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Introduction

The EU Ecolabel is a voluntary scheme, established in 1992 to encourage businesses to produce and market
products and services that are kinder to the environment. Products and services awarded the EU Ecolabel
bear its logo, allowing consumers - including public and private purchasers - to identify them easily. Today the
EU Ecolabel covers a wide range of products and services, with additional product groups which are habitually
integrated within the scheme.

This user manual covers the use of the EU Ecolabel Catalogue administration information system
(ECAT_Admin), an online open tool put in place to manage EU Ecolabel licences and products.

If you encounter a problem with your ECAT_Admin account, please address your issue to the EU Ecolabel
Helpdesk or your Competent Body:

ecolabel@bio.deloitte.fr
Competent Body

In your email, please include:
v A clear description of the issue
v" Indicate the licence numbers and application numbers involved in the issue
v Your ECAT_Admin username
v A screenshot of the issue

=>» Since technical issues may be forwarded to the European Commission IT Department, please

account for a 3-5 day waiting period until your issue is resolved. Certain issues may take longer to
resolve.
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Chapter 1: Basic steps
1.1 ECAT_Admin Account set up (first time login)

Access the ECAT_Admin by copy/pasting the following address into your web address bar:
https://webgate.ec.europa.eu/ecat_admin

e Do not bookmark the above web page, use the above link for every login.

e Make sure that the phrase “ECAT_Admin requires you to authenticate” appears on your screen (red box
in Figure 1).

e [f the phrase does not appear, delete your browser history, cookies, and temporary internet files, and
access the ECAT_Admin via the web address above.

FIGURE 1: LOGIN

e Onthe same page, in the grey bar titled “Is the selected domain correct?” (purple box in Figure 1) the
default domain "European Commission" must be set to “External”. To change the domain, click on the
link labelled "change it" within the same grey box.

e The system then brings you to the new page “Where are you from?” Select the domain "External"
(Figure 2).

FIGURE 2: WHERE ARE YOU FROM?

WENTICATION S0
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e After clicking on “External”, the system brings you back to the main login page.
=>» Depending on how your page is configured either Figure 1 or Figure 2 may appear first.
e At the main login page, click on the “Create an account” link, (red box in Figure 3) to create your ECAS
account details for the first time.

FIGURE 3: CREATE AN ACCOUNT LINK

e On the “Create an account” page (Figure 4), all mandatory fields must be completed.

=>» It is optional to create a username in the first field. If left blank, the system automatically
generates a username with letters from the first and last names indicated in the mandatory fields.

e Once finished, click on the blue “Create an account” button.

FIGURE 4: CREATE AN ACCOUNT

=>» Upon submitting your user information on the “Create an account” page, an automated email is
sent to the email address that is specified on this page. After the initial reception of this email, you
have 1 % hours to follow the link indicated in the email to create a password.
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e Once you receive the automatically generated email, click on the link within the email to bring you to
the “New password” page. Although your username is pre-filled in, you must create and confirm your

password.
FIGURE 5: NEW PASSWORD

URGIEAM COMMISSIN AUTHEMTICATION SERICE ECAY

New password

e After clicking “Submit”, the system prompts you to click “proceed”.

FIGURE 6: PASSWORD CREATED

Successful password authentication using the Initialisation procedure

=>» Keep your username and password in a safe place, as it may be difficult to retrieve if lost.

=>» Only one ECAS account can be created per licence holding business/organisation. However, you
may share the password and username in a confidential manner with other colleagues within your
company in order to work off of the same portal.

=>» If you, as the ECAS account holder, surrender your rights to manage the account (i.e. your
responsibilities change or you leave the company), you must share your account details (username,
password, and email address linked to the account) to the new individual in charge of the account
before surrendering your rights to the account. If this step is not followed, it may be very difficult
or impossible to retrieve your company’s/organisation’s account information.
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1.2 ECAT_Admin contact details

e Now that you have created your ECAS account, and clicked “Proceed” (Figure 6), the system will bring
you to the “My Account” page (Figure 7), where you will enter in your company’s contact details that
will be associated with your ECAT_Admin account.

FIGURE 7: MY ACCOUNT PAGE

[ My Account ] User: null (Applicent)
: ACCOUNT DATA PLEAST INSERT COMPANY DATA
Logn * Name
| = Emat * Country E
pleass chooss El
ﬁ‘.tiv‘m’r Deavelaping
nama SME
hane EMAS
Tl v Entes
Street
* House N
ade
oLy
Pha
mad
* Webnie
* addibonal informaton
I sﬂlw for \mrada(iunl

Busicd 1.11 {2014-05-24 = OG CLIMA - DG BNV 20102014

e [tisimportant to correctly complete this information because the information on this page cannot be
modified until after you have been granted access to your account.
=>» Throughout the ECAT_Admin, all red asterisks, “*”, indicate that its corresponding field is
mandatory.

=>» Clicking “Send for validation” (red box in Figure 7) sends your request to the Helpdesk for
validation. Clicking “Save” (purple box in Figure 7) allows you to end your session and log back in at
a later time to make modifications before sending your request. You will not be able to access your
account until the Helpdesk validates your contact details.
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1.3 Logging in (with pre-created username/password)

Access the ECAT_Admin by copy/pasting the following address into your web address bar:
https://webgate.ec.europa.eu/ecat_admin

e Do not bookmark the above web page, use the above link for every login.

e Make sure that the phrase “ECAT_Admin requires you to authenticate” appears on your screen (red box
in Figure 8).

e [f the phrase does not appear, delete your browser history, cookies, and temporary internet files, and
access the ECAT_Admin via the web address above.

FIGURE 8: ECAT_ADMIN LOGIN PAGE

e Onthe same page, in the grey bar titled “Is the selected domain correct?” (purple box in Figure 8) the
default domain "European Commission" must be set to “External”. To change the domain, click on the
link labelled "change it" within the same grey box.

e The system then brings you to the new page “Where are you from?” Select the domain "External"
(Figure 9).

FIGURE 9: SELECT A DOMAIN

e After clicking on “External”, the system brings you back to the main login page.
=>» Depending on how your page is configured either Figure 8 or Figure 9 may appear first.
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e Before clicking “Login” at the main login page (Figure 10), fill in your username or email address
associated with your account along with your password.

FIGURE 10: LOGIN BUTTON

ECAS aprertycnten pour Mottty on futcpmes ocat
Carerrasiese wwdrrtes

Log In with your

o i
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1.4 Forgotten account details (email, username, or
password)

Forgotten email/username:

e If you forget which email/username is associated with your ECAS account, send an email to the Helpdesk
indicating any or all of the following details: country of production, username, email address, or
company name.

e The Helpdesk will look up your associated account within its “User Management” portal and will
indicate which email/username is associated with your ECAS account.

Forgotten password:

e If you forget the password associated with your ECAS account, click on "Lost your password?" next to
the "Login" button (red box in Figure 11).

FIGURE 11: LOST YOUR PASSWORD?

Log In with your

= &

e The “New Password” page prompts you to fill in your ECAT account username or ECAT account email
address along with a safety code as shown in Figure 12. After filling in the required fields, click on the
button “Get a password” (red box in Figure 12) which sends an automated email with your new
password to the email address associated with your ECAT account.

FIGURE 12: GET A PASSWORD

New passwore
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1.5 ECAT_Admin Home page

FIGURE 13: ECOLABEL APPLICATION MANAGEMENT

“ ENVIRONMENT

Ecolabel Catalogue

bel Catalogue

Ecolabel Application Management I User: npaschja (Applicant)

Apply for Ecolabel License  Consult and Maintain Ecolabel Applications

Please make your choice from the above tabs.

Build 1.10.10 (2014-03-05) | © DG CLIMA - DG ENV 2010-2014

e From the ECAT_Admin homepage (Figure 13), you can perform multiple functions:

v' Apply for an EU Ecolabel licence

v’ Consult and Maintain ongoing licences
v Change account details

v Change the language of the interface

e The following chapters describe in detail how to perform the core actions of ECAT_Admin:

v Apply for a new licence

v’ Consult ongoing applications
v" Modify applications

v Request licence extensions
v Request licence renewal

v’ Cancel licences

10
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Chapter 2: Apply for a new licence

¢ If you are applying for a new licences for the first time, please contact your Competent Body before
starting your ECAT application.

e From the ECAT_Admin homepage, click on the "Apply for Ecolabel Licence" link to create a new blank
application that is automatically set to “draft” status, which means that your application is modifiable up
until it is submitted to the Competent Body.

FIGURE 14: APPLY FOR ECOLABEL LICENCE

ENVIRONMENT

User npaschia { Applicant)

Plesse mako your choitu from the abuve tebs.

All applications have 5-steps, displayed on the top of the application template (green bar in Figure 15):
1. Applicant Company

Application Details

Products/Services

Signature

Submit

ukhwnN

FIGURE 15: CANCEL APPLICATION

[ Feolabel Application Mansgement l Usar: npaschia (Applicant)

Apply for Ecolabel License | Consult and Malntain Ecolabel Applications l

APPLY FOR ECOILABEL LICENSE [APPLICATION STATUS: DRART
5 ADDIAtion Detai) POt/ Unrvie s E Mg ; Wt >

Important information

=>» Within the 5-step application, every time you move onto a new step, you will no longer be able to
modify the information entered in the former step. However, if you log out at Step 3 (after saving
product/service information), Step 4 or Step 5 (before submitting), you can edit all steps and
finalise the application after logging back in. To edit the application, select the “Consult and
Maintain Ecolabel Applications” tab and click on the “Edit” button next to the application status.

=>» If you would like to cancel your application at any time before you “Submit” your application, click
on “Cancel Application” (red box in Figure 15).

=>» Once an application is complete through Step 5 and is submitted, it is sent to your CB for validation
and it becomes an “Application in Progress”, which is no longer modifiable.

11
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2.1 Application Step 1: Applicant Company

The first step of the application prompts you to confirm your “My Account” details that you had previously

submitted (see Chapter 1.2 for more details).
e |If the data displayed is correct, click on the "Confirm and Continue" button (red box button in

screenshot below).
e Should the data be incorrect, modify your company details by clicking on "My account" (purple box in

Figure 16). Once you resubmit your application, the Helpdesk will validate/refuse your account. Once
your account is validated, you can continue working on the application.

FIGURE 16: APPLICANT COMPANY

ENVIRONMENT

Ecolabel Catalogue

[ Ecolabiel A pplication Manageme nt Usar: npasch ja (Applcant)

Apply for Crulabel Licenss Conmult and Mewrten Scolabed Applications

APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT] I Cancel Agplicanon
1 B il 4 » (] .

Coantirm and Cantmuws
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2.2 Application Step 2: Application Details

The second step of the application prompts you to provide application details such as:

v The internal and external languages of the application:

o The internal administrative language that you select is your primary administrative
language which is seen only by you, within your ECAT_Admin account.

o The external product/service group description language that you select modifies the
language of your product/service group description within the public ECAT. Since the rest
of the public ECAT is displayed in English to be accessible by the largest amount of
viewers, it is advised for the external product/service group description language to be
English as well. Please take note of this language selection, as you will need it for step 2.3.

=>» It is possible to use the same language for both internal and external communication.
v The chosen product/service group.
v The Competent Body to whom the application will be sent.

FIGURE 17: APPLICATION DETAILS

Ecolabel Application Management User: npaschja (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT] ]Camolmlmn

1 Apphcant Company

APPLICATION LANGUAGE DETAILS

INTERNAL ADMINISTRATIVE LANGUAGE EXTERNAL PRODUCT / SERVICE GROUP DESCRIPTION LANGUAGE

Engish (en) 'v|| |Engish (en) 2
The first language will be your pnmary language for dealing with al aspects of this apphcation. .e. intemal The second language s the language which will be used to commumcate about your product to the outside world -
COMMUNICILONS. you will be asked to provide nformation about your product in ths second language for the “Description of the

Products / Services™ that will appear on the Ecolabel “Ecat”. (Of course, it may be the same as the first language if
you wish)

APPLICATION PRODUCT / SERVICE GROUP

= THIS APPLICATION IS FOR WHICH OF THE FOLLOWING?

D product O Service

APPLICATION VALIDATING COMPETENT BODY

VALIDATING COMPETENT BODY
please choose

<

SAVE AND CONTINUE

e Once you have verified that the information is correct, select your corresponding Competent Body in the
drop down menu and click "Save and Continue" (red box in Figure 17).

13
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2.3 Application Step 3: Products/Services

The third step of the application prompts you to upload an unlimited number of products and services
within the same product/service group.

=>» Prepare all necessary information needed about your products/services beforehand and do not let
your computer go idle, for you risk losing your information.

e To add products/services to your application, click on the "Add product"/”Add service” button (red box
in Figure 18).

FIGURE 18: PRODUCTS/SERVICES

APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT]

APPLICATION 1D: 20315

I apphcant Comporry 2 Aggmostion Ded iy

APPLICATTON FRODUCTS

| SOUUCT mAne [ MM LUD DALY Llum PHLLOUCS S8R MULOUCE Lamiluscis ADIYF DAL ETE

‘ Add Product e = i
Baemn Loy ey

e For each added product, the following information is requested:

v General information (mandatory):

FIGURE 19: GENERAL PRODUCT INFORMATION
GENERAL TNFORMATION

= ERODUCT MA WE

® FROCUCT PADOUCTION COUNTREY:

Blease Chodse :'

v’ External (product group) description (mandatory):

FIGURE 20: ADD PRODUCT DESCRIPTION

PRODUCT DESCRIPTIONS

The "Add description™ button below allows you to create a product description which will be visible in the public ECAT

[tanGuace [ pescripTion [ action ]

{ Add description

=>» Here you will write the product group descriptions in the language entered in 2.2 Application Step 2
for “external product/service group description language”.
=>» You may add product/service group descriptions in multiple languages by repeating the step.

v" Product availability (mandatory):

14
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e [tisimportant that you meticulously select each country that your product is available in, via the
corresponding retailer since searching for “country of availability” is the basis of ECAT public searches.
e Todo so, select a country in the list on the left and click “add selected”. If your product is physically
available worldwide or if it is sold online and available for purchase worldwide, select all countries.
=> For all Services, for example, Tourist Accommodation and Campsite services, it is important to
include only the country in which the service is located. Multiple countries should not be indicated.

FIGURE 21: PRODUCT AVAILABILITY

PRODOCT AVARLARD ITY

v’ Other information: enter your company’s annual sales value (optional):
FIGURE 22: OTHER INFORMATION

OTHEN INFORMATION

v Product picture: (optional but highly recommended in order to increase product/service
visibility in ECAT). Maximum size is 175 x 200 in jpeg format (76 dpi).

FIGURE 23: ADD IMAGE

PHODUCT FITTURES

Nrnwae ] e cectute svala

v' Marketing information (optional):
FIGURE 24: MARKETING INFORMATION

MARKETING INFORMATION

In this case the introduction of o retaller for 8 product will be compulsary

) Showroom Product | The nama of the rataller i containmed in the trade name of the product

=> A showroom product is a product that companies use for promotion / exhibition purposes. If this
box is checked, it is not possible to add retailers.

v' Company name privacy controls (optional):
FIGURE 25: COMPANY NAME PRIVACY CONTROLS

COMPANY NAME PRIVACY CONTROLS

| Hidw license holder Notei Checking this box hides your company. natme in the publc ECAT: your

product's / service's lcence number, product/service name, company country, et

will still be visible

=>» The "Hide licence holder" box can be ticked to hide your company name from being publicly
displayed on ECAT, while still allowing product/service information to be public.
=>» If you tick “Hide licence holder”, you should indicate a retailer.
15
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v’ Retailer information (optional):

FIGURE 26: ADD NEW RETAILER 1
PRODUCT RETAILERS

[ s=TariER HAmE

ACTION
Add new refadler

Click the “Add new retailer” button (Figure 26), in order to enter in retailer names (Figure 27).
e Multiple retailers can be filled in and saved on this page (Figure 27).

FIGURE 27: ADD NEW RETAILER 2
ADD NEW RETAILER

B poME

| [0

Sawe

e Upon completing the “Retailer information” step and clicking “Save”, you save the information for one
product/service. At this point, you can log out and log back in without losing any saved information.
FIGURE 28: SAVE AND CONTINUE OR ADD ADDITIONAL PRODUCTS
Ecolabel Application Management | User: npaschja (Applicant)
Apply for Ecolabel License | Consult and Mantain Ecolabel Apphcations
APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT)
APPLICATION ID: 20315
1 Applicant Company 2 Application Details
APPLICATION PRODUCTS
‘ PROOUCT NAME | PRODUCT DESCRIPTION ‘S‘.I-A‘:s;‘('LpA‘;loﬁ(l)«l'fc'(i 1 FOIT/ORLETE
Hand Dishwashing Datergent 1 Hand Dishwashing Datergant 1 [oRAFY - 9
II Save and Continue
[ ]

If you have not logged out and are in the same session, you can click directly on “Edit/delete” (blue box
in Figure 28), to modify product/service details. Repeat the steps as outlined in Chapters 2.1-2.3.
=>» To edit the application within a different session, select the “Consult and Maintain Ecolabel
Applications” tab and click on the “Edit” button next to the application status. (See Chapter 3 for
detailed instructions).
=>» Within that same session, or however many sessions later, once you have completed entering in
your product/service, press the "Save and Continue" button (purple box in Figure 28).

16
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2.4 Signature

The fourth step prompts you to confirm the company’s primary contact’s identity (mandatory).

e |tis optional to add a secondary contact. Although the secondary contact may be contacted in the case
that the primary contact is not available, the secondary contact has no access rights to ECAT_Admin.

e Once you have completed the information, click "Save and Continue" (red box in Figure 29).

FIGURE 29: SIGNATURE

lqolnpnl Qplknﬂm lt.nfm-m | User: npaschia lAnllml)
Apply lor Ecolabel License | Conmt and Mavtan Erstabel Appboationn

APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT)

APPLICATION 1D:; 20315

1 Apphiant Conwiay

2 Appleation Outass

|

PIIMARY COMTACT

PoEITION L

Traeves My

1w Aasy AFT Mamp

Jan |Paochin
SECONDARY COMTACT
Thiv comtact wil b amd m e e fest, granary cortact i nok nyatahie
;--l:!l;'rrz)- T |I;ul - LanT et | now

A spezsul sagnatory

L
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2.5 Submission

The last step gives you two options: to either save the application as a draft or “Begin Application Process”.

e If you want to save the application as a draft so that you can come back and make modifications later,
log out without submitting the application.

e To submit the application to your Competent Body for validation, check the box (red box in Figure 30)
and click “Begin Application Process” (purple box in Figure 30).

FIGURE 30: SUBMISSION
';oam;;(nm;::m | ser: npaschie | Applicant )

Apply tor Eoslabel Licenys Contud and Mg am Ecolabel Appbcations

APPLY FOR ECOLABEL LICENSE [APPLICATION STATUS: DRAFT ]
APPLICATION ID: 20015

1 Apphiunt Compary < ADDhCatn Dotshs 2 Iraduda/Sarves

I wrtity that ol the nfurmaton imroducest n the Sodatied Applcabon 18 up 1 tats and et

=>» Remember that once an application has been filled out through Step 5 and has been submitted, it

is sent to your CB for validation and it becomes an “Application in Progress”, which is no longer
modifiable.

=>» Please be aware that if your application is refused, you will have to start the application over again
and resubmit it to your CB.

=>» Only after your CB has validated your application, will it become visible on ECAT.

e After clicking the “Begin Application Process” button, it will bring you to a page confirming that your
application has been successfully registered.

FIGURE 31: PRINT APPLICATION

Ecolabel Application Management ] User: npaschja (Applicant)

Apply for Ecolabel License  Consult and Maintain Ecolabel Applications

Your application has been successfully registeraed and submitted to the selected Competent Body. The confirmation number of your application is: 00020315. You will receive an email
confirming the receipt of your application,

Please pnnt the apphcation summary, It is to be signed and forwarded to the awarding Competent Body together with the required supporting documentation,

You can also print the apphcation summary from the Consult and Maintain Applications part of the site, Print Application

e Asindicated on this page, print and sign the application and check with your Competent Body to see if
they wish for you to forward them a copy.

e A confirmation email of the submission is also sent to your that email indicated on the "My account"
page.

18
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Chapter 3: Consulting applications

e Navigating from the ECAT_Admin home page, to view the statuses of your applications, click on "Consult
and Maintain Ecolabel Applications" (red box in Figure 32).

FIGURE 32: CONSULTATION OF APPLICATIONS

! Ecolabel Application Managemant ! User: epaschin (Applicant )
[ Apgly hw Eeslabel Uowoie l(mn-nll and Maintain Ecolabel Applications l
|

e After clicking on the button, a page such as that on Figure 33 appears, complete with a list of any of your
draft, validated, and rejected applications.

FIGURE 33: APPLICATION STATUS
Ecolabel Application Management ] User: npaschja (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

CONSULT AND MAINTAIN ECOLABEL APPLICATIONS

ECOLABEL APPLICATION 20315 NO PENDING OPERATIONS Modify || withdraw
APPLICATION 1D  COMPETENT BODY SUBMITTING DATE

{20315 |[France (Ministry) | 2014-04-17 13:36
PRODUCTS/SERVICES GROUP _ LICENCE NO: EXPIRES

|Hand dishwashing detergents {FR=GOV/019/00031 Jore: 24,2013

—_— —
lDAlE IO(.‘:CK""I()N
I

}:cu-gm:‘

I014-04-1

:

2014-04+17 14109 lapplication Cancelled.

[eaft application

Application In Prograss - The competent body decided to go on with the License Avard Procedure

L\p;hu:.an Ucensed

«04-17

ECOLABEL APPLICATION 20314 NO PENDING OPERATIONS

e If an application is in “Draft application” (red box in Figure 33), it is still modifiable and has not yet been
sent to the CB for validation. (For guidance on how to submit draft applications, refer to Chapter 2.5).

e [fan application is listed as “Application in Progress” (red box in Figure 33), this indicates that you have
already submitted your application to your CB and are waiting for them to either validate or refuse your
application.

e [fan application is listed as “Application Licensed” (red box in Figure 33), this indicates that your
application is validated and products associated to the licence should be visible on the public ECAT.

e If an application is listed as “Application Cancelled” (red box in Figure 33), this indicates that your
application is withdrawn.
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Chapter 4: Licence Modifications

Licence modifications are used to modify previously submitted product/service information associated with
awarded licences labelled as “Application Licensed” within ECAT.
e Navigating from the ECAT_Admin homepage, click on the link "Consult and Maintain Ecolabel
Applications" on the home page (red box in Figure 34).

FIGURE 34: MIODIFICATION OF LICENCES

! Ecolabel Application Managemant ! User: epaschin (Applicant )

Apgly s Exslabal Lewoie l(.mn-nll atd Maintain £colobel Apphications l ]
| 1
e In order to modify a licence, it must be labelled as “Application Licensed” (red box in Figure 35).

e Click on the "Modify" button next to the application status (purple box in Figure 35).

FIGURE 35: IMODIFICATION OF A LICENSED APPLICATION

ECOLAREL APPLICATION 20914 NO PENDING OPERATIONS rwm-lu\;i

e Click on the Application Step 3 “Products/Services” (red box in Figure 36) to modify your products by
clicking on the pencil icon within the “Edit/Delete” box (purple box in Figure 36).

FIGURE 36: PRODUCTS/SERVICES TAB TO MODIFY LICENCES
1 oo bae | Ap ot Mas spumn it | User npesc S (Apolicmt)

Aophy M Exziatd Lvarwe | Carmull amal Mastan Exatabel Apchcations

APPLICATION 1D: 20114

| Al IeAT on PuobOE TS

- mAR

Sawn and (wdme |

e When editing an application, follow the same steps as when creating an application. Refer to Chapter
2.3 for guidance.

=>» Once you submit a licence modification to your CB, your application appears as “Application in
Progress”, and products associated to the licence are therefore hidden from the public ECAT until
it is validated by the CB. Refer to Chapter 2.5 for guidance on submitting an application.

=>» Submitting a licence modification for any product masks the “Modify” button from your
ECAT_Admin portal, preventing you from making any additional licence modifications. (The system
does not allow more than one modification or extension per licence to be in process at one same
time). Once your Competent Body accepts or refuses your request, the “modify” button will
reappear.
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Chapter 5: Licence Extensions

Licence extensions are used to add additional products to awarded licences labelled as “Application
Licensed” in ECAT. Check with your Competent Body before performing extensions to determine whether
you should apply for an extension or a new product (Step 1).

e Navigating from ECAT_Admin homepage, click on the link "Consult and Maintain Ecolabel Applications"
(red box in Figure 37).
FIGURE 37: EXTENSION OF LICENCES
| Fcolabet Application Management | Urer: mpaschia (Appicant)
Apply tus Ecslabol Uewose f Concult and Maintain Ecolabel Applicatioes |
| |
o Verify that your licence is labelled as “Application Licensed” (red box in Figure 38).
e Click on the "Modify" button next to the application status (purple box in Figure 38).
FIGURE 38: EXTENSION OF A LICENSED APPLICATION
ECOLANEL APFLICATION 20914 WO PENDING OPERATIONS -“"‘“""i
S s By 0140802 3357
‘\-l;!-n’;ul\f'. g ;.lﬁ-;;.’l:--. ""v ".7;““1;'7‘1}«{11'.' :;::4.; 1
e Click first on “4 Extensions” (red box in Figure 39), and then on “Request Extension” button (purple box
in Figure 39).
FIGURE 39: EXTENSIONS
Ecolabel Application Management ] User: npaschja (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

APPLICATION ID: 20314

1 Applicant Company > 2 Application Details > 3 Products/Services

APPLICATION EXTENSIONS

[PmoouCcT NANE [ ProDUCT DESCRIPTION [ ProoUCT STATLS [ ProDUCT LANGUAGES [ Acrion ]

e The same screen appears as outlined in Chapter 2.3; follow this chapter for guidance on how to add new
products to a licence.

e Once the descriptions of the additional product(s) are added, click the "Save" button to return to the list
of requested extensions.
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e After making and saving your extension, click the "Submit Extension" button (red box in Figure 40),
which sends the extension to the Competent Body, and furthermore sets your licence as “Application in
Progress”.

=>» The extensions will only become visible on the public ECAT once the CB validates your request.

FIGURE 40: SUBMIT EXTENSION
Lenbabuld Applicatien Managument User: mpaschia (Applicest )
Apply for Zoolabel Liense | Coneutt and Maetar: Epndades appdcations ]

APPLICATION TD: 20307

I ADpALINE Carmguasty 2 Appdcanom Datake I P OOUCTA Ny ioes L ¥ T
AFPLICATION EXTENSIONRS
HUIOTT WA M l PRIOLT MR T IEN | emtizuts xvatmie | mumoe! LARGIERGIS | ATt
} ] Lo
SU Bealate sradyst 2 The tecond oradist | s . de o\
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Chapter 6: Licence Renewals

Licence renewal requests are only possible to submit if the licence holder’s corresponding product/service
group criteria will soon expire.

e If applicable, the licence holder receives an email notification warning him/her of the imminent
expiration for each existing licence for the applicable product group(s).

e Navigating from ECAT_Admin homepage, click on the link "Consult and Maintain Ecolabel Applications"
(red box in Figure 41).

FIGURE 41: RENEWAL OF LICENCES

E Ecolabel Application Managemaont | User: epaschin (Applicant )

[ Apply hw Erslabel Lowode l(.umnll and Maintain Ecolabel Applications l |
: A |

e Click the "Renew" button next to the licence to renew it.

| Renew |

e Once redirected to the new page, click on step “6 Renewal” to request a licence renewal.

e Tick the box to certify that all the submitted information is correct and press "Request renewal" (See
Figure 42). The renewal request is sent to the Competent Body for evaluation.
=>» The licences associated with the renewal request will only become visible on the public ECAT once
the CB validates your request.

FIGURE 42: REQUEST RENEWAL

[Tl certify that all the information introduced in the Ecolabel Application is up to date and |ﬁ
correct. equest renewal

=>» Please note that licence holders cannot make any licence modifications, extensions, or withdrawals
until after the renewal is requested and validated by the Competent Body. As only entire licences
can be changed, contact the Helpdesk if single products/services within your renewed licence need
to be modified, extended, or withdrawn.
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Chapter 7: Licence Withdrawals

Licence withdrawals are used to delete awarded licences labelled as “Application Licensed”.

e Navigating from the ECAT_Admin homepage, click on the link "Consult and Maintain Ecolabel
Applications" (red box in Figure 43).

FIGURE 43: WITHDRAWAL OF LICENCES

! Ecolabel Appl cation Managemant { Usur: epaschin (Applicant )
Apgly hw Frslabel Lewnie l( unsult and Maintain £ colabel Applhications l W
|

e Only applications that are labelled “Application Licensed” can be withdrawn. Click on “Withdraw”
(purple box in Figure 44) to withdraw the desired licence.

FIGURE 44: WITHDRAW A LICENSED APPLICATION

ECOLABEL APPLICATION 200300 NO PENDING OFERATIONS

AT {Ehbermnon

e In order to complete your licence withdrawal, it is mandatory to attach a justification note to this page.
The justification note must be in PDF format and should be created by the applicant.
e Once the justification note is attached, click the "Confirm" button (red box in Figure 45).

FIGURE 45: ATTACH A JUSTIFICATION NOTE

ECOLABEL APPLICATION 20307 NO PENDING OPFERATIONS ~"m’mr_‘ VWIMWW

| Confirm |§ Canosd “

e Once the withdrawal request is accepted by the Competent Body, the set of products associated to the
licence are hidden from the public ECAT.

=>» Check with your Competent Body to see if they require withdrawal justification documents to
additionally be sent to them by post.
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