Guide to registering and
transferring CPNP
notifications to a new EU
Responsible Person

When the UK leaves the EU, UK RP accounts will be
deleted from the CPNP.

On the day after BREXIT UK notifications will not be deleted from the Cosmetics Product Notification
Portal (CPNP) but UK RP accounts will be de-activated. Notifications can be copied and pasted from
one RP to the other, one-by-one, and new artwork must be uploaded with the new labelling — these
notifications can be kept in draft form until the day of exit.

This guide provides step-by-step instructions to prepare for EU Exit where:

e the current RPis in the UK; and
e products will be marketed outside of the UK in EU/EEA markets after Exit from the EU.

The steps must be followed in sequence.

IMPORTANT

¢ Notifications MUST be copied to the new RP prior to 29 March 2019 or the end of 2020 if there
is a transition period agreed.

The Commission manually approves RP accounts, so creation of an EU RP account should not
be left to the last minute (but it is important to note that RP accounts without notified product

are automatically de-activated by the Commission after 6 months).

The UK CPNP equivalent is currently being developed. As an additional contingency measure, CTPA
recommends that members not using the EU machine-to-machine also download an ‘xml’ copy of
each notification prior to the EU Exit date.
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A recap - the 3 EU websites involved

ECAS (European Commission Authentication Service) website
https://webgate.ec.europa.eu/cas

To register individual users

SAAS (DG Sanco Authentication Authorisation System) website
https://webgate.ec.europa.eu/saas

To set up organisation profiles (e.g. the RP)

To link individual users to organisations

CPNP (Cosmetic Product Notification Portal) website
https://webgate.ec.europa.eu/cpnp

To notify products


https://webgate.ec.europa.eu/cas
https://webgate.ec.europa.eu/saas
https://webgate.ec.europa.eu/cpnp

1. Registering a new user

If the user does not already have a SAAS/CPNP individual username and password, firstly register for
a personalised login. https://webgate.ec.europa.eu/cas



https://webgate.ec.europa.eu/cas

Wait for an email to set password and then click ‘this link’.

Create password



The user will then be redirected to SAAS.

e.g. SAAS (to go on to link to/create an organisation)

NB. When registering with ECAS the user is registering as an individual person. Therefore, if a user
works for more than one organisation (e.g. as a consultant or within a main organisation and it’s
sub-organisations), the user can ‘attach’ themselves to more than one organisation profile — they
do not need to re-register for a separate login.



2. Creating a new (primary) organisation e.g. RP

After the user has registered their user account and password they will be directed to SAAS

Select ‘Request Access’ to move to the ‘new application access’ area.

The user will then work through tabs 1, 2b, 3 and 4 to create a new organisation.

Tab 1

Select the application ‘Cosmetic Products Notification Portal’



Tab 2b

Fill out the details of the organisation

NB. All contact details are likely to be generic for the company rather than for an individual person

e.g. a general email address.

This information is the Responsible Person (company) record and will be attached to all
notifications. Ensure the mailbox is monitored on a regular basis.

Tab 3

Assign the profile type (e.g. Responsible Person) to the organisation.



Tab 4

Finally, add any additional comments and submit.

An organisation profile is beginning to build in SAAS

Please note the creation of an organisation must be validated by the European Commission and
there may be a delay until access is granted. The first user is by default the administrator and will be
contacted once the validation has taken place.



a. Adding additional users under the main organisation

Once a user and organisation have been created, additional staff members of the main organisation
can be added (using their own user login credentials). It is recommended this is carried out for at
least one other member of staff and that they are also assigned as administrators for the account.

Using the ECAS system, they should register for their own username/password after which they are
directed to the SAAS website.

Select ‘Request Access’ to move to the ‘new application access’ area.

This time click on ‘select an existing organisation’, Tab 2a
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Tab 2a

Search and select the organisation name.
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Tab 3

Assign the profile type (Responsible Person) to the organisation.
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Tab 4

Finally, add any additional comments and submit.

The primary administrator for the organisation now has to validate and accept this request. It may
be worth alerting them to the request in case the automatic notification is not received.

The user awaiting verification will then see that they have requested access.
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b. Accepting a user under the primary organisation

Once the administrator of the primary organisation receives an email that a user has requested
access to the organisation, they need to visit the SAAS website to access the primary organisation

profile.

Select the application in SAAS and options will then become available (request access, validate)

The organisation profiles attached to the administrator are available to view. Select ‘manage’ on the

appropriate organisation.

>
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Then select to view the requested profiles tab and edit the request.

O

The user profile is then available to view. The administrator can choose to assign them as a normal
user or whether they should have administrator privileges.
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Confirm addition of access profile

Activate the request

-
-

The profile then moves from the requested area to the main profile list for that organisation.
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c. Deleting a person from a (main) organisation

In SAAS, Manage the organisation and select the user profile to edit
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To remove a user - add an end date

There is also a delete option at the bottom of the window.
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3. Copying notifications to the new RP

Transferring notifications to a new RP places a copy of the notification under the new RP (in draft).
The original notification will remain in its original position under the initial RP (for historical
purposes).

Once logged-in to the CPNP, this function is located in the ‘Admin Tab’.

Choose the option to copy products to another RP (logged in as the original RP at this stage)
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Type in the ROOT organisation the new RP details and the system will look for a match.
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Then select the relevant products from your list of products and select ‘copy products’.

.eufcpnp/admin/?event=admin.mergeRP.mergeRP & El- Google
Person Name on notificatio
n date
1000093  CTPA moisture shampoo Cosmetic, Shampoo Shampoo - 1 08/02/2012 Notified
edited Toiletry & Liquid, Cream,
Perfumery Paste
Association
1000094 CTPA moisture Cosmetic, Hair conditioner Hair 1 08/02/2012 Notified
conditioner Toiletry & Conditioner
Perfumery
Association
1000095  CTPA hair gel Cosmetic, Products for Hair Shine / 1 08/02/2012 Notified v
Toiletry & temporary hair  Styling Gel
Perfumery styling
Association
1000103  Visible Difference Qil Cosmetic, Face care Tonic, 1 10/02/2012 Notified
Control Clarifying Toner  Toiletry & products other Cosmetic
Tonique Clarifiant Perfumery than face mask Water
Equilibrant Association
1000124  Nivea Visage Cosmetic, Face care Skin Care 1 01/03/2012 Notified
Anti-wrinkle Q10 plus Toiletry & products other Cream, Lotion,
light day cream with SPF  Perfumery than face mask  Gel - With
30 Association High Level Of
Uv Filters
1001547 Nivea Visage Cosmetic, Face care Skin Care 1 26/11/2012 Notified
Anti-wrinkle Q10 Plus Toiletry & products other Cream, Lotion,
Light Day Cream SPF 15  Perfumery than face mask  Gel - With
Association High Level Of
Uv Filters
1001827  CTPA Test Cosmetic, Face care Skin Care 1 05/12/2012  Notified

Toiletry & products other Cream, Lotion,

Confirmation will display on screen.
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The original notification will remain in the originating RP list of notifications. The transfer is

indicated in the list of notifications.

a.eu/cpnp/admin/index.cfm?event=admin.m

1000093

1000094

1000095

1000103

1000124

1001547

1001827

CTPA moisture shampoo
edited

CTPA moisture

conditioner

CTPA hair gel

Visible Difference Oil
Control Clarifying Toner
Tonique Clarifiant
Equilibrant

Nivea Visage
Anti-wrinkle Q10 plus
light day cream with SPF
30

Nivea Visage

Anti-wrinkle Q10 Plus
Light Day Cream SPF 15

CTPA Test

Cosmetic,
Toiletry &
Perfumery
Association
Cosmetic,
Toiletry &
Perfumery
Association
Cosmetic,
Toiletry &
Perfumery
Association
Cosmetic,
Toiletry &
Perfumery
Association
Cosmetic,
Toiletry &
Perfumery

Association

Cosmetic,
Toiletry &
Perfumery

Association

Cosmetic,
Toiletry &
Perfumery

Association

Shampoo

Hair conditioner

Products for
temporary hair

styling

Face care
products other

than face mask

Face care
products other

than face mask

Face care
products other

than face mask

Face care
products other

than face mask

Shampoo -
Liquid, Cream,

Paste

Hair

Conditioner

Hair Shine /
Styling Gel

Tonic,
Cosmetic
Water

Skin Care
Cream, Lotion,
Gel - With
High Level Of
Uv Filters

Skin Care
Cream, Lotion,
Gel - With
High Level Of
Uv Filters

Skin Care
Cream, Lotion,
Gel

W ude

08/02/2012

08/02/2012

08/02/2012

10/02/2012

01/03/2012

26/11/2012

05/12/2012

E T Google

Notified

Notified

Notified

Notified

Notified

Notified

A copy of the notification is made under the new RP (as a draft). This enables the opportunity to

amend the notification and upload the required artwork/photograph and new contact details before

notifying the product.
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Log out and log back in to the CPNP as the new RP. Perform a search for the notification(s) that
were copied across and complete the missing fields:

e required artwork/photograph
e new contact details

The notification will not be ‘live’ under the new RP until the notification is submitted.

Notifications under the new RP must be submitted before 29 March 2019 (or end of 2020 if there is

a transition period agreed).

Simple search

This field allows you to search for a product {on product name, component name, responsible person name, distributor name, category level
3, formulation name, CPMP reference). In order to reduce the amount of data returned, please enter words of at least 5 characters.

Keyword search

CTPA Hair Gel
Show | 10 lz‘ entries Search:
Product Name Responsible Category Formulation | Versi 1st Status =
Person Name on notificatio
n date
= . 2 =
1005355 o foir ool © STANPA Products for  Hair Shine / 1 2014/12/18 Draft
Asociacion temporary hair Styling Gel
MNacional de styling

Perfumeria y

Cosmetica

Showing 1 to 1 of 1 entries First | Previous | 1 Next | Last
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4. Downloading notification data

As a contingency, it may be prudent to also take a back-up copy of notification data. The following
instructions provide information on how to download an xml copy of each notification (excluding
labelling and photograph).

A pdf file copy of the notification is also available to download.

Both xml and pdf copies can only be downloaded one-by-one with the notification open in view
mode.

Users should also keep in mind that the CPNP is currently limited in the number of search results
that can be returned during any search function. Search terms may need to be narrow in order to
ensure all notifications can be viewed across multiple searches.

xml

Select the notification in ‘view’ mode from the search results
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When viewing the notification, the ‘export’ option is available

A zip folder of xml files for each field within the notification is available to save.

Opening AET2F417-9C4C-5C62-9F0ESBSAE3456C22-BBBCE33E60ADSFI...

You have chosen to open:

...33E60ADBF91B297F2F0AC7249B2_ 173750368 _20181029.zip

which is: Compressed (zipped) Folder
from: https://webgate.acceptance.ec.europa.eu

What should Firefox do with this file?

Windows Explorer (default) b

() Save File

[]Do this automatically for files like this from now on.

Cancel
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pdf

Alternatively, a printable pdf can be downloaded for filing.
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