fi

Nex ==

Search

3.5.3 Validation tab

The validation page creates an overview, where you can validate each part of the previously
entered specific information, such as <Substance identification> or <Joint Submission> information
(Figure 19).

Figure 19: Validation tab
|

BECHA

‘ Home > Confirm Membership > Validation

Pre-registration

- Reach-

- KOl
You are connected as Dilhac_medium on behalf of Dilhac & Co - Preferences - Logout

Pre-SIEF Please verify your information before submitting your joint submission. You can go back to each section if corrections are needed

Substance identification Joint Submission

Substance identification

{ssacEoume cholest-4-en-3-one

Invoices

This information provision refers to the substance identified from the following main constituent(s):
| Search EC Number CAS Number Name
210-005-1 601-57-0 ctholest-4-en-3-one

Joint Submission

Joint submission information

Mame december Joint submission
Description yes...Christmas is near!
Highest tonnage band

¥ Guidance on safe use
¥ Chemical Safety Report
T~ Review by an assessor

Provided by the lead
registrant

Canfirm membership Gancel |
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After having carefully evaluated the submitted information, click on <Create Joint Submission> to
confirm your Joint submission membership. A confirmation message is displayed (Figure 20).
If you click on <Cancel>, REACH-IT will cancel your confirmation and take you to the home page.
Figure 20: Conclusion page

BECHA ReachT il

- 1
You are connected as Dilhac_medium on behalf of Dilhac & Co - Preferences - Logout |

‘ Home > Confirm Membership > Conclusion
Company

Pre-registration Your joint submission membership was succesfully submitted to REACH-IT!
Joint submission name december Joint submission

Registration / oK
notification P

Joint submission

Message box

User account
Invoices

Search

If you clicked on <OK>, the process is completed and you are sent to the <Joint Submission
Details> page (see Figure 10) that displays all details from your newly created joint submission.
The buttons at the bottom of this page and the management of a joint submission is discussed in
chapter 3.6 (View joint submission).

3.6 View joint submission

Whether your company is the lead or a member of one (or more) joint submission(s), REACH-IT
allows you to consult the complete list of your Joint submissions.

From the REACH-IT home page, click on <Joint submission> and on <View joint submissions>
(Figure 21).

Figure 21: View joint submissions page

_ Reach.T il

. . 1
You are connected as provoosj on behalf of CompanyTest - Preferences - Logout

BECHA

| Home
Company You have 0 unread message(s) in your message box
Pre-registration
Pre-SIEF

| Registration /
notification

Message box

Us: nt

Confirm
membership

A search option becomes available (Figure 22), to search either by <EC number>, <CAS number>
or <Chemical Name>.
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Figure 22: Substance identity criteria page

GECHA

Home > View Joint Submissions

__ Reachr i

[}
You are connacted as provoosj on behalf of CompanyTest - Preferences - Logout

Company Add new joint submission
Pre-registration

Pre-SIEF

Substance identity criteria

EC number 200-001-3
5::%:‘;:2:” . CAS number
Joint submission SA G g e
Message box [easeil] &arl
User account Select Name Substance id Lead registrant Contact Phone Email
Invoices Ne Records Found
Search i | EIE] ‘ 7] Cancsl

Fill in the information in the relevant fields (example in Figure 23, in the <EC number> entry field).
Click on <Search>, REACH-IT will display the full list of your joint submissions already entered in
REACH-IT for the chemical with the <EC number> 200-001-8.

More information about searching, using the wildcard (*), can be found in the industry user manual
Part 9 — Advanced search.

Figure 23: View joint submissions page

| ) Contact

BECHA

| Home > View Joint Submissions

| — kil
You are connected as provoos] an behalf of CompanyTest - Preferences - Logout

Company Add new joint submission
Pra-registration

Pre-SIEF

Substance identity criteria
EC number

Registration /
notification CAS number

Joint submission GuemeiName.

Miessage box E=E BE
User account Select Name Substance id Lead registrant Contact Phone Email
Invoices O IS _Formaidenyde Zéizlgghmszsuafmh:mzo Iformaldehyde and formaldehyde and CompanyTest .j:zsem ;2357578793 Jan.Jansen@Testcompany.f
iy y Xl E
Search —
O e cholest-4-en-3-one r B.R 321 r@pp.it

submission

Mnﬁif)-‘J Delete ‘ Leaws | Cancsl

After selecting one joint submission from the list (click the radio button on the left), you, as lead or
member, may take one of the following 4 actions: <Modify>, <Delete>, <Leave> or <Cancel>.
<Modify> allows you to modify the contact details and select the contact that you will use in this
joint submission.

<Delete> results in the deletion of the joint submission if you are the lead and all other members
have left the joint submission. If a member is still active (i.e. did not leave the joint submission),
REACH-IT will prompt you that this joint submission has confirmed memberships and cannot be
deleted. If you try to delete the joint submission as a member REACH-IT will prompt you that only
the lead of the joint submission can do this (see details in chapter 3.6.4).

<Leave> is used if, you, as a member, plan to leave the joint submission.

The joint submission will be visible in your list of joint submission as long as the lead did not delete
it. And the lead can not use the leave button, until another member has taken over the lead (see
details in chapters 3.6.1 and 3.6.5).

<Cancel> takes you back to the REACH-IT home page.

The lead and members get appropriate internal messages when members leave or when
* the lead assign another lead.
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Finally, click one of the joint submission’s link under the column <Name> or <Substance id>, if you
want to view the details of the corresponding joint submission (Figure 24). The details cover the
<Substance identification>, <Joint submission>, <Contact> and <Joint submission members>.

Figure 24: Joint Submission Details page

Contact | &

-

__Reach- il —

11
“You are connacted as provoos| on behalf of CompanyTest - Preferences - Logout

BECHA

Home > View Joint Submissions > Joint Submission Details

Company
Substance dentification Joint submission Contact Joint submission members

Substance identification

Pre-registration
Pre-SIEF

Registration / Reaction mass of benzoylformaldehyde and formaldehyde and formaldehyde oxime

notification
- EC Number CAS Number Name

214-036-1 1074-12-0 benzoylformaldenyde

200-001-8 50-00-0 formaldehyde

200-845-7 75-17-2 formaldehyde oxime:

Invoices

| Search Joint submission

Joint submission information
Name

Description Th Submission (JS) of formaldehyde

¥ Guidance on safe use
% chemical Safety Report
[* Review by an assessor

Provided by the lead
registrant

Contact person

Contact information

Title: Mr
First Name:

Last Name:

Phone

Fax

E-mail
Organisation
QOrganisation Name
Department
Address

Street

Streel 22

Postal code
City / Town:
Region / County:
Country: Fintand
Postal address:

Joint submission members

Company Status Title  First Name Last Name Phone Email

CompanyTest Lead Mr. Jan Jansen +358 8705 64877 Jan Jansen@Tesicompany fi

Dilhac & Co Member Mr. Jan Bergmans +325 879 456222 Jan Bergmans@Dilhacmedium co fi
Modify ‘ Leave Assign New Lead Manage Token ‘ Delete ‘ Cancel

Two additional buttons (functionalities), as opposed as the ones at the bottom of Figure 22,
! are available on the details page, for the Lead registrant only, i.e. <Assign New Lead> and
<Manage Token> (Figure 25). They are not available for members of the joint submission.

Figure 25: Specific buttons for the lead registrant
Madify | | Leave | Assign New Lead | Manage Token | | Delete | | Cancel |

€ The lead cannot use the <Leave> button until another member took over the lead.
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Click on <Assign New Lead> to transfer the lead registrant assignment from one to another
member of the joint submission (more information in chapter 3.6.1).

Click on <Manage Token> to reset the counter for the member that exceeded the maximum
amount of attempts.

3.6.1 Assign New Lead functionality

The current lead registrant may transfer the lead role in the joint submission (Figure 26),
: and may assign this role to any of the other members of the joint submission.

To perform the transfer, you, as the current lead, have to select one of the members of the joint
submission (via the radio-buttons, on the left) and then click on <Assign New Lead>.

Figure 26: Assign Lead to Member page

BECHA By Reach-T i

You are connacted as provoosj on behalf of CompanyTest - Preferences - Logout

Home = View Joint Submissions = Assign Lead to Member

Company

Pre-registration Joint submission members
Pre-SIEF
Registration / Select Company Status Title  First Name Last Name Phene Email
(2, SLE ® Dilhac & Co Member Mr. Jan Bergmans +325 879 456222 Jan Bergmans@Dilhacmedium co fi
Joint submission
Assign New Lead Cancel

Invoices

Search

REACH-IT prompts the user, before assigning the lead to another member, to confirmation the
change (Figure 27).

Figure 27: Confirm Assign (new) Lead page

iﬁECHA ?Re;;mﬂ y

|
You are connected as provoos| on behalf of CompanyTest - Preferences - Logout

Home > View Joint Submissions > Confirm Assign Lead
Company
Pre-registration Please confirm that the company Dilhac & Co is assigned fo become the new lead registrant for the joint submission JS_Formaldehyde
| PreSIEF '
OK] LCancel
Registration / I —
notification

Joint submission

Message box

User account
Invoices

Search

If you, as the current lead, agree, click on <OK> (Figure 27), by which the new lead registrant
becomes active. The assignee must first accept the role of lead before he effectively becomes the
new lead of the joint submission.

The button <Cancel> will cancel this process and send you back to the details.

When the initial lead registrant has activated the change, the user of the new lead registrant, sees
a new button in his joint submission, i.e. <Confirm Lead> (Figure 28), and needs to confirm taking
over the task of lead registrant in the joint submission.
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The new lead assignment can still be changed until the selected company has confirmed its
assignment.

=

Figure 28: Confirmation button for the new lead

Once the lead has assigned the lead to another member of the joint submission the button <Take
lead> becomes available to this member (asignee).

Click on <Confirm Lead>, if you, as the newly appointed lead registrant, accept to become the new
lead registrant (Figure 28). Consequently you become the active lead registrant and a confirmation
message is displayed (Figure 29).

Click on <OK> for the final confirmation and on <Cancel> to terminate the new lead registrant
acceptance.

Figure 29: Accept Lead page

3.6.2 Manage Token functionality

As the lead of a joint submission, REACH-IT allows you to manage the token, and to have an
overview on e.g. which company failled to enter the right token more than the maximum allowed
attempts. Furthermore REACH-IT allows you to check which company failed to enter the right
security token for the joint submission but did not reach the maximum allowed number of attempts.
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Figure 30: Manage Counter page

Reminder: If the member used the correct joint submission name, but used the incorrect
token, and exceeding the maximum amount of attempts, he will be prompted to contact the
lead to reset his counter. If the member however used the incorrect joint submission name,
and correct or incorrect token, thereby exceeding the maximum of attempts, REACH-IT will
prompt the member to contact ECHA to reset his counter.

il

The <Manage token> functionality, available for the Lead in the <View joint submissions>
details page, gives the possibility to either reset the counters for the token or create a new
token (Figure 31).

Figure 31: Manage Token page - creating a new secur ity token

3.6.3 Modify contact details in the joint submissio n

At the bottom of the initial screen (Figure 25) of the <View joint submissions> page, click on
<Modify> to change the details of the joint submission and contacts for your company. As a
preliminary step, you first need to select, from the list of contacts (via the radio-buttons on the left),
the contact you want to modify (Figure 32). Then click on <Modify>.
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Figure 32: Joint Submission Contacts page

A modification page will be displayed (Figure 33). Amend, where necessary, mandatory fields. If
you want to indicate another contact to be used for this joint submission, you will have to click the

<Use in joint submission>. Fill in all mandatory fields (Figure 33) or REACH-IT will prompt you to
do so.

Figure 33: Update Contact (person) page

3.6.4 Delete a joint submission

From the main <View joint submissions> page (Figure 25), click on <Delete> and you can delete
the complete joint submission from the REACH-IT system. REACH-IT will prompt you for a
confirmation of the deletion of the current joint submission (Figure 34).
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Figure 34: Confirm Delete page
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3.6.5

The lead can not delete a joint submission as long as there are still active members.

Therefore a joint submission can only be deleted by the lead, if all members already left the
joint submission (using the <Leave> buttonin their joint submission). A member you can only
leave a joint submission (i.e. cannot delete it), but it will only disappear from the members
joint submission view, after the lead deleted it.

Leave a joint submission as a member

As a member, click on <Leave>, from the main <View joint submissions> page (Figure 25), to be
able to leave the Joint submission. REACH-IT will prompt you for a confirmation of leaving this joint
submission (Figure 35).

Figure 35: Confirmation message for leaving a joint submission

You can leave a joint submission, after you confirmed you membership, at any given point

o in time, after the lead registred the lead dossier or even after you submitted your dossier.
3.6.6 Leave the joint submission as a lead
The lead registrant is NOT allowed to leave the joint submission unless he assigns the lead
(%) to another member and the member accepts the lead assignment (see chapter 3.6.1 for
details).
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3.6.7 Take the lead of a joint submission

The button <Take lead> gives that member the possibility to take the lead of a submission (see
chapter 3.6.1 for details).

The discussion about which member takes the lead, should be undertaken among the members
outside REACH-IT.

After the assigned member has taken the leadership by using the <Confirm Lead>, a confirmation
action is required to become the lead registrant.
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