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Why register?

Registration certifies the transmission of documents and provides
the minimum metadata needed to trace the documents throughout
their lifecycle. Searching for documents in a timely and efficient
manner is important for the purpose of audits and legal proceedings
and for complying with the following rules or regulations:

Council Regulation (EC) No LO49/2001 regarding public access
to documents
Council Regulation (EU) 2015/496 as regards the deposit of the
historical archives of the institutions at the European
University Institute in Florence and its implementing rules

cerning access to one's own file
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What to register?

Documents to be registered are all (incomin g / outgoing)
communications that require an action or follow-up, regardless
of their medium (electronic, physical) and format (e-mails,
letters, web-forms).
Important communications which can be used as evidence in
case of an appeal, audit or dispute or could play a significant
role in the decision making process, should also be
reg istered .

O
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What not to register

. Generic invitations which do not require a reply

. Advertisements,

. Declarations of interest, commitment & confidentiality,

. "Thank you lettets", mass mailings and other mail for
information with no relevance to ECHA's activities/processes
(e.g . letters to su ppliers asking for na me or com pa ny cha nge) .

Internal emails exchange
Informal email exchange with externals
Communications which are not likely to be used as evidence in
case of an appeal, audit or dispute

o
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OocUments to be reglstered are all
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and format (e-mails, lefters, seb-
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be registered.

If some impodanl commuica6ons
are missing please cont:d the
Informadon Manaoement 6d*ant,

DocumenE E! covered by the registration requirementl

. Genedc invilations which do not require a reply.

. Dederstions ofinterast, commkmenr & €onfidendality,

. "Thank you leR€rs", mass mailings and olher mail ior informadon with no relelance
to ECIAb adivides/proceses (€.9, lefteE to supplie6 asking lor name or company
chang€).

HEIP US ttlpROVE
ECHNEN

L-lelllwhrettqslldh@Hd?

The default reglsration tool ls €CHAs Hail R€olsrry, However, more tT systems (e.9.
MCH{T, Remedy, ASC, oynamic Case) are accepted as re0lstr6doo systems based
on S\e minimun reglstradon m€tadata des€dbed ln Lls-0012. For a detalled llst of
what should be rcglstered where, Dlease dlckis,

Do€umenB should b€ re9lstered only ome usln0 one ofthe lndlcated ITsy4ems. The
reqist€r€d do€um€nt must be linked to ib m€tad3ta in a o€rmanen!:nd ltr-
diffcbh mann€r so as lo allow lhe un€quivocalidendffcadon of ihe document in the
future by an individual or depEdm€nt.
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Where to register

a

ECHA has various accepted registration systems. The minimum
registration requirements for a tool to be accepted are defined LIS- oL2

Registered documents have to be linked to their metadata in a
permanent and non-modifiable manner which allows the identification
of the document.

Documents should be registered only once (using the dedicated
registration tool)
. ECHA's *Mail Registry" is the registration tool to use, if no other tool

as been identified.
o I detailed list of what should be registered where, can be found on

SharePoint through ECHANeI. Click here

a
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Responsibilities
In general, the responsibilities for registering emails and letters are
defined by the relevant process owners.

Exception:

. The ECHA Information Desk registers all incoming mail that needs to
be registered in Remedy or the Mail Registry.

. More information in the following slides.
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Entry channels Postal ma

All postal mail arrives first at the InfoDesk

Certain standard mail is immediatly registered a nd/or dispatched (e.9.
contracts, invoices, letters about SME verificatioh, dnd ,,Helpdesk"
q uestions) .

Cases that are less standard are forwarded per internal mail to the
relevant recipient, and registered only at request.

number, which needs registration in one of the tools, send it back to
,,ECHA Mail Registration" for registration.

o

9echa.europa.eu



ffiECHA
EUROPEAN CHEMICALS AGENCY

Entry channels

a

O

Email

All emails arrive where the sender sent them to (functional mailboxes,
personal mailboxes)

It is for the relevant staff and services that set up a functional mailbox
to have them registered (and know who does it...).

for registration to ,,ECHA Mail Registration"

Ma il Reg istration" for rea llocation.

echa.europa.eu 10
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nIncom documentsI
The Info Desk in A2 is responsible for the registration of incoming
documents (paper or electronic) in the Mail Registry.

. They also send a weekly reminder of open assignemt for action

The secretaries/assistants of each unit are responsible for
. The timely follow-up of Mail Registry assignments to their unit,
. The correct completion of the datasheet,
. The reassignment of incoming mail that was allocated their unit due

to faulty instructions to the Info Desk.

o

a
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Outgoing and internal documents

The secretaries/assistants of each unit are responsible for the
registration of outgoing and internal mail (paper or electronic).
They need to
. Register the relevant document,
. Ensure that the data sheet is complete and correct, linked to earlier

entries (if applicable), and
. the relevant document uploaded (for documents that are stored

elsewhere, e.g. in REACH-IT, mention in the data sheet where it is
stored ) .

you need one to be added to the system, send a message to ,,ECHA Mail
Reg istration"

echa.europa.eu 13
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nL ks

Requester console (for access requests to create D and I numbers)
Mail Reoistrv (demo)
Instructions

o
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a

a

Remedy tickets (external questions)

The Info Desk in A2 is responsible for the registration of external
questions in Remedy.

The relevant units/teams that use Remedy for the processing of
questions to them are responsible for the handling of the request:
. Allocation to respondent (reallocation to InfoDesk)
. Development of reply
. Recording and completion of meta-data fields

echa.europa.eu 16
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Basics

Used for unsolicited questions and service requests from Industry, the
general public and MSCAs

Usually, submitted through ECHA s contact forms:
https : / / echa. eu ropa. eu/contact

One ticket (and reference number) for incoming question and outgoing
reply

Integrated email function that logs all incoming and outgoing mail
provided that:
. The ticket is not yet ,,Resolved" or,,Closed"
. Message to customer is sent from ,,ECHA support" or the Email

Advanced System

. Ticket number (INC) is mentioned in the subject line

echa.europa.eu L7
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a

Basics
Automatic email notifications about assignment of new and
follow-up questions.

Wcd 0'il09l2015 1416

ECHA Support
Urgency: 3-Medlum - Charles DICKINS has assigned the incident lNC00fiXm7508O to you

To BRlr'T lrie

S $te rcmoved ecra line brcak from thi: message.

Actrcn ltems

https://helLdesks. echa. europa. eu/arsys/servleuviewFormservletfform=NTEq63aNotffierS6erver=s-reach-vpre-Ol&eid= NTSOOOOOO824150

Incident IN
Summary:

C0OO0OO175O8O has Please check it.

Dear Sir/Hadam,

I hope you are well.

My name

We have an interest for h product in Europe and our manufacturer is in China. We would like to bring to Europe 4o00kg of this chemical fo
We are not REACH registered thb product and neither the manufacturer in China.
We are not sure whether thb business will be successful. therefore, would it be possible to bring 4 tone of this product for trial production or
Could we do such import under a PPORD? We will obviously regbter thk if production will be successful and we start selling this product but ts

Abs would you be able to tell me whether this product is chssed as hazardous? What b the current chssffication?

I would very appreciate some guidance and rules for thk product and such situation.

Thank you very much
Looking forward to hear from you
Kinde,st regards

echa.europa.eu 18



HECHA
EUROPEAN CHEMICALS AGENCY

(External) Remedy tickets
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(External) Remedy tickets
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(External) Remedy tickets
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o

Work information

Work detail
o All interaction

(internal/external)

Categ orization
o Topic of question (reporting)

Relationships
o Links to related tickets

Tasks
. On ly for spea king req uests

Date/System
o Statistical data

o Possibility to extend the
defa u lt dead line for the
ticket (e.9. after a holding
reply)

I entde retumed - I entries malched

General lnfor I ?_gequest Hi Triclry case here, I 1

Geneml lnfor ll_F2F_Reply ln tlre weeldy meetirqg IAU
General lnfor Reassignment sory,I.... Was really
Email Syster RE: lNCtl0{1000170545, Er INCO{XXIO{I170S$5. Enquir 2
EmailSyster RE: INC0O000O17{1545, Er |NCOOOO00170545, Enquir 1

Geneml lnfor Holding_Reply From: ECHA Support Sent

o{ilffi
O

o

a

o

Note
Itcsuld be thatthe

Genemllnfor Nnte
General lnfor Note

Categorization TasksWork Detail Relation*hips Date/SysEm

Hotes FType $urnmary

echa.europa.eu 22



TECHA
EUROPEAN CHEMICALS AGENCY

Replies

Develop reply (if necessary with support from other units)

Recording of all relevant Information

Send out of reply

Setting of correct meta-data (to ensure correct reporting)

a

a

a

a
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nL ks

Requester console (for access to e.g. the unit groups, please attach
the approval by your HoU)
Remedy
Instructions

a

o

a
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Outgoing communications

o Outgoing communications
(notes, letters, decisions) to
th ird pa rties a re sent th roug h
an IVAPP.

Each IVAPP creates an
outgoing binder after the
pu blish ing step.
The binder is visible under
the binders tab of the case
by selecting "outgoing" from
the registration type drop-
down list

tr
Dvrunurc Case

o

o UAT-DEFAl

Message of the day!

Login Form o
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Outgoing communications
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grse lrl'ormation
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Em ingestion

Email ingestion is a new Dynamic Case feature available since
Februa ry 2OI7 .It aims to register and store automatically the
important emails exchanged with registrants/other third parties
to the relevant case. This will enable Units to retrieve, in due
time, significant emails (plus their attachments) exchanged with
externals and at the same time avoid manual registration in SP
Mail Registry.

a il

o
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Em ingestion (live demo)a

a htt ecm-s:
u atlfa ces/ p ro cl inbox/i n box. xhtm I
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