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NOTIFICATION PROCEDURE TO INTCF (General guidelines - v.March2019) 

 
 

 

 

 

A) REGISTER THE COMPANY IN 'SRE' 

The companies ‘placing the product on the Spanish market’ (duty holders) must 

register in the SRE in order to submit the information to the INTCF (notwithstanding the 

fact that Technical Consultants or Manufacturers, etc. may send notifications on their behalf). 

1. Go to  https://sre.justicia.es 

2.  

   

 

     

 

 

3. Complete form (Formulario de Alta en el Sistema de Relación de Empresas del 

INTCF), according to the instructions provided in “Guide: Registration in the 

SRE” (available from www.mjusticia.gob.es) 

 

 

 

 

 

 

 

 

A) REGISTER THE COMPANY IN 'SRE' (SRE: Enterprise-INTCF communication/submission site)  

B) PREPARE THE TOXICOLOGICAL FILES (SOFTWARE TOOL: GesFicCom)  

C) SUBMIT NOTIFICATION TO INTCF VIA SRE PORTAL 

Click to display form 

Click to download 

https://sre.justicia.es/
http://www.mjusticia.gob.es/
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4. Download completed form, print, sign, stamp, and send the .PDF file to 
intcf.doc@justicia.es  

 Mail SUBJECT: Solicitud de ALTA en SRE 
 
The Company´s email address will receive a message containing a link. It must 

be activated in one month, to confirm registration. 

Subsequently, the Administrator user´s address receives the access credentials 

(user name & password). 

  

IMPORTANT:  
The company ID code (NIF, VAT no.) must exactly match the ID code to be provided in 
the .XML files; therefore, it is advisable to avoid extra characters (hyphens, spaces, etc.)  
 

mailto:intcf.doc@justicia.es
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B) PREPARE THE TOXICOLOGICAL FILES (SOFTWARE TOOL: GesFicCom) 
 
The GesFicCom tool is available from the ‘Ministerio de Justicia’ web page: 
www.mjusticia.gob.es 

 
 
 
 
 
 
 
 
 
 
 
 
 
http://www.mjusticia.gob.es/cs/Satellite/Portal/es/toxicologia-ciencias-forenses 

 
                
  
 
 
 
 
 
 
 
 
         
 
 
 
 
 

1. Read  “Manual: GesFicCom Installation “ for  requirements : 

  

 

 

No fica on	procedure:		
legal	background,	forms,	tools	&	data	(Spanish)	

No fica on	procedure:	tools	&	data	(English)	

 

 

IMPORTANT: 

 Install and run the application with ADMINISTRATOR rights  
 Your computer date format must comply with dd/mm/yyyy  

http://www.mjusticia.gob.es/
http://www.mjusticia.gob.es/cs/Satellite/Portal/es/toxicologia-ciencias-forenses
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2. Download “Software tool to prepare toxicological files (GesFicCom)” and install in 

your computer. 

 

3. Download & Install “Encryption certificate”:  

Download: 
 Create a folder  

 Click once on ‘Encryption certificate’ link  with mouse (right button)  

 Select “Save link/target as", and save in the folder  

       

 With mouse (right button) click file 1292428558617 (. zip)  

 Select ‘Extract here’  

       
 Displays ‘unzipped' file ”INTCF Remisión de Fichas Toxicológicas GesFicCom” 

(.cer) 

 
Install in GesFicCom: 

 Open GesFicCom, click 'Herramientas' (tools) in the main toolbar menu and select 

'Configuración'  

               

 

 

 

 

 

 

 

 

 

 

Search: 
 “INTCF Remisión de 
Fichas Toxicológicas 
GesFicCom.cer” file 

Save & close application 
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4. Prepare and save the toxicological files (.xml) according to the instructions 

provided in “User guide: software tool to prepare toxicological files”: 

 
5. Create the EXPORT file: 

 Click icon   in toolbar menu 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Compress EXPORT file:  
Compress the file to .ZIP before submitting to the INTCF by the SRE 
(WinRAR & WinZip are recommended; WinRAR 5.21 is working properly for many 

companies) 
  

Select notification type:  
New submission, Update, Withdrawal, etc. 

Search 

Select .XML files for 
EXPORT folder  

Click to create 
EXPORT folder 

IMPORTANT: 

        Once completed, save the .xml file by clicking icon  in the toolbar menu 
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C) SUBMIT NOTIFICATION TO INTCF VIA SRE PORTAL 

 

1. Access the SRE portal  
      Direct link: https://sre.justicia.es/ 

 

 

 

 

 

 

 

  

 

2. Go to SRE module “Preparing submissions to INTCF” 

                      

  

3. Confirm CIF/VAT number of duty holder 

  

 

 

 

 

    

The system verifies that the company IDs (company submitting the notification & 

duty holder) are duly registered in the SRE; otherwise, an error message is 
displayed. 

 

‘Message’ module ‘Company Data’ module 

User name 

Password 

Access SRE 
site 

CIF/VAT no.  

https://sre.justicia.es/


7 

 

4. Upload the EXPORT file (.zip) 

 

 

 

 

 

 

 

The file name (as created by the GesFicCom) must not be modified. 
EXPORT file must be compressed (e.g.: 20180412_105126.zip) to upload in the 
SRE. 
The EXPORT file must contain: 

o A .PDF file: automatically generated by GesFicCom, reporting: submission 
type (new notification, update, etc), company data and product name/UFI  

o ADJUNTOS (‘Attachments’) folder: .pdf.enc files for SDS, label, etc. 
o One .xml.enc file per product included in the EXPORT file 

 
The system performs automatic validation of the submitted files and reports 
results: 

 Correct: submission process may continue 

 Incorrect: an error report is provided (may be downloaded by clicking on 
tab ‘Descargar Informe de errores’) 

 

 

 

 

 

 

 

 

 

 

 Check Error messages manual (manual_ayuda_errores.pdf) for 
information 

Search:   
Export file.zip 

submit 

Download:  
Error Message manual (manual_ayuda_errores.pdf) 

DE123456789 

KLINCLEAN 111-ABC 

Company Ltd DE123456789 

Company Ltd 
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5. Request acknowledgement for submission from ‘duty holder’ company (when 

different from the company sending the notification: e.g.. Technical Consultant, etc.): 
 
Duty holder companies receive an email & message in the SRE site (“Message 

module”) requesting them to accept or decline the submission uploaded by the 
notifying company on their behalf.  
Deadline for the reply is 1 month; otherwise, the submission is excluded from 
the system. 
 
If the submission is accepted, the system displays a window, to indicate which 
company (duty holder or notifying on behalf) performs fee payment. 

                                       
 
 
6. Fee payment step: 
 
a) Submission authorised by ‘Duty Holder’ 

                  

 

 

 

 

 

   Displays report of product notifications 

 

         

 

 

 

 

Click to open  

Click to 
continue 



9 

 

           Displays submitted product notifications & fee amount 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

               
       Save 790 form (automatically completed) matching the submission reference no. 

 
 

 

 

 

 

 

 

Click to 
continue 

Click to download 790 form 

Submission 
reference 
no.  no.no. 

Duty 
Holder VAT 
no. 
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The submission is validated for fee payment: 
o Correct: retrieve official compliance report from the SRE “Message module” 

(Bandeja de Mensajes) 
o Incorrect: amend deficiency before one month; otherwise, the submission is 

excluded from the system 

 

Click to 
continue 

Download   
proof of submission 

Search & upload 
payment documents  

Click to resume submission 
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b) Fee payment information: 
 
PAYMENT FROM ABROAD:  
fees must be paid to the following bank account of the ‘Ministerio de Justicia’ 

 
 
 
 
 

T 
 
 
 

*The bank transfer expenses will be charged to the paying party. In no case, may expenses be deduced 
from the fee amount.  

 
UPLOAD ITEMS IN SRE (single/merged pdf file):  

 Proof of payment (mandatory to include in detail: 790 form number matching the submission) 

 790 form: 
  Automatically completed by SRE & matching the submission reference no. 

        Provide ’Ejemplar para la administración’ only. 
 

             
 
REDUCED FEE RATES: 
Fee reduction applies to SME status of duty holder company.  
Download the "DECLARACIÓN RESPONSABLE DE PYME” form (Responsible Statement 
of SME) from SRE “Company Data” module.  
Complete, sign & upload in SRE (“Company Data” module) 

 
ANNUAL FEES:  

Download the 790 form (from “Company Data” module of SRE) 
Complete, sign & upload in SRE (“Company Data” module) 

 
To validate & ‘activate’ annual fee payment in the system:  
Send an email to intcf.doc@justicia.es  
Mail subject: VALIDACION PAGO ANUAL_Notificaciones al INTCF (Company, Ltd) 
Include the following attachments:   

- completed 790 form  
- bank proof of payment 

Submission 
reference no. 

790 form no. 

Account holder:     Ministerio de Justicia  
IBAN code:              ES6201822370420208000060  
Bank ID code of BBVA Bank (BIC, previously swift code):    BBVAESMM  
 

Transfer Comments. It is mandatory to include: “790 form number” (matching 

submission reference no.)  

mailto:intcf.doc@justicia.es

