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This user manual describe s the three  key operative modules  of the SRE, the Submission & 
Communication  System of the Company  with the INTCF ( I nstituto Nacional de Toxicología y Ciencias 

Forenses)   
 

ü óCompany  Dataô Module   
ü óPreparing Submissions to INTCF ô Module   
ü óMessageô Module  
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HOW TO ACCESS THE SY STEM  

 

 

 
 

 

 
 
ACCESS THE SRE SYSTEM  

 
Two  options:  

a)  Direct access link :   https://sre.justicia.es  

b)  ' ' Portal del Ministerio de Justicia :   http://www.mjusticia.gob.es/  

 
In main page, find óSECCIONES de INTER£Sô,  and open óInformaci·n Toxicol·gicaô tab  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

         IMPORTANT  
 
Access to SRE requires previous registration of the company in the SRE  for 
authentication (user name & Password)   
 

  
      

   
     

 
 

http://www.mjusticia.es/cs/Satellite?c=Page&cid=1057821035133&lang=es_es&pagename=Portal_del_ciudadano%2FPage%2FHomeJusticia
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1  (Notificacion al INTCF. Información para empresas) &  2 ( Información para empresas. Notificaci ón al INTCF) : both 
links contain data related to the notification procedure (according to  Orden JUS/909/2017, de 25 de 

septiembre ) :  Regulations, forms, manuals and tools   

 

2 ñNotification to the Poison Centre in Spain (INTCF)ò: direct link to guides & manuals in English  

 
 
Page displayed by:  1  (Notificación al INTCF. Información para empresas) &  2 (Información para empresas. Notificación 

al INTCF):  
 

   
  
 
  
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ñNotification  to the 

Poison C ent re in Spain 
(INTCF)ò:  

Direct  link to guides & 

manuals in English  

1 

2 

General introduction to 

the notification procedure  
 

 
 

 
 

 
 

 
 

 Link s to SRE  (and tool to 

prepare toxicological files)  
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Page displayed by: ñNotification to the Poison Centre in Spain (INTCF) ò 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Access SRE: control  
 
Access is enabled by using credentials  (user name & password ) assigned to the registered company.  
Once in the SRE, permits depend on the user profile (administrator/respon sible or authorised)  
     
       
PROFILES FOR AUTHORISED ACCESS  

 
Administrator or óResponsible ô user :  
The user manages company and further authorised usersô data . 
Named  by the registered company to  manage the information  submitted by the company  to SRE-I NTCF 
site.  
Has the right to cancel the company´s register in the SRE and the notified mixtures.  
 
IMPORTANT: must be a permanent staff member of the company  

Enabled to :  
a.  View and edit basic company data  
b.  Name, view and edit the data of authorised users  
c.  Cert ify the SME status of the company  
d.  Withdraw the company from SRE register and all notified products  
e.  View payment options/conditions  
f.  Generate new submissions to the INTCF  
g.  Pursue tasks of pending submissions (payment, Marketing company* acknowledgement,  amen dment 

requests , etc. )  

h.  Revise pending messages  
i.  Revise message history  
j.  View message details  
k.  Verify the óauthorisation ô request of the Marketing Company:  

 
 Link s to SRE:  

 
-  SRE Registration 

manual  
-  SRE user manual  

-  Direct  access to SRE 
(click logo)  
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+ Accept submission request to the INTCF  
+ Reject submission request to the INTCF  

* Marketing company =  company responsible of placing on the market  

 
 

óAuthorisedô user:  

The Authorised user is  in charge of the following activities only  (same as Responsible user, except  for  the right 

to  edit company data, name or exclude authorised users  or  cancel company  registration ) :   
a.  Send  new submissions  
b.  Pursue tasks of pending submissions (payment, Marketing company* acknowledgement  or 

amendment requests)  
c.  Revise pending messages  
d.  Revise message history  
e.  View message detail s  
f.  View basic company data  
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SRE INTERFACE  

 
 
ACCESS  THE  SRE 

 
User authentication to access the system  is r equire d.  

* previous Company Registration  in the SRE  is mandatory  (see óGuide: Registration in the SREô, available from INTCF 
website https://www.mjusticia.gob.es/cs/Satellite/Portal/12924286762 7 8?blobheader=application%2Fpdf&blobheadername1=Content -

Disposition&blobheadername2=Grupo&blobheadervalue1=attachment%3B+filename%3DGuide%3A_Registration_in_the_SRE.PDF&blobheaderva lue2=INTCF ) 
 
Authenticated users  are provided with unique identifiers:  

- Username  (Usuario (NIF/NIE) :  companyôs user code  
- Password  (Clave) : unique ID of the company user  

 
A)  Access the SRE  

 

 
 

 
 

 

B)  Forgot  your  password  

 

 
 

User name 

Password 

Click ôIniciar sesi·nõ (Start session) tab  

Provide user name & password  

Click ôHe olvidado mi contrase¶aõ (forgot my 

password) tab  
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The new  password is delivered to your E mail address  

 
 

c)  REGISTER the company in the SRE  

 

 
 

Display s the registration  form  (see óGuide: Registration in the SREô, available from INTCF´s  website 

https://www.mjusticia.gob.es/cs/Satellite/Portal/1292428676278?blobheader=application%2Fpdf&blobheadername1=Content -

Disposition&blobheadername2=Grupo&blobheaderva lu e1=attachment%3B+filename%3DGuide%3A_Registration_in_the_SRE.PDF&blobheadervalue2=INTCF)   

     
When you access the SRE, th is óHome pageô is displayed:  

    
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 - Enter user name  

 - Click icon 

- Click ôaquiõ 

A 

 

 

 

 

 

B 

 

 

 

 

 

C 
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A   Window Heading:  

- Logo of the Ministry of Justice  (Application develope d by Ministerio de Justicia )  

 
- Userôs last connexion to the system (dd/mm/ yyyy  hh : mm :ss )  (e.g.:  Su último acceso fue el 29/10/2014 12:26 :01 )  

- Castellano ( Spanish) :   Language of the application  

- : User and C ompany connected to the system  
      * If the user i s linked to several compani es, óCompany: Several'  (Empresa: Varias)  is displayed.  

- Help :  Link  to download the óSRE User manual ô 

 
-  Personal  configuration icon : enables the user to change the password  

   

        
   

       
Login  field displays your user name  

Fill in field s:  
- (*)  Contraseña :  your  password  

- (*)  Nueva  Contraseña :  new password  (must contain  a minimum of  8 char acters ,  including both letters  

and  numbers)   
- (*)  Repita Nueva Contraseña :  repeat new password.  

Save changes by clicking 'S ave' ( )  

Press  to return to previous page  

 

-  'Home' icon : return s to Main M enu window  

-  óEXITô icon : user exits the system  

 
 
B    Application  Name :  
 
 

 
 

Access Modules :  
 

  
 

óWelcome to Company - INTCF the  Communication the System (SRE)ô 

Company data  (Datos de la empresa) :   
 

View and /or  edit basic company data   

-  Press icon  
 

-  Click link  

 (change password)  
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* Red balloons ( )  indicate the number of pending submissions found in ' Module  for s ubmissions to the INTCF'  (Bandeja de 
preparación de Envíos al INTCF ), or pending messages  to be read  in the 'Message module ' (Bandeja de Avisos)   
 

 

 
 
Footnote :  

 
Legal disclaimer and access requirements to the SRE  

 

óPrepare submissions to the INTCFô Tray (Bandeja de 
Preparación de Envíos al INTCF) :  

 

Submit /manage  product notifications to the INTCF  

Message Tray  (Bandeja de Avisos) :   
 

Receive messages regarding submissions of products to the INTCF  
 

Update UFI to harmonised format  (Armonización UFI ) :   
 

(for further info rmation, see INDEX_ section 4.  EDIT PRODUCT UFI )  
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1 . COMPANY DATA  

The authenticated us er ( administrator  or authorised) may access the 'Company/ Company  data'  (Datos de la Empresa)  
module.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
General icons  ( found in all lists /tables ) :   
+ Page icons:  

- First page  
- Previous page  

- Next page  

- Last page  

 
+ View num ber of  records in the list page:   

    Drop -down menu provides view options: 20 (default), 25 or 35 records per page  

 
+ Filter and clear selections:  

o Filter (Filtrar)   

o Clear filter (Limpiar Filtro)   

o Filter by columns: select column and press Filter (Filtrar)   
o  

+ Window  footnote :   

    Shows  total number of records found , and records  displayed  (e.g.:  results 1 -8 of 8)  
 
 
 

In this module, the user 
views and /or  edits the 

company data recorded 
in the SRE  

IMPORTANT  
If the user is authorised in  several companies, he must first select one  of them in order  to view the 
correspo nding company  data  
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The óUserôs Company Listô (Listado de empresas del usuario)  window shows  two sections :   

   + User´s C ompany I nventory /List  (Listado de empres as del usuario)   

   + TASK GUIDE  (GUÍA DE TAREAS):  prov ides related help in  each step  of the process  

 

 

  
 
The C ompany List includes the following fields :  

- Date of C ompany register in the SRE (FECHA DE ALTA EN EL SISTEMA) :  date and time of register  

- Company  (EMPRESA):  Company name  

- Company ID number  (NÚMERO IDENTIFICACIÓN):  NIF/VAT Number  
- Company Address  (DIRECCIÓN) :  Street and number   

*Search filter available for street name only  

- City and Country  (CIUDAD O PAÍS):  displays city name for Spanish companies and  country name for foreign companies   

 

View icon    : displays Company Data  
  

- Administrator / Responsible user login:  views and edits  

 
     To save changes: click  ñGuardar cambiosò (save changes)  
To return to previous page: press  ñVolverò (return)  
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The resp onsible user may:  
- View & edit company data  

- Authorised user : name,  view and edit their data  

- Certify the company´ s SME status  
- Fee payment data  

- Withdraw the company from the SRE  
- Download the 790 form (fee payment)  

 
- Authorised user login : views only  

 
 
 

 
 
 
 

1.1.  VIEW AND EDIT COMPANY DATA  

 
To view and edit all company data recorded in the System  (except for CIF or VAT numbers )  

*CIF/VAT numbers are unique permanent company IDs  in the SRE company register  

 

The following fields are displayed:  
o Company name  (Nombre de  la empresa )   

o CIF/VAT Number: CIF (Spanish company ID code) and VAT (foreign company ID code)  
o Street type  (Tipo de Vía ) : Street, A venue, Road, etc   

o Address  (Dirección ) : Street name  
o Number  (Número ) :  Street number   

o Staircase  (Escalera )  
o Floor  (Piso)  

o Door num ber/letter  (Puerta )   
o Country  (País)  

o Region, State, Department  (Provincia )  
o City  (Ciudad )  

o Post  code, Z ip code  (Código Postal )   
o Telephone number  (Teléfono )   
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o Fax number  

o Company Email:  inform s about pending messages in the óMessage Module ô 
*A ddress must comply  with Email format ( characters@characters.characters )  

 
 
 
 
 

1.2.  USER DATA: INCLUDE NEW USER, VIEW AND EDIT  

 
View registered user  data  and exclude or include users.  

*Important:  it does not allow editing  data of a registered user  

 

 

There is a single Administrator  user  (*) Usuario Responsable) ;  the other are authorised  users.   
 

To add new authorised users ,  click icon    

 

It displays  the following fields :  

o Name   

o First family name  
o Second  family name  

o DNI  (S pain)  / ID number  (passport, identity card)   
o Email  

o Confirm  Email   

Click  to save changes, or  Cancelar  to cancel.  
 
When a mandatory field is left empty, the following message is displayed:  
  
 

http://www.mjusticia.es/cs/Satellite?c=Page&cid=1057821035133&lang=es_es&pagename=Portal_del_ciudadano%2FPage%2FHomeJusticia
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When data is incorrect (e.g.: DNI or Email), the following mess age is displayed:  
 

 
 
 
Confirm Email  (Confirmar Email )  properly; otherwise , the following message is displayed:  
 

 
 
 

 
When you click icon  óSend credentialsô (Reenviar credenciales ) , this message is displayed :  

 
 

If you click óYesô (Si) , the followi ng  message is 
displayed (when Email is successfully sent):   
 

 
  To exclud e authorised  user s, click icon .  
The system displays the following message:  
 
 
 

                Error  
New user not included because data is incorrect.  

Revise data in fields DNI/ID number and Email.   

               
Accept 

 
 

                 Beware  

Mismatched data in óEmailô and óConfirm Emailô 
fields!  

 

                 Accept  
 

When the author ised user data is 
completed , the System sends an Email 
to the óauthorised  userô providing the 
Username  and Password  of the new 
user.  
 
It informs that the System does not 
recover passwords; therefore, if users 
forget their password, they must 
contact the óServicio de Informaci·n 
Toxicol·gicaô     
 

           Beware  
You must complete all fields  to register a 

user  

OK 
 

           Notice  
The System will send an Email to the user, providing 

Username  and Password,  to the f ollowing address:  
me rcedes.gallego@empresas.justicia.es.  

         
Yes 

  
No 

 
 

 

        

 
Company Data, Details  

Email sent correctly  
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Until you confirm excluding a user (by clicking  óGuardar cambiosô), the System preserves the dat a under 
a óRestore rejected items ô (Restaurar la eliminación)  status .  
 

       * ( Icon   is displayed in field  óEliminar Usuarioô of the s elected user)  

 

 
 

 
 

1.3.  SME (PYME) CREDENTIALS  

 
In section óSME Credentialsô (Acreditación PYME) , you must specify  the typ e of SME (medium, small, etc) , 
and attach the certifying document  (credentials) .   
 

 
 
Select  type of SME  (PYME)              Download the SME credentials  

 
 

* The default option is ólarge/big ô company or non -SME ( large/big  companies do not benefit from red uced fee payment).  

 
Selection of SME displays th is window:   
 

 

 

If you click 
Cancelar 

 (Cancel), before you attach the Form file, the window closes , and selected SME type 
is lost.  
 
 
If you forget to  attach the SME Credentials F orm , the following message is displ ayed:  

       Beware  

Are you sure you want to exclude the user?  
If sure, press óYesô (Si), and click óSave  changesô (Guardar 

cambios)  to confirm.   
Otherwi se, press óNoô 

              
Yes 

  
No 

 
 

 

        
 

   Select SME options:  
+ Micro company  

+ Small company  
+ Medium company  

 

 

Small  

Click Examinar  to search the completed 

SME Credentials Form .  
 

Then  click Adjuntar  to attach the file.  

 
 

If completed fo rm not available, click link  
óaquiô to download it.  

You must complete  the form, scan  it, and 
finally attach  the file.  
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Press  Aceptar  (Accept) to quit this screen  

A new window is opened; click Adjuntar  (Attach) to register the credentials and SME type.  
 

 

 

 
 
 
The attached document must have one of the following file extensions: DOC, DOCX, JPG, PNG or PDF ; 
otherwise, t he following message is displayed:   
 

 
 

 
  

 
 
 
You may also download the attached SME Credentials via  the  óDescargar Acreditaci·n Adjuntada 
Condici·n PYMEô link  

 
 
 
 

 

 

 

 

 

 

 

Detail of Company Data 
 

You must select a document!  

  
Accept 

 
 

        
 

           Detail of Company Data 
 
Remember to press ôAdjuntarõ (Atta ch) in 

order to register the c redentials and SME type. 

 

The system then returns to the main õEdit 
Company Dataõ screen (the document has 

been included).  

              
Accept 

 
 

        
 

                Detail of Company Data 

The file must have DOC, DOCX, JPG, PNG or 
PDF extensions! 

              
Accept 

 
 

        
 

       IMPORTANT   

Attachment of the SME Credentials (by clicking 
Adjuntar 

 óAttachô)  records the óSME Typeô 
status  in the SRE system  
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1.4.  FEE PAYMENT DATA  

In Payment Data  section  (Datos de pago)  the  user may only view  the related data:  
 

o Annual fee for new submission s (Adjunta  a la tarifa máxima anual de Alta de productos)  
o Annual fee for updates/modifications  (Adjunta a la tarifa máxima anual de Modificación de Productos)  

 

 

 

    
 
If changes are correct, the system dis plays the following message:  
 

     
 
 
 

If you click Volver  (Back ) , the system returns  to the User´s Compan y L ist  (Listado de empresas del 
usuario)  or the Home screen.  
 
   The system displays a  warning  message ; it  requir es confirming  that  you want  to save chan ges  before  
    leaving the screen:  

 

 
 

If you wan t to discard the changes, click No ; the system returns to User´s Company List  (Listado de 
empresas del usuario)  

 
 

                          Alert  
You are going to exit óEdit  Company ô, and 
changes may be lost.  

Do you want to save the changes before quitting?  

        Yes No  

Click  (Save Changes),  

to save previously introduced or 

modified data.  

Compan y Data, Details  

Changes perfor med correctly  
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1.5.  WITHDRAW A COMPANY FROM THE SRE  

 

The Company Administrator User  (Usuario Represe ntante de la Empre sa)  is the only user qualified to 
withdraw  a company . 
  

 

 

 
The following warning message is displayed:  
 

 
 
 
 
 
If you agree, the system will display a message confirming the withdrawal of the company.  
 
 
 
 
 

 

 
 
 
 
 
The product notification files rema in st ored in the óWithdrawn Products ô database of the INTCF.  

* Date  of óWithdrawal from the marketô (dd/mm/yy yy ) will be reported in the product  

 Files .  

 
 

 

Click  (Company  Withdrawal )  
     (See TASKS GUIDE  'GUÍA DE TAREAS'  section)  

 
 

 

 

 

 
 

 
 

          Warning  
If you withdraw the 

company , you will 
remove this companyôs 

data  and all pending 
issues.  

 
 

Are you sure you want to 
continue and withdraw 

the company?  

Yes No  

IMPORTANT  
Withdrawal of a company implies removal  of:  

+ All company data  

+ Use rs data  
+ Pending submissions  

 
*However, system safeguards removed data  

 

      IMPORTANT  
The Authorised user may only view  the data in the óCompany Data Detailsô window (Detalle 

Datos de empresa) .   
Thus, if Authorised Users  need to introduce changes, th ey need to  contact the Companyôs 

Administrator User .  
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If you click 	 
(Back), you return to:  
 

 

+  User´s Company  

     List  (Listado de  

     Empresas de Usuario)  

If you are 
Administrator User of 

several companies  
 

               or  

 

 +   Home page  
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2. SUBMISSIONS TO THE INTCF  

 
Validates notifications  of marketed products submitted  to  the INTC F. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                              
 
 
Product data (.XML files) may be generated with other tools complying with the format generated by the GesFicCom  

application  (free & available from our website).   
 
However, the óSubmissions to INTCF ô Modul e (Bandeja de Preparación de Envíos al INTCF)  module is the only 
means to submi t  the information to the INTCF . 
 
Two  types of compan y may be involved in the submission:  

+ Notifying company :   
   Company submitting or send ing  the information  on behalf of  the duty holder   
+ Marketing company  or C ompany placing the product on the market (ERPM):  
   It is mandatory for this Company to notify  marketed products  to the INTCF.  

 The Marketing Company  must authorise  submissions by the N otifying Company  
 
 
Thus, the  Noti fying C ompany (which  actually , may also be the Marketing Company ) submits the information to 
the INTCF via  the module óModule  for Submissions to INTCF ô (Bandeja de Preparación de Envíos al 
INTCF).  
 

Access information on  pending 

submissions by clicking the 

red balloon  

Red ba lloon (e.g.: )  

Indicates number of 

pending submissions to 
be delivered to the 

INTCF by the company  
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User´s Company  list  (L istado de Empresas  del U suario ) :   
 
o Company  (EMPRESA) : company name s of the compani es for which the Notifying Company manages 

submissions   
o ID number  (NÚMERO IDENTIFICACIÓN) :  Company ID (CIF o r VAT)  
o Address  (DIRECCIÓN) : Street name and number   
o City  (CIUDAD) : city name  (for Sp anish compani es) or country name  (for foreign companies )  
o Pending submissions  (ENVÍOS PENDIENTE S) : number of pending submissions for a particular company  

* Reminder:  the  number displayed in the moduleôs red balloon  corresponds to total  pending submissions  
fr om all compan ies in the list  

 

View icon :  displays the óCompany D ataô (Datos de la Empresa)  screen.   
 
 
When the user selects one company, it displays the óCompany Data and Product L oading Processô (D atos 

de Empresa y Carga de Operaciones sobre Productos)  screen  
 
This w indow has two  sections:  
  

Company data of the notifying company (previously supplied  to the INTCF)  
o Name: company name  

o CIF/VAT Number: company Tax ID  
o Address: full company´s address  

o City  
o Region, Department, Province Country  

o Telephone number  
o Fax number  

o E-mail  address   
o Full name of contact person or name of Administrator  User  (Persona de contacto que representa a la 

empresa, o usuario responsable ) .  
 

 

                     IMPORTANT  
When a Notifying Comp any User  (and  submitting on be half of several companies ), enters the óSubmissions to INTCFô Tray  

(Bandeja de Preparación de Envíos al INTCF)  module, the system displays the list of companies , and the pending submissions 
for each company .  
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TASK S GUIDE  (GUIA DE TAREAS) :  

It displays information about the sections and actions in this w indow  

 

The no tifying comp any is required to provide the M arketing Companyôs ID  (CIF or VAT) , which is subsequently 
confirmed/checked by the system.  

 

  
 
 
The system checks the CIF or VAT number , and differing options result :  
      a) The Notifying and Ma rketing compa nies are the same  
      b) The Notifying and Marketing companies are different  
      c) Marketing Company´s ID (CIF or VAT numbers)  not previously  registered  
      d)  User forgets to intro duce the Marketing Companyôs ID 
 
 
a) The Notifying and Marketing com panies are the same :  
 

                   
 
message displayed:  
 

          
 
 
 
 
b) The Notifying and Marketing companies are different:  
 
message displayed :  

 

                     Notice  
The system detected that the Marketing and 

Notifying companies are the same .  
You may continue  

        Accept  

                      Beware  
The system detected that there is available  
data for  this Marketing Company; however, 

you must obtain its authorisation to notify 
their products .  

  
You may continue loading the products until 

the system requests the Authoris ation from 
the Marketing Company  

             
Accept 

 

Introduce CIF or VAT number of the 
Marketing Company in the appropriate 
field  
*See TASK GUIDE (GUÍA DE TAREAS)  
 
 

 Click Verificar CIF  (Verify CIF/VAT) 
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c) Company ID (CIF or VAT numbers) of the Marketing Company  has not been previou sly 
registere d :  
  
message displayed:  

 
 
 
 
 
 
 
 
 
d) User forgets to introduce the marketing company ID :  
 

message displayed when  click ing Verificar CIF  óVerify CIF ô:  
 
 

 
 

 
 
 
 
 
 
 
 
IMPORTANT:  all processes (pending, list, submission, etc) will exclusively apply to the ólink/pairô 
between the Notifying company and this specific Marketing company ).  
 
 
Once the  system validates and accepts  the Marketing C ompany  (ERPM), and if  both companies  have 
pending issues, a message is displayed.  
The pending issues are shown in a list format.  
 
 

 
 
 

   
 
 

                             Alert  
There is no available data of this Marketing Company . 
Please contact the Marketing Company to request its Registration.  

If you want to register this company, go to the SRE  Access S ite, 
in the óPortal de Adm inistraci ón de Justiciaô. 

 
Please , introduce a Marketing company ID validated by the 
System  

                        Accept  

               Alert  
 

Please, introduce the Marketing Company´s ID  
                   (CIF or VAT numbe r)   
 

     Accept  

               Alert  
You have pending subm issions for this 

company. Press óAcce p tô (Aceptar)  to cont inue 
& v iew pending subm issions, or t o generate a 

new subm ission   

     Accept  
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This screen  has three  sections:  
 

GENERAL DATA:  
o Notifying company: company name and ID (CIF/VAT)  

o Marketing company (company pla cing the product on the market)  (ERPM):  company name and ID 

(CIF/VAT)  
o  

PENDING SUBMISSIONS: SELECTION  LIST  (SELECCI ÓN DE ENVÍOS PENDIENTES)  
o Date  (FECHA DE CREACIÓN) :  date and time of  preparing submission   
o SUBMISSION REFERENCE CODE  (CÓDIGO DE REFERENCIA DEL ENVÍO ) :  submission reference 

code /number  

o PROCESS NUMBER (NÚMERO DE OPERACIONES ) :  number of products / processes  in e ach submission     

o STATUS (ESTADO) :  submission status (e.g.: pending for amendment, etc )  

óContinue  process ô icon:  

 
TASK GUIDE:  
It displays information about the sections and actions in this window, such as the possibility to deal 
with pendi ng submissions  or send new submissions.  

 óSearch ô icon: will be described  later  
Procesar Nuevo Env²o  óProcessing a new submissionô icon : will be described later  

  óBackô icon: back  to previous window  
 
 

2.1.  NEW SUBMISSION BY THE NOTIFYING COMPANY  

 

 
 
 
 
 
 

       IMPORTANT  
1.  Compress  Export File (generated with GesFicCom or other data export applications) into .ZIP file  
2.  Compress the intact /closed  folder : yyy ymmdd_hhmmss  (as generate d by the application)  

 

This Export File.ZIP  is the product data submission file  

 

In TASK GUIDE  section of óPending 
submissions or Generation of a New 

submissionô (Envíos pendientes o 
Generación de un  Nuevo Envío)  window :  

Click  icon to search and 

recover the compressed files (.Zip) of the 

product data to be submitted  

       If you Accept 
 

  

 
óPending submissions or 

Generation of a new  
submi ssionô  
(Envíos pendientes o Generación 

de un Nuevo Envío)  
 

  This w indow i s displayed  
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Each submission  (.ZIP file) may contain  only one of the following p roduct notification categories:  New 
Entry/New submission, Withdrawal or Modificatio n/Update  
 

   
 

o New Entry/New submission  (Alta ) : f irst time that these products are notified to the INTCF (no previous 

re cord in the INTCF  database).   
It  implies fee payment  (Ley 10/2012, de 20 de noviembre)   

o Modification/Update  (Modificación) :  changes in the composition/formula of products previously reported to 

the INTC (products recorded in the INTCF database).  
It  implies  fee payment  (Ley  10/2012, de 20 de noviembre)   

o Non - critical modification  (Modificación No Esencia l) :  changes in product characteristics other than product 

name, composition/formula or pH (products recorded in the INTCF database).  
It  does not impl y fee pay ment  

o Withdrawal  (Baja) :  withdrawal from the market of a previously notified product (products recorded in the 

INTCF database).  
It  does not imply fee payment  

 
 

 
 

 
 
 

 
 
 
If it is not a ZIP file, the following message is displayed:    

 
 
 

PENDING SUBMISSION 
OR NEW SUBMISSION 
window:  
 

 Press  

Select  .ZIP file  
 

Click Procesar Nuevo Env²o  

(Process new submission)  

   LOADING FILE  

It is no t a ZIP file!  

      Accept  

 

 

  

Press Accept  and se lect 
suitable ZIP file  
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If you forget to  select a file, t he following message is displayed:  
 

 
 
 
If the file is correct, the SRE process starts:  
 
Preliminary exam of the ZIP fileôs structure:  
 
. Match  between folder and ZIP name s  (default file  name automatically provided by  
  Gesficom : ddmmyyy y_hhmmss ) 
 

 
. Fo lder contents:  

 
 

+ PDF Report File  
   Generated  by  GesFiCom , establishing the notification category (New Entry/New submission,  

   Withdrawal or Modification/Update)  

+ Attachments folde r (ADJUNTOS) :   
   SDS, labels, etc encrypted (.enc) f iles; encryption is performed by the application.  

+ XML files  
   One file per notified product in the submission; these are also encrypted (.enc) files.  

 

During this procedure the following message is displayed:  

 
 

 

 

 

2 .2. FILE VALIDATION PHASE   

 
The  system extracts eac h notification file and check s the following issues:  

o Check CIF/VAT numbers of the Notifying and Marketing companies  
Confirm s that CIF/VAT numbers of the Notifying and Marketing companies  (provided in the 
product files ) , match the ID s of t he submitting com panies  (Notifying and Marketing).   
If a n error  is detected, the process stops and displays a warning message informing that the user 
cannot continue.  

     LOADING FILE  

You must select a file!  

          Accept  

 

 

Please  wait , ongoing file - loading process.  

It may take several minutes if the file 
contains many products or óheavy ô data.  
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o Check notification category /type  
Verifies correct notifi cation of: New Entry, Withdrawal , Critical or Non -critical Modification 
categories.  
If an  error  is detected, the process stops and displays a warning message informing that the user 
cannot continue.  

o Check maximal size of ZIP file (400 MB) & product number per submission (50 products  
max imum )  
If an erro r detected, the System displays a warning message informing that limit has been exceeded.  

 
Subsequently, the System checks the information in the XML product files.  
 
 
When file revision is achieved , the System displays the RESULTS LIST  screen  (LISTADO DE OPERACIONES)  

 

 
 
 
RESULTS LIST :  

o Validation  box  :  Box only active for correct loading; otherwise, it is inactive and blocks product submission.  
o PRODUCT NAME  (NOMBRE DEL PRODUCTO) :  Identifies  each submitted  product.  
o UFI : Unique Formula I den tifier for each m ixture/product.  
o DRP : Product reference Number assigned by the INTCF. Therefore, it will only be available in case of submitting 

Withdrawals  or Modifications .  
o NOTIFICATION CATEGORY  (TIPO DE OPERACIÓN ) :  Notification category / type of the pro duct to be placed  

on the market (New Entry/New submission, Withdrawal, Critical or Non -critical Modification)   

o Product loading RESULT  (RESULTADO) :  

Correct :    no errors detected  

Incorrect :  error s detected   

 
 
The submission Reference Code /number  (Códig o de Referencia d el Envío)  is displayed on the top left side 
of the screen (e.g.: 02012015095425001596 ) . 

*The  System generates  a specific code for each submission.  

 

The user may cancel the submission by clicking icon  (Quit submission )  and return  to the  
Systemôs Home sc reen.  
 

Click icon ( Back )  to return to  previous screen.  
 

Select overall validation by clicking icon (Select All )   (all boxes are ticked )  and select 
 icon to (Undo Select All ) . 
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Product validation provides the following product in formation  resul ts :  
 

 
 

 
 

      
 
 
From now onwards , the System splits the process on the basis of the following criteria:  
 
a)  The Notifying Company and Marketing  (ERPM)  companies are different   
 
b)  The Notifying Company and Marketing  (ERPM)  companies  are the sam e 
 
   * Subsequently , the System executes  a common process for the final stage, óFee p ay ment  and  
     Submission  Fulfilment ô process (Proceso de finalización del pago y envío )   

 
 

Click icon  to 
view Error Details   

 
*See PRODUCT 

NAME  (NOMBRE DEL 

PRODUCTO) field  

In both cases, the system removes the loaded file 
for security  

Errors detected:   

 
*See RESULT  (RESULTADO)  

field.   
 

Product validation 

unsuccessful  

PRODUCT NAME 
(NOMBRE DE 

PRODUCTO)  

Click icon  to 
view the product  

attached files  
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2.3.  THE NOTIFYING AND MARKETING COMPANIES ARE DIFFERENT  

 
The óCIF number a uthenticationô process, performed on all submissions, detect s this situation.  
The Notifying Company  must obtain the Marketing Companyôs authorisation ,  in order to continue  
the submission  process . 
 
In óSubmission Reference code ô (Código de Refer encia del En vío)  screen :  
 

  
  
    Warning message  displayed:  

 
 

 
 
 
 
 

The system sends an alert message to the Marketing Company demanding whether it agrees or refuses 
to provide the authorisation for product submission.  
 
 
 
 

Select products :  

     Tick box  
 

 
 

Click: 

*  
(Request Authorisation 

from the Marke ting 
Company)  

 
  * See TASK GUIDE section  

 

 

Only selected and correct  products  will be sent.  

The remaining unselected or incorrect products 
will be excluded from the system (security 

compliance).  
     Do you want to continue?  

    
Yes 

  
No 

   

* Briefly, the sys tem will only send the 

selected  products checked as correct  (see 

ticked products in RESULT  óRESULTADOô field)  
 

If you press óYesô (Si) , the 
following message is displayed:  

 

The Marketing Company has been requ ested 
to confirm the submission of the selected  

products.  The system will preserve the  
information for 1 month, while expecting 

óAgreementô or óRefusalô from the Marketing 
Company; after this period, it will be 

removed from the system.  
 

In the meantime, the System quits the óTray 
for Submissions to IN TCFô module until the 

Marketing Company (ERPM) provides a reply  

Yes 
 

Press óYesô (Si) to continue  
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If the Marketing Compan y does not accept,  submission is interrupted and , the product information 
discarded.   
If the Marketing Company does not óreplyô, submission is automatically excluded from the system after 1 
month.  
 
Submissions authorised by the Marketing Company are shown  as óAUTHORISEDô (AU TORIZADO)  in the  
óSTATUSô (ESTAD0)  fie ld of the PENDING SUBMISSIONS LIST  (SELECCION DE ENVIOS PENDIENTES) .  
 
 
 
Section óPending submissions or new submissionô (Envíos pendientes o Generación de un nuevo Envío) displays  
the corresponding Notifying and Marke ting companies involved in the submission.  
 
 
 

 
 
 
 
SUBMISSION REFERENCE CODE  (Código de Referencia del Envío )  window :  

¶ PRODUCT NAME (Nombre del producto)  

¶ UFI 
¶ DRP 

¶ NOTIFICATION TYPE  (TIPO DE NOTIFICACION): NEW ENTRY, WITHDRAWAL, etc  

¶ RESULT icon  (RESULTADO):   
 

 

 
 
 
 
 
 

Press icon  
to continue  

Press 

 
(Send  Authorised )  
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CONFIRM AND VALIDATE  PAYMENT AND SUBMISSION  (Confirmación y Formalización de Pago y Envío)  
window:  
 

 
 
 

The user may óCancel Submissionô by clickingAbandonar Env²o ; the following message is displayed:   
 
       

   
 
 

o If you click óYesô, s ubmission is cancelled , and the system returns to the home page.  
o If you click óNoô, the system returns to the screen óPending tasks for Submission to INTCFô 

(Operaciones Pendientes para Envío al INTCF )  
 
If the user decides to proceed with fee payment, pres s  (óPay and Sendô), in the TASK 
GUIDE  (GUÍA DE TAREAS )  section.   
 
It display s this screen to download the óModelo 790ô Payment Form: 

 
 
The downloaded óModelo 790ô Form is completed  and ready for printing and payment  

        Warning  
If you cancel the submission, the system 

quits the Submission Tray, and discards 
the inf ormation in this submission.  

 
Are you su re you want to cancel the 

submission?  

           
Yes 

 
No 

  

Press icon  or grey area in the 

screen to quit  

 

If you Press 
Aceptar y Salir 

óAccept 
and Exitô, submission is sent to  

óPending paymentô (Pendientes 
de pago)  status, until pay ment is 

confirmed (view in Message Tray)  

 

Press  óaquiô to download Form  
(find link in white area)  
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Payment procedure for a óPayme nt pendingô submission will be subsequently described.  
A COMMOM PROCEDURE APPLIES TO BOTH OPTIONS: Notifying and Marketing Companies are 
different or the same  

 
 
 

2.4.  THE NOTIFYING AND MARKETING COMPANIES ARE THE SAME  

 

 
 
message displayed:  
 

 
 

Click  óYesô 
Si 

 to continue.  
 

Click  (Send  Selected  Products)  to display window CONFIRM AND VALIDATE PAYMENT 
AND SUBMISSION  (Confirmación y Formalización de Pago y Envío ):   

 
*  NOTE: Authorisation NOT required  from the Marketing Company  

Three copies are provided:  

  -  For the Administration (to be sent to the INTCF)  
  -  For the Company  

  -  For the Bank  
 

 
* see r elated  information/i nstruct ions  in 

ANNEX  (page 61)  
 

SUBMISSION REF ERENCE 
CODE (Código de Referencia 

del Envío)  window:  
 
 
Select ócorrect ô products 

( )  
 
 

Click  (óSend  

Selected  Productsô)  
          * See TASK GUIDE section  

           Warning  
Only selected correct  products will be sent.  

The remaining unselected products will be 
excluded from the System ( security ).  

     Do you want to continue?  

          
Yes 

  
No 
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o If you click óYesô,  submission is cancelled , and the system returns to the home page.  
o If you click óNoô, the system returns to the screen óPending tasks for Submission to INTCFô 

(Operaciones Pendientes para Envío al INTCF )  
 
 
If the user decides to  proceed with fee payment, cl ick   (Pay and Send ), in the TASK 
GUIDE  (GUÍA DE TAREAS)  section.   
 
 
It displays this screen  
To download the óModelo 790ô Payment Form: 

 
 
The downloaded óModelo 790ô Form is completed  and ready for printing and payment . 
 
    
 
 
 
 
 

Warning  

If you cancel the submission, the sys tem quits 
the Submission Tray,  and discards the 

information in this submission.  
Are you sure you want to cancel the submission?  

Yes 
 

No 
  

Press icon  or grey area in the 

screen to quit  
 

 

If you Press 
Aceptar y Salir 

óAccept 
and Exitô, submission is sent to  

óPending paymentô (Pendiente 
de pago)  status, until payment is 

confirmed (view in Message Tray)  
 

Click  óaquiô to download Form  

(find link in white area)  
 
 

 

 

The user may óCancel 
Submissionô by clicking 

Abandonar Env²o 
 

 
 
 
 
The following message is 
displayed:   
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Payment procedu re for a óPayment-pendingô submission will be subsequently described. 
* See  ANNEX , page  61:   Guidelines for foreign companies & payment from abroad  
 
 
 
 
 

 
 

2.5. ACHIEVE PAYMENT AND SUBMISSION  

 
 
PAYMENT-PENDING SUBMISSION  
A common  pr ocedure applies to both op tions: Notifying and Marketing Companies different or the same  
 
Pending -Payment Submission s are shown in  óPending submissions or N ew submissionô (Envíos 

pendientes o Generación de un nuevo Envío )  window:  

Three copies are provided:  
  - For the Administration  

     (to be sent to the INTCF)  

  - For the Company 
  - For the Bank 

 

 
*Related Instructio ns 

included  
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óCONFIRM PAYMENT MODELO 790ô (CONFIRMAC IÓN DE PAGO DE MODELO 790)  window:   
 

  
 
The user may attach the file containing  the óModelo 790 ô Form completed, signed and validated by the 
bank.  
If payment was performed via Internet or from abroad * , a proof of payment must a lso be enclosed.   
 
 
 
 
 
 
 
 
 
 

TASK GUIDE section:  
You are in the second phase of the Submission 
Tray.  
You may resume management of pending 

submissions or generate a new submission (for 
this specific Notifying company  +  Marketing 

company pai r).  
 

o To proceed with a pending  

submission, click icon  in the 
selected pending submission.  

 
o To generate a new submission, 

search and load the ZIP file 
(co ntaining product submission 

data), and click 
Procesar Nuevo Env²o 

 

(Process New Submission ). The 

system will proceed to óCheck 
Informationô phase.  

 Press icon  to continue  

Press icon  or grey area in the 
screen to close this window  
 

   IMPORTANT  
 
* See ANNEX  (page 61)  

FEE PAYMENT: Guidelines for fore ign companies (payment from abroad)  
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This message is displayed:  

   
 
 
 
 
If you agree, click óYesô, and the System confirms the receipt:  
 

    
 
 
 

  
 

   a)  Click link  to download  Modelo   

790 Form. Complete it, pay, scan it and 

create a PDF file.  

 
 

   b)  Click Examinar  to search the 
completed validated Modelo 790 Form file 

(and, when require d, the proof of payment 
docume nts ) in PDF format  

 

Attach the file/s and click            

      
 

 
 

 
 

 

ACKOWLEDGEMENT OF RECEIPT:   
PRODUCT NOTIFICATION TO THE INTCF  

........ .............................. ..........  
 
ISSUE  (ASUNTO):   

ACKOWLEDGEMENT OF RECEIPT  
Submission Reference Code & Date  

 
DATA  (DATOS):    
NOTIFYING COMPANY  
Company´s name & CIF/VAT no.  

MARKETING COMPANY  
Company´s name & CIF/VAT  no.  

REGISTER:  
Register number & Date/time  

 
Notification Typ e  (Tipo de Solicitud):   
(e.g.: New entry)  
 

PRODUCT LIST  (LISTADO DE OPERACIONES):    
Product trade name & UFI  

         Notice  

You are about to send the submission  

The system will deliver it to the INTCF  
Do you want to continue?  

 

      
Yes 

   
No 

 

 + DELIVERY REFERENCE  CODE (CÓDIGO DE  

    REFERENCIA DEL ENVIO)  

 + REGISTER NUMBER  (NÚMERO DE REGISTRO)   

 + Date and time  of delivery (under  óREGISTRADOô) 

 

 

Click  Descargar justificante     to óDownload  proof o f 

submission ô 
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Click Aceptar  to exit window  
                 (back to Home page)  

 

        	 
  or  
 

Click X  to exit window  
(Back  to óPen ding Submissions or New 

Submis sion  óEnvíos pendientes o Generación 
de un nuevo Env²oô window)  
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3 . MESSAGE S MODULE  

  

 
 
NOTE:   
If the Notifying Companyôs User works for several companies  and pr ior to entering the Messag e Module , 
the system displays a company inventory - list showing the number of pending u nread messages for each 
company   

* Obviously, if the Notifying Companyôs User works for a single company, the aforementioned screen is not 

displa yed.  

 
The User´s Company  List  (listado de Empresas del Usuario)  contains the following data fields  of  the 
Marketing Company:  
¶ Company  (Empresa) : company name   
¶ Company ID number  (Número Identificación )   
¶ Address (Dirección ) : Street name and number.   
 * Filter  searches street name only  
¶ City  (Ciudad ) :  city  name  for Spanish companies and Country name for foreign companies  
¶ Pending Messages (Avisos Pendientes ) : number of unread messages  

*Figure displayed in the red balloon  icon reflects the total number of unread p ending messages for all 
th e Marketing companies managed by the Notifying Company  

 

View icon : click in the selected Marketing company to display the corresponding Message  
(Avisos)  window.   

 
 

3 .1. PENDING MESSAGES WINDOW  

 
Pending messages are shown in chronological  order.  
The Pe nding Messages List  (Lista de Avisos Pendientes)  contains the following fields:  

Á Message Date (FECHA AVISO):  date and time message was sent  
Á Submission Reference Code (CÓDIGO REFERENCIA ENVÍO):  as generated in the óSubmission to the 

INTCFô Module  (Bandeja de Preparación de Envíos al INTC F)  
Á Notifying company  (EMPRESA NOTIFICADORA):  submitting company to INTCF  
Á Marketing company of the product  (ERPM, Empresa Responsable de la Puesta en M ercado) :  from 

whom authorisation is required t o proceed with product sub mission  to  INTCF  

Á Type of Message (TIPO DE AVISO):  Normal, etc.   
Á Affair - Issue  (ASUNTO ):  brief  description of the message content  (e.g.: Submission authorised by ERPM, 

Payment pending for Submission, etc)   
Á Status  (ESTADO):  

Pending  (Pendiente )  while unre ad; w hen opened, it becomes a  óRead Messageô (Avisos L eídos )  

Á Functions  (OPERACIONES) :  

: View detail  
 

Authenticated users m ay access the 
Message Tray  (Bandeja Avisos)  module in  

the Home page   
 

 

The red balloon (e.g.: ) in the icon 

indicates the number of pending messages  
for the submitting  Company  
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3 .2. READ MESSAGES SCREEN  

 
In the Message History List (HISTÓRICO DE AVISOS) , all fields are similar to those de scribed for Pending 
Message s List except for Status (ESTAD O) .    
This field shows the actual status and actions on the message : (e.g.  Read (Leido)  or Read and Accepted  
(Leído y Aceptad o) .  They are displayed in chronological order (last read first).  

 

 

	    

   
 
 
 

Click  to return to:  
 
+  User´s Company List  

(Listado Empresas del 
Usuario)  

            or  
+  Home page  

 

 

Click icon 	 
(Read Messages) to open 

Message History  
(Histórico de Avisos)  
window  

                               TASK GUIDE :  
óYou are currently in the Pending Messages List of the selected Marketing Company. 

The list contains all pending messages for this company, in chronological  order.ô  

Click icon to view the message details  
 

TASK GUIDE :  
ñYou are currently in the óRead 
Messages Listô of the selected 

Marketing Company.  
The list contains all read messages 

for this company, in chronological 
order.ò  

 

Click icon to view message 
details  
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3 .3. MESSAGE DETAIL S  

 

  
 

 
 
It includes the following data:  
 
Message Details  ( Detalle del aviso ) :  
¶ Notification Date  (Fecha de notificación )  
¶ Submission Reference Code  (Código Referencia del Envío )  
¶ Notifying Company  (Empresa Notificadora )  
¶ Market ing company  (ERPM)  
¶ Type of Message  (Tipo de Aviso )  

¶ Status  (Estado )   
¶ Download M essage Attachment  (Descargar Adjunto al Aviso ) :  Acknowledgement  of Receipt from 

INTCF 
 

Message information  ( Información del Aviso ) :  Comments field (automatically completed by the  
System)   
Additional Inform ation  ( Información Adicional ) :  comments field  (displayed only  when INTCF  scienti fic 
officer requests extra data)  

Action icons : variable, depending on the type of message  
 

 
 
3 .4 . TYPES OF MESSAGES  

 
All messages are linked to an E mail (sent to the user ´s Em ail address).  
 
1)  Notifying Company is informed that request for Marketing Company´s agreement has  

been sent  
 
The Notifying Company requests agreement from the Marketing Company for product submission .  

Click icon  	 to 

view message 

details  

Message Details 

window  
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The System sends a messa ge (and Email) to the Notif ying Company informing about a pending 
submission expecting the authorisation of the Marketing Company ( ERPM).  
 
 

 
 

 
 
 
 
 
 
 

2)  Submission authorised  by the Marketing Company ( ERPM )  
 
When the Marketing Company accepts the subm ission, the Notifying Compa ny receives an Email and a 
message  in the óPending Messages Listô (Lista de Avisos Pendientes)  screen . 

  
 
The Message details window pro vides the general submission dat a (Date, Notifying Company, Marketing 
Company, Submission R eference C ode , Type of mess age and Status).  
 
The Message Information field is automatically generated:  

  
 

 

Click icon 	to view 

message details  

 

óMessage Detailsô screen is 

displayed  
 

 
 

Click action icon Le²do :  

Message is sent to the óalreadyô 

Read Messages List  

Click icon 	to view message details  

 

You had a submission pending authorisation from the Marketing Company.  

The Marketing Company (ERPM) has provided the authorisation. Yo u may continue the p rocess in the Submission 
Tray. It is now a ´Pending Submission´ under AUTHORISED  (AUTORIZADO)  status.    
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The previous information , provided fo r ñSubmission authorised by the Marketing Company (ERPM)ò, 
applies for a Submission Authorised by  the M arketing Company (ERPM) .  

 
All  data found in óProcess Listô (Listado de Operaciones)  is related to the notified product /s  authorised  by the 
Marketing Company: Product Name (NOMBRE DEL PRODUCTO),  UFI, DRP,  Notification Type  (TIPO DE 

OPERACIÓN) and Status  (ESTADO)  

  

In order to continue  the procedure , go to óSubmission Module ô (Bandeja de Envíos )  (see óMessage Informationô 

field in óMessage Detailsô window).  
 
óPending Payment ô Message  to the Notifying Company:  
The company will be informed (message and Emai l) that they have a submissio n pending payment . 
The Message Details window provides general submission data (Date, Notifying Company, Marketing Comp any, 

Submission Reference Code, Type of message and Status).   
 

 
 
 
 
 

 
  
 
 

 
 
 
 

If you click 	, you return to the óPending 
Messages Listô. The message goes to the 
óRead Messages Listô 

 

If you click 	, you go to 
óProcess Listô (Listado de Opera ciones),  and 

view the authorization conditions  

Process List  (Listado de 

Operaciones)  screen is 
non -editable  

 

Click 	 to return to 
óMessage Detailsô (Detalle 

del Aviso)  

 

Click 	 to return to previous 
List; the message is sent to  the 

óRead Messagesô List 
 

 
Go to Submission Tray  (Bandeja de 

Envío s)  to per form fee payment 
(see óMessage Informationô field in 
óMessage Detailsô window). 

  

The System informs that your company has a pending subm ission for payment. The 
status  of this submission is óPending Paymentô, to be found in the Pending 
Submissions Tray of the SRE.  

Go to Submission Tray  to settle payment  and conclude the process.  
  

* Message Information field, automatically generated  
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3)  Submission Refused/R ej ected Message  
 
The notifying  company will be informed (message and Email) that a submission is rejected by the INTCF.  
Message is found in Pending Messages List  (Lista de Avisos Pendientes) screen as Trustworthy Notification  
(Notificación fehaciente) ,  óPendingô status. 

NOTE: If Notify ing and Marketing companies are different, message will be sent to both  
 

 
 
 
 
 

   
 
 

  
 
 
 
 
 
 

 
The Message Details  window provides general submission data (Date, Submission Reference Code, Notifying 

Company, Marketing Compan y (ERP M), Type of message and  Status):  

  
¶ óMessage Information ô (Informacion del Aviso)  field; automatically generated :    

 
 

  
 
 
 
 
¶ óAdditional Information requested by the INTCFô (Información Adicional  solicitada desde el INTCF ) field : 

may include  comments  from the INTCF.  
 

Click 
Cancelar 

 to skip 
óViewô: 

You avoid launching 
time - limit  period  

 
 

 

Click Aceptar  to display 

Message Details:  

You continue  

Click icon 	 
    A warning message is displayed  

                 Alert  
If you view (open) the Notification, date and time will be recorded.  

Therefore, you will start the ótime-limitô for amendment  

         
Accept 

   
Cancel 

 

Your submission, with Reference Code (e.g.: 05012015200048001891),  has been rejected 

by the System in the payment -checking stage.  
Please, return to Submission Tray  module to correct the problem.  
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4)  Acknowledgement  of Receipt for  Product Notification  
 
If submission was successful, the INTCF has actually received the product/s information, and product 
reference  number (DRP) has been assigned.  
 
The System automatically gen erates this Acknowledgement  o f Receipt (Acuse de Recibo de la operación )  
and perform s the final export process (new entry, w ithdrawal and modification ) to the INTCF database.  
 

  
 
The Message Details  window provides general submission 
data (Date, Submissio n Reference Code, Not ifying Company, Marketing Company (ERPM), Type of message and 

Status).   

¶ 'Download Message Attachment ô (Descargar Adjunto del Aviso)   link  
¶ 'Message Informationô (Informacion del Aviso)  field: automatically generated, variable (DRP- lin ked)  

  

   

Click Le²do  :  

 

You return to previous  screen  

Message goes to óRead Messages 
Listô (Listado de Avisos Leídos)  

screen   
 

 

Go to Submission Tray  (Bandeja 

de Envíos )  for a mendment   
 
    (See óMessage Informationô field 

      in óMessage Detailsô window) 

 

Click icon 	to view message  
details  
 

The I NTCF has received produc t: LIMPIADOR DEL SUR, 

and DRP15 -0000178 has been assigned.  
The data allows the  Servicio de Información Toxicológica 
(INTCF) to provide suitable medical response, 

particularly, in emergency cases, as established in Ley 

8/2010, RD 770 /1999 and RD 349/1993.  
You can download the acknowledgement attached to this 

message . 
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3 .5. MESSAGE MODULE  FOR THE MARKETING COMPANY (ERPM)  

 
The Marketing Company use s this Module  to authorise or reject submission requests  from the Notifying 
Company.  
When the Notifying Company requests authorisation from the Marke ting Company, to subm it product 
information to the INTCF, the Marketing Company will be notified with  an Email  and a message  in the 
óMessage Module ô (Bandeja de Avisos)  module.   
 
 

  
 
 

Click  
Le²do 

:  
You return to previous screen  

Message goes to óRead Messages Listô (Listado 
de Avisos Leídos)  screen   
 

 

Click   óDownload Message Attachmentô 

(Descargar Adjunt o del Aviso):  
You obtain  the óAcknowledgement  of 

Receiptô document  (ACUSE DE RECIBO DE 
DOCUMENTACION)  

 

The red balloon icon (e.g.: 	) indicates number of messages in the 

óPending Messages Listô (Lista de Avisos Pendientes )  window  
 

Click  red baloon icon to  access information in óPending Messages Listô 
(Lista de Avisos Pendientes )  
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The Message Details  window provides :  
 
General submission data (D ate, Submission Refer ence Code, Notifying Company, Marketing Company (ERPM), Type 

of message ( NORMAL ) and Status ( Pending ):   
óMessage Informationô (Informacion del Aviso)  field: automatically generated  
 

 
 

 
 

 

 

 

 

 

  
 
  

  

 *Both options (Accept or Rejec t) send the message t o the óRead Messages Listô (Listado de Avisos L eídos)   

 

Click icon  	 to 

view message 

details  

 

Click  	 to return to 

previous window.  
The message remains as óPendingô 

until you revise the submission  
 
 

Click  	 (Revise 
Submission ) to continue  

 

The System informs that your Marketing Company (ERPM) has a pending submission for 
authorisation.  
Click  ôRevise Submission Requestõ (Revisar Solicitud) to view pr oduct list of the submission; 
you must authorise and accept or refuse.  
 

Revise Req uest  window  (Revisión de  

solicitud) :  
  

+  General Data  
Submission of Notification to INTCF 

(DOCUMENTACION DE SOLICITUD DE 
NOTIFICACIÓN AL INTCF)  

 
+ Fee Data (Tasas a Pagar)  
 

 
TWO OPTIONS provided:  

  

	 (Accept Submission )  
 or  

	 (Reject Submission )  
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3.5 .1 . ACCEPT REQUEST FOR SUBMISSION TO THE INTCF  

Submissions prepared by the Notifying Company must be authorised by the Marketing Company  (ERPM) 
in order to continue the process .  
The authorisation request remains óPendingô until the Marketing Company replies.  
 

Accept Submission   Option (see Revise Submission  window  óRevisi·n de solicitudô) 
confirms Submission  and accepts Fee Payment . 
The system d isplays the following message:  
 

  
 
 
 
 
 
 
The Notif ying Company will receive the message of óSubmission Acceptedô, and may resume the 
procedure.  
The accepted request  may be viewed in the óPending Submissions Listô window  (Lista de Avisos Pendientes) , 

by clicking Message Historyô link.  

Message History  (HIS TÓRICO DE AVISOS)  

The óMessage History Listô includes same fields as the óPending Messages Listô (Listado de Avisos Pendientes).  

However, STATUS (ESTADO)  field displays several  options: Read  (Leído) ,  Read and Accepted  (Leído y 

Aceptad o) ,  etc .  
 
 
 
 
 
 
 
 
 

 
 

     
 

Click 	 
to óAcceptô 

 

Click 	 
to óCancelô 

 

                        Alert  

You, as Marketing Company, are going to 
accept the submission request from the 

Notifying Company. The system will send 
your agreement, so that the Notifying 

Company resumes the process. The 
submission will go to the óRead 

Submissions  Listô. Do you want to 
continue?  

   
Accept 

   
Cancel 

 

   TASK GUIDE  
You are in óRead Messagesô List of the selected company.  

The List contains all messages delivered by the System and read by your 
company, displayed in chro nological order ( last re ad message shown 

first).  

Click icon 	 to view message details  

 

Click 	 (Back) to return 
to Home page  

 
 

 

Click 	 (Pending 
Messages), and return to 

Pending Messages List  (Lista 

de Avisos Pendiente)  
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3.5.2. REFUSE/REJECT REQUEST FOR SUBMISSION TO THE INTCF   

 
The Mar keting Company  may refuse to accept the request  of the Notifying Company to submit 
notifications to the INTCF.   
 
 

  

   

 
 
The Notifying Compan y receives the óAutho risation Re fusedô message; the procedure is definitely 
cancelled . 
 

   

Click 	  óAcceptô if you are sure you want to 

refuse submission A uthorisation  
 

You will go to óMessage Listô screen (Read Message)  
 

 

Click  

(Message History)  in 
óPending Messages Listô 
(Lista de Avisos 

Pendientes )  screen, to 

view the rejected 
submission  

 
 

Click icon 	 to view 

message details  

 

Document includes:  
+ Product da ta  
+ Fee data  

 
 
It has an óAcceptedô (ACEPTADA)  
watermark  
(Non -editable)  

 

In óRevise Request Messageô window  
(Revisi·n de Solicitud)ô:  

    

Click 	  
 
 

 

System displays a óconfirmô message 
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Click
Revisi·n Solicitud 

 (Revise 

Request)  to view submitted 

produ ct and fee data  
 

 

Click 	 (Back)  to return 

to previous window .  

Document includes:  

+ Product data  

+ Fee data  

 
 

It has a óREJECTEDô (RECHAZADA )  
Watermark ( Non -editable)  
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 4 . EDIT PRODUCT UFI ( PREVIOUSLY NOTIFIED TO TH E INTCF):  

 

 
This new functionality enables to replace the óUFIô (previously notified to the INTCF) by the harmonised 

UFI.  

 

UFI may be changed only once  per product  and is free of charge (no fee payment).   

Therefore, if willing to change it again, the company must submit a full notification, according to the 

current procedure (in this case fee payment is m andatory).  

*Reminder :  

Implementation of Annex VIII (CLP Regulation) will require to display the harmonised UFI on the 

label (and packaging or SDS when applicable).    

 

Access the SRE with your company credentials.  

The óUFIô icon is displayed on the main page.   

 

IMPORTANT:  

I f a user is registered in several companies (notifying on behalf of different entities) , the system displays the 

company list, in order to select any of them.  

 
 
The User´s company list table displays the following fields:  

½ Company name (EMPRESA ) 

½ Company ID : VAT number, NIF, etc. ( NUMERO DE IDENTIFICACION ) 

½ Company Address (DIRECCION ): street name & number  
 (search available by street name only )  
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½ City ( CIUDAD )  

 

*UFI replacement may be performed by the registered users of:  
- duty holder compa ny (ERPM) &  

- the com pany ónotifying on behalfô 

Click Edit icon   of selected company. It displays all products currently notified to the INTCF for that 

company  

 

 
 

The table displays the following fields:  

½ Product trade name (Nom bre )  

½ Product refence  number (DRP)  

½ Notifying company or company providing the information (Empresa NOTIFICADORA )  

½ Company placing on the market (duty holder) (Empresa COMERCIALIZADORA )  

½ Submission date (Fecha Creación )  

½ UFI : previously notified formula identif ier  

½ Nuevo UFI : new harmonised  Unique Formula Identifier  

 

Framework of product list enables the following actions:  

½ Go to next page  

½ Go to last page   

½ Go to previous page  

½ Go to first page  

½ Drop down    : to select number of products to be displayed (5 0 by default)  

½ Filter  by fields  (all fields available except for óNuevo UFI ô & óempresa Notificadoraô) 

½ clean filters  

½ To filter, include the ótermô in the search box above the column label (e.g.: DRP) & click icon  

½ Order by columns:  click selected colu mn (e.g.: field name  óNombre ô).  Icon  is displayed  
½ Columns ordered alphabetically or numerically (according to selected fields)  

 

 

http://www.mjusticia.es/cs/Satellite?c=Page&cid=1057821035133&lang=es_es&pagename=Portal_del_ciudadano%2FPage%2FHomeJusticia


 

 
User Manual: SRE (INTCF)  

SGNTJ - INTCF   

 

Company-INTCF User Manual (SRE Manual) 

V5.0 (17_07_2019) 
 Page 56 of 61 

 

óNuevo UFIô (new UFI)  field status:  

a) empty:  available (ónew UFIô can be included)  

b) óharmonised UFIô: unavailable (ónew UFIô already provided)  

 

Once finished, press Save (Guardar )   

Status messages displayed :  

1)  No UFIs were replaced  

                                                 
 

2)  In case of failure, an error message is displayed to report the incorrect product/s.  

The óharmonised UFIô format is validated.  

 

Validation criteria  (basic format rules) :  

 

¶ (4characters) - (4characters) - (4characters) - (4characters)  

¶ 16 characters (excluding hyphens or blank spaces) to correspond with any of the following 

31 characters (0123456789ACDEFGHJKMNPQR STUVWXY).  
*Please, ch eck ñUFI Generator application. User Guideò, available from ECHA Poison centres website: 
https:/ /poisoncentres.echa.e uropa.eu/documents/22284544/22295820/ufi_user_guide_en.pdf/71d273a7 -0bae -4a46 -96bc -

639e8fd23b0e  

 

 

*  The companies are responsible for the UFI they provide. To create the UFI, use the óUFI Generatorô tool, currently 

available from ECHA ´s Poison Centres web site (https://poisoncentres.echa.europa.eu/ufi -generator )  
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3)  In case no failures are detected, a óconfirmô message is displayed:  

 

 

Click  to return to previous s creen  

óConfirmô message:  

½ Click  to cancel changes  

½ Click  to continue & save changes  

 

If you continue, the SRE system delivers a message to the registered email address of the duty holder 

company (ERPM)  and the notifying company (when different).  

 

Messag e content (to be foun d in the ómessage module ô of your SRE site) 

 
It contains a .PDF file reporting product name and corresponding óupdatedô harmonised UFI.  

To download it click link  
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As previously specified, updating to óharmonised UFI may only be perf ormed once for each notified 

product.  

Consequently, once performed, the óNUEVO UFIô (New UFI) field will remain blocked (unavailable).  
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