CONGCawWe
Step by step guidance for signing up a company (Legal Entity) in REACH IT

Disclaimer

The information that CONCAWE provides on its Website represents opinions and is intended for guidance only. Whilst the
information is provided in utmost good faith and has been based on the best information currently available, it is to be relied
upon at the user's own risk. No representations or warranties are made with regards to its completeness or accuracy and no
liability will be accepted for damages of any nature whatsoever resulting from the use of, or reliance on, the information.
Documents published by CONCAWE are based on interpretations of Regulation (EC) 1907/2006 (REACH Regulation) as
well as guidance provided by and information obtained from the European Chemicals Agency.

When to use this guidance

Please use this guidance in conjunction with the guidance issued by the European Chemical Agency and the comments and
suggestions from CONCAWE (see page http://www.concawe.org/Content/Default.asp?PagelD=469 on the CONCAWE
Internet website).

The guidance applies to those cases where a legal entity wishes to sign up directly on the REACT IT website. At a later stage the
Legal Entity Object (LEO) will have to be downloaded as an XML file (LEOX) and be incorporated into [UCLID5.

Note: LEOXs are currently not yet downloadable.

The guidance uses a theoretical example of an LE. Guidance can be found in text boxes ( /uuperposed on
screenshots.

This guidance will soon be complemented by similar guidance for the pre-registration of substances.

Step O:
Download the Excel spreadsheet template for archiving the information entered and generated during the sign up process.

Step 1: Open the REACH IT website:
https://reach-it.echa.europa.eu/reach/public/welcome.faces
The following screen appears:
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Step 2:

— Click on ,Sign up as a company*
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Step 3:
Read the Terms and Conditions. If you

wish to continue click on “Accept”.
This takes you to the next screen.
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Step 4:
Fill in the User information.

The next screenshot shows a
completed example.
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Step 4 cont’d:

As a general rule, fields indicated by a red asterisk have
to be filled in. Information in all other fields is optional.
First and last name of the User Account: It is not
mandatory that you use the name of a person. You can
use any other name as long as you fill in both fields.
The e-mail address can also be a corporate or
(preferable) a functional mailbox.

We strongly suggest to create a meaningful User-ID.
Please note that the User Account will be in use at least
until all the registration process is completed. A
meaningful User-ID will be easier to remember.

Make absolutely sure that you note the password, the
security question/answer in the Excel spreadsheet
template and archive the spreadsheet where it can be
retrieved at least until the registration process is
completed, preferably even thereafter.

This security test can be repeated without losing the
information entered above.
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Step 5:

Note: This guidance is for those who wish to
sign up an LE directly in REACH IT. It is not for
those who wish to export an existing LEOX

into REACH IT.

Therefore click on “encode your information”.
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Upper part of the page
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Step 6:
On this page a Company UUID is being assigned to your LE.

The UUID should be noted in the Excel spreadsheet
template.

We recommend to add the DUNS number and the VAT
number of the LE (these data are not mandatory).

Select and indicate the size of the LE. We strongly
recommend to check the Annex to the Commission
Recommendation 2003/361/EC because the selection has
legal consequences under REACH.




Lower part of the page
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Step 6 cont’d:

Add at least the mandatory information, i.e. phone
number, e-mail address (this can be a corporate or
(preferable) a functional e-mail address). It does not
have to be identical with the e-mail address of the
User Account (see step 4) and company address.

Once completed, click on “Next”.

Ilgnore the warning in the example. You will not get it
if you use a proper e-mail address.
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Step 7:

This has to be completed only if the Billing Address
(for example for the Registration Fee) is different
from the Company Address on the previous page.

Note the billing address in the Excel spreadsheet
template for future reference.

Click on “Next”.
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Step 8:
In this example the option “Billing Address =
Company Address” has been chosen.

The correct address has therefore been inserted
automatically.

Click on “Next”.
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Step 9:
This step can be skipped (like in this example).

If you wish to nominate additional contact persons,
fill in their contact details.

Click on “Next”.
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Step 10 (Validation):
On this page all information that you have entered
and the UUID of the LE are being repeated.

We recommend to check carefully all entries for their
accuracy and against the information entered into
the Excel spreadsheet template.
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Step 10 (Validation) cont’d:
See previous screenshot.

If the information is correct, click on “Next”.

If some information has to be changed, click on
“here” in the appropriate section. The original data-
entry screen will appear to allow for corrections.




Ccohcawe

Step 11:
Confirmation that the sign up procedure has been
completed successfully.

Note: Step 11 cont’d:

By clicking on “home” you can access the Company
(LE) page in REACH IT. The User ID of the User
Account is being shown here. You can copy it here
and paste it on the next page.

The “export” feature is not yet
operational . This step will
therefore have to be carried
out later. The Export File will
have to be incorporated into
IUCLIDS.
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Step 12:

Fill in or paste the User-ID and add the password as
shown and go through the security check at the

bottom of the page.

Then click on “Connect”.
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You are now on the Home Page of the Company (LE)!

By selecting “Pre-registration” you can now pre-
register substances (separate guidance will be
provided by CONCAWE).

We recommend to set up a second User Account
(select “User Account Management”) also with
Administrator rights and to add the details of the
second User Account to the Excel spreadsheet
template.
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