RECHA

http://echa.europa.eu

REACH-IT Industry User Manual

Part 17 - Legal Entity Change

Y4



REACH-IT Industry User Manual m ECI IA

Part 17 - Legal Entity Change http://echa.europa.eu

Document history

1.0 First published version

Reference: ECHA-10-B-16-EN
ISBN-13: 978-92-9217-270-1
ISSN: 1831-7782

Issue date: 25/03/2010
Language: English

If you have questions or comments that relate to this document, please send them using
the information request form to ECHA helpdesk. Quote the reference and issue date as
stated above. The information request form can be accessed via the ECHA website
under the section for the REACH helpdesk at the following address:

http://echa.europa.eu/reach/helpdesk/echahelp_en.asp

© European Chemicals Agency, 2010. Reproduction is authorised provided the source is
fully acknowledged in the form "Source: European Chemicals Agency,

Version 1.0 Page 2 of 41
March 2010



REACH-IT Industry User Manual EA ECI IJ \

Part 17 - Legal Entity Change

http://echa.europa.eu

Table of Contents

DOCUMENT NESTOTY Lttt e e e et e e et e e e s e e e e e e e annes
Tabl e Of CONEENTIS oo
TaDIE OF CONTENTS ...ttt e e e e e e et e e e e e e e e e e e e e e rrnreeeeeeeas
TaDIE OF TADIES ...t e e e e e e
TaD e Of FIgUIES oo
R [ oY oo [ U Lo o ] o EO PP PP PP P TP RPP P PPPPI
2 General concepts of legal entity Change ...........uoiiiii i e
2.1 [DL=] T LU0 o 1= PSPPSR PRP PR
2.2 DU Y=o oo 4] o = 1t L= PSR
221 (01 = TaTo TN o}l 1 = 1o [PPSR
222 Change Of 180al PEISONAIITY ...cc.ueiiiiiiiiei ettt s et e e s e e et et e sate e e s nin e e e abbeeennes
2.3 Legal entity Change PrOCESS OVEIVIEW .....uuuiiirieeiiiiireiiieeeeessseteeeeeeeeessssntreaeeeaeeesssnnntareeneeeeesannrnnaeeees
2.4 BUSINESS SCENAIIOS 1ttt ettt et e s E e s e e e m et e se e e s an et e s ane e e ne e e nre e e nnre e e nnee e e
24.1 Merger — ADSOrption (O ACOUISTTION) ..coi.iiiiiiiiie ettt e e e e et e e e e e e e e nnebeeeeaesansbeneeeaeaaanns
24.2 Merger — JOINING OF EQUAIS .....ooiiiiiee ettt e e s et e e e s nreees
243 S TS o1 4 o ] i PO PRSP PRPPPPPPPN
2.4.4 Yo LAl B = 1T o 1= PSSP PPEPRRN
245 ASSEE EFANSTEI ..ttt ettt
2.4.6 ONly RePrEeSENtAtiVE CRANGE. ... ittt e e ettt e e e e e e bt e e e e e e s e bbaee e e s aanbbbneeeeeeaaan
2.5 Specific functionality and rules encoded for legal entity change in REACH-IT........ccccccccoeiiiiinnne.
251 INAIVISTDIIITY OF TEEIMS .ottt e e e e s e bbb e et e e e e e e et e e e e e s aanbbe e e e e e e e e annnnees
252 Reference numbers and SUDMISSION NUMDETS .......cciiiiiiiiiiie e
253 The principle of one registration per subStanCce per COMPANY ......cccoiiiiiiiiiiiii e
254 Consecutive [egal ENItY CHANGES .....oooiiiiiiiie ettt e e snre e e
255 JOINT SUDMISSIONS Lottt e et e e s h e e e ettt e e hb et e e s be e e e ebb e e e sabbe e e s nbne e e e annreeenas
256 THIFA PArTY FEPIESENTALIVES ...ii ittt ettt b e e e et et e e sb et e e s b et e e e b ee s nbe e e s nbne e e e annreeen
257 Y= Tod U114V (0] =1 = PSP PPRPRR
2.5.8 TRV Y] 1 o Yo SRR OUPPRSPRRN
259 [ (o1=T o1 o o PO P UPPT T PPPPPPPPPTN
2.5.10 BUSINESS TUIES ...ttt st e e s e e e b r et e st e e st e e e e aar et e e nn e e s nree s
3 StEP-DY-STEP INSIIUCTIONS ..t e e e e e e e e e e ennes
3.1 Legal entity Change MENU ITEMIS ...ttt e e e et e e e e e e e e e s e eeaaae s
3.2 Create legal NtitY CHANGE ..o e e e s s e s e e e e e e e e s b e ree e e e e snanrnreees
3.21 Create a new legal NIty CRANGE . ...uuiiii i e e e e st e e e e e s st e e e e s easbsaeeaaaeaaaaes
3.2.2 Continue creating an existing legal entity Change.........ccoo e
3.3 Validate alegal @ntity CRANQE ...ttt e ettt e e e e e e bbbe e e e e e e e e annns
331 Validate a legal @Ntity CRHANGE ... ... e e e e e e e et b e e e e e e e nnbaeeeeee s
3.3.2 Request update to alegal entity ChANGE ...t e e e
Version 1.0 Page 3 of 41

March 2010



REACH-IT Industry User Manual EA ECI IJ \

Part 17 -

Legal Entity Change http://echa.eurapa.eu

3.4 VAT A 1o = U =Y oY A o3 o = U o =P SRSRR
3.5 Edit alegal entity Change ... e e e e e e e e aae s
351 (0]oTe oL U] oLo) g I g=To [U 1= ] T PSP PP PP UPPPPR PP
3.5.2 Update after COMPIETION ....eiiiiiiie ettt e e et et e e st e e ar et e e et e e e e nnr e e e s nreees
3.6 Delete alegal ENtitY CHANGE ..o e e e e s e e e e e e e s earareaeeaeeeas
3.7 L Tq o Yo 1 =T 00 T 1 SO
3.7.1 (1T =T L= 1 S PSP SSPPERRR
3.7.2 Lo T 1S3 U PO USRTRN
3.7.3 L Tq o Lo T & A 1= A SRS SSPRRN
3.74 (D=1 (N ] PR PTPR

Table of Tables

Table 1: Definitions Of KEY LEIMS ... ..uiiiiiii e s e e e e e e e s e e e e ae e s s s sne e e e e aeeesaansnreneeaaeeeannnnnes

Table of Figures

Figure 1:
Figure 2:
Figure 3:
Figure 4:
Figure 5:
Figure 6:
Figure 7:
Figure 8:
Figure 9:

Figure 10:
Figure 11:
Figure 12:
Figure 13:
Figure 14:
Figure 15:
Figure 16:
Figure 17:
Figure 18:
Figure 19:
Figure 20:
Figure 21:
Figure 22:
Figure 23:
Figure 24:
Figure 25:
Figure 26:
Figure 27:
Figure 28:
Figure 29:
Figure 30:
Figure 31:
Figure 32:
Figure 33:
Figure 34:
Figure 35:
Figure 36:

Version 1.0

March 2010

Legal entity change process and corresponding status in REACH-IT ...
Merger — AbSOrption (OF ACUISTEION) ....c.eiiiiiiiiiiieiie ettt et e e e e et e e e e e e e e e sanbb e e e eeae e e e e annneees
Merger — JOINING Of EQUAIS..........i e e e e e e s e e e e e e e s e et e e e e eaeessasanbneeeaeeeesansnne
L ] s o1 o | 1 PR
S ][ Al B T 4 =Y o = PSR
Access to legal entity change fUNCLONAIILY ...........ooviiiiiiiiee e
Access to legal entity change fUNCLONAIILY ..........oooeiiiiiiie e
Access to legal entity change fUNCLONAIILY ..........oooviiiiiiiie e
Legal entity Change CreatioNS SEEPS. .....ccoiiiiiii ittt ettt e et e e sttt e e s rabe e e e s sabeeee e
Create a new legal entity ChanNQe.........oouiiiii e
DELAIIS A ...ttt e e e e e e e e e e e e e e b e r e e e e e s nrere s
Evidence for legal entity ChanQe .........cooo e
Adding or deleting evidence for legal entity ChaNge ..........ccoooiiiiiiiiii e
Contact for legal €Ntity CRANGE .......cooi e e e e e e e e e s st reereaaeeean
Type of legal entity change and list creation Method............cccciiiiii e
Yo Lol -1 N1 1=T 0 T SO TPR
VIEW SEIECLEA IEEIMS ...eiiiiiiiiie ettt e ettt e e ettt e e s sb bt e e e s sabe e e e e sabeeeeesnbaeeeeanbeeeeeane
L33V VT o] o = T PR
Legal entity change Validation..............ceeuiiiiiiiiiiie e ee e s e e e e s e e e e e e s e eeeeeeeeannnnne
Legal entity change creation CONfIrMALioN ............cooiiuiiiiiiiiiie e
Continue creation of draft legal entity Change ..........oooiiiiiii e
Continue creation of draft legal entity change for VIEW SCreen ..........cooviiiiiiiiie e
Find legal entity change to be validated..............oo e
Entering security token for legal entity ChaNQe .........ooouuiiiiiiii e
Details for legal entity ChaNQe...........uiiiiiiiii et e e e e e e e e e e e e e enneee
Contact for legal €Ntity CRANGE ........ooo i e e e e e e e s s re e e e e e e e
JOINt SUDMISSION COMEACT......cciiiiiieiiiiiee ittt et et e e e st e e e st e e e s stbe e e e s stbeeeesssbeeeeeanbeeeesanbeeaeeanes
Pre-SIEF CONACT.........ooiiiiiiiiiee ettt ettt e e e e e e e e e e eeeeeee s
Third party repreSentative CONTACE ..........cc.vuiiiiiie s ie e e e e e s e e e e e e s s e e e e e e e e ennrneeeeees
Validate legal entity ChaNQE ..........oeiiiiiiii e e e e e s s e e e e e e e
Validate legal entity ChaNge ........oooi i
View [egal €ntity CHANGES .....coiiiii e e st e e e e e s sbneeeeaaes
Create eXPOrt IEIM LIST ... ... it e et e e e et e e e e bb e e e e nb e e e e eereas
EXPOrt liSt — SEIECLEA IEEIMS ...ttt e e e e e e s e e e e e e e e s s nbnbeeeeaaeeeaannne
Adding itE€MS 10 EXPOIT IST....eeiieiiiee et e e e e e ettt e e e e e e e s nbbbeeeeaaeeeaannnes
10T g IS=To [o [0 IR (o =) d o Lo T A ] S PP PUPRPTN

Page 4 of 41



REACH-IT Industry User Manual ,4' ECI I“ \

Part 17 - Legal Entity Change http://echa.europa.eu

Figure 37: EXPOrt ISt iN CSV fOMME@L. .......eeiiiiiiiii ettt st e e st e e s eeb e e e e nneas

Version 1.0 Page 5 of 41
March 2010



REACH-IT Industry User Manual EA ECI IJ \

Part 17 - Legal Entity Change http://echa.europa.au

1 Introduction

This Part 17 - Legal Entity Change of the Industry User Manual (IUM) explains and
describes the use of those functionalities required by industry to comply with REACH when a
company changes its legal personality.

This manual is split into two main parts. Chapter 2 explains the context for legal entity
change in REACH-IT. Chapter 3 is a step-by-step set of instructions for using the legal entity
change functionality in REACH-IT.

Prior to using this Part 17, it is strongly recommended that the user reads Part 1 — Getting
started with REACH-IT, where the following topics are discussed in more detail:

e Structure of this I[UM.
e Conventions used, in terms of icons, text, buttons, links, etc.

e Background information on REACH-IT and its link to the IUCLID 5 website and
application.
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2 General concepts of legal entity change
The purpose of this chapter is to provide an overall context for legal entity change. This
chapter will:

o Define key terms.

e Summarise the duties of companies with respect to changes of name and changes of
legal personality.

e Provide an overview of the legal entity change process in REACH-IT.

e Describe how to apply the legal entity change functionality in REACH-IT to the most
common business scenarios.

e List the most common rules relating to legal entity change.

The next chapter describes how legal entity change is carried out step-by-step in REACH-IT.

2.1 Definitions
The following table defines the key terms for legal entity change in the context of REACH-IT.

Table 1: Definitions of key terms

Legal entity change Object in REACH-IT which defines the parties (originating
legal entity and its legal successor) and the content of a
change in legal personality.

Legal entity change process | The process of transferring items from the originating
legal entity to the legal successor due to a change in
legal personality.

Originating legal entity The legal entity (company) which is in possession of the
items before the change of legal personality.

Legal successor The legal entity (company) which takes over the
possession of the items as a result of the change of legal
personality.

ltem General term used to refer to pre-registrations,

registrations, notifications and inquiries which can be
transferred from the originating legal entity to the legal
successor in the legal entity change process. Each item
has as a unique identifier a reference number.

Item list List defining which items will be transferred from the
originating legal entity to the legal successor. The item list
is created during the creation of the legal entity change in
REACH-IT.

Version 1.0 Page 7 of 41
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2.2 Duties of companies

Duties of companies will vary depending on whether they:
e Change their name
e Change their legal personality

In general, these duties will apply to all companies that are pre-registrants, registrants,
PPORD notifiers, CLP notifiers and/or inquirers.

The purpose of this manual is to explain what actions companies need to carry out in
REACH-IT once they have determined which of the above listed cases applies to their
particular situation.

For guidance on determining what duties apply to a company in specific business and legal
contexts, industry is advised to consult the Fact sheet on change of legal personality and
name change.

2.2.1 Change of name

ECHA considers that there is a change of name in situations where a pre-registrant,
registrant, PPORD natifier or inquirer changes its name without changing its legal personality
(see further below). This can for example occur as a result of the share purchase of a legal
person.

REACH-IT has a “name change functionality”. It enables companies to make name changes.
This functionality should not be used for indicating changes of legal personality.

Actions required:

e The legal entity changing its name will need to indicate this in REACH-IT providing
evidence of the name change (for example, an extract from the commercial register)
and needs to declare that the change of name is not due to a change of legal
personality.

¢ No fee is charged to registrants who update their registration due to change of name.
2.2.2 Change of legal personality
ECHA considers that there is a change of legal personality in the situations set out below.
2.2.2.1 Merger or company split

The originating legal entity that has submitted information to ECHA ceases to own a pre-
registration, registration, PPORD or inquiry due to either a merger or a company split.

Actions required:

o The originating legal entity and the legal successor(s) must complete the legal entity
change(s) in REACH-IT to reflect the change(s) and provide evidence of the
change(s) in legal personality. Please note that a registration cannot be shared
between different legal entities.

o A fee must be paid by the legal successor(s) pursuant to Article 5(1)(c) of the Fee
Regulation for changes in legal personality. The fee payable depends on the size of
the legal successor after the change in legal personality.
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2.2.2.2 Sale of assets

A sale of assets (for example, a plant used for manufacturing a substance) from one
company to another is considered to be a change of legal personality where the owner of the
assets also agrees to transfer his registration to the new owner of the assets.

Actions required:

In case he has not already submitted a registration, pre-registration, PPORD
notification or inquiry for the substance linked to the assets need together with the
seller of the assets complete the legal entity change(s) in REACH-IT to reflect the
change(s) and provide evidence of the sale of assets. Please note that a registration
cannot be shared between different legal entities.

A fee must be paid by the new owner pursuant to Article 5(1)(c) of the Fee
Regulation. The fee payable depends on the size of the owner after the change in
legal personality.

In particular, the previous owner of the assets may need to update his registration of the
substance(s) linked to the assets as a result of their sale (e.g. if manufacture volumes are
impacted).

2.2.2.3 Change of only representative

When the only representative of a non-EU manufacturer changes the following applies:

Actions required:

The new only representative will need to submit evidence that it has been appointed
by the non-EU manufacturer as an only representative and that the previous only
representative has agreed to this change.

A fee must be paid by the new only representative pursuant to Article 5(1)(c) of the
Fee Regulation for changes in legal personality. The update fee payable by the only
representative depends on the size of the non-EU manufacturer it represents.
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Legal entity change process overview

Where an originating legal entity (LEA) is succeeded by a legal successor (LEB) as a result
of a merger, split or only representative change, REACH-IT will allow LEA to transfer pre-
registrations, registrations, notifications and inquiries to its legal successor LEB.

The standard steps that will need to be completed in REACH-IT to record a legal entity
change are as follows:

LEA creates a legal entity change in REACH-IT. LEA communicates to LEB outside
of REACH-IT (e.g. via e-mail) that the legal entity change is ready for review.

LEB reviews the legal entity change.

[I[F NEEDED] LEB requests LEA to make updates to the legal entity change. In
particular, LEB will want to verify that the item list contains all the required pre-
registrations, registrations, notifications and inquiries.

[I[F NEEDED] LEA updates the legal entity change as requested by LEB.
Once LEB is satisfied with the contents of the legal entity change, LEB validates it.

[IF NEEDED] An invoice for the legal entity change will be created and sent to LEB by
the Agency. See chapter 2.5.8 for more details on whether an invoice is issued or not.

[I[F NEEDED] LEB pays the invoice.

All the defined and validated items (pre-registrations, registrations, notifications and
inquiries) are transferred from LEA to LEB in REACH-IT.

[IF NEEDED] If LEB does not pay for the legal entity change within the extended due
date, the legal entity change is deleted from REACH-IT and the items are not
transferred.

The above steps are depicted in the below graphic with each column representing the tasks
of the three actors involved: LEA, LEB and ECHA. In addition, the graphic shows the
corresponding status that the legal entity change has in REACH-IT during the process from
start to completion.
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Figure 1: Legal entity change process and corresponding status in REACH-IT
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2.4 Business scenarios

Depending on the business context of the legal entity change, one or more legal entity
changes will need to be created in REACH-IT to transfer all the needed items from an
originating legal entity to its legal successor(s).

The main business scenarios are described below. For a correct interpretation of the
diagrams, please note the following:

e The legal entities in the “Before” column depict the companies before the change in
legal personality.

e The legal entities in the “After” column represent the companies after the change in
legal personality.

e The arrows represent the legal entity change(s) done in REACH-IT between the
depicted companies.

Furthermore, note that these scenarios only describe the simplest form of the various
possible types of change in legal personality. The hypothetical cases portrayed only involve
a minimum number of legal entities. Real cases can be more multifaceted involving many
legal entities and a number of consecutive (or “chained”) changes in legal personality.
However, the same principles would apply in more complex scenarios. For example, an
existing company could split into more than two new companies or a company may undergo
a spin-off which is then consecutively merged with an existing company.

2.4.1 Merger — Absorption (or acquisition)

Figure 2: Merger — Absorption (or acquisition)

After

LEA is absorbed (or acquired) by LEB and LEA ceases to exist.

One legal entity change in REACH-IT is required to transfer LEA’s pre-registrations,
registrations, notifications and inquiries to LEB. As such, the item list for this transaction is
created automatically by REACH-IT and will include all LEA’s items by default.
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2.4.2 Merger —Joining of equals

Figure 3: Merger — Joining of equals

After

LEA and LEB merge as equals to create a new legal entity LEC. Both LEA and LEB cease to
exist.

Two legal entity changes in REACH-IT are required to transfer LEA's and LEB's pre-
registrations, registrations, notifications and inquiries respectively to LEC. Both item lists for
these transactions are created automatically by REACH-IT and will include all LEA’'s and
LEB’s items respectively by default.

2.4.3 Split — Spin-off

Figure 4: Split — Spin-off

LEB spins-off (splits) from LEA to become a new legal entity. LEA continues to exist.

One legal entity change in REACH-IT is required to transfer LEA’s pre-registrations,
registrations, notifications and inquiries to LEB. The item list for this transaction is created
manually or semi-automatically via bulk upload by LEA and may include all or a subset of
LEA’s items.
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2.4.4 Split — De-merger

Figure 5: Split — De-merger

<>

Before

LEA splits into two new legal entities LEB and LEC. LEA ceases to exist.

Two legal entity changes in REACH-IT are required to transfer LEA’s pre-registrations,
registrations, notifications and inquiries to LEB and LEC respectively. Both item lists for
these transactions are created manually or semi-automatically via bulk upload by LEA. In
sum these lists will include all or a subset of LEA’s items.

Any particular pre-registration, registration, notification or inquiry can only be transferred to
one legal successor. Furthermore, these items cannot be shared nor divided between legal
successors. Should both legal successors require, for example, a registration for the same
substance, one of the legal successors will need to submit a new registration.

2.45 Asset transfer

Figure 6: Access to legal entity change functionality

Cen® | Qe
Qe | Qe

LEA sells an asset (e.g. production plant) to LEB.

One legal entity change in REACH-IT is required to transfer LEA’s pre-registrations,
registrations, notifications and inquiries related to the asset transferred to LEB. The item list
for this transaction is created manually or semi-automatically via bulk upload by LEA and
may include all or a subset of LEA’s items.

NOTE: Legal entity change as a result of an asset transfer is handled as a split type of legal
entity change in REACH-IT.
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2.4.6 Only Representative change

Figure 7: Access to legal entity change functionality

i i
i i
i i
e P S
+ MNen-EU ¢« Men-EU
« manufsciurer » *. manufaciurer s

Although an only representative change is not a legal entity change strictly speaking, the
legal entity change functionality in REACH-IT will be used to record only representative
changes as well.

When the only representative of a non-EU manufacturer changes from LEA to LEB, the
agreed pre-registrations, registrations, notifications and inquiries are transferred from LEA to
LEB via a legal entity change.

In addition, evidence that all three parties (LEA, LEB and the non EU manufacturer) are in

agreement with respect to the change will be required.

2.5 Specific functionality encoded for legal entity change in
REACH-IT

This chapter describes specific functionality that has been encoded into REACH-IT for legal
entity change.

2.5.1 Indivisibility of items

An item is owned by one and only one legal entity at any given time. REACH-IT will not allow
items to be split nor shared between two or more legal entities.

2.5.2 Reference numbers and submission numbers

The reference number is the item’s unique identifier. Items are transferred to the legal
successor with the original reference number. REACH-IT will not issue a new reference
number for an item in the legal entity change process. Rather the owner of the reference
number will be updated to reflect the change in legal personality.

However, the legal successor will be issued a new submission number connected to the
reference number as a result of the legal entity change. The legal successor will use this new
submission number when submitting an update.

2.5.3 The principle of one registration per substance per company
The principle of one registration per substance per company is upheld.

For legal entity change, this means that an originating legal entity cannot transfer to its legal
successor an item (for example a registration) for a substance for which the successor
already has a corresponding item. Such items will be marked as annulled by REACH-IT.
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In those special cases where the originating legal entity has registered his substance for a
higher tonnage band than the legal successor, REACH-IT will keep track of the legal
successor’s right to this higher tonnage band. However, to be legally on the market at this
higher tonnage band acquired from the originating legal entity, the legal successor will need
to submit a spontaneous update to this effect pursuant to REACH Article 22. REACH-IT will
know not to invoice the legal successor for this update of tonnage band.

2.5.4 Consecutive legal entity changes
Consecutive (or “chained”) legal entity changes are allowed for:

e Items. The number of times an item can be transferred from one legal entity to
another due to changes in legal personality is unlimited.

o Legal entities. A particular legal entity can be the subject of a number of consecutive
legal personality changes. For example, legal entity A may spin-off legal entity B and
later legal entity B merges with legal entity C.

2.5.5 Joint submissions

A legal entity’s role in a joint submission is transferred to its legal successor together with the
respective registration(s). Both lead and member roles are transferred. If a company does
not want to transfer its role as a joint submission lead to its legal successor, the company
must first relieve itself of this lead role before it completes the legal entity change.

2.5.6 Third party representatives

The legal successor may indicate a third party representative during the creation of the legal
entity change. This third party representative will be reflected in the (pre-)SIEFs of the
respective (pre-)registrations that are transferred from the originating legal entity.

2.5.7 Security tokens

REACH-IT implements a concept of security token which is to be used by the originating
legal entity and the legal successor to confirm the legal entity change. In practice, when the
originating legal entity creates the legal entity change, REACH-IT will automatically generate
a related security token. The originating legal entity will then share the security token with the
legal successor outside of REACH-IT (for example, via e-mail). The legal successor will
subsequently confirm the validity of the legal entity change by using this token in REACH-IT.

2.5.8 Invoicing

The Agency will issue an invoice for the legal entity change pursuant to Commission
Regulation (EC) No 340/2008 Article 5(1)(c) (Fee regulation) if the item list contains one or
more payable items.

The following are payable items which, if included in a legal entity change, will trigger a fee to
be invoiced:

e Registration
e Registration of on-site isolated intermediate
e Registration of transported isolated intermediate

The following are items which, if included in a legal entity change, will not trigger a fee:
e Pre-registration
e Product and Process Oriented Research and Development (PPORD) notification
e Classification and Labelling (C&L) notification
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¢ Inquiry notification

Where an invoice is needed (i.e. the legal entity change includes at least one payable item),
only one invoice will be issued per legal entity change.

Invoices are issued to the legal successor. The company size of the legal successor after the
change in legal personality will be a determining parameter for the invoiced amount.
Pursuant to Commission Regulation (EC) No 340/2008 Annex IIl Table 3, a reduced fee will
be invoiced to SMEs.

Only once the invoice is paid in full, will the transfer of items take place and the legal entity
change be completed in REACH-IT. If the invoice is not paid within the extended due date
the legal entity change is deleted from the system and items will not be transferred.

2.5.9 Exceptions
An item cannot be included in a legal entity change if:
e Theitemis included in another legal entity change which is not completed yet.

e The item is in the process of being updated by the originating legal entity via an
update submission.

A merge type of legal entity change process cannot be initiated so long as an update to an
item of the originating legal entity is in process.

The transfer of an item in a legal entity change cannot be carried out by REACH-IT if a
corresponding item is being updated by the legal successor. For example, if the legal
successor is in possession of a registration for a substance that he is in the process of
updating, a registration for the same substance from the originating legal entity cannot be
processed to record the highest tonnage band entitiement.

2.5.10 Business rules
With regards to submissions, the following business rules will be applied:

e The submission of an update to an item that is included in a legal entity change will
not be accepted until the legal entity change has been completed.

e The submission of a new item from a company that is the originating legal entity in a
merge type legal entity change process will not be accepted as this company will
cease to exist by definition.
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3 Step-by-step instructions

3.1 Legal entity change menu items

Access to legal entity change functionality is located on the main menu of REACH-IT.

Figure 8: Access to legal entity change functionality

BECHA

Home

Company Welcome TA_FN12685375618
Pre-registration

Pre-SIEF

You have 79 unread message

Online dossiers You last connected on 2010-0

Phase-in Information

Registration /
notification

Joint submission

Classification and
Labelling

Message box
User account

Inventories
change
Invoices

Create legal entity
change

Export items list

Search

The sub-menus of <Legal entity change> are:
<View legal entity change> allows you to view, edit and delete existing legal entity changes.

<Create legal entity change> allows you to create new legal entity changes or continue
creating already started ones.

<Export item list> allows you to define a list of your items and export that list in CSV format.

1 Access to legal entity change functionality is only available to users with Company
Manager role.
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3.2 Create legal entity change

The legal entity change process is initiated via the creation of a legal entity change. This is
done by the originating legal entity.

1. The legal successor must have completed the party sign-up process in REACH-IT to
have a valid company UUID. This company UUID must be shared with the originating
legal entity outside of the system (e.g. via e-mail).

-

Before starting the creation of the legal entity change, the originating legal entity is
advised to have at hand the following required inputs:

UUID of the legal successor

Evidence of the change of legal personality (for example, an extract from a trade
registry confirming the change of legal personality) in PDF format

List of items to be transferred to the legal successor

3.2.1 Create a new legal entity change

The legal entity change creation wizard will guide the user through the steps (or tabs) to
create a new legal entity change. Figure 9 below describes the main steps for creating a new
legal entity change. These steps are described in detalil in the subsequent chapters.

Figure 9: Legal entity change creations steps

Legal
entity
change
type?

Enter |, Enter | | Select
details contact type

IMerger

¥

Validate

F Y
Split /
OR change

Manual
item list —
creation

List creation
method?

ltem list
bukk —
upload

3.2.1.1 Details

From the Company homepage, click on the <Legal entity change \ Create legal entity
change> menu item.

Select <Create a new legal entity change> to create a new legal entity change. Click <Next>.

Version 1.0 Page 19 of 41
March 2010



REACH-IT Industry User Manual

Part 17 - Legal Entity Change EA ECI IA

http://echa.europa.eu

Figure 10: Create a new legal entity change

Home > Create legal entity change
Create/continue

Please select one of the options and click Next
{% Create a new legal entity change
O Continue creating an existing legal entity changel 2]

Cancel

Cmen>

On the <Details> tab enter the required information (fields marked with an asterisk * are
mandatory).

Figure 11: Details tab

Home = LECO Instance = Details

Details | [eEL

o]

Legal entity change details
* Legal entity change name:

Originating legal entity UUID: ECHA-Zed24e52-2c01-40a3-b2e7-4cd8c60b3cca
Originating legal entity name: LEA

- Legal successor UUID:

Demo

ECHA-6b55b 3fe-9241-4715-9879-1a92 21b63390]
Legal successor name:

Click here to upload evidence of the legal entity change.
- Attachments [2] Add attachment 4~
Document title Attachment Comment Delete
Cancel

Next = >

To add evidence of the change in legal personality, click the <Add attachment> button. You
will be directed to the following screen.

Figure 12: Evidence for legal entity change

Home > LECO Instance > Details

Details
* Declaration: The user declares that the information provided herein as evidence of the legal entity change is true. correct and not misleading.
- Document fitle: |Evidence

Supporting document: I\\Files\Dala\Users\uDB‘I22\D‘I REACH-IT\07 Functional testing\dummyJusliﬁc}atiun.pm Browse_
Justification for the change in legal personality ...

Comment:

« Enter the text shown: El]

W

Can't read the text below? Try another

Cancel
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Enter all the required information. Use the <Browse> button to locate the document you need

to upload in your file system. Click <Submit>.

1. Remember to tick the declaration confirming the evidence you provide is true, correct
and not misleading.

1. The document(s) to be attached must be in PDF format.

® You may attach up to five documents.

The document(s) you have attached to the legal entity change are displayed on the

<Details> tab. Click the delete symbol if you wish to remove an attachment from the legal
entity change.

Figure 13: Adding or deleting evidence for legal entity change

Home > LECO Instance > Details

1
o
qQ
=1
]
3
]
[=]
T
)
s
@
2]
-
@
s
D
5]
bl

IS}
o

Legal entity change details

Legal entity change name DEMO 01|

Originating legal entity UUID ECHA-2ed24e52-2c0f-40a3-b2e7-4cd8c60b3cca

Originating legal entity name LEA
Legal successor UUID ECHA-6b55b3fe-9241-4715-9879-1a92 21663390

Legal successor name Add more attachments by clicking here
Attachments ﬂ Add attachment

Delete an attachment by clicking here

Document title Attachment Comment Delete
Evidence dummy justification. pdf Justification for the change in legal personality

o G

Click <Next> to proceed.
REACH-IT will direct you to the <Contact> tab.

If the creation of the legal entity change is interrupted at any time from this point onwards,
the creation process may be resumed. See chapter 3.2.2 for detailed instructions.

3.2.1.2 Contact

On the <Contact> tab, select the contact person who may be contacted by the Agency

and/or Member State Authorities regarding this legal entity change from the list of existing
contacts.

Figure 14: Contact for legal entity change

Home > LECO Instance > Contact

Contact Validation

Please select a contact person who may be contacted by the Agency and/or Member State Authorities regarding this legal entity change

Select Last Name First Name Phone Email
{si Last First 12345 test@test.com
O Contact My contact 666666 test@test com

= = Previous Deselect contact Add contact

Use the <Add contact> button to add a new contact to the list.

Use the <Deselect contact> button to deselect an already selected contact.
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Click <Next> to proceed.

REACH-IT will direct you to the <Type> tab.

3.2.1.3 Type

On the <Type> tab, select the type of legal entity change.

€ In the case you select <Merge> all items (registrations and notifications) will be
transferred from the originating legal entity to the legal successor by default. The
system will automatically create the item list.

If <Split> or <Only representative change> is selected, the user will need to select how the
item list will be created.

Select <Manual selection of items in REACH-IT> to create your list of items on-line in
REACH-IT.

© f you have a relatively short item list you may want to create it on-line.

Select <Bulk upload of identified items> to upload a list of items you have prepared in
advance off-line outside of REACH-IT.

@ If you have a relatively long item list you might want to create it off-line, save it in CSV
format and then upload into REACH-IT.

You may export a list of all your items in REACH-IT via the following menu path
<Legal entity change \ Export items list>. You may then edit this list to include the
items you wish to transfer to you legal successor.

Alternatively you could create a CSV format list from an external source, for example
an ERP system you might be using to manage your registrations and notifications.

See chapter 3.7 for more details on exporting your items and the CSV format.

Figure 15: Type of legal entity change and list creation method

Home > LECO Instance » Type

Details | Contact Validation

Please select the type of legal entity change ﬂ

Zimerger
@® split
O Only representative change

Please select below how you wish to define the items io be transferred [%]

® Manual selection of items in REACH-IT
O Bulk upload of identified items

a0

Click <Next> to proceed.

Depending on the type of legal entity and your choice of how to create the item list, the
system will direct you to the correct tab. Depending on your selection(s), refer to the
following chapters to continue:

<Merge> proceed to chapter 3.2.1.6.

<Split> or <Only Representative change> and < Manual selection of items in REACH-IT>
proceed to chapter 3.2.1.4.
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<Split> or <Only Representative change> and <Bulk upload of identified items> proceed to
chapter 3.2.1.5.

3.2.1.4 Items (manual creation)
On the <Items> tab, you are presented with two sub-tabs.

Use the <All items> sub-tab to search for all items you can currently transfer.

Figure 16: Search all items

Home = LECO Instance > Availble assets

Details § Contact Validation

W Selected items

This page allc
button. You can vi

to search all your items which may be transferred to the successor. Please select items yo

u wish to add to your item list and click on the Add to item list
he current item list on the Selected items tab

Search available items criteria

Asset type Registration
Reference number |

Submission date from Use these search
Submission date to :ghe‘:,;asrt]otg l%gigﬂiour
EC number: item list
CAS number
Chemical name
search | | Clear |
Select EC number CAS number Substance name Reference number Submission date
| 2311659 T7440-57-5 gold 01-2114082349-41-0000 11/02/2010
O 204-646-6 123-72-8 butyraldenyde 01-2114082176-48-0000 05/02/2010
O 203-453-4 107-02-8 acrylaldehyde 01-2114082195-48-0000 08/02/2010
| 42779-82-8 clopirac 01-2114082192-54-0000 08/02/2010

Add selected ftems Select the items you wish to add and click the button to add them

-

Registrations for which an update has been submitted and the submission is still in

progress will not be displayed as these cannot be transferred. The ongoing update
submission must first be completed.

To add items to the list of items you wish to transfer, select the items you wish to transfer
and click <Add selected items>.

Use the <Selected items> sub-tab to search for all items you have selected to be added to
the item list. The counter indicates how many items are currently on your list.
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Figure 17: View selected items

Home > LECO Instance > Selected assets

ul:!iu Selected items [)

This page allows you fo search and view all items you have added to the item list to be transferred to the successor. To remove items, please select the item(s) and click o
the Remove items button

Validation

Your list currently contains 2 item(s) 4— Counter indicating how many items have been selecetd to item list

Search selected items criteria
tem type Al

hd

Reference Number |
Submission date from
Submission date to
EC Number:
CAS Number
Chemical Name

search | | Clear |
Select Item type EC Number CAS Number Substance name Reference number Submission Date
O Registration 204-646-6 123-72-8 butyraldehyde 01-2114082176-48-0000 05/02/2010
O Registration 231-165-9 7440-57-5 gold 01-2114082349-41-0000 11/02/2010

< < Previous | Add items Remove selected items

€ Note that depending on the search criteria you have defined, not all items are
displayed at the same time.

To delete items from the item list, on the <Selected items> sub-tab select the items to be
removed and click <Remove items>.

Click <Next> to proceed.
REACH-IT will direct you to the <Validation> tab. Go to chapter 3.2.1.6.
3.2.1.5 Items (bulk upload)
On the <ltems> tab, click <Browse>
1. You must prepare your item list in CSV format in advance.

@ Please refer to chapter 3.7 for instructions on how to export a list of all your existing
items in CSV format.

Locate the CSV file you wish to upload in your file system, select the file and click <Open> to
add the file.
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Figure 18: CSV upload

Home > LECO Instance > Assels

Contact Validation

Please upload the CSV file with the items you wish fc
Tip: You may

0 include on the list of items to be transferred to your successor via this legal entity change

Flelds marked with an

List of items upload

List of items W\Files\DatalUsers\ul87122\01 REACH-IT\07 Functional testing! Testing vZ.0\List01.csv| Browse_

= < Previous

Click <Next> to proceed.
REACH-IT will direct you to the <Validation> tab.
3.2.1.6 Validation

The <Validation> tab provides an overview of all the entries you have made on the previous
tabs of the legal entity change creation wizard.

Review all your data and navigate back to the relevant tab should you wish to change any of
your entries.

Once you are satisfied with your entries, click <Create legal entity change> button.

© The automatic creation of the item list (and respective download link) in the case of a
merger may take a while.

Version 1.0

March 2010

Page 25 of 41




REACH-IT Industry User Manual m ECI IA
Part 17 - Legal Entity Change http://echa.europa.eu

Figure 19: Legal entity change validation

Home = LECO Instance > Validation

Details @ Contact |l Type § items JRUIGEN

Details Coniact

Legal entity change details

Legal entity change name: DEMO 01
Legal entity change type Split (Manual selection of items in REACH-IT)
QOriginating legal entity ECHA-Zed24e52-2c0f-40a3-b2e7-4cdBc60D3

The UUID of the new legal entity: ECHA-6Db55h3e-9241-4715-0879-1a0e21 )

; Wi . - . "
et Dounload *———— | jnk to view/download the item list
Attachments
Document title Attachment Comment
Evidence dummy justification pdf \ Justification for the change in legal personality
Contact person Link to view/download evidence

Contact information

Title

First Name: First

Last Name Last

Phone: 12345

Fax:

E-mail: test@test.com

Organisation

Organisation Name:

Department

Address

Street: MyStreet
Street 2

Postal code 00100
City / Town Helsinki
Region / County:

Country: F
Postal address

Create legal entity change ‘ Cancel

REACH-IT will confirm the creation of the legal entity change and provide a security token
which you must make note of. This confirmation will be in the form of a confirmation screen
as well as an internal message.

Figure 20: Legal entity change creation confirmation

Home > LECO Instance > Success

Your legal entity change has been successfully initiated in REACH-IT. In order to proceed you must provide the legal entity change name and token fo the legal successor for
him to be able to validate the contents of the legal entity change

Legal entity change name: DEMO 01
cken: 1287601507222

Following successiul validation of the legal entity change by the legal successor and. if needed, payment of the related fee. the legal entity change will be completed by
transferring the listed items to the legal successor.

Lo ]
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L

The originating legal entity must share the security token with the legal
successor for the legal successor to be able to validate the legal entity change in
REACH-IT.

The originating legal entity must share with the legal successor the following
outside of REACH-IT (e.g. via email):

Legal entity change name

Token

Using this information, the legal successor will validate the legal entity change in
REACH-IT to confirm that he truly is the legal successor and that the item list is
as agreed.

@ If you need to access the token later, you may do so via the internal message
that you have received confirming your creation of the legal entity change.

€ The token does not have an expiry date. It will remain valid until used by the
legal successor to validate the legal entity change.

3.2.2 Continue creating an existing legal entity change

If the creation of a legal entity change is interrupted, it will be saved in draft mode. You may
continue the creation of a legal entity change that has been saved in draft mode at a later
time. This may be done in either of the two ways described below.

3.2.2.1 From the create menu

From the homepage, click on the <Legal entity change \ Create legal entity change> menu
item.

Select <Continue creating an existing legal entity change>.

From the displayed list of existing draft legal entity changes, select the one you wish to
continue creating.

Figure 21: Continue creation of draft legal entity change

Home = Create legal entity change

Create/continue

Please select one of the options and click Next
icreate a new legal entity change j
@ Continue creating an existing legal entity changel®

Select Instance name Party UUID
O DEMO 02 ECHA-6b55b3Te-9241-4715-8679-1a9e21b63390

Cancel Next = >

Click <Next>.

REACH-IT will direct you to the <Contact> tab from where you can continue the creation
process described in chapter 3.1.
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3.2.2.2 From the view menu

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.
From the results screen, select the draft legal entity change you wish to continue creating.
Click <Edit>.

Figure 22: Continue creation of draft legal entity change for view screen

Home = View legal entity change

Search legal entity change

Search criteria

Legal Entity Change Status Draft ~
Legal Entity Change Name
Search
Select Legal Entity Change Name Party UUID Status Item list
Originating legal entity : LEA
%) DEMO 02 ECHA-2ed24e52-2c0f-40a3-b2e7-4cd8ce0b3cca Draft

Legal successor:
Select legal entity change and click Edit ECHA-6b55h3fe-9241-4715-0879-120e21b63390

Edit Delete Cancel

REACH-IT will direct you to the <Contact> tab from where you can continue the creation
process described in chapter 3.1.

3.3 Validate a legal entity change

Once the legal successor has received from the originating legal entity the name of the legal
entity change and the required security token, the legal successor must validate the legal
entity change for it to be completed. The purpose of this validation is for the legal successor
to check and verify that the content of the legal entity change created by the originating legal
entity is as agreed.

€3 In particular, the legal successor will want to verify that the content of the item list is as
agreed for the correct items to be transferred to him.

If the legal successor is satisfied with the content of the legal entity change, he will validate
the legal entity change. See chapter 3.3.1.

If the legal successor is not satisfied with the content of the legal entity change, he will
request the originating legal entity to update the legal entity change. See chapter 3.3.2.

3.3.1 Validate a legal entity change

The legal entity change validation wizard will guide the user through the steps (or tabs) to
validate a legal entity change. These steps are described in detail in the subsequent
chapters.

3.3.1.1 Details

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.

From the results screen, select the created legal entity change you wish to validate.
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Click <Edit>.

Figure 23: Find legal entity change to be validated

Home = View legal entity change

Search legal entity change

Search criteria

Legal Entity Change Status Created v
Legal Entity Change Name
Search
Select Legal Entity Change Name Party UUID Status Item list
Originating legal entity : LEA
ECHA-2ed24e52-2c0i-40a3-b2e7-4cd8c60b3cca
O DemoG2 Legal successor: Uit
ECHA-6b55b31e-0241-4715-9879-1a%e21b63390
Originating legal entity : LEA
ECHA-2ed24e52-2c01-40a3-b2e7-4cd8cb0b3cca
@ DEMO 01 Legal successor: Created

ECHA-6b55b31e-9241-4715-0879-1a%9e21b63390

Delete Cancel

REACH-IT will direct you to the <Details> tab.
Enter the security token you have received from the originating legal entity. Click <Submit>.

Figure 24: Entering security token for legal entity change

Home = Validate legal entity change = Details

Details Legal entity change contact J Joint submission contact Pre-SIEF contact

Representative Validation

Please enter the security token for the selected legal entity change and click "Validate" to continue

lerisk (*) are mandatory. Hovering over a |

Legal entity change name & token

Legal entity change name DEMO 01
Token 1267601907222
Cancel

) Entering the security token is a one time activity. Once successfully entered, the legal

successor will not be required to enter the token again even if he interrupts the
validation process and comes back to it later.

REACH-IT will now display the legal entity change content for the legal successor to validate
as well as update with his information.

On the <Details> tab enter the required information (fields marked with an asterisk * are
mandatory).
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Figure 25: Details for legal entity change

Home = Validate legal entity change > Details

Details Legal entity change contact J Joint submission contact Pre-SIEF contact Representative

Validation

Please enter the security token for the selected legal entity change and click "Validate" to continue

Flelds marked with an asterisk (+) are mandatory. Hovering over a (?) sign displays help information.

Legal entity change name & token

Legal entity change name DEMO 01
= Token 1267601907222
Legal entity claim details
List of items : Download
Purchase order: |

‘____”__.- Link to view/download item list

Comment

Cancel @

® You may enter a purchase order number as your own reference for invoicing
purposes. This purchase order number will be referenced on the invoice you will
potentially receive for the legal entity change.

Click <Next> to proceed.
REACH-IT will direct you to the <Legal entity change contact> tab.
3.3.1.2 Legal entity change contact

On the <Contact> tab, select the contact person who may be contacted by the Agency

and/or Member State Authorities regarding this legal entity change from the list of existing
contacts.

Figure 26: Contact for legal entity change

Home = Validate legal entity change > Contact

Legal entity change contact | [EEIINEILGTEETT Rl Pre-SIEF contact Representative Validation

Please select a contact person who may be contacted by the Agency and/or Member State Authorities regarding this legal entity change

Select Last Name First Name

Phone Email
{si Contact Contact Contact b666666 test@test.com
O Blogs Joe 12345 test@test.com

= < Previous | Deselect contact Add contact

Use the <Add contact> button to add a new contact to the list.

Use the <Deselect contact> button to deselect an already selected contact.
Click <Next> to proceed.

REACH-IT will direct you to the <Joint submission contact> tab.
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3.3.1.3 Joint submission contact

On the <Joint submission contact> tab, select the contact person you wish marked as the
contact person for any potential joint submissions that are part of the item list to be
transferred.

Figure 27: Joint submission contact

Home = Validate legal entity change = Join beniseion-Contact

Legal entity change contaci I Joint submission contact I P:e-SIEF contact | Representative J Validation
Please select a joint submission contact person. The contact defined here will replace the contact of each joint submission transferred in this legal entity change, if any. In case

no joint submission contact is defined, joint submissions transferred will have no contact

Select Last Name First Name Fhone Email
{#i Contact Contact Contact 6666666 test@test.com
O Blogs Joe 12345 test@test.com

<<Previous | | Deselecicontact | | Add contact

E

You may only indicate one joint submission contact. This contact will be updated to all
joint submissions transferred to you. If you wish to have different contacts for your joint
submissions, you will need to update this change in all the joint submissions after the
transfer of items is complete.

Click <Next> to proceed.
REACH-IT will direct you to the <Pre-SIEF contact> tab.
3.3.1.4 Pre-SIEF contact

On the <Pre-SIEF contact> tab, select the contact person you wish marked as the contact
person for any pre-SIEFs that will be affected due to any items on the item list to be
transferred.

Figure 28: Pre-SIEF contact

Home = Validate legal entity change > Pre-SIEF Contact

Legal entity change contact || Joint submission contact ! Pre-SIEF contact L Representative WValidation

Please select a pre-SIEF contact person. The contact defined here will replace the pre-SIEF contact of each pre-registration transferred in this legal entity change, if any. In
case no pre-SIEF contact is defined, pre-registrations transferred will have no contact

Select Last Name First Name Phone Email
{si Contact Contact Contact 6666666 test@test com
O Blogs Joe 12345 tesi@test.com

<<Previous | | Deselectcontact | | Add contact

L

You may only indicate one pre-SIEF contact. This contact will be updated to all the
pre-SIEFs transferred to you. If you wish to have different contacts for your pre-SIEFs,
you will need to update this change in all the pre-registrations after the transfer of
items is complete.

Click <Next> to proceed.
REACH-IT will direct you to the <Representative> tab.
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3.3.1.5 Representative

On the <Representative> tab, select the third party representative you wish marked as the
third party representative for any pre-SIEFs that will be affected due to any items on the item
list to be transferred.

Figure 29: Third party representative contact

Home = Validate legal entity change > Representative
e —
Legal entity change contact | Joint submission contact | Pre-SIEF contact 'I validation

Please select a third party representative. The third party representative defined here will be marked as your third party representative for all items transferred in this legal
entity change
Select Company name Pheone Fax  Email uuID

{&i LEATPR 12345 test@tpr.com ECHA-0a8a09cc-8618-48b0-80d4-p377636ch423

= = Pravious | Deselect contact Add contact ‘

L]

You may only indicate one third party representative. This third party representative
will be updated to all pre-registrations transferred to you. If you wish to have different
third party representatives for your pre-SIEFs, you will need to update this change in
all the pre-registrations after the transfer of items is complete.

Click <Next> to proceed.
REACH-IT will direct you to the <Validation> tab.
3.3.1.6 Validation

The <Validation> tab provides an overview of the content of the legal entity change as well
as all the entries you have made on the previous tabs of the legal entity change wizard.

Review all your data and navigate back to the relevant tab should you wish to change any of
your entries.

Agree with the declaration by ticking the tick box.

Once you are satisfied with the content and your entries, click <Accept legal entity change>
button.
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Figure 30: Validate legal entity change

http://echa.europa.eu

dome > Validate legal entity change > Validation

Representative l Validation .

Joint submission contact | Pre-SIEF contact

Legal entity change contact

Details Contact Joint submission contact Contact Representative

Legal entity change details — Agree with the declaration by ticking the box
+ Declaration
misleading
Legal entity change name: DEMO 01
Legal entity change type Split (Manual selection of items in REACH-IT)
Originating legal entity : ECHA-2ed24e52-2c0f-40a3-b2e7-4cd&c60b3cca
The UUID of the new legal entity: i 579-1a9e21b63390
Token:
Company Size: Medium
List of items - Download

FUITTESE G You can view/download the item list here

Pre-SIEF contact

Contact information
Title

First Name Contact Contact
Last Name:

Phone
Fax:
E-mail: test@test.com
Organisation

Organisation Name:

Depariment:

Address

Street Myadress
Street 2:

Postal code: 009876

City / Town: sdffdsfsd
Region / County:

Country: F
Postal address:

Accept legal entity change ‘ Request update to legal entity change ‘ Cancel

i¥i The user declares that the information provided herein as evidence of the legal enfity change is true, correct and not

*—___ Be sure to have verified the contents of the item list.

Click <OK> on the confirmation screen to complete the validation process.

Figure 31: Validate legal entity change

YYou are confirming the validation of legal entity change DEMO 01 . If this is your intention, please click 'OK!'

If you wish to continue viewing/editing the legal entity change. please click 'Cancel'.

REACH-IT will confirm the validation of the legal entity change. This confirmation will be in
the form of a confirmation message at the top of the validation screen as well as an internal

message.
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3.3.2 Request update to a legal entity change

If the legal successor does not agree with the content of the legal entity change created, he
can request for an update by the originating legal entity as described below.

Follow the legal entity change validation process as described in chapter 3.3.1 up to the
<Validation> tab.

Click <Request update to legal entity change> button.
Click <OK> on the confirmation screen.

1. You will need to communicate to the originating legal entity all the changes you wish
made to the legal entity change outside of REACH-IT (e.g. via e-mail).

& You may use this functionality to request the originating legal entity to delete the legal
entity change. See chapter 3.6 for further details.

REACH-IT will update the status of the legal entity change to “Update requested”. The

originating legal entity can now update the contents of the legal entity change as described in
chapter 3.5.1.

3.4 View legal entity changes

Companies can view all legal entity changes that they are involved in either as an originating
legal entity or a legal successor.

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.

All the legal entity changes that your legal entity is involved in will be displayed.

Figure 32: View legal entity changes

Home = View legal entity change

Search legal entity change

Search criteria

Legal Entity Change Status All v Click on column heading to sort by column
Legal Entity Change Name |
Search
Select Legal Entity Change Name Party UUID Status Item list
Originating legal entity : LEA
= ECHA-2ed24e52-2c0f-40a3-b2e7-4cd8c60b3cca -
O DEMOLECO Legal successor: LED Completed Download

ECHA-6b55b37e-9241-4715-9679-1a8e21h63390
Originating legal entity : LEA
- 52- . | — ach
C Demo ESQH:I zzg%zz;%icfééoaa (= BRI Completed Download
ECHA-6b55b37e-9241-4715-9679-1a89e21h63390
Originating legal entity : LEA
- 52- — -| — Bch
EEQH:\I gzgii&;:;%icfég()ﬁ b2e7-4cd8c60b3cca Completed Download
ECHA-6b55b37e-9241-4715-9879-1a0e21h63390

originating legal entity : LEA

O SplitManual0l

ECHA-2ed24e52-2¢01-40a3-b2e7-4cd8c60b3cca
2
S Bniots Legal successor: ) o SEies
\ Seledt legal entity ch ECHA-6b55b3fe-9241-4715-0879-1a9e21b63390  Click to view/download

Select legal entity change . o i i

and then click edit or Originating legal entity : LEA itemn list
O DEMOO01 TEEm d ECHA-2ed24e52-2c01-40a3-b2e7-4cd8c60b3cca Created oNnloe

. s legliis Legal successor: LEB B

ECHA-6Db55b3e-9241-4715-9879-1a9e21b63390

Edit Delete Cancel

Click on the column headings to sort the legal entity change records.
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Click a particular legal entity change name link to display all the relevant information for that
legal entity change.

Click on the <Download> link in the item list column to display the item list for the legal entity
change as a PDF document.

The status column describes where in the legal entity change process the legal entity change
currently is. See chapter 2.2.2.3 for a mapping of these statuses to the process.

3.5 Edit alegal entity change
3.5.1 Update upon request

As the originating legal entity, you can update a legal entity change created by you for which
the legal successor has requested updates to.

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.

© To find all legal entity changes for which an update has been requested, select status
“Update requested” as your search criteria.

From the results screen, select the created legal entity change you wish to update (see
Figure 32).

Click <Edit>.

Make the necessary updates. See chapter 3.2.1 for specific instructions.
Once on the <Validation> tab, click <Update legal entity change> button.
Click <OK> on the confirmation screen to complete the update process.

REACH-IT will confirm the update of the legal entity change. This confirmation will be in the
form of a confirmation screen as well as an internal message. The legal entity change status
will be updated to “Created” and the legal successor can now validate the update.

3.5.2 Update after completion

After a legal entity change has been completed and the items transferred to the legal
successor, the legal entity change status is updated to “Completed”. After this the only
changes that can be done to the legal entity change are the updating of the contact persons
for both the originating legal entity and the legal successor. It is important that this
information is kept up to date so that the Agency and Member State Authorities can
efficiently contact the correct people if needed.

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.

From the results screen, select the created legal entity change you wish to update contact
information for.

Click <Edit>.
Update the contact information.

Navigating away from the wizard will automatically save your changes.
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3.6 Delete alegal entity change

Only the originating legal entity who has created the legal entity change in REACH-IT can
delete it from the system.

This deletion is only possible when the following conditions are fulfilled:
Legal successor has not yet validated the legal entity change, and

The legal entity change is editable by the originating legal entity either in status “Draft” or
“Update requested”.

The legal successor can at no time delete the legal entity change. Should he disagree with a
legal entity change in which he has been indicated as a legal successor, he should set the
status to “Update requested” and ask the originating legal entity to delete the legal entity
change from the system.

From the homepage, click on the <Legal entity change \ View legal entity change> menu
item.

Enter desired search criteria in the search screen. Click <Search>.

® To find all legal entity changes in draft mode, select status “Draft” as your search
criteria.

To find all legal entity changes for which an update has been requested, select status
“Update requested” as your search criteria.

From the results screen, select the created legal entity change you wish to delete (see
Figure 32).

Click <Delete>.

To confirm your intention to delete the legal entity change click <Yes>. To cancel your
intention to delete the legal entity change click <No>.

If you confirmed your intention to delete the legal entity change in the previous step, the legal
entity change is deleted from REACH-IT with no further consequences.

3.7 Export item list

Companies can use the export item list functionality to export from REACH-IT a list of all or
selected items that they own in CSV format. This list can then be edited outside of the
system to build an item list for a specific legal entity change and then imported via the bulk
functionality described in chapter 3.2.1.5.

3.7.1 Create new list

From the homepage, click on the <Legal entity change \ Export items list> menu item.

Figure 33: Create export item list

Home > Export items > View lists

Export item lists

The following export list(s)} have been defined for your party. Use the buttons below to add, modify and export them in CSV format

Select Name Creation Date

No Records Found

Delete Export
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Click <Create>.

On the <Selected items> sub-tab enter a name for your list. As this is a new list, the counter
will display that zero (0) items are currently on the list.

Figure 34: Export list — selected items

Home = Export items > Edit list

Export list of items

Selected items

Export list details
List name Demo Ilst\
Your list currently contains 0 W__ Counter displaying how many items are
currently included on the expaort list
Search available items criteria

Asset type Registration v
Reference number

Submission date from
Submission date to
EC number;

CAS number

Chemical name

Search Clear

Select EC Number CAS number Chemical Name Reference number
No Records Found

Add itemns | Remove iterns Back

Submission date

Click <Add items>. The system will direct you to the <All items> sub-tab where you can
search all your items available for adding to your list.

Version 1.0

March 2010

Page 37 of 41



REACH-IT Industry User Manual m ECI IA
Part 17 - Legal Entity Change

http://echa.europa.eu

Figure 35: Adding items to export list

Home = Export items > Edit list

Export list of items

P —
1. Selecteditems

In this page you may search the available items and add them to your export list

Search available items criteria

[tem type: Registration A
Reference number

Submission date from:

Submission date to”

EC Number:

CAS Mumber

Chemical Name:

Search Clear

You may select/deselect all at once
Select All | Select None

Select EC Number CAS Number Substance name Reference number Submission Date
[0 200-662-2 67-64-1 acetone 01-2114082175-50-0000 03/02/2010
[0 200-081-4 51-17-2 benzimidazole 01-2114082179-42-0000 03/02/2010
O 222-128-8 3360-41-6 4-phenylbutan-1-ol 01-2114082191-56-0000 08/02/2010
[0 2559385 42779-82-8 clopirac 01-2114082188-43-0000 08/02/2010
222-630-7 3562-84-3 benzbromarone 01-2114082196-46-0000 08/02/2010
203-628-5 108-90-7 chlorobenzene 01-2114082174-52-0000 05/02/2010
0 219-451-1 2436-72-4 bufexamac 01-2114082187-45-0000 08/02/2010

Search for the items you wish to add to your list using the available search criteria.

Select (tick) the items you wish to add to your list and click <Add items>. The system will add
these items to your list.

Click the <Selected items> sub-tab to verify that your selected items have been added to the
list. The counter will display how many items have been selected and you may use the
available search criteria verify the contents of your list.
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Figure 36: Items added to export list

Home > Export items = Edit list

Export list of items

Selected items

EXPOI'E list details
List name Demo list

Your list currently contains 2 item(s)
Counter reflecting number items added to list
Search available items criteria
Asset type Registration M
Reference number:

Submission date from
Submission date to
EC number

CAS number

Chemical name
Search Clear

Select All | Select None

Select EC Number CAS number Chemical Name Reference number Submission date
[0 4203-628-5 108-90-7 chlorobenzene 01-2114082174-52-0000 05/02/2010
O 2226307 S62-54-3 benzbromarone 01-2114082196-46-0000 08/02/2010
Select items you wish to remove from the list
Additems ‘ Remove items Back ‘ and click Reomve items

To remove items from your list, on the <Selected items> sub-tab select (tick) the items you
wish to remove and click <Remove items>. The selected items will be removed from your list
and the counter is updated accordingly.

3.7.2 Edit list
You may add items or remove items from existing lists.

From the homepage, click on the <Legal entity change \ Export items list> menu item. The
system will display previously created lists.

Click the list name link of the list you wish to edit.

Now you may add / remove items as needed. See chapter 3.7.1 for details.
3.7.3 Export list

You may export a list of items you have created from REACH-IT in CSV format.

From the homepage, click on the <Legal entity change \ Export items list> menu item. The
system will display previously created lists.

Select the list you wish to export and click <Export>.
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Figure 37: Export list in CSV format

Home > Export items > View lists

Export item lists

The following export list{s) have been defined for your party. Use the buttons below to add. modify and export them in CSV format
Select Name

Creation Date
Demo list 03/03/2010

Create | | Delete | Dpening Demo list.cs)

You have chosen to open

4] Demo list.csv

which is a: Microsoft Office Excel Comma Separated Values File
i~ from: https:jindustry-shared.reach.europa.local

What should Firefox do with this file?

(&) Open with | Microsoft Office Excel (default) -
() saveFile

Save the file to your file system.

f The CSV format is the following:

reference number, item type, submission date, EC number, CAS number, chemical
name

Only the reference number is significant in the bulk upload.

3.7.4 Delete list

From the homepage, click on the <Legal entity change \ Export items list> menu item. The
system will display previously created lists (see Figure 32).

Select the list you wish to delete and click <Delete>. The list will be deleted from REACH-IT.
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