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Abbreviations used in this document

Notifier: the person who introduces notification dossiers

FPS: Federal Public Service Public Health, Food Chain Safety and Environment, responsible for
the treatment of notification dossiers

FASFC: Federal Agency for the Security of the Food Chain, responsible for the control of
products on the Belgian market

Local admin: the user responsible for the management of the users of his/her organization and
can therefore add or remove users
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1  What and why ?

FOODSUP is an application that allows on-line notification of food supplements and fortified
foods. Comparing to the “paper” notification, FOODSUP only changes the way of
communication between the industry and the authorities and in-between the different authorities.
FOODSUP doesn’t change the notification procedure itself, nor does it change the legislation for
food supplements or fortified foods. Information about the legislation and the notification
procedure can be found on the website: www.health.belgium.be (=> Food safety => Foodstuffs
=> Food supplements).

Advantages of FOODSUP:
Less paper
- All data are directly saved in the FOODSUP-database
- All documents are available electronically
- Processing of dossiers is more transparent, easier, more efficient and faster
- Smoother communication

FOODSUP has 4 interfaces (see structure in Figure 1):
- Front-Office: can be used by notifiers to submit notification dossiers
- Back-Office: will be used by the FPS to treat notifications
- Extranet: gives FASFC read-only access to all details of all products

- Public Web Site: will replace the current list of notified products on the website of the
FPS

t Public Web Site §

[}

FoodSup
Front Office

Bill & Pay

oy FoodSup
BB Back Office

FoodSup

=
}/ = Enterpnse / \ Document

management

Figure 1: FOODSUP - structure
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2 General concepts

Over time, there can be several notifications for one product (for example when the composition
or labeling of a notified product changes). All versions of a notification dossier are saved in
FOODSUP. Therefore there will be a difference between the state of a notification and the state
of a product.

A notification can have 3 states:

- draft: notifier is encoding all details but has not yet submitted the dossier. The notifier can
make modifications, save the dossier and submit the dossier. Drafts are not visible for FPS
or FASFC.

- waiting for decision: the dossier has been submitted and has to be treated by the FPS. The
dossier is frozen and the notifier can not make modifications anymore.

- decided: the FPS has sent the letter of receipt.

At a given moment and for one and the same product, only one notification in the flow is allowed.
Therefore it will, for example, not be possible to have 2 “draft” notifications for 1 product, nor
will it be possible to create a new draft notification for a product when at the same time and for
that same product there is a notification “waiting for decision”.

Only, once the FPS has sent the letter of receipt for that product, it will be possible to create a
new notification for a product.

Obviously it is possible to have multiple “drafts” or notifications
concern different products.

<

‘waiting for decision” if they

A product can have 9 states:
- Ist notification waiting for decision
A notification for a new product has been introduced but not yet treated by the
administration.

- Attributed
Based on the last notification, a notification number has been granted.
- Not attributed
Based on the last notification, a notification number has not been granted.
- Not applicable
Based on the last notification, the product should not have been notified.
- Temporarily attributed
Based on the last notification, a notification number was attributed but only valid for three
months.

- Extended temporary attribution.
If a new notification has been submitted within less than three months after a notification
number was temporarily attributed, that temporary notification number stays valid until
the administration has treated the new notification.

- Expired after a temporary attribution
If 2 new notification has not been submitted within the three months after a notification
number was temporarily attributed, the notification number becomes invalid. If a
notification is submitted after more than three months after a notification number was
temporarily attributed, the product state will still be “Expired after a temporary
attribution”.
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- Withdrawn from the market by producer/importer/reseller:

The responsible has indicated that the product is not on the market anymore.
- Withdrawn by the administration

The administration has withdrawn the notification number.

In general the last notification for which a decision has been taken determines the state of the
product, except when the notification number was temporarily attributed or when the product has
been withdraw from the market.

The product state will not change when a new notification is created (“draft”) or is “waiting for
decision” (except for “extended temporary attribution”).

3 System requirements
FOODSUP has been developed to be wused with Internet Explorer 7 to 9.

FOODSUP will most probably work with other web browsers (for example: Mozilla Firefox), but
stability cannot be guaranteed.

After the login FOODSUP will open in a “pop-up”, therefore it might be necessary to specify in
the web browser that “pop-ups” are allowed if the warning would appear.

4 How to get access
FOODSUP can be found on following link: www.health.belgium.be/foodsup.

All users need a classic e-mail based login to enter FOODSUP.

Every organization using FOODSUP needs a “local admin-account”, this local admin-account can
only be created by the FPS and that only on request. The local admin is responsible for the
management of the users of his/her organization. Once the local admin-account has been created,
the responsible for the local admin-account can add or remove other users.

In order to get access three steps have to be followed:
1) The users have to create an account by registering
2) Specific rights have to be accorded
3) Login with email and password (FO-users cannot login with a token or electronic identity

card)

41 Register / create account

Users have to register on the website of the FPS before access can be given.

Registration can be done on following url: www.health.belgium.be/foodsup and after choosing
“Identification by e-mail and password”.
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Ic Ienhfcatmn vy e-mail and password

Figure 2: Click on "Identification by e-mail and password"

Mail |
Password |
Login |
Registl%r - Lost Password ?

Figure 3: Register

After clicking on “Register”, the user can encode his e-mail address and a chosen password.

Welcome on the registration screen of the FPS

In arder to register, you must provide an email address, that email addres= must be valid in order to receive yvour applicationz acceszes.
The password must be at least 7 characters long and contain at least one number, one upper case letter and one lower case letter,

LaduName |

First Name |

Email |
Language IFrench 'l
Password |

Confirm password |

Submit |

Figure 4: The registration screen
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Once all data have been encoded and the user clicks on “Submit” a confirmation screen will
appear. After that the user will receive an e-mail with a confirmation of the registration.

4.2  Getting access

4.2.1 Local admin

Each organization needs a local admin-account in order to be able to use FOODSUP.

The local admin is responsible for the management of the users of his/her organization and can
therefore add or remove users.

The one who has to be local admin for an organization should, after registration as described in
point 4.1, send the form in Annex I, completely filled in and signed, to the FPS.

(Federal Public Service Public Health, DG4, Service Food, FOODSUP, Eurostation II, Place
Victor Horta, 40 box 10, 1060 Brussels, Belgium).

A “Word”-version of this document can be downloaded on the website of the FPS.

Once the local-admin rights have been accorded, the local admin will receive a mail and he/she
will be able to log in (see point 9.2).

4.2.2 Other users

Other user should, after registration as described in point 4.1, contact their local admin who can
grant access.
When the local admin gives access, the user will receive some mails.

4.3 Login

Once access has been granted, the user can login with e-mail and password.
Therefore on the url www.health.belgium.be/foodsup, one has to choose again for “Identification
by e-mail and password”. Log in can be done after encoding email and password.

Mail |demo@health.belgium.|

Password :Iootooooo

Register - Lost ssn-ﬁ.ford ?

Figure 5: Log in into FOODSUP

Important remark: FO-users cannot login with a token or electronic identity card.
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4.3.1 Lost password

Users who lost their password can ask for a new one.

After clicking on “Identification by e-mail and password” and “Lost Password” a new password
can be requested.

Mail |
Password |

Register - Lost Passw&d ?

Figure 6: Lost password

Enter your email address below, we will send you a new password.

Email [demo@health belgium.|

Figure 7: Request a new password

The new password will be sent by mail to the indicated email address.

4.3.2 Change e-mail and password
After log in into FOODSUP the user can change his/her email address or password.

[FoodSup
Language TEST_ENVIRONMENT

FR | ML | EN
Vielcome pascale de gryse Chenge passnord Change mail

Figure 8: Change password

[FoodSup
Language TEST_ENVIRONMENT

FR | ML | EN

Vielcome pascale de gryse  Change password Change mal

Figure 9: Change email address

After changing password or e-mail the user will receive a mail with a confirmation.
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5 FOODSUP - Home screen
After logging in, the user sees the FOODSUP home screen.

The home screen allows to:

create notifications

o notifications for a new product: see point 6.1.1

o notifications for existing products (modify existing notification): see point 6.1.2
manage the details of the company: see point 7
manage the log-ins of a company: see point 8 (this button is only visible for “local
admins”
change the password: see point 4.3.2
change mail-address: see point 4.3.2
refresh the home screen
use filters (through a drop-down list)
search products based on their full name or a part of it (enter the search criteria and click
enter)
see a list of notifications in draft, for these notifications:

o the notification can be edited: see point 6.2

o the history of the product can be consulted: see point 6.5

o a PDF-document, containing all encoded data, can be generated: see point 6.2.1
see a list of notifications waiting for decision, for these notifications:

o the PDF-document containing all details can be downloaded: see point 6.3.2

o the history of the product can be consulted: see point 6.5

o the invoice can be downloaded: see point 6.3.2
see a list of notifications that have been treated by the administration, for these
notifications:

o the details can be consulted by clicking on view

o the history of the product can be consulted: see point 6.5

o it can be indicated that the product is no longer on the market: see point 6.6

N de
division

FoodSup
Langue TEST_ENVIRONMENT
FR | ML | EN
Bienvenue pascale de gryse Changement de mat de passe Changement de mal
Créer une notification paur un nouvea produit Gestion de [entreprise Gestion des utlisaters |
Actualiser
Entreprise | Tous ~] Division |Tous =] Nom du produit Personne de contact | Tous hd

Dossiers en préparation

Nom du produit

Statut du produit Personne de contact |Langus

Actions |

Ne de

2196 demo product 3 Ebauche Pascale De Gryse fr Editer Historique Ebauche

Produits en attente de conclusion

Date Introdut
e [Nom du prociit Statut du produt Personne de contact Langue [GRte | - IEEIE actons |
2135 dema product 1 1ére notification en attente de décision Pascale DeGryse  nl 03/01/2013 IN Facture Historique
Produits avec condlusion
Nede lyom du produit Statut du procuit Personne de contact |Langue |Date 0 Candusion Introduit |y yone
division conclusion viaFO
2196 demo product 2 Attribué Pascale De Gryse nl 30/01/2013 attribug Woir - Historique - Retirer du marche

Figure 10: Front office Home screen
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6 Notification

6.1 Create a new notification

Notifications can be created for new products and for already existing products.

6.1.1 Notification for a new product

A notification for a new product can be created by clicking on the button “create notification for
new product” on the home screen. After that, the following screen will appear.

Product name = |

Enterprise | pEMo comPany x|

Division = |pemo company x|
Create product | Close |

Figure 11: Create a new notification for a new product

Companies with more than one division in FOODSUP and consultants can, by means of the
drop-downs “enterprise” and “division”, indicate to whom the product belongs to (for more
information about multiple divisions and delegations to consultants see points 7.2 and 7.5).

Once the product name is encoded and one clicks “create product”, the new product is created
and the notification details can be encoded.

6.1.2 Notification for an existing product (i.e. modification of an existing notification)

To create a notification for an existing product, one should click “view” on the home screen to go
into the details of the notification. After that, a new notification can be created by clicking on
“modify the notification”.

Products with decisions

Condusion

DVSaN oot name ‘Pmduzt State |Cunta(( person = SUthg(Ed

condusion via
2196 dema product 2 Attributed PascaleDeGryse  nl 28/01/2013  attributed % History - Withdraw from market

Langu... Actions

Figure 12: open details of a notification

| Maodify the notification Histary Cancel
onsult the user guide on the wedtite of the FPS Public Health for more information.

Figure 13: Create a new notification for an existing product

When a notification for an existing product is created, all details (name, list of ingredients, details
on nutrients, plants, other substances, comments, ...) are copied into the new notification except
for the declarations of toxicity, stability, analysis and the annexes.
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6.2 Notification details

The details of a notification are divided into multiple tabs and in each of these tabs the same
actions are possible.

6.2.1 DPossible actions when a notification is in draft

While the user is encoding the details of a notification, following actions are possible:

- Save (recommendation: save regularly). The user can save the notification, leave
FOODSUP and work again on the draft later on.

- Submit: see point 6.3

- Delete notification: the notification will be deleted from the system. If the notification
concerns a new product, the product itself will be deleted from FOODSUP. If the
notification concerns an already existing product, the product (and the previous
notifications encoded in FOODSUP) will not be deleted from FOODSUP.

- View history: see point 6.5

- Cancel: go back to home screen (if one clicks cancel without saving, all modifications are

lost!)
Save | Submit | Delete notification History Cancel
IConsult the user guide on the website of the FPS Public Health for more information.

Figure 14: Actions in draft

While a notification is in draft it is possible to generate a PDF-document containing all encoded
data. Therefore the notification should be saved and the user should go back to the home screen.
The PDF-document can be generated by clicking on “draft” next to the name of the product.

Products in Draft

= ‘Pmduct name |Prnduct State |Cnr\ta(l persan ‘Langu . |Acﬁnr\s |

2196 demoproduct3 Draft fr Edt Hstory Draft

Figure 15: generating a PDF-document containing the details of a notification

6.2.2 Tab “Notification”

In tab “Notification”, following details are encoded:

- whether the product is a food supplement or a fortified food

- the language of the notification (this is a mandatory field), this is the language in which
ingredients will be shown in the following tabs

- the contact person for the notification (this is a mandatory field)

- the invoice address
If the notification concerns a food supplement notified for the first time, indicating the
invoice address is mandatory. The dropdown list shows all known invoice addresses.
Additional invoice addresses can be created trough “Enterprise Management” (see point
7.3).
Consultants will be able to indicate whether the invoice should be send to the consultant
or if it should be send to the company itself.
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- and comments can be made

Once a notification has been submitted, FOODSUP will send a confirmation by e-mail therefore,
the email addresses of the contact person and the invoice address must be known. Adding email
address can be done through “Enterprise Management” (see points 7.3 and 7.4)

Product

Product Mame |demo product 3 Division IDEMOCOrvIPAI‘-I'r' *| nr 2196 | 3| wersion 1 ProductState  Draft

Selected notification
Notification Mutritional Analysis Toxicity, stability and analysis

¥ Food Supplement
* Fortified Food

Created on 29012013 Submitted on Mot applicable
Language * |French j' Contact person Pascale De Gryse ¥

Invoice add; =
Comments nvoice address I LI

Status Draft Victor Hortaplein, 40 1060 - Bi

Figure 16: Notification details - tab “Notification”

6.2.3 Tab “Product”

In the tab “Product”, following details are encoded:
- Form: dropdown with predefined values
- Presentation (free text field)
- Packaging (free text field)
- Recommended daily portion (free text field)

Product
Product Mame | demo product 3 Division IDErvIOCOrvIPAI‘-I'r' 'I Mr 2196 | 3| wersion 1 Product State  Draft

Selected notification
Product [R——— Mutrients Plant P — Mutritional Analysis e e p—r— rre—

Describe the presentation, induding the amounts and the unit weight.

Form Itab\et hd
Presentation tablets of 673,% mg

Packaging 4blisters with 8 tablets in & bax
Recommended daily portion 1per day

Figure 17: Notification details - tab “Product”

6.2.4 Tab “Ingredients”

In the tab “Ingredients”, following details are encoded:
- the way ingredients are expressed (this is a mandatory field)
- all the ingredients of the product, their quantity, unit, function, ...
- and comments can be made (free text field at the bottom of the page)
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Product

Product Name |demo product 3 Division | DEMO COMPANY ] Nr 2196 | 3| version 1 ProductState  Draft

Selected notification

MNotification Product Ingredients Hutrients Plant Other Substances Nutritional Analysis Toxicity, stability and analysis Annexes

™ Ingredients and compasition will be provided by third party for reasons of confidentiality

Ingredient expressed per  |[[RSeeIRINERaSe R R RE A | of the product.

Selected ingredients

Qu. per
recommended
daily portion

Name Latin name E Number Used plant part Used preparation Unit Function Action

Figure 18: Notification details - tab “Ingredients”

The flag “ingredients and composition will be provided by a third party for reasons of
confidentiality” can be used by FO-users that submit notifications and for which another operator
will send the complete quantitative list of ingredients to the FPS.

In those cases FPS will encode the quantitative list of ingredients in FOODSUP and afterwards
these data will not be visible for all FO-users and therefore stay confidential.

In FOODSUP, ingredients are divided into 5 types:
- chemical forms of nutrients
- plants
- other substances
- additives
- other ingredients

Adding ingredients can be done by clicking the button “Add ingredient”. In that case a pop-up
screen will appear and one can search ingredients based on:

- name (or parts of a name)

- Latin name - only for plants (or parts of a Latin name)

- E-number - only for additives
Once one of the search fields has been filled in, clicking on “search” will give all the ingredients
known in FOODSUP fulfilling the search criterion.

Search ]
H%e eg| Latin name E Mumber Search Reset
Create Other Ingredient | Create Plant Create Other Substance |
Name |Latin name |E MNumber |Tvpe |Action |
phosphates de potassium E340 additif Add  View ﬂ
Polygala Polygala spp. plante Add  View
Baies roses, Poivre rose Schinus terebinthifolius Raddi. plante Add  View
éthyl ester malate de créatine autre substance Add
Flantain pudier, Plantain des Indes Flantagao avata Phil. plante Add
phasphates de magnésium E343 additif Add
Caulophyllum thalictroides {L.) Michx. Caulophyllum thalictroides {L.) Michx. plante Add
Fleur des elfes & grands fleurs Epimedium macranthum Marr. et Decne plante Add
jus de nectarine autre ingredient Add
Ipéca du Brésil Cephaelis ipecacuanha (Brot.) Tussac plante Add
Fleurate corne, Rolland d'abandance Fleurotus cornucaopize (Paulet ex Pers.) plante Add
Trale d' Europe Trollius europaeus L. plante Add
Alchémille des Alpes Alchemilla alpina L. plante Add
Amélanchier & fruits noirs, Aronie 3 frui... Aronia melanocarpa (Michx.) Elliott plante Add
Tricholome des peupliers Tricholoma populinum Lange plante Add v
Gymnema sylvestre (Retz.) R. Br. Ex 5... Gymnema sylvestre (Retz.) R. Br. Ex Schultes plante Add  Viey
Tréfle des prés, Tréfle rouge, Triclet Trifolium pratense L. plante Add  View
Pivoine blanche, Pivoine commune Paconia lactiflora Pall. plante Add
saccharomyces cerevisiae autre substance Add
sulfate de zinc mono-L-méthionine forme chimique du ... Add
Iactosivcérides E472b adcitf Add [

Figure 19: Notification details - adding ingredients
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By clicking “Add”, ingredients can be added to the list of ingredients in the notification details.

By clicking “View” the user can see information about the ingredient, for example for plants all
specifications in the royal decree on plants can be consulted.

[FoodSup

Language

FR | WL | EN

[ Name

TEST_ENVIRONMENT
Velcome pascale de gryss  Change passnord Change mail

Plant

Fr
]
En

De

Echinacée pourpre

Purperen rudbeckia, Rode zonnehoed

[~ Comment

Fr

]

En

De

aériennes de I plante Echir
publicitZ ne peut aveir com

3 purpurea (L) Moench,, ne peuvent étre mis dans le
mpnm e por ucmwmnhm e \Ethuelnue ou conséquence que la quantité ingérée soit supérieure

2 i Cauivalente & 23 dhrbe séchée.

Het gebruik van alle plantendelen is toegelaten. De voedingssupplementen waaraan de bovengrondse delen van de plant Echinacea purpurea (L.) Moench, werd toegevoegd, mogen siechts in de
handel gebracht worden ander d valgende voarwaarde: hetinnemen van d in de etikettering of in de redame aanbevalen dageliks te gebruiken partie ervan mag niet vaor gevalg hebben dat de
Haardoor ingenomen hoeveelheid hoger is dan de hoeveelheid equivalent met 2 g gedroogd kruid.

The use of al plant parts is allowed. The supplements to which the aerial parts of the plant Echinacea purpurea L. Moench, was added may only be marketed under the folawing conditons: taking the in
the labeling o advertising recommended daily dose may not have as result that the amount ingested exceeds the amount equivalent to 2 g of dried herb.

Latin
Name

Piant Type

™ wiid
™ cultivated

Echinacea purpurea L. Moench.
Pant >

[Cist1 ¥ Asterisk
I List 3

Cancel

Figure 20: Consulting details of an ingredient

Following ingredients are present in FOODSUP:

Chemical forms of nutrients

All authorized chemical forms are present in FOODSUP as well as chemical forms that
were used before a limitative list was foreseen in the legislation.

Plants

All plants in the annexes of the royal decree on 29 August 1997.

Additives

All additives in EU regulations.

Other substances / Other ingredients

All the ones present in notification dossiers already received.

The presence of an ingredient in FOODSUP does not necessarily mean that the use of that
ingredient is permitted in foods or food supplements.

Guidelines for encoding the list of ingredients:

paciNa 14

All ingredients are encoded separately (even in they were added through a mixture of
ingredients);

Ingredients are encoded by their specific name (name in the legislation) and not with their
commercial name (brand name);
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- If a mixture was added, details of the mixture should be encoded in the field comments
(on the bottom of the page), for example: mixture containing x% of ingredient XX, y% of
ingredient YY and z% of ingredient ZZ;

- Some ingredients are present in FOODSUP more than once, for example magnesium
chloride is present as additive and as chemical form, it is important to check the function
of the ingredient indicated in FOODSUP before adding the ingredient;

- For plants specifications about the extract should be encoded in the column “used
preparation” (for example: extract water 70% - ethanol 30%);

- Plants can be added more than once in the list of ingredients when different parts or
preparations are used.

Guidelines for searching ingredients:
- Por plants it is recommended to search on the Latin name;
- Por additives it is recommended to search on the E-number
- If an ingredient is not found, it might be usefull to modify slightly the search criterion and

try again.

If a user does not find an ingredient in FOODSUP, he can create one himself through the buttons
under the search criteria. Ingredients created by one of the FO-users will afterwards be processed
by the FPS. The FPS can approve the ingredient, and then all other FO-users will also be able to
select that ingredient. The FPS can reject the ingredient (for example if it already existed within
FOODSUP or if it has been created within the wrong type) and then the FPS will replace it the
existing one.

Creating new ingredients can be done by clicking on one of the buttons “create ...”. FO-users can
create plants, other substances and other ingredients themselves. Chemical forms of nutrients and
additives cannot be created by FO-users because for those types of ingredients the legislation
foresees limitative lists. For creating other substances and other ingredients at the name of the
ingredient in at least one language is mandatory. For plants the Latin name and type sort (plant or
fungus) are mandatory.

For the moment there is no button to edit a newly created ingredient. Therefore if a mistake
happened (typing error) the ingredient should be deleted and a new one can be created.

Other ingredient

[ Name

Nl

I Comment

N

save Cancel

Figure 21: Creating new compositional elements
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Once all ingredients of a product have been added, quantity, unit, function can be completed, and
for plants, the used plant part and the used preparation.

Product
Product Name |demo product 3 Division [DEMO coMpany =] nr 2196| / 3| version 1 ProductState  Draft

Selected notification
Ingredients MNutrients Plant Other Substances Nutritional Analysis Toxicity, stability and analysis Annexes

I™ Ingredients and composition will be provided by third party for reasans of confidentiality

Ingredient expressed per  |capsfiabljgel =] of the product,

Add Ingredient
Selected ingredients
Mame 457 |Latin name £ Mumber Used plant part Used preparation Eai;!fﬁ’hmg‘ Unit Function Action
acide L-ascorbigue 2.4 [miligram =] [actfingredient =]  view - Delete
amidon 10 Im\Higram LI Iing\ edient LI - Delete
cellulose E460 165 [miligram =l [bukingagent x| - Delete
dioxyde de silicium £551 4 [miligram x| [antcakingagerx]  view - Delete
Echinacée pourpre Echinacea purpurea L. Moench. herb dried plant 250 | milligram x| Jactfingredient x| View - Delets
propolis 50 Im\Higram ;I Iacu'f ingredient ;I iew - Delete
Echinacée & feuilles étraites Echinacea angustifolia DC. roat dried plant 117.5 [milligram x| [actifingredient =  view - Delete

Comments
Echinacea purpurea and Echinacea angustifolia are part of an Echinacea mixture

Figure 22: Notification details - tab “Ingredients” after filling in

6.2.5 Tab “Nutrients”

In the tab “Nutrients”, following details are encoded:

- the way the information is expressed, this value will also be used in the tab “Plants” and in
the tab “Other Substances”. This is a mandatory field that can only be modified trough
the tab “Nutrients”, so even if the product does not contain nutrients this field must be
filled in.

- quantity and unit of the nutrient

- % of recommended daily intake

- and comments can be made

If the ingredient list contains chemical forms, the nutrients linked to that chemical form will be
automatically filled added the tab “Nutrients”. However it is possible to delete those nutrients. Be
aware that if a nutrient is deleted, the corresponding chemical form(s) will not be deleted in the
tab “Ingredients”. It is also possible to add other nutrients, this will also not have any impact on
the tab “Ingredients”. Therefore all possible necessary modifications in the list ingredients have to
be done by the user himself in the tab “Ingredients”.

Quantities will not be copied from the tab ingredients, this because the quantity of the ingredient
is not necessarily the same as the quantity of the nutrient (for example for B-caroteen there is a
conversion factor or the ingredient list can contain more than one chemical form of the same
nutrient).
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Product

Product Name |demao product 3 Division IDEMO COMPANT x| nr 2196, | 3| wersion 1 ProductState  Draft

Selected notification

MNotification Product Ingredients Nutrients Plant Other Substances MNutritional Analysis Toxicity, stability and analysis Annexes
Mutrients expressed per | recommended daily portion =] of the product.
Add nutrient

Selected nutrients

Mame Scientific name el Al Be RE TR Unit % RDA Actian

daily portion
witamine C acide L-ascorbique 30 |mil\igram LI 100 | View - Delete

Figure 23: Notification details - tab “Nutrients”

6.2.6 Tab “Plants”

In the tab “Plants” following details are encoded:
- the way the information is expressed, which is the same as in the tab “Nutrients”. This is a
mandatory field that can only be encoded in the tab “Nutrients”.
- quantity and unit dry plant
- active substances
- aconfirmation that all active substances have been specified
- and comments can be made

If the list of ingredients contains plants for which their function is “active ingredient”, they will be
automatically filled in in the list of plants. Adding or deleting plants in this tab can only be done by
changing the details in the list of ingredients. Plants with function “ingredient” or any other
function will not be added to the list of plants in the tab “Plants”.

Together with the name of the plant, the used plant part and the used preparation are copied from
the list of ingredients. The fields “Quantity dry plant” and “Unit dry plant” are not copied. This
because the quantity of the preparation used in the product is not necessary equal to its equivalent
of dry plant and for some plants the royal decree on plants foresees limits expressed as “equivalent
of dry plant”. For those plants the fields “Quantity dry plant” and “Unit dry plant” must be filled
in.

In order to specify active substance, the plant has to be selected (click on it) and then active
substances can be added after clicking on the button “add”. The way of searching and selecting
active substance is similar to adding ingredients. Active substances will never be added
automatically by the system. Searches should be done based on the name of the substances and
not on the name of the plant.

As long as the pop-up for adding active substances has not been closed, the substances that are
added will be linked to the plant that was selected before the pop-up was opened. If active
substances have to be linked to another plant, the pop-up should be closed, the other plant should
be selected and the use should click on the button “add” again.

If active substances are not found, the user can create active substances, which is also similar to
creating new ingredient.

Once an active substance is added, the quantity and unit can be specified.
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Existing active substances B

Mame |polyph @ Reset

Create Active Susbtance |

French name |Dutch name |Act’0n
polyphénols palyfenclen Add  View

Figure 24: Notification details - adding active substances

Product
Product Name [demo product 3 Division [DEMO COMPANY (=] Nt 2196| | 3| version 1 ProductState  Draft
Selected notification
Notification Product Ingredients Hutrients Plant Other Substances Nutritional Analysis Toxicity, stability and analysis Annexes

All plants with function 'Active Ingredient’ in the list of ingredients are listed here. If a plant is missing, please correct under the tab 'Ingredients’

Substances expressed per jon x| of the product.

I 1 confirm that all active substances of all plants have been spedified.
Selected Plants (from tab ingredients)

Qu. dry plant per

Latin name French name Dutch name Used plant part Used preparation recommended daily Uniit dry plant Action ‘
portion
Echinacea angustifolia DC. Echinacée a feuilles étroites Kogelbloem, Rode zonnebloem root dried plant 117.5  [milligram =l view
Echinacea purpurea L. Moench. Echinacée pourpre Purperen rudbeckia, Rode zonnehoed  herb dried plant 250 | miligram ~]| Wiew
Add active substance Active substances can only be added once a plant is selected.
Selected active substances
Latin name Used plantpart |Name Oty Active Substance per recommended |, s Action
daily portion
Echinacea angustifolia DC. root polyphénols 13 [miigam =] view - Delete
Echinacea purpurea L. Moench. herb polyphénals 10 [ miigram =] View = Delete

Comments

Figure 25: Notification details - tab “Plants”

Important: the flag “I confirm that all active substances of all plants have been specified” is a
mandatory field for products containing plants for which in the ingredient list their function is
“active ingredient”. Without confirming, it will not be possible to submit the notification.

6.2.7 ‘Tab “Other Substances”

In the tab “Other Substances”, following details are encoded:
- the way the information is expressed, which is the same as in the tab “Nutrients”. This is a
mandatory field that can only be encoded in the tab “Nutrients”.
- quantity and unit of the other substance

- and comments can be made (this field can also be used to indicate the origin of the other
substances)

If the ingredient list contains other substances, they will be automatically added in the tab “Other
Substances”. However it is possible to delete those other substances, to add other ones or to
create new ones. Be aware that when other substances are deleted or added, this will not provoke
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any automatic changes in the list of ingredients. Therefore possible necessary modifications in the
list ingredients have to be done by the user himself in the tab “Ingredients”.

Quantities will not be copied from the tab “Ingredients”, this because the quantity of the
ingredient is not necessarily the same as the quantity of the other substance (for example the
ingredient list can contain more than source of the same other substance).

Product

Product Name |demo product 3 Division IDEI\'WOCOI\'IPAI-J'T' x| M 2196 [ 3| wversion 1 ProductState  Draft

Selected notification

Motification Product Ingredients Mutrients Plant Other Subsﬁues Mutritional Analysis Toxicity, stability and analysis Annexes
Other substances expressed per Ile-:ummended daily portion 'I of the product.
Add other substance

Selected other Substances
Qty Other Substance per recommended
daily portion

propolis 50 Im\l\igram ;I View - Delete

Mame Unit

Action |

Figure 26: Notification details - tab “Other Substances”

6.2.8 Tab “Nutritional Analysis”

In the tab “Nutritional Analysis”, following details are encoded:
- the way the nutritional analysis is encoded
- energy
- carbohydrates
- proteins
- fats
- and comments can be made

Product
Product Name | demo product 3 Division lm Nr 2196 | 3| wversion 1 Product State  Draft
Selected notification
Notification Product Ingredients Mutrients Plant Other Substances Nutritional Analysis Toxicity, stability and analysis Annexes
Nutritional analysis expressed per Iﬁ (after preparation following instructions of the producer) %
Energy in keal 6 keal
Energy in kJ 27 ka
Carbohydrates 1 %
Proteins 1 %

Fats 1 %

Comments

Figure 27: Notification details — tab “Nutritional Analysis”
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6.2.9 Tab “Toxicity, stability and analysis”

In the tab “Toxicity, stability and analysis”, the necessary guarantees about toxicity, stability and
analysis should be made.
Guaranties from the notifier are enough, it is not necessary to add a copy of all literature studies.

Product

Product Name |demo product 3 Division |DEMO COMPANY =] Nr 2196 | 3| wersion 1 Product State Draft

Selected notification
Notification Product Ingredients Mutrients Plant Other Substances Mutritional Analysis Toxicity, stability and analysis
Toxicity data The non-toxicity of the product is guaranteed based on: [%
" tests on the final product
% ather (to spedfy in the field comments)

Comments bibliographic data {see listin the annexes)

Stability Data The stability of the product is guaranteed based on:
¥ tests on the final product
™ other (to specify in the field comments)
Comments

[¥ wie undertake to carry out frequent random analyses and to keep the results available for the Federal Agency for the Safety of the Food Chain

Figure 28: Notification details — tab “Toxicity, stability and analysis”

Important: without choosing an option for toxicity and stability or confirming that analysis will be
done at regular and variable moments, it will not be possible to submit the notification.

6.2.10 'Tab “Annexes”

In the tab “Annexes”, the labeling and other important documents can be uploaded by clicking
“upload”. There is no limit for the size of the uploaded annexes. However uploading very big
annexes can take a very long time (and provoke a time out error), therefore users are
recommended to limit the size of the annexes a much as possible.

Upload [}

File name

*annex Type

Short description

labeling
other
leafiet

* File analysis report — Bladeren I
proof of payment

scientific dossier

info Movel Food Upload | Cancel |

info stability 4
info toxicity

Figure 29: Notification details - uploading annexes - possible types of annexes
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Upload ]

Filz name | label

* Annex Type | labeling =]

Short description labelling of the product

*File |C:'\Documents and Settings'poe'De - Bladeren... I
W Cancel

Figure 30: Notification details - uploading annexes

If the notification dossier does not contain an annex of type labeling, the user will receive a
warning while submitting the dossier.

6.3  Submitting the notification
Once the notification is finalized, it should be submitted.

Be aware that once a notification has been submitted:
- the state of the notification changes from “draft” into “waiting for decision”
- itis no longer possible to make modifications to that notification what so ever

- itis also not possible to create another notification for that product as long as the FPS has
not sent the letter of receipt.

6.3.1 Validations

FOODSUP will perform some validations on the notification when it submitted and inform the
user about elements that are missing.

There are two types of messages:

- Blocking errors: @ With this kind of messages, it will not be possible to submit the
dossiet.

- Gentile warnings: & The user will be warned but can ignore the message and submit the
notification anyway.

Product

Product Name | demo product 3 Division IDEMOCOMFAN\' x| nr 2196 3| wversion 1 ProductState Draft

Selected notification

Mutritional Analysis Toxicity, stability and analysis @ Errors

@ Error

Messages for this page are listed below.
@ Plant | Checkbox 'T confirm that all active substances of all plants have been specified' must be checked

&\ Tngredients | Gne or more quantities or unities have not been filed in {or equals 0).

Figure 31: Messages at submit
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The first part of the message indicates the tab where the information is missing, the second part
gives more specific information.

Blocking errors happen when following fields have not been filled in:

contact person or when his email address is not known in FOODSUP

invoice address (for the first notification of a food supplement) or when its email address
is not known in FOODSUP

the way ingredients are expressed in the tab “Ingredients”

the way data are expressed in the tab “Nutrients”

the guarantee that all active substance from plants have been specified (if the list of
ingredients contains plants with function “active ingredient”)

one of the toxicity options

one of the stability options

the declaration about analyzing the product

Warning errors happen when:

no ingredients have been selected
quantities, units have not been filled in
the labeling has not been uploaded.

6.3.2 Confirmations

The user will always be asked to confirm the submission.

Confirm submit

Cancel

T

igure 32: Confirm submission

(i) Information <]

Motification has been submitted succesfully

|
ad

Figure 33: Confirmation that the notification has been submitted

When a notification has successfully been submitted a pop-up appears on the screen and the
contact person and the local admin of the responsible will receive an e-mail confirming the
submission of the notification. FOODSUP will create a PDF-document containing all the details
(except the list of uploaded documents) of the notification that was submitted. This PDF, which is
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called “IN”, will be sent by mail and will be consultable through the list of notifications “waiting
for decision” in the home screen.

If the notification concerns a food supplement that is notified for the first time, the invoice will be
sent to the mail address that is linked to the invoice address and a copy will be send to the contact
person. The invoice can also be consulted through the list of notifications “waiting for decision”
in the home screen. The invoice will contain the reference that should be used for the payment of
the notification.

6.3.3 Possible actions when a notification has been submitted

When the notification has been submitted and is waiting for treatment by the FPS, following
actions are possible:

- a PDF-document containing all details can be downloaded

- the history of the product can be consulted: see point 6.5

- for food supplements notified for the first time, the invoice can be downloaded
It will not be possible to make modifications to that notification, nor will it be possible to create
another notification for that product as long as the FPS has not sent the letter of receipt.

Products waiting for decision

Division Date Submitted
T Product name Product State Contact person Langu... submitted ia FO Actions

2196 demo product 1 1st notification waiting for decision Pascale De Gryse nl 03/01/2013 IN Invoice History
2196 demo product 2 1st notification waiting for decision Pascale De Gryse nl 03/01/2013 IN History

Figure 34: Home screen once notification has been submitted

6.4 Letter of receipt

Once the FPS has finished treating the dossier, the letter of receipt will be sent.

The letter of receipt will be sent by e-mail to the contact person and to the local admin of the
responsible. At the same time a PDF “NAE” will be created, containing all notification details
after treatment by the FPS. The electronic letter of receipt will not contain a signature, the signed
letter of receipt will be sent on paper by the post.

Once the letter of receipt has been sent, the product will be visible in the list of “products with
decision”. After clicking on “Edit” all product details will be visible, as well as, in the annexes, the
PDF “NAE” and the letter of receipt.

Selected notification
Toxicity, stability and analysis Annexes
Upload

File type |F|Ia name |5hort description |Act|on |

notification after evaluation Report - 141517 - NAE Download

letter of receipt Report - 141517 - RECEIPT Download

invoice Report - 287 - INVOICE Download

introduced notification Report - 141517 - I Download

other analysis report Download

labeling label Download

Figure 35: Annexes after treatment by the FPS
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6.5 View history

Over time, there can be several notifications for one product (for example when the composition

or labeling of a notified product changes). All versions of a notification dossier are saved in
FOODSUP.

The history of a product can be consulted by clicking on “history” next to the product in the list
on the home screen or when the details of a product are opened.

Products with decisions

DISIoN | prodiuct name
nbr

Product State
2196 demo product 2 Attributed

Date submitted
-8 Canclusion via FO

Pascale DeGryse 1l /01/2013  attributed View - Hisory - Withdraw from market

Contact person

Condusion Actions

Figure 36: Consult the history of the product through the home screen

Create new notification | Cancel
IConsult the user guide on the website of the FPS k blic Health for more information.

Figure 37: Consult the history of the product through the details

History

Enterprise nbr 2196 Product name demo product 2 Division DEMO COMPANY
Product nbr 2 Version 2

Version |5u|:umit date |5eru:| Date |C|:un|:|usi|:|n Actions

1 03/01/2013 23/01/2013 attributed View

Z 30/01/2013 In progress

Y [ »]

or<|

Figure 38: History of the product

The details of a notification can only be opened when the history of the product is called from the
home screen. When the history is called from the details of a product, the previous notification
cannot be opened (because a notification is already open).

6.6 Withdrawn from market

The user can indicate that a product isn’t brought on the market anymore and can also indicate
from what date that will be the case. When no date is encoded, FOODSUP will use the current
date.

Be aware that there is no way to undo “withdraw” except by submitting a new notification.

Products with state “withdrawn” will not be visible in the WWW-module as from the date that
was indicated.
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Are you sure you want to withdraw this product from the market? ]

In order to bring the product back on the market, you will need to create a new notification!

Date from |

4 |1anuary  x]|2013 El ] Ok | Cancel

SUM MOM TUE WED THU FRI SAT
20 21 1 2 3 2
] ¥ =] 9 10 12
iz 14 19
20 21 26
27 238 2

Figure 39: Withdraw from market

7  Management of Enterprise details
The details of a company are divided in multiple tabs.

7.1  Tab “Enterprise Detail”

The tab “Enterprise detail” contains all information about the company amongst others the name,
KBO/BCE-number, address...

The user will be able to change the information, but new companies can only be created by the
FPS. For companies that work as consultant, a special flag is foreseen.

In order to fill in the field “KBO/BCE Number, only digits are accepted (the “BE” shouldn’t be
encoded nor the “-7).

The field “local admin email” will only be visible for people who are local admin, other users will
not be able to see this field.
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Enterprise Detail Divisions Invoicing Contact Persons Delegations
Enterprise name = |DEMO COMPAMY
KBO/BCE Mumber (for Belgian -

- 0884233786
enterprises)

VAT number (for foreign enterprises)

Belgian KBO/BCE-number naot known [ r
Faoreign company

Language = I English = I

Legal Address

Victor Hortaplein

Street

Mr * |40

Box MNr 10

City * |BRUSSEL
FipCode * | 1060
Country *= | BELGIUM =]
Email

Website

Tel

Mobile phone

Fax

Functions as a consultant |

Local admin email

Save Save and Close Cancel

Figure 40: Enterprise details — tab “Enterprise Detail”

7.2 Tab “Divisions”

The tab “Divisions” contains all divisions of a company. If a company (known in FOODSUP)
takes over another company (also known in FOODSUP), the one that has been taken over
becomes a division of the first one. Creating and transferring divisions will only be done by FPS.
The form to request a transfer of a division has be included in Annex 4 (a “Word”-version can be
downloaded on the website of the FPS).

PAGINA 20

versie van 26/02/2013



. federale overheidsdienst

VOLKSGEZONDHEID,
VEILIGHEID VAN DE VOEDSELKETEN
EN LEEFMILIEU

Enterprise Detail DWiSioT% Invoicing Contact Persons Delegations

Mame |Nbr |Prl:uvincia| Unit |Ach’0n
DEMO COMPANY 2196 AFSCA Siége Central - FAVV Hoofd... View - Edit
TAKEM OVER BY DEMO 2198 AFSCA Sigge Central - FAVV Hoofd... View - Edit

Figure 41: Enterprise details - tab “Divisions”

7.3 Tab “Invoicing”

The tab “Invoicing” will contain all billing addresses. New billing addresses can be added or the
existing ones can be changed.

Enterprise Detail Divisions Invoicing Contact Persons Delegations

Email |Sveet |Nr |ZipC0de |Cit‘.-’ Country Action
facturatie @democompany.be Victor Hortaplein 40 1060 BRUSSEL BELGIUM View - Edit
Create

Figure 42: Enterprise details - tab “Invoicing”

7.4 Tab “Contact Persons”

The tab “Contact Persons” will contain all contact persons. New contact persons can be added or
the existing ones can be changed.

Enterprise Detail Divisions Invoicing Contact P&rsons

Firstname |Lash1ame ‘Email |5teet |Nr |ZiDCDde City Country |Achon
Pascale De Gryss pascale.degryse@... Victor Hortaplein 40 1060 BRUSSEL BELGIUM View - Edit
Create

Figure 43: Enterprise details - tab “Contact Persons”

7.5 Tab “Delegations”

Responsible companies can appeal to a consultant for notifying food supplements and fortified
foods. In the tab “Enterprise Details” it can be indicated that one operates as consultant.

There are two possibilities for a responsible to give a delegation to a consultant:

1) Simple delegation

Once a simple delegation is given, the consultant will be able to notify new products but has no
access what so ever to already existing products of the company. The consultant can create new
products and will have access to the products he created (and can create new notifications for
those products). However he has access only as long as the responsible has not stopped the
delegation.

To create a simple delegation click “add” in the tab “Delegations”, after that a consultant can be
chosen in the list of all companies known in FOODSUP functioning as consultant.
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The list in the dropdown box, only contains the consultants known in FOODSUP. The presence
of a consultant in this list, does not restrain any responsibility of the FPS Public Health nor is it a
recognition of expertise or experience.

* Delegation to [CONSULTANT =]

This is the list of consultants known in FOODSUP, The presence of a consultant in this list, does not restrain any responsibility of the FPS Public Health, nor is it a recognition of expertise or experience
|Nama Mr Division |Product name |Contact person ‘Language |Conc\usion

T DEMO COMPANY 2196 demo product 1 Pascale De Gryse nl

I DEMO COMPANY 219 demo product 2 Pascale De Gryse nl attributed

[T DEMO COMPANY 2136 demo product 3 Pascale De Gryse nl

Save Cancel

Figure 44: Enterprise details - simple delegation

2) Product-specific delegation

Once a simple delegation has been given, a product-specific delegation can be given by clicking
next to the products for which a delegation needs to be given. In that case a consultant gets access
to the whole history of the product, that means that he can see all notifications for that product
(even the ones dating from before he was consultant).

= DElEgatlnn& COMNSULTANT fid

This is the list of cor £l nown in any responsibility of the FPS Public Health, nor is it a recognition of expertise or experience,

‘Name Mr Division |Prnduct name ‘Cnntact person |Language |Cnntlus|nn
T DEMO COMPANY 2136 demo product 1 Pascale De Gryse nl
¥ DEMO COMPANY 219% demo product 2 Pascale De Gryse nl attributed
¥ DEMO COMPANY 2196 demo product 3 Pascale De Gryse fr

Save Save and Close: | Cancel |

Figure 45: Enterprise management — product-specific delegation

Both simple and product-specific delegations can be stopped at any time. If one clicks “stop” in
the list of delegations both simple and product-specific delegations will be stopped. Stopping one
or several product-specific delegations can be done by clicking view and unflagging next to the
concerned product (do not forget to save).

Enterprise Detail Divisions Invoicing Contact Persons Delegations
Delegations to consultant companies  Add

Consultant Company Mame |Started on |Nhr of products Action
COMSULTANT 1/30/2013 L View - Edit - Smi

Figure 46: Enterprise management - stopping delegations

When a consultant uses FOODSUP but the company he is working for doesn’t, delegations can
be encoded in FOODSUP by the FPS. The form in annex 3 should be filled in and signed by the
responsible company and then be sent to the FPS (Federal Public Service Public Health, DG4,
Service Food, FOODSUP, Eurostation II, Place Victor Horta, 40 box 10, 1060 Brussels,
Belgium). A “Word”-version of this document can be downloaded on the website of the FPS.
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8 Management of log-ins

Users can be added after clicking on “Admin Org Management” on the home screen on
FOODSUP. Only the local admin has the rights to add users, therefore this button is only
available for the local admin.

In order to add a new user, click “Add User”.

Admin Organization V1.5 20120811  TEST_ENVIRONMEMNT_FOODSUP
DEMO COMPANY
User management
User list
I Name [ First name [ E-Mail
0 de gryse pascale degrysepascale@gmail.com
| Add User'\y Delete || Management of the accesses |
L

Figure 47: Home screen user management

In order to add the new uset, the email address of the user has to be filled in, after that click “add
uset”.

Important remark: Before the local admin can add a user, this user has to registered following the
description in point 4.1.

Admin Organization V1.5 20120911 TEST_ENVIRONMENMT_FOODSLUP

DEMO COMPANY
User management

Register a new user

Email |ert@gezondheid helgie.be

Cnddvser | bock

Figure 48: Add a new user

If the user was added successfully, a confirmation screen will appear and the user will receive an
email.
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Admin Organization W 1.5 20120911 TEST_ENVIRONMENT_FOODSUP

DEMO COMPANY
User management

Confirm the addition of a user

heyvaert els

The data for this user have been added

Figure 49: Confirmation after adding a user

Once the user was added specific access rights have to be given. Therefore click “Back” in the
confirmation screen.

Specific access right are given by selecting the user and by clicking on “Management of the
accesses”.

Admin Organization Vv 1.5: 20120811 TEST_ENVIRONMENT_FOODSUP

DEMO COMPANY
User management
User list
| Name | First name | E-Mail
 de gryse pascale degrysepascale@gmail.com
(¢ heyvaert els els.heyvaert@gezondheid.belgie.be
| Add User || Delete || Management of the accesses [

Figure 50: Select user in order to give specific access rights

After clicking on “Management of the accesses” the screen “Allocation of authorisations —
applications — for a user” will open, there the flag “FRONT_OFFICE Role management” should

be flagged, after that click on “Validate”. After clicking on “Validate” a confirmation screen will
open.
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Admin Organization W 1.5 20120911  TEST_EMVIRONMEMNT_FOODSUP

DEMD COMPANY
User management

Allocation of authorisations - applications - for a user

Selected user : heyvaert els

¥ FRONT_CFFICE Role management

Figure 51: Give access

Admin Organization W 1.5: 20120911 TEST_ENVIRONMENT_FOODSUP

DEMD COMPANY
User management

Confirmation of the changes of the authorisations - applications - user

heyvaert el

The authorisations for this user have been modified

Figure 52: Confirmation screen

After clicking on “Back” the role itself has to be accorded. This is done by clicking on “Role
management”. In the screen that opens the flag “FO-user” should be flagged and after that one
schould click on “Validate”.

paciNa 31
versie van 26/02/2013




. federale overheidsdienst
VOLKSGEZONDHEID,
VEILIGHEID VAN DE VOEDSELKETEN
EN LEEFMILIEU

Admin Organization W 1.5: 20120911 TEST_ENVIRONMEMNT_FOODSUP

DEMO COMPANY
User management

Allocation of authorisations - applications - for a user

Selected user : heyvaert els

¥ FRONT_OFFICE Role management

Figure 53: Management of roles

Admin Organization W 1.5 : 20120911 TEST_EMNVIROMMENT_FOODSUP

DEMO COMPANY
User management

Allocation of the authorisations - roles - for a user

Selected user : heyvaert els

¥ FO_USER

Figure 54: Specify role

After clicking on “Validate” again a confirmation screen will open.

;

Admin Organization W 1.5 20120911 TEST_ENVIRONMENT_FOODSUP

DEMO COMPANY
User management

Confirmation of the modification of the authorisations - roles - user

heyvaert els

The autherisations for this user has been medified

Figure 55: Confirmation screen
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Once this confirmation screen opens, the application for user management can be closed or one
can go back to the home screen of user management by clicking on the “back”-buttons.

Be aware that if not all flags are flagged, the user will not have full access to the home screen of
FOODSUP. During the procedure of adding a new user and giving all right the user will receive
three mails in total.

9 AOB

9.1 Data security protection

Have access to the data encoded in FOODSUP:
- FPS: has access to all data in FOODSUP
- FASFC: has access to all data (read-only) in FOODSUP
- All login accounts of responsible: every user (log-in) linked to an organization can see all
the notifications of that company as well as the details of the company
- All login accounts of consultant: For more information about delegations to consultants
see point 7.5.

An FO-user can notify products for which the complete quantitative list of ingredients is send to
the FPS by another operator. For these cases where the quantitative data are confidential, the field
“ingredients and composition will be provided by a third party for reasons of confidentiality” has
to be flagged. In those cases the FPS will encode the quantitative list of ingredients in FOODSUP
and afterwards these data will not be visible for any of the FO-users and therefore stay
confidential.

9.2 Mails sent and documents created by FOODSUP

When access-rights are given, FOODSUP will send mails to:
- Local admin: When the local admin is cteated, the one who owns the local admin-account
will receive a mail. Once the mail is sent, the local admin can log in.
- Other users: when the local admin gives access to other users, three mails will be sent.
Once all three mails have been sent, the other user can log in.

FOODSUP will also send mails when:
- the user changes his/her e-mail address or password
- anotification is submitted (see also point 6.3.2):

o an e-mail containing the “IN” will be sent to the contact person and the local
admin of the responsible company. The “IN” is a PDF-document containing all
details of the notification that was submitted. The “IN” does not contain a list of
the uploaded documents.

o an e-mail containing the invoice will be sent to the email address linked to the
invoice address and a copy will be sent to the contact person. The invoice
contains the reference that should be used for the payment of the notification.

- the FPS has finished the treatment of the notification (see also point 6.4):
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The letter of receipt and the PDF “NAE” will be sent to the contact person and
the local admin of the responsible company. The “NAE” is a PDF-document
containing all details of a notification after treatment by the FPS. The electronic
letter of receipt will not contain a signature, the signed letter of receipt will be sent
on paper by the post.

For notifications that are not submitted through the FOODSUP Front Office (but on paper),
FOODSUP will not send any email.

9.3 Tips and tricks (READ ME)

9.3.1 Navigation through FOODSUP

By clicking “Cancel” on the bottom of each page, the user can go back to the home screen. By
clicking on “Cancel” modifications are not saved. Modifications will only be saved by clicking on
“Save”. (So first click “save” then “cancel”). Some pages however have a “Save and Close”-
button.

In order to leave FOODSUP, the user should close the browser.

/7 https:/ ftapplb.health belgium be /foodsup,/faces /private/ _[= ‘g
FoodSup
Language TEST_ENVIRONMENT

FR [N | EN

Welcome pascale de gryse Change passward Change mail

Create notification for new product | Enterprise managament Admin Org Management

Refiesh |

Figure 56: Leaving FOODSUP

The usual buttons for navigations (&) have been blocked. By using these buttons and going to
the previous page, users would (accidently) leave FOODSUP.

9.3.2 Before submitting the first notification

It is advised to check all data (address, phone-number, email addresses, ...) about the company
and to add the e-mail address of the contact persons, invoice address and local admin.

9.3.3 Downtime

In order to upgrade FOODSUP or for maintenance, it might be necessary to put it down.
Downtime will be announced on the website near the url to FOODSUP and all other documents
concerning FOODSUP.

9.3.4 Downloading documents

Depending on the settings of the web browser, downloading documents may be blocked.
If the Information Bar does not appear, you can change the setting that controls automatic
download blocking:

1) In Internet Explorer, click “Tools”, and then “Internet Options”.
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2) In the “Internet Options” dialog box, from the Security tab, select the “Internet zone”,
and then click “Custom level...” .

3) Scroll down to "Downloads". Under "Automatic prompting for file downloads", select
Enable.

9.4 FAQ

Which products are visible in the WWW-module?

The WWW-module only shows products for which a notification number has been granted,
however products for which it has been indicated that they are withdrawn from the market are not
visible.

The WWW-module only shows the name of the product, the name of the responsible and the
notification number. The WWW-module is update in real-time.

Why are there no warnings for ingredients/nutrients/active substances/... that are overdosed but

only technical validations when a notification is submitted?
This is a very deliberate decision made during the analysis before FOODSUP was developed. The
main elements that have led to this decision:

- the way limits are expressed in the legislation: some limits are expressed per daily portion,
others by kg, 1, ... of the product, some limits are applicable on the product as such, other
on the product after preparation following the instructions of the responsible, ...

- the way data are encoded: in order to implement a check on the composition of a product,
FOODSUP would need much more structured and mandatory fields than it is the case
now.

My account has been blocked...

When the user encodes three times the wrong password, the account will be blocked. After half an
hour the account will be unblocked and a new password can be asked through the lost password
module (see point 4.3.1).

I do not succeed to submit my notification because of error-messages.
See point 6.3.1

Can I put * or % for searches?
No

How to do with packs ?

With “Pack” we understand one product (packaging) that consists of more than one product, for
example capsules for the morning and capsules for the evening. As every list of ingredients has to
be encoded separately, those products have to be encoded as two separate products and a
difference needs to made in the name of the product for example XXX [pack 1/2] and XXX
[pack 2/2]. Both products will therefore have a different notification number (which was not the
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case before). If the products are never going to be sold separately, only one invoice should be

paid.

Why can’t I download or open a document after uploading a document?
The following error message can appear if immediately after uploading, the user tries to download

that document.

@ Error )

An error was encountered while downloading, Flease retry later.,

Figure 57: Error downloading documents

Usually this happens because FOODSUP and the document management system behind have not
finished archiving the document. Waiting for a few minutes should solve the issue.

I have created a shortcut and now I have troubles to log in
The module to log in uses a few redirects, check if the right utl (www.health.belgium.be/foodsup)
was saved (click right -> properties).

All comments about this User Manual can be sent to foodsup@health.belgium.be.
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ANNEX 1: FOODSUP - Creation of local admin

Every organization using FOODSUP needs a “local admin-account”, the local admin-account can
only be created by the FPS and that only on request by using this form.

Il ' This form should be sent to the FPS only after the user who has to become local admin has
registered on the website.

For more information about the registration and the responsibilities of the local admin please
consult the FOODSUP Front Office Manual, more in particular point 4.

Enterprise Name:

Notification Company Number (for new
companies indicate “new”):

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Contact person - Local admin:

First name:

Last name:

Registered e-mail address:

Phone number:

Address (to fill in only if different from
Enterprise address)

Street + Nr + Box

Zip code + City

Country

Date:
Name:

Signature:

To be sent to: Federal Public Service Public Health, DG4, Service Food, FOODSUP, Eutrostation
I1, Place Victor Horta, 40 box 10, 1060 Brussels, Belgium
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ANNEX 2: FOODSUP - Modification of local admin

Enterprise Name:

Notification Company Number (for new
companies indicate “new”):

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Former Local admin:

First name:

Last name:

Registered e-mail address:

Phone number:

New Local admin:

First name:

Last name:

Registered e-mail address:

Phone number:

Address (to fill in only if different from
Enterprise address)

Street + Nr + Box

Zip code + City

Country

Date:
Name:

Signature:

To be sent to: Federal Public Service Public Health, DG4, Service Food, FOODSUP, Eutrostation
I1, Place Victor Horta, 40 box 10, 1060 Brussels, Belgium
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ANNEX 3: FOODSUP — Delegations

FOODSUP allows for Enterprises responsible for putting food supplements and fortified foods
on the Belgian market, to give a delegation to a consultant for the notification of the products.

For more information about delegations and access and reading rights, please consult the
FOODSUP Front Office Manual, more in particular point 7.5.

Enterprise Name:

Notification Company Number (for new
companies indicate “new”):

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Gives a delegation to consultant:

Consultant Name:

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Simple delegation: YES / NO
And product-specific delegation: YES / NO

If product-specific delegations are given, indicate the notification number and the name of the
product:

Notification number (or “not attributed” or | Name of the product

Ctbusy’ 7)

Date:
Name:
Signature:

To be sent to: Federal Public Service Public Health, DG4, Service Food, FOODSUP, Eutrostation
I1, Place Victor Horta, 40 box 10, 1060 Brussels, Belgium
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ANNEX 4: FOODSUP - Transfer divisions

If a company (known in FOODSUP) takes over another company (also known in FOODSUP),
the one that has been taken over becomes a division of the first one.

For more information about divisions, consult the FOODSUP Front Office Manual, more in
particular point 7.2.

Enterprise Name:

Notification Company Number (for new
companies indicate “new”):

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Enterprise Name, that has been taken over:

Notification Company Number:

KBO/BCE Number (for Belgian enterprises)

VAT Number (for foreign enterprises)

Address:

Street + Nr + Box

Zip code + City

Country

Date:
Name:

Signature:

To be sent to: Federal Public Service Public Health, DG4, Service Food, FOODSUP, Eutrostation
I1, Place Victor Horta, 40 box 10, 1060 Brussels, Belgium
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