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2. INTRODUCTION

2.1. Purpose of eNotifications

The eNotifications platform has been developed to facilitate the electronic transmission of State aid
notifications, as required by Regulation (EC) No 794/2004. It replaces the State Aid Notifications Interactive
(‘SANI2’) system, which had to be phased out because of outdated technology. Like SANI2, eNotifications is a
multilingual application that allows Member State users to use the system and the forms in their own language.

eNotifications combines two main functions:

e [t allows authorised users to complete the relevant notification forms directly in electronic format;

e |t enables the full validation and transmission process to take place within a single application.

2.2. Purpose and scope of this manual

This user manual explains how to use eNotifications to prepare, manage and submit notifications in the system.
It describes each step of the user process, including how to request access, choose the correct user profile,
create and complete a notification, sign and validate it, and, where relevant, withdraw it.

The manual also describes the main functions of the Access Management Module and the Notifications
Module. These functions include managing Legal Entities, Offices, groups and users, as well as handling
attachments, searches, printing and audit trails.

This manual is designed to help users perform their tasks according to their role and permissions. It does not
replace the applicable legal framework, internal procedures or business rules governing notifications, which
continue to apply in full.

2.3. URLs and contact points

e The eNotifications platform can be accessed, once a user account has been activated by an authorised
person, via the following site: https://competition-notifications.service.ec.europa.eu.

e Support e-mail: COMP-ENOTIF-SA-SUPPORT @ec.europa.eu

e State aid legislation: https://competition-policy.ec.europa.eu/state-aid/legislation en

3. GETTING ACCESS TO ENOTIFICATIONS

3.1. Who grants access

Access to eNotifications is managed at national level. For national authorities, there are two user profiles
involved in managing the tool and users:
e Central Administrator (mandatory)

e Local Administrator (optional — available for countries that opt to create Offices within their Legal
Entity).
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3.2. Access to eNotifications

To get access, users need to contact their Central Administrator or, where applicable, Local Administrator, who
will create an account for them in eNotifications. They then need to provide the Central or Local Administrator
with the following details:

e full name

e e-mail address of their EU Login account or for which they will create their EU Login account (an EU
Login account with two-factor authentication enabled is mandatory);

e the Office to be assigned to, if necessary;

e required user profile(s) (User profiles and permissions).

3.3. Required EU Login account

EU Login is the European Commission's Single Sign On (SSO) user authentication service. It allows authorised
users to access a wide range of Commission web services, using a single e-mail address and password. An EU
login account with two-factor authentication is mandatory to access eNotifications.

For step-by-step instructions browse this official EU Login portal page.
3.4. Login, user profiles and homepage

The modules displayed after you log in to eNotifications depend on the profile you use to log in. To view the
profile currently in use, check the area below your name. If you have more than one profile, you can switch
profiles:

1. open the profile list from the drop-down arrow menu;

2. select the required profile.

e Welcome
= 4! | State Aid notifications EC Test Belgium ¥  SURNAME Name o @ En
il Central Administrator
= . A Central Administrator v
Notifications
. ; Encoder
il Filters < ‘ Search by id, title and case ... | Q ‘ )
L J Signatory
kO] Office .
( | Results: 5 Validator
‘ Please select |
: ’ «, MNotification titie 1 (10000983} Viewer
\:‘ Locked Standard notification - Notified aid w
Q Configure my EU Login account
Status y MNotification title 2 (10000982)
| ; Standard notification - Notified aid o [ Logout

Figure 1: Switching user profiles

Administrative profiles, such as Central Administrator (point 1, Figure 2) or, where applicable, Local
Administrator, can access both the Access Management Module and the Notifications Module (point 2,
Figure 2).
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Figure 2: Central Administrator having access to both the notifications and access management

Notification related user profiles (e.g. Encoder, Signatory, Validator) can access only the Notifications module.
eNotifications automatically saves the user’s last-used settings, such as profile and language.

Welcome

= 48! | State Aid notifications EC TestBelgium ~  SURNAME Name o @ EN

Encoder

A Notifications g Notifications a + Create nowfication
> Search by id, title and case ... | Q | Sort by:‘ Last updated ~

Results: 1

Filters

New notification (10000983) — N
= Standard notification - Notified aid Iﬁi L [ Edt v

Figure 3: Notification workflow profiles having access only to the notification module

4. USER PROFILES AND PERMISSIONS

Users are anyone who requires access to eNotifications, either to manage other users - such as Central and
Local Administrators - or to create and manage notification forms. A user may hold one or more profiles in
eNotifications. The authorisation matrixes can be found in Annex 1. User Authorisation Matrix.

4.1. User profiles involved in access management
There are two profiles responsible for managing Users, Offices and Groups in eNotifications.
4.1.1. Central Administrators

At national level (Legal Entity), Central Administrators serve as the main contact point for eNotifications in their
country. They oversee the full organisational structure of their Member State within eNotifications. Their
responsibilities include creating and managing users throughout the country, as well as creating Offices when
necessary. Since their role applies to the entire national structure, Central Administrators cannot be linked to
a specific Office. Each Member State must appoint at least one Central Administrator.

4.1.2. Local Administrators

If Offices have been established, Central Administrators may transfer responsibility for Office-level user
management to Local Administrators assigned to those Offices. Local Administrators are responsible for
managing users and groups within their own Office. Each Office should have at least one Local Administrator.
If an Office does not have a Local Administrator, responsibility for user and group management remains with
the Central Administrator(s). Where no Office has been created under the Legal Entity, the Local Administrator
profile cannot be assigned to any user.
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These two profiles cannot be assigned to the same user, as this would be redundant. A Central Administrator
already has the ability to manage all offices within the Legal Entity.

Both Central and Local Administrators are responsible for:

e creating and managing additional Administrators for their Member State and Offices;

e managing all users involved in handling the notifications described below for their Member State and
subordinate Offices;

e reassigning notifications within the limits of their respective responsibilities.

Central Administrators and Local Administrators have access to audit trail information for the full scope of their
Member State.

Central Administrators may withdraw notifications for their Member State, while Local Administrators may

withdraw notifications for their own Office.

An overview of all access rights can be found in Annex 1. User Authorisation Matrix.

4.2. User profiles involved in submitting notification forms

The notification workflow includes the following user profiles: Encoder, Signatory, Pre-validator, Validator
and, where applicable, Viewer. The Pre-validator profile is available only to Member States that have chosen
to include a pre-validation step in their workflow.

Only users who are 1) assigned to the notification team and 2) hold the required notification workflow profile
can access a notification form and perform the actions linked to that profile. In practice, this means that a
profile on its own does not grant access or permissions for a specific notification. The user must also be
explicitly added to that notification team. As a result, before a notification can progress from e.g. Draft to
Finalised, or move to any next step in the workflow, the notification team must include at least one user with
the profile required for that next step. If no such user is assigned, the notification cannot advance. See also
section Authorisation matrix for ‘Notifications’ Module (Section 6).

4.2.1. Encoder
Encoders can:

e create draft notifications;

e As a member of the notification team, Encoders can:
update draft notifications;

finalise draft notifications;

manage the notification team;

delete the notification;

create a notification from a pre-notification;

o O O O O

copy a notification to a new notification.

4.2.2. Signatory
As a member of the notification team, Signatories can:

e update finalised notifications, if necessary;
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e sign finalised notifications (the electronic signature in the system is equivalent to a handwritten
signature; once signed, subsequent actors in the workflow can no longer edit the notification); or;

o refuse to sign (reject) and send the notification back to the Encoder with a comment explaining the
reason for the refusal.

e manage the notification team.

4.2.3. Pre-validator

Pre-validation is an additional step in the notification workflow used only by those Member States that have
specifically requested it from the Commission. It applies only to simplified and standard notifications, including
pre-notifications and notifications for legal certainty, which have a non-agriculture- or fisheries specific
objective. The Pre-validator profile is therefore available only to those Member States that use this step.

As a member of the notification team, Pre-validators can:

e pre-validate signed notifications and send them to the Validator; or

e reject pre-validation and send the notification back to the Encoder with a comment (in the event of
rejection, the Pre-validator must provide comments explaining the reason for the refusal).

e A Pre-validator can also manage the notification team.

4.2.4. Validator
As a member of the notification team, Validators can:

e validate signed notifications and send them to the Commission; or

e reject validation and send the notification back to the Encoder (in the event of rejection, the Validator
must provide comments explaining the reason for the refusal).

e withdraw notifications that have been validated and submitted to the Commission.

e manage the notification team.

4.2.5. Viewer

If a member of the notification team, a Viewer has read-only access to notifications for which they have been
added to the notification team. This profile is intended for users who need to consult notification forms at any
stage of the workflow without being able to edit them.

5. THE Access MANAGEMENT MODULE

Each Member State is represented in eNotifications as a Legal Entity. This is the default organisational level of
the system and the basis on which users, roles and notifications are managed. Where needed, Member States
may also create Offices within that Legal Entity to delegate user management and/or separate notification-
related activities according to their national administrative structure. The use of Offices is entirely optional: a
Member State may operate solely at Legal Entity level or organise its work through one or more Offices. In this
structure, Central Administrators manage the Legal Entity as a whole, including the creation of Offices and the
management of users at national level, while Local Administrators manage users within the Offices to which
they are assigned. Since eNotifications does not impose any fixed hierarchy for Offices, each Member State can
organise itself in the way that best reflects its institutional arrangements.

e Point 1, Figure 4: access to the access management module;
e Point 2, Figure 4: tabs to access and manage the legal entity, offices, groups and users.
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Welcome
State Aid notifications EC Test Belgium Vv _ SURNAME Name ° @ EN

Central Administrator

& Notifications Access Management

4% Access Management
Eh EC TestBelgium  [f] Offices A2 Groups 2 Users
“0) Audit Trails —_—

~ EC Test Belgium [TEST_BE]
- Legal entity type: ( Member State Administration Address:

(t3)

(Enabled)
@ Details ©3 Settings E Audit Trail
Policy Areas: State Aid

Country: Belgium
Address:

Offices: 3] [,Q’l Groups: 5] [,Q Users: 24

Figure 4: User access management module

5.1. Managing the Member State (Legal Entity)

Each Member State is represented in eNotifications as a Legal Entity. This is the main organisational level of
the system and the basis on which users, roles and notifications are managed. Member States may operate
only at Legal Entity level or create Offices within it, depending on their administrative organisation. Central
Administrators manage the Legal Entity as a whole and cannot be assigned to an Office.

5.1.1.  Editing Legal Entity ‘Details’

Only Central Administrators can update the Legal Entity details. Select the ‘Legal Entity’-tab (point 1, Figure 5),
click the three dotted menu and select ‘Edit’ (point 2, Figure 5).

Walcome
State Aid notifications EC Test Belgium ¥  SURNAME Name ° @ EN
Central Administrator
Elatifications Access Management (@)
45 Access Management
EL EC TestBelgium  [f] Offices 22 Groups Q2 Users
D Audit Trails —_—

EC Test Belgium [TEST_BE] S
= ( Enabled )

. Legal entity type: ( Member State Administration Address: "
&, Edit
@ Details {53 Settings =2 Audit Trail E

Figure 5: Edit the Legal Entity details

Amongst other data, it is possible to update the name and address (Figure 6). This information is purely
informative. It is not used in or for the processing of the notifications.
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Edit legal entity
Name * ___ Legal identifier _—
{241) {121]
‘ EC Test Belgium —[ ‘ TEST_BE —[

Legal entity type *

‘ Member State Administration

Street name ____ Street number __ Postbox R
" \.Lﬁl | [258] ‘ (258)
Cit ___ Zipcode __ Countr;
Lty @) P @ ¥
‘ T | —[ ‘ Belgium % |

| Cancel |

Figure 6: Legal Entity details

5.1.2.  Setting for default read-only access for Central and Local Administrators

Under Legal Entity > Settings (point 1, Figure 7), Central Administrators can consult whether Central and Local
Administrators are granted read-only access to notifications (point 2, Figure 7) without the need to be assigned

to the notification team.

Welcome
State Aid notifications EC Test Belgium ¥ SURNAME Name o @ EN
Central Administrator

&4 Notifications Access Management

4 Access Management
[Eh EC Test Belgium Offices 2 Groups O Users

“Q Audit Trails

5 EC Test Belgium [TEST_BE]
all
Legal entity type: [ Member State Administration )  Address:

(Enabled)

@ 3} Settings € Audit Trail

(D If you want to change these settings please contact us at: COMP-ENOTIF-SA-SUPPORT@ec.europa.eu &

Central and Local administrators can view notification forms: Yes @

Notification workflow:
« General Block Exemption (GBER): Standard: draft, finalised, signed, and validated steps
« Agriculture Block Exemption (ABER): Standard: draft, finalised, signed, and validated steps
« Fisheries Block Exemption (FBER): Standard: draft, finalised, signed, and validated steps
« Transport Block Exemption (TBER): Standard: draft, finalised, signed, and validated steps
« Simplified notification: Standard: draft, finalised, signed, and validated steps
= Standard notification: Standard: draft, finalised, signed, and validated steps

Figure 7: Setting for default read-only notification access for Central and Local Administrators

5.1.2.1. Default read-only notification access is enabled

When this setting is enabled, Central Administrators and, where applicable, Local Administrators are by default
granted read-only access to the content of notifications, including attachments and comments, without the

need of being a member of the relevant notification team.

More specifically:

e Central Administrators have read-only access to the details of all notifications within the Legal Entity;
o Local Administrators have read-only access to the details of all notifications belonging to their
Office(s).

As a result, within their respective scope:
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e The ‘notification form’-tab is visible (point 1, Figure 8) providing read-only access to all form sections,
attachments and comments (point 2, Figure 8). An informative message explains that the notification
is in read-only mode for the Administrator (point 3, Figure 8).

e print notification content without being part of the notification team (point 4, Figure 8).

Welcome
State Aid notifications EC TestBelgium ¥  SURNAME Name ° @ EN

Central Administrator

Title of the natification (10001002) el ’9& =2/
2 Draft Finalised Signed Validated
o ©
St Notification team @ Standard notification (D) Notification information “0 Audit Trail a
Sections {5 5 i i n . . L, - .
(@ This notification is read-only because it currently has the status ‘Draft’. Your current profile, ‘Central Administrator’,
@ Vvalidation summary

@ 1. Status of the notifi...

does not allow you to edit notifications with this status. @
Notification
(D 2. Identification of the...

C 1. Status of the notification
(D 3. Beneficiaries 2 >

Does the information transmitted on this form concern:

(D 4. National Legal Basis a pre-notification? If so, you may not need to complete the entire form at this stage but to agree with the
Commission services which information is required for a preliminary assessment of the proposed measure.
@ 5. Identification of the... a notification pursuant to Article 108(3) of the Treaty on the Functioning of the European Union (TFEU)?

@ 6. Compatibility of th... a measurfe which does not constitute glale aid in the meaning of Article 107(1) of the TFEU but is notified to the
Commission for reasons of legal certainty?

LN 7 Aidd s £ Al

Figure 8: Default read-only notification access enabled for Central and Local Administrators

In line with the access rights available in SANI2, this setting is enabled by default in eNotifications. However,
granting Central and Local Administrators read-only access to all notification details and attachments may
entail a security risk if their accounts are compromised. The decision and responsibility for keeping this setting
enabled rests with the Member State.

To update this setting, please contact COMP-ENOTIF-SA-SUPPORT@ec.europa.eu. For security reasons,
Member States cannot change this setting themselves.

5.1.2.2. Default read-only notification access is disabled

When the setting is disabled, Central and Local Administrators do not have automatic read-only access to
notification content for notifications to which they have not been assigned. The ‘notification form’ tab will not
be available.

However, they can still (Figure 9):

e manage the notification team;
e access the notification summary;
e withdraw the notification (point 2, Figure 9).
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Welcome
State Aid notifications EC TestBelgium ¥  SURNAME Name o @ EN

Central Administrator

®) (B
Title of the notification (10001004) —©) © & _
Draft Finalised Signed Validated

Gt Notification team @ Notification information D Audit Trail

Team overview | Search team | ~
[ Encoders: 1 @ L- Signatories: 1 @ 4L Validators: 1 ® © Viewers: 1 @
User 1 {user@test.com) O User 1 (user@test.com) O User 1 (user@test.com) O User 1 (user@test.com) O

Q Assigned users: 1 + Assign users | Search users ~

Name [T Profiles User access

User 1 (user@test.com) Central Administrator, Encoder, Signatory, Validator, Viewer ':Enabled:.' O

Q2 Assigned groups: 0 + Assign groups | Search groups ~

No results found

Figure 9: Default read-only notification access disabled for Central and Local Administrators

In such cases, users must be added to the relevant Notification Team in order to consult notification details
and attachments and/or print the notification.

Please note that, to be assigned to a Notification Team, a user must have at least one notification workflow
profile assigned, i.e.: Viewer, Encoder, Signatory, Pre-validator, or Validator (see Section 4.2.). Users who only

have the Central Administrator or Local Administrator profile cannot be assigned to a Notification Team.
5.2. Office management

Member States may choose to organise their activities in eNotifications through Offices. The use of Offices is
optional and depends on the institutional set-up and the way functions are organised within the Member State.

Offices serve two main purposes:

e to delegate user management to Local Administrators, in particular in large or decentralised Member
States;
e to separate notification-related activities.

There is no hierarchy or fixed set of rules governing the creation of Offices. Offices may be created, for example,
on a geographical basis (such as regions), by granting authority, or by sector, for instance to separate
agriculture- and fisheries-related users and notifications. Through an Office it is thereby possible to create and
submit notifications on behalf of an Office. In the system, notifications can be filtered based on the Office on
behalf of which the notification was created and submitted (point 1, Figure 10).
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Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN

Central Administrator

& Notifications
£ Filters < | Search by id, title and case ... | Q ‘ Sort by:| Last updated v | ‘ ()
Office o~ )
9 Results: 3
® Please select ( ) l
Srosteo st s iaanng002) —
Office A 1gal certainty |‘_Valldaled‘) | @ Open |
s E—
Office B —
?gg;l}) ( Validated ) | @ Open |
Office C v - - J

Figure 10: Filter notifications on Office

5.2.1. Create an Office

Only Central Administrators can create new Offices. Each new Office should have at least one Local
Administrator responsible for user management in that office; otherwise, the responsibility for the
management of users and groups remains entirely with the Central Administrator(s). Central Administrators
are responsible for managing the entire Legal Entity, including its Offices. As a result, they cannot be assigned
to an Office.

If you are a Central Administrator (point 1, Figure 11), you can create a new Office from the ‘Offices’ tab (point
2, Figure 11). Next, click ‘+ Create office’ (point 3, Figure 11). You will then be asked to provide the following
information:

e Office name — mandatory. Choose the name carefully, as the Office is one of the criteria available for
filtering. Offices cannot share the same name; the name must be unique.

e Office description — optional. A description of the Office that provides additional context, e.g. the
purpose of the Office or a description of the type of users that are assigned to it.

Both fields can be edited later, if needed. Once you have entered the required information, click ‘Save’. The
newly created office will then appear in the list of Offices.

Welcome

= 1&5‘ State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN

Central Administrator

5| Access Management @ 0 (=)
&b
Eh EC TestBelgium [f] Offices 91 Groups 2 Users
D —
Offices filters < | Search by name |Q| @ + Create office Sort by:| Name v | P |
Office status Results: 3
‘ Please select ‘
: - Office A e
" optional description for Office A o ( Enabled )
Create office @ X
Name * —
{50)
| Office name
Description S
E {250)
| Office description
=

Figure 11: Create a new Office
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5.2.2. Update an Office

It is possible to update the name, description an Office. The name of the Office must be unique within the
Legal Entity (Member State). Click the three dotted menu (point 1, Figure 12) and click ‘Edit’ (point 2, Figure
12).

. Welcome
1’(‘.,5"‘_ State Aid notifications EC Test Belgium ~  SURNAME Name ° v @D EN
= Central Administrator
& Access Management (=)
i
[h EC TestBelgium [§ Offices 22 Groups =2 Users
z —
® Offices filters < ‘ Search by name | Q ‘ + Create office Sort by:| Name ~ |1 |
officelstatus Results: 3
| Please select |
: - Office A p el
“  Description of Office A WV LEnabled) 3
& Edit
- Office B
“  Description of Office B - + Assign users
_ . (I Disable
I OfficeC
hd [0 Delete

Figure 12: Update an Office

The ‘Edit office’-window opens. Click the ‘Save’-button to apply changes (Figure 13).

Edit office X
Name * -
{42]

| Office A T
Description I
{227])

| Description of Office A

‘: Cancel ‘

Figure 13: The 'Edit office'-window
5.2.3.  Assign users to an Office
5.2.3.1. Assign users to an Office from the ‘Offices’-tab

Users (incl. Local Administrators) can be assigned by first expanding the Office panel (point 1, Figure 14) and
then clicking the ‘+ Assign users’-button (point 2, Figure 14).
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Welcome
EC Test Belgium SURNAME Name o
Central Administrator

@' | State Aid notifications

_ioll

™  Access Management

s
[th EC Test Belgium El Offices 22 Groups O Users
‘D
Offices filters < | Search by name |Q| + Create office Sort by:| Name v ‘
Office status
Results: 4
| Please select
' I Office1 (Enabled)

2 Assigned users: 0 = Audit Trail

(2) ez

sults found
A
(Fpabled |

Users: 0

~ Office A

Figure 14: Assign users using the assign button in the expanded Office panel

or by first clicking the three dotted (:) menu button (point 1, Figure 15) and then click the ‘+ Assign users’

option (point 2, Figure 15).

Welcome P
EC Test Belgium Vv SURNAME Name ° @ EN

Central Administrator

= &' | State Aid notifications
& Access Management (=)
&b
[h EC TestBelgium [ Offices @2 Groups 2 Users
D
Offices filters < | Search by name |O\‘ + Create office Sort by:| Name v | T
_O'Fflceslatus | Rasults: 4
| Please select
[ Office1 (Enabled )
A4
[& Edit
- Office A
“*  Optional description for Office A - + Assign users
_ OfficeB I Disable
“*  Dptional description for Office B
v [T Delete

Figure 15: Assign users to an Office using the assign button in the three dotted menu

Through both options, the same ‘Assign users to office’-window opens. It is possible to filter the searchable
users based on their profile (point 1, Figure 16) and/or search for users by name, email or profile by using the

corresponding search field (point 2, Figure 16).
You can search and add one or multiple users (point 3, Figure 16) before clicking the ‘Assign’-button to confirm

(point 4, Figure 16).
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Assign users to office 'Office 1'

| () Please note that users with the 'Central Administrator' profile cannot be assigned to an office. Users who are already assigned to this office are also excluded from
the search results.

Available users: 5

Find users with profiles P
| Select profiles | | Search users by name, email or profile (

Select one or more users: 2

A

Profiles User access

Name [T
Name Surname 1 (testi@test.com) Encoder, Lacal Administrator, Signatory, Validator, Viewer  ( Enabled ) (m}
Name Surname 2 (test2@test.com) Validatar  (Enabled ) (m}

o | D

Figure 16: 'Assign users to an office'-window

5.2.3.2. Assign user to an Office from the ‘Users’-tab

A user can also be assigned to an Office from the user’s perspective. Navigate to the ‘Users’-tab in the access
management module and search for the user that needs to be assigned to an Office to start. Once you have
found the user, there are two options to assign the user to the Office. The first option is by expanding the ‘Users
details’-panel (point 1, Figure 17). If the user has a Local Administrator profile but is not assigned to an Office,
the system will show an informative message stating that without the assignment to an Office, the user cannot
execute his role as Local Administrator (point 2, Figure 17). Click the ‘+ Assign offices’ to open the ‘Assign user

to offices’-window (Figure 18).

Welcome

State Aid notifications EC TestBelgium ~  SURNAME Name ° @ EN

Central Administrator

Access Management

2 g
.r_,;.

El EC Test Belgium Offices 22 Groups 2 Users

£ —_—
Users filters (1) < | Search by name, email and EU Logi... | Q | Sort by:| Name v [ ‘
User
) Results: 2
| Please select |
. Name Surname 1 testi@test.com (euloginid1) (Enapied)
User profile Encoder, Local Administrator, Signatory, Validator, Viewer —_—
| Local Administrator X | [ Assigned offices: 0 2 Assigned groups: 1 Z  Audit Trail
Office /N This Local Administrator is not assigned to an office. The profile only becomes effective when an office is

| Please select | assigned.
Group Offices: 0 @ + Assign offices

Please select |
|_ No results
~

Figure 17: Assign user to an office from the expanded 'Assigned offices'-panel

Search an Office by its name or description and select one or more offices before clicking the ‘Assign’-button

to confirm (Figure 18).
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Assign user 'Name Surname 1' to offices

Available offices: 4

| Search by name and description

Selected offices: 0

(@) Select one or more offices

| Cancel |

Figure 18: Select office(s) to be assigned to the user

The second approach is by clicking the three dotted (:) menu next to the right of the user’s information (point

1, Figure 19) and select ‘Edit’ (point 2, Figure 19).

State Aid notifications

B Access Management
£
Eh EC TestBelgium [ Offices A2 Groups 2 Users
i’
Users filters (1) < | Search by name, email and EU Logi... | Q | Sort by: | Name
User
Results: 2
‘ Please select
.. Name Surname 1 testi@test.com (euloginid1) (Enavied)
User profile Encoder, Local Administrater, Signatory, Validator, Viewer :
. | [& Edit
‘_ ikl x ‘ ., Name Surname 2 test2@test. I
. Encoder, Local Administrator, Signatory, Validator, Viewer £+ Reassign notifications
Office
[ (I Disable
‘ Please select m .

Welcome
EC Test Belgium SURNAME Name o @ EN

Central Administrator

Figure 19: Assign user to an office by updating the user details

The ‘Edit user details’-windows open that allows you to search and select one or multiple Offices to which the
user needs to be assigned (Figure 20). The Local Administrator profile cannot be assigned if no Office exists.

Edit user in legal entity 'EC Test Belgium' X
Name: Name Surname 1 Language *
EU Login ID: euloginid1 English ~ |
EU Login email: testl@test.com '

User profiles *

Validator X ) [ Viewer X || Select profiles

(_Encoder X ) ( Local Administrator X ) ( Signatory X ) (

Assign to offices *

Select offices

¢ Office 1

Office A

Office B

Office C

those profiles.

If the user has profiles assigned in addition to Validator, such as Encoder or Signatory, they will also be able to perform any notification-related actions granted by

=3

Figure 20: Edit user - assign (an) Office(s)
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5.2.4. Remove users from an Office

Removing a user from an Office has mainly a purely organisational consequence that does not impact the user’s
permissions. The exception is if the user has the Encoder profile. As an Encoder, the user will no longer be able

to create notifications on behalf of the Office.

Click the garbage bin icon to remove the user from the Office (point 1, Figure 21)

,_— . " . Welcome
= o State Aid notifications EC Test Belgium ~  SURNAME Name o @ ENn
Central Administrator

™ Access Management (@)
s
El EC Test Belgium Offices 02 Groups 2 Users
D _—
® > Search by name ‘ Q | Sort by:| Name v |
Results: 3
g OfficeA (Enabled)

“*  Description of Office A

Offices filters

£ Assigned users: 3 2 Audit Trail

Users: 3 [Q search users |
Name [T Profiles Useraccesw

Name Surname 1 (testl@test.com) Encoder, Local Administrator, Signatory, Validator, Viewer 'I:Enab\ed ) |
Name Surname 2 (test2@test.com) Validator ":Enab\ m|
signatory  (Enabled m

Name Surname 3 (test3@test.com)

Figure 21: Remove a user from the Office

Click the ‘Remove’-button to confirm the deletion (Figure 22).

& Remove user
|

Are you sure you want to remove 'Name Surname 1' from office 'Office A'?

S _— |
(o]

Figure 22: Remove a user from the Office - Confirmation message

5.2.5. Disable or enable an Office

5.2.5.1. Disable an Office

When you disable an Office, the main consequence is that notifications can no longer be created on behalf of
that Office. In this case, notifications created by Encoders assigned to the disabled Office and not being
assigned to another Office, are created on behalf of the Legal Entity (Member State) instead.

A disabled Office does not impact the users and Groups assigned to that Office nor the notifications that were
created by Encoders on behalf of the Office. The users and Groups assigned to the Office will remain active /
enabled and they will retain access to the notifications, if assigned to the notification team. The Users and
Groups of the Office will continue to operate on behalf of the Legal Entity (Member State) unless they are

assigned to another Office.
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Welcome

= State Aid notifications EC TestBelgium “~  SURNAME Name;
Central Administrator

& Access Management (=)
&b

[ EC Test Belgium Offices 22 Groups 2 Users
D N —

, )
® Search by name ‘ Q |

Results: 3
- Office A (Enabled)

“  Description of Office A

[& Edit

Offices filters

£ Assigned users: 2 2 Audit Trail
+ Assign users

Users: 2 [Q searcn s ‘
{ (B Disable
Profiles ser [0 Delete

Name [T

Figure 23: Disable an Office

Provide the reason for disabling the Office and click the ‘Yes’-button to confirm.

& Disable office

Fi
E

H You are about to disable office 'Office A’

« This action is reversible. |

« The office can no longer be edited or administered in the system, including assigning or removing users. e
It will also no longer be possible to create notifications on behalf of this office. 1
+ Users and groups associated with the office will remain active. Cases, submissions, and notifications J

linked to the office will remain accessible to them, provided they are members of the relevant case or
notification team.

o Do you want to continue? |

Reason * —
{255)

b || |

b (1) Required

Figure 24: Disable an Office - Confirmation message

5.2.5.2. Enable an Office

When an Office is enabled, the assigned Users can operate again on behalf of the Office. This is mostly relevant
for Encoders that can create notifications on behalf of the Office again.
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o Welcome
= 5! | State Aid notifications EC TestBelgium ~  SURNAME Name o @ EN

Central Administrator

& Access Management (=
&b
[h EC Test Belgium Offices 02 Groups 2 Users
D —
@ > Search by name | Q ‘ + Create office Sort by:‘ Name

Results: 3

- Office A ——
*  Description of Office A ( Disabled )

2 Assigned users: 2 < Audit Trail @ © fae

Offices filters

[ Delete
Users: 2 ‘ Q_ Search users |
Name [T Profiles User access
Name Surname 1 (testl@test.com) Validator  { Enabled )
Name Surname 2 (test2@test.com) Signatory  (Enabled |

Figure 25: Enable an Office

Provide the reason for enabling the Office and click the ‘Yes’-button to confirm (Figure 26).

T

& Enable office

Are you sure you want to enable office 'Office A'?

Reason * —
o {255
S W
by (D Required

Figure 26: Enable an Office - Confirmation message

5.3. Group management

A group is a set of users. There are no restrictions regarding user type or Office affiliation when creating a
group. Central Administrators can create groups at Member State level or for a specific Office, while Local
Administrators can create groups for their own Office. The purpose of groups is to assign collaborative users to
a notification team in a single step rather than searching and assigning each user to the notification team
individually.

For this purpose, the group should include only users who collectively cover all required notification workflow
profiles (i.e., Encoder, Signatory, (pre-validator) and Validator). This ensures that, once the group is added to a
notification team, the notification can be handled throughout the entire workflow.

5.3.1. Create a Group

Groups are created in a similar way to Offices. To create a new Group, a Central or Local Administrator (point
1, Figure 27) clicks on the ‘Groups’-tab (point 2, Figure 27) and then selects ‘+ Create group’ (point 3, Figure
27). The ‘Create group’-window opens.

If a Central Administrator creates the Group, it can be assigned to an Office. If the Office has a Local
Administrator assigned, that Local Administrator will also be able to manage the Group. A Group can be
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assigned to only one Office at a time. If a Group is not assigned to an Office, it must be managed by the Central

Administrator(s).

Local Administrators can create Groups at the level of their own Office. If a Local Administrator belongs to one
Office only, the group will be assigned to that Office by default.

Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name ° @ EN

Central Administrator

Access Management @ 9

Eh EC TestBelgium  [[] Offices ©2 Groups 2 Users

= [

&}

Groups filters < ‘ Search by name ‘Q‘ @ + Create group Sort by:‘ Name v [ |

Office (group owner) e

| Please select |

Create group @ X

Name *

. iﬁl
| Group name —|'
Description A
. {250)
| Group description —|—

Assign ownership to an office?

| Select office |

(P If a group is not assigned to an office, it must be managed by the Central Administrator(s)

[ cancer |

Figure 27: Create a new Group

5.3.2. Update a Group

It is possible to update the name, description and Office assignment (optional) of a Group. The name of the
Group must be unique within the Legal Entity (Member State). Click the three-dotted (:) menu (point 1, Figure
28) and click ‘Edit’ (point 2, Figure 28).

Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN
Central Administrator
& Access Management (<)
b
[l EC TestBelgium Offices 22 Groups 2 Users
ES _—
® Groups filters < | Search by name | Q ‘ + Create group Sort by:‘ Name v

Office (group owner) Resuhs: 5

| Please select

(Enabled) §

“i Group A
Group status A
[& Edit
(

| Please select Group B
Description + Assign users

(I Disable
% Group C
v i Delete

Figure 28: Update a Group

The ‘Edit group’-window opens. Click the ‘Save’-button to apply changes (Figure 29).
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X

Edit group

Name *

ry
W

| Group X

Description .
3

r

-

| Updated description

Assign ownership to an office?

| Select office |

(@ If a group is not assigned to an office, it must be managed by the Central Administrator(s)

| Cancel ‘

Figure 29: The 'Edit group'-window
5.3.3.  Assign users to a Group

5.3.3.1. Assign users to a Group from the ‘Groups’-tab

Users (incl. Local Administrators) can be assigned by first expanding the Group panel (point 1, Figure 30) and
then clicking the ‘+ Assign users’-button (point 2, Figure 30)

Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name o @ EN
Central Administrator
& Access Management =)
£
[fl EC Test Belgium Offices 22 Groups 2 Users
S —_—
> Search by name | Q | + Create group Sort by:‘ Name v |
o Results: 5
]
- Group A (] )
@ £ 3 (Enabled )
a (Enabled )
] Description of Group A -
< Gi B
. Group
Description of Group A ~
« GroupC (Enabled)

Deseription of Group C

. Assignedusers:0 [ Group owner 2 Audit Trail

@ulls found

Figure 30: Assign users using the assign button in the expanded Group panel

or by first clicking the three dotted menu button (point 1, Figure 31) and then click the ‘+ Assign users’ option
(point 2, Figure 31).
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EC Test Belgium SURNAME Name ° @ EN

State Aid notifications
Central Administrator

= Access Management (=)
£

[h EC TestBelgium [ Offices 2 Groups 2 Users
D —_—

Groups filters < | Search by name | Q, |

Qﬁice (group owner) | Resuits: §

| Please select

Group A Pe ~
& L (Enabled )
Group status Description of Group A “ —
( | [& Edit
| Please select | Group B
Description of Group A o + Assign users
.. GroupC I Disable
Description of Group C
v [0 Delete

Figure 31: Assign users to a Group using the assign button in the three dotted menu

5.3.3.2. Assign user to a Group from the ‘Users’-tab

A user can also be assigned to a Group from the user’s perspective. Navigate to the ‘Users’-tab in the access
management module and search for the user that needs to be assigned to a Group to start. Once you have
found the user expand the ‘Users details’-panel (point 1, Figure 32). Select the ‘Assigned groups’-tab (point 2,
Figure 32) and click the ‘+ Assign offices’-button (point 3, Figure 32) to open the ‘Assign user to groups’-window

(Figure 33).

Wealcome
= State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN
Central Administrator

& Access Management ()
b

Eh EC TestBelgium [ Offices 22 Groups 2 Users
£ _
® Users filters < | Search by name, email and EU Logi... | Q | Sort by:| Name v | ‘

.User Results: 24

‘ Please select |

.. Name Surname 1 testi@test.com (euloginid) (Enabied)
User profile ™ Central Administrator, Encoder, Signa tor, Viewer —_—

‘ Please select | [ Assigned offices: 0 22 Assigned groups: 1 < Audit Trail

Office Groups: 1 @ + Assign groups |Q Search groups

‘ Please select |

Name [T Description Status
Group

Group A Description of Group A ":Enabled:" m
‘ Please select | ~

Figure 32: Assign user to a group from the expanded 'Assigned groups'-panel

Search a Group by its name or description and select one or more groups before clicking the ‘Assign’-button to

confirm (Figure 33).
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Assign user 'Adrian-Alin PANA' to groups b4

(i) Assigning a user to a group will inmediately include them in the notification team(s) linked to that group. This grants them access to the associated case(s) and any
submissions within it, along with all permissions that come with being a notification team member.

Available groups: 3

| Search by name and description

Selected groups: 0

| (D) Select one or more groups

| Cancel |

Figure 33: Select group(s) to be assigned to the user

5.3.4. Remove users from a Group

Removing a user from a Group does not affect the user’s permission to access the system. However, the user
will no longer have access to notifications to which the Group was assigned. Navigate to the Group in the
‘Groups’-tab (point 1, Figure 34) and click the ‘Garbage bin’-icon (point 2, Figure 34).

T Welcome
— State Aid notifications EC TestBelgium ~  SURNAME Name o

Central Administrator

B Access Management @ (=)
£
EL EC TestBelgium [ Offices 92 Groups 2 Users
‘D —
® > Search by name | Q ‘ + Create group Sort by:| Name v |
® Results: 5
z
E 22 Group A (Enabled )
g
© 2 Assigned users:3 [ Groupowner £ Audit Trail

Users:3 [Q search users |
Name [T Profiles Llseraccesw

Name Surname 1 (testi@test.com) Central Administrator, Encoder, Signatory, Validator, Viewer (Enabled ) m}

Name Surname 2 (test2@test.com) Validator  ( Enable m]

Name Surname 3 (test3@test.com) Encoder, Signatory  (Enabled ) |
~

Figure 34: Remove a user from a Group

The ‘Remove user’-window opens, requesting for confirmation and explaining the consequences of the action.

Click ‘Remove’ to confirm.

‘& Remove user o

Are you sure you want to remove 'Name Surname 1' from group 'Group A'?

T

This action will not affect the user’s ability to access the system, but the user will no longer have access to
cases, submissions, or notifications associated with the case or notification teams to which this group is [

assigned.

= (o]

A4

T

T

Figure 35: Remove user from a Group - Confirmation window
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5.3.5. Disable or enable a Group
5.3.5.1. Disable a Group

When a Group is disabled, it is no longer possible to apply changes to the Group (incl. adding or removing
users). In addition, the Group will no longer be able to be assigned to a Notification Team. However, disabling
a Group does not revoke its users’ access to existing notification assignments. The users of the Group will retain
access and can continue to contribute to the notifications. So, if the goal is to revoke a Group’s access to its
notifications, the Group must be removed from the Notification Team (see Removing users or groups from a

notification team).

Central Administrators can:
e create Offices and Groups at Member State and Office level,
e enable an Office or Group;
e disable an Office or Group;
e assign a Group to an Office;

e delete an Office or Group, provided that it has no users assigned and no assignments to a notification

team.

Local Administrators can:

e create Groups at Office level,
e enable their Office or Group assigned to their Office;
e disable their Office or Group assigned to their Office; and

o delete a Group assigned to their Office, provided that it has no users assigned and no assignments to
a notification team.

Navigate to the ‘Groups’-tab in the Access Management module, click the three dotted menu (point 1, Figure
36) and click ‘Disable’ (point 2, Figure 36).

Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name ° @ EN
Central Administrator
B Access Management ()
&b
[h EC TestBelgium [] Offices 22 Groups 2 Users
£ _
@) > Search by name | Q | + Create group Sort by:‘ Name ~ |
] Results: 5
2
g % Group A (Enabled) 3
2
[=]
© 2. Assigned users: 3 [ Group owner Z Audit Trail [4 Edit

___ + Assignusers
Users: 3 | Q_ search us -

\ (B Disable
Name [T Profiles ser 77 Dalete

Figure 36: Disable a Group

The ‘Disable group’-window opens. Provide the reason for disabling the Group and click the ‘Yes’-button to

confirm (Figure 37).
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A Disable group

You are about to disable group 'Group A’
« This action is reversible.

« The group can no longer be edited or administered in the system, including assigning or removing users. f
+ Users assigned to the group will remain active. Cases, submissions, and notifications linked to the group
will remain accessible to the users in the group, provided they are members of the relevant case or H
notification team.
'd
Do you want to continue?
q
Reason * —
{255]
@ Required

p

Figure 37: Disable a Group - Confirmation message

5.3.5.2. Enable a Group

When a Group is enabled, its information can be updated, users can be removed or assigned to it and the
Group can be assigned to a Notification Team (Assign a Group of Users to a Notification Team).

State Aid notifications

EC Test Belgium SURNAI
Central Adi

& Access Management
&

Eh EC TestBelgium [ Offices @2 Groups 2 Users
T3 —_—

>
® . Search by name | Q |

Results: 5
22 Group A

Groups filters

2 Assigned users:3 [ Group owner 2 Audit Trail

Users: 3

Name [T
Name Surname 1 (testl@test.com)
Name Surname 2 (test2@test.com)

Name Surname 3 (test3@test.com)

+ Create group Sort by:‘ Name

:

Central Administrator, Encoder, Signatory, Validator, Viewer

| @ Enable
) [l Delete
| Q_ Search users |
Profiles User access

(Enabled)

validator  (Enabled )

Encoder, Signatory (:Enab\ed:)

Figure 38: Enable a Group

Provide the reason for enabling the Group and click the ‘Yes’-button to confirm (Figure 39).
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Are you sure you want to enable group 'Group A'?

Reason * —
{255)

(1) Required

o .

Figure 39: Enable a Group - Confirmation message

5.4. User management

Users are all individuals who need access to eNotifications, whether to manage other users, namely Central
and Local Administrators or to create and manage notification forms. A user may have one or more profiles in

eNotifications (see User profiles and permissions).

All user profiles including Central Administrators and Validators are created at Legal Entity level and can

optionally be assigned to an Office and/or Group.

5.4.1. Create a user

If you are a Central Administrator or Local Administrator and wish to create a new user, click on the ‘Users’ tab
and (point 1, Figure 40) then on ‘+ Create user’ (point 2, Figure 40).

Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o

Central Administrator

& Access Management @ (=)
"3
Eh EC TestBelgium [{ Offices 02 Groups 2 Users
£ R
® > Search by name, email and EU Logi... | Q ‘ @ Sort by:| Name v | ‘

Results: 24

Name Surname 1 testi@test.com (euloginid1)

Central Administrator, Encoder, Signatory, Validator, Viewer

(Enabled )

Users filters

Name Surname 2 test2@test.com (euloginid2) .

Central Administrator, Encoder, Signatory, Validator, Viewer

Enabled )

Figure 40: Create a user

The ‘Search EU Login account’-window opens and allows you to search for an EU Login account using either an
e-mail address or the EU Login username of the user to be created (Figure 41).
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Create user in legal entity 'EC Test Belgium' X

Search User by email or EU Login ID *
100
Q. search user

Cancel

Figure 41: Create a user - Search EU Login account

Depending on the EU Login account search result, the Administrator will encounter of the below three
scenarios.

5.4.1.1. Scenario 1: the new user has an EU Login account

If an EU Login account exists for the data provided, the account information will be retrieved as shown in Figure
42. At least one profiles must be assigned and, optionally, the user can be assigned to an Office. Click the ‘Save’-
button to create the user in the system.

Create user in legal entity 'EC Test Belgium' X

Search User by email or EU Login ID *

{93} |
’ abcdefg| )-(T Q Search user

(D) This user has an EU Login account. You can assign this user to your legal entity.

Name: Name Surname Language *
EU Login ID: abcdefg English hd ‘
EU Login email: test@test.com

User profiles *

| Select profiles |

Assign to offices?

| Select offices |

(@ If a user is not assigned to an office, the Central Administrators act as the contact points and are responsible for managing the user in the system.

[cancel | [N

Figure 42: Create a new user - The new user has an EU Login account

As soon as access is granted, the user will be able to access the system according to the profile(s) granted to
with no further action required. The user will also receive an informative e-mail (Figure 43) confirming that
access has been granted. The contact information in the email is that of the user that created the new user.
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DG Competition: Access granted to the notification system

L B Repl %~ Reply All ‘ — Forward
@ automated-notifications@nomail .ec.europa.eu | © Reply | © Reply J 1

To Co Thu 20/08/2026 10:18
Dear SirfMadam,

You are granted access to the DG Competition's notification system as a representative of Greece. You can
access the system via the following link: link.

The system is an online service that allows organisations to prepare and submit notifications to the European
Commission. It provides guided digital forms, supports collaboration with colleagues, and enables the secure
upload of supporting documents. The system helps ensure that notifications are complete and accurate before
they are finalised, signed and approved.

If this access was granted in error, please contact (EISSIIRAETas T2 Email address for

assistance.

This message was automatically generated. Please do not reply to this email.

Kind regards,
DG COMP

Figure 43: Email - A user with EU Login account is granted access to the system

5.4.1.2. Scenario 2: the new user does not have an EU Login account

Despite the new user not yet having an EU Login account, the Central Administrator or Local Administrator can
still create the user, assign the necessary profiles (point 2, Figure 44), and assign the user to Office(s) and/or
Group(s), where relevant. However, before the user can access eNotifications, they must create an EU Login
account by using the email address provided here. The mandatory given and family name are used to address
the new user in the registration email (Figure 45).

Create user in legal entity 'EC Test Belgium' X

Search User by email or EU Login ID *

{86}
| testa@test.com X—[ Q Search user

(1) This user is not yet registered with EU Login. When you click save, an email invitation will be sent to the provided email address, inviting the user to create an EU
Login account. In the meantime, you can already configure the user's profiles, and assign the user to offices, groups and cases.

Given name * PN —__ Family name * S
| ( 1 ) :_@[l ‘ Y {100)
)|

Email * Language *
testa@test.com English v |

User profiles *

| Select profiles

©

Assign to offices?

| Select offices |

(@) If a user is not assigned to an office, the Central Administrators act as the contact points and are responsible for managing the user in the system

[cancer | [

Figure 44: Create a user - The new user does not have an EU Login account
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The user will receive an e-mail informing them that access has been granted and inviting them to create the
EU Login account.

automated-notifications@nomail.ec.europa.eu LT W
To: You Tue 6/16/2026 7:57 PM
Dear SirlMadam,

@IS invites you fo register for the notification system of the European
Commission's Directorate General for Competition.

The system is an online service that allows organisations to prepare and submit nofifications to
the European Commission. It provides guided digital forms, supports collaboration with
colleagues, and enables the secure upload of supporting documents. The system helps ensure
that notifications are complete and accurate before they are finalised, approved, and signed.

Here’s how to get started:

1) EU Legin Account:

You need an EU Login account to register If you don't have one, you can create one here by
following the instructions in the EU Login user guide.

Ensure that your EU Login account is registered with the email address to which this invitation
was sent.

2) Registration:

Use this link to register. registration link

MNote: This link will expire in 7 days

This message was automatically generated. Please do not reply to this email

Kind regards,
DG COMP

Figure 45: Email - User registration invitation

As long as the user has not created an EU Login account and confirmed their account in the system, they will
appear as ‘pending’ (point 1, Figure 46) in the users list. If the user does not complete the EU Login registration
process within seven days the registration link expires. The administrator can resend the invitation by using
the ‘Resend registration invitation’-functionality available in the three-dotted (:) menu on the user (point 2,
Figure 46).

Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name ° © @ EN
Central Administrator
& Access Management 6)
&b
Eh EC TestBelgium [ Offices 0% Groups 2 Users
= E——
@ Users filters (1) < ‘ Search by name, email and EU Logi... | Q | Sort by: ‘ Name v
S . Results: 1
| Please select ‘
., Name Surname test@test.com - ding)
User profile Signatory
| Please select ‘ [ Assigned offices: 0 % Assigned groups: 1 Z Audit Trail @ Edit
Q4+ Reassign notifications
Office Offices: 0

] | [ Resend registration invitation
| Please select ‘

Figure 46: Resend registration invitation
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5.4.1.3. Scenario 3: the user already has access to eNotifications

If the user to be created already exists in eNotifications, the Central or Local Administrator will be able to view,
and if necessary, edit, that user’s profiles and assignments by clicking the ‘View user’-button (point 1, Figure
47).

Create user in legal entity 'EC Test Belgium' X

Search User by email or EU Login ID * .
( {93} :
| abedefg XT Q. Search user

(1) This user already exists.

Name: Name Surname
EU Login ID: abcdefg
EU Login email: test@test.com

©

| Cancel | View user

Figure 47: the new user is already registered in the system

5.4.1.4. Specifics when assigning the Validator profile to a user

In eNotifications, a user must be assigned to a notification team with one or more notification workflow profiles
before they can access and contribute to a notification. The same applies to users who have been assigned the
Validator profile (point 1, Figure 48). This differs from SANI2, where Validators did not need to be explicitly
assigned to a notification team.

To reproduce the same behaviour as in SANI2 while complying with the new principles of eNotifications, it is
possible to enable the automatic assignment of users with the Validator profile to notification teams. To do
so, the Administrator must tick the checkbox labelled ‘Automatically assign user to notification teams’. (point
2, Figure 48).
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Create user in legal entity 'EC Test Belgium' X

Search User by email or EU Login ID * @
( 193} 1
‘ abcdefg XT Q, Search user

() This user has an EU Login account. You can assign this user to your legal entity.

Name: Name Surname Language *
EU Login ID: abcdefg English h |
EU Login email: test@test.com ’

User profiles *

( Validator X ) 1 )pro‘l\les ‘

Assign to offices?

| Select offices ‘

(® I a user is not assigned to an office, the Central Administrators act as the contact points and are responsible for managing the user in the system

Automatically assign user to notification teams &

(i) Validators must now be part of the notification team to access and contribute to a notification.
Enable automatic assignment to automatically add the validator to the relevant notification teams. If the validator acts in the context of an office, automatic
assignment only applies to notifications created on behalf of that office.
If the user has profiles assigned in addition to Validator, such as Encoder or Signatory, they will also be able to perform any notification-related actions granted by
those profiles.

|. Cancel |

Figure 48: Automatically assign Validators to notification teams

Once this option is enabled, the Validator is added automatically to all relevant notification teams. If the
Validator is assigned to a specific Office, the automatic assignment applies only to notifications created on
behalf of that Office.

This can be useful, for instance, where a Member State or an Office operates with a single Validator. It is also
useful where a given Validator needs to have access to all notifications from a Member State or an Office. In
such cases, the Central Administrator or Local Administrator can choose to add this Validator to all notification
teams by default. This means it is not necessary to add the Validator manually each time.

If the user also has other profiles, such as Encoder or Signatory, they also keep the notification-related
permissions linked to those profiles.

5.4.2. Update user details

Central or Local Administrators can edit user details at any time by navigating to the user and click ‘Edit’ under
the three dotted menu (point 1, Figure 49). This includes assigning or removing users to Offices (point 2, Figure
49) and Groups (point 3, Figure 49). However, EU Login-account related data, such as the e-mail address or
name, can only be updated by users themselves in their EU Login account.
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Welcome
EC Test Belgium ~  SURNAME Name o @ EN

= o State Aid notifications
Central Administrator

& Access Management
&b
[l EC Test Belgium Offices 22 Groups 2 Users
ES [
® Users filters (1) < ‘ Search by name, email and EU Logi... | Q | Sort by:| Name v |
User
) . Results: 1
‘ Please select |
5 Hame Surname test@testcom ding
User profile Signatory
‘ Please select | E Assigned offices: 0 <2 Assigned groups: 1 = Audit Trail | & Edit
; i Q- Reassign notifications
Office i Offices: 2 o
[ Resend registration invitation
‘ Please select |

Figure 49: Updating user details

5.4.2.1. How to update a user’s e-mail address or name

When necessary, for example, following a change to the e-mail domain or extension, users must update their
own EU Login account details, such as their name or e-mail address, directly in their EU Login account.
Therefore, if a user’s e-mail address or name changes, the user should not be recreated in eNotifications,
because the existing account remains valid once the EU Login details have been updated.

There are two available ways to update your EU Login account.

e quickly, directly from eNotifications, click on the drop-down arrow menu next to your name and select

‘Configure my EU Login account’:

Welcome

EC Test Belgium TESTUser TU A

Local Administrator

Local Administrator v

Signatory

|:> 2, Configure my EU Login account

[ Logout

or

e signin to your EU Login account using this link: https://webgate.ec.europa.eu/cas.

Once logged in to EU Login, click the settings wheel next to your name and click ‘My Account’

ENolif Test USER P

(External)

Change password

| My Account

Logout | My A:counlll
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https://webgate.ec.europa.eu/cas

and then ‘Configure my account’

My Account
-t ' at
My account details ‘Configure my account Delete my account
o 6 <
-t -t
Manage my Security
Manage my mobile Keys and Trusted Manage my mobile
Platforms
ﬁ Y
-|m Display my sessions
Manage my elDs o e e s e s

In the ‘Configure my account’ window modify the relevant fields and click ‘Submit’.

Configure my account

I First name I

| User ‘

[ Last name ]

TEST ‘

email
newdomain@gmail.com|

email language

English (en)

| want to receive email notifications.

Warn me each time an application asks for my identity
View my EU Login account details after logging me in
Always require multi-factor authentication

Enable adaptive authentication for my account

m canes!

Users’ personal data is synchronised between EU Login and eNotifications. Therefore, all changes made in EU

ooaQ

EEEEE g

<]

Login will be updated automatically in eNotifications.
5.4.3. Disable or enable a user
5.4.3.1. Disable a user

When a user is disabled, the user’s access to the system is entirely revoked. Only the Central or Local
Administrator can disable users. It is good practice to perform an annual user access review and to disable a
user whenever his/her assignment changed to ensure that access is only maintained for authorised users.

Before confirming disabling the user, the administrator must provide a short justification. A disabled user can
be re-enabled if necessary.

To disable a user, Central or Local Administrator access the user from the ‘Users’ tab (point 1, Figure 50) and
selects the option ‘Disable’ (point 3, Figure 50) from the vertical three dotted () menu (point 2, Figure 50).
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Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name o

Central Administrator

& Access Management @ (=)
£
Ehl EC TestBelgium [ Offices 2 Groups 2 Users
£ R
@ > Search by name, email and EU Logi... | Q | Sort by: ‘ Name
[} Results: 24
&
E ., Name Surname 1 testi@test.com (euloginid1) (Enabied)
2 . Central Administrator, Encoder, Signatory, Validator, Viewer ==mnrd
= A
[& Edit
., Name Surname 2 test2@test.cong (eul
Central Administrator, Encoder, Signatory, Validator, Viewer - L+ Reassign natifications
J I Disable
Name Surname 3 test3@test.c I

Figure 50: Disable a user

Before confirming the disabling action, Central or Local Administrators are required to provide a reason (Figure
51).

& Disable user

You are about to disable user 'Name Surname’

« This action is reversible.
= The user will no longer be edited or administered in the system and will no longer be selected or assigned
for any system actions. The user will also no longer be able to access the system.

Do you want to continue?

Reason *

@ Required

Figure 51: Disable a user - Confirmation message

5.4.3.2. Enable a user

When a user is enabled, the user’s access to the system is entirely reinstated. This includes access to, for
example, notifications to which the user was assigned to prior to being disabled. If that is undesirable, the user
will need to be removed from the relevant notification team(s).

Only the Central or Local Administrator can enable users. To enable a user, access the user from the ‘Users’ tab
(point 1, Figure 52) and selects the option ‘Disable’ (point 3, Figure 52) from the vertical three dotted (:) menu
(point 2, Figure 52).
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Welcome )
EC Test Belgium v SURNAME Name o @ EN

= State Ald nOtIflCathnS Central Administrator

™ Access Management @ (=)
&b
Eh EC Test Belgium Offices 22 Groups 2 Users
D —
® > Search by name, email and EU Logi... ‘ Q ‘ Sort by: | Name
» Results: 24
2
= -
Name Surname 1 testi@test.com (euloginid1) -
w
B o] Disabled
- Central Administrator, Encoder, Signatory, Validator, Viewer “
=] . e
Q4+ Reassign notifications
., Name Surname 2 test2@test |
Central Administrator, Encoder, Signatory, Validator, Viewer “ 1 @ Enable
Name Surname 3 test3@test.com (euloginid3) | Enabled)
a ( )
Central Administrator, Encoder, Signatory, Validator, Viewer - —

Figure 52: Enable a user

Before confirming enabling the user, the administrator must provide a reason ().

/N Enable user

Are you sure you want to enable user 'Name Surname'?

Reason *

(1) Required

=

Figure 53: Enable a user - Confirmation message

5.5. Reassigning or sharing assignments between users

Central and/or Local Administrators can use the ‘Reassign notifications’ function to give another user access
to the notifications currently and/or previously accessible to a selected user. To do this, the Central or Local
Administrator needs to navigate to the ‘Users’ tab and click on the name of the user whose notification access

is to be reassigned.

+ Create user Sortby: | Name vt

test Q

Results: 1

« TestUser @outlook.be Pending B ~

Encoder
[ Edit
b Assigned offices: 0 22 Assigned groups: 0 &= Assigned cases 2 Audit Trail
| Reassign notifications I

(41 Resend reqistration invitation

Offices: 0

Select ‘Reassign notifications’ and enter the credentials of the user who is to receive the same notification

access or select that user from the list of ‘Available users’.

Page 36 of 77



Assign notifications X
@ Assigning notifications to another user will grant that user access to all notifications that 'Enotifications COMP' can access. The current user will not lose
access to those notifications.

Available users: 22

User TEST (——f@yahoo com) Central Administrator, Encoder, Signatory, Validator, Viewer

Important: this action copies-or shares the selected user’s notification access with another user. It gives the
recipient access to all notifications to which the original user has access. The original user keeps access to those
notifications; access is not removed from that user. If the original user should no longer have access to
eNotifications, that user must be disabled separately.

-

5.6. ‘Audit trails’ in the Access Management Module

The ‘Audit Trails’ function allows Central Administrators or Local Administrators to consult a chronological
record of actions carried out in eNotifications.

They are available to:

e Central Administrators, for the entire Legal Entity;
e Local Administrators, for the Offices to which they are assigned.

Its purpose is to provide transparency on who accessed or modified an item, and when the action took place.
The Audit trails are intended to support:

e traceability of actions performed in the system;
e verification of access and assignment changes;
e monitoring of notification team management;
e administrative follow-up, where needed.

By consulting the audit trail events, users and administrators can better understand the history of a notification
or of an access-management object and identify when specific actions took place.
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State Aid notifications

EC Test Belgium

Welcome .
SURNAME Name o @ EN

Central Administrator

B Audit Trails
&b > | Search by messa... | Q | —
L
D o Results: 4,976
@
® = Event Executed by Timestamp
5 Opel:leleBI?R notification with ID: 10001104 in case SA.301892 (121) in legal entity 'EC Test Full name (euloginid) 2026/09/04 11115
Belgium' (ID: 50).
N Operjled TBEB notification with ID: 10001105 in case SA.301891 (122) in legal entity 'EC Test Full name (euloginid) 2026/09/04 11:09:20
Belgium' (ID: 50).
> Ope?eleBER notification with ID: 10001105 in case SA.301891 (122) in legal entity 'EC Test Full name (euloginid) 2026/09/04 1:09:03
Belgium' (ID: 50).
Opened STANDARD notification with ID: 10001106 in case SA.301890 (123) in legal entity 'EC
> 2 I (123) g Y Full name (euloginid) 2026/09/04 11:08:40
Test Belgium' (ID: 50).
»  Opened TBER notification with ID: 10001109 in legal entity 'EC Test Belgium' (ID: 50). Full name (euloginid) 2026/09/04 11:08:27
> Saved TBER notification with ID: 10001109 in legal entity 'EC Test Belgium® (ID: 50). Full name {euloginid) 2026/098/04 11:06:39
>  Saved TBER notification with ID: 100011089 in legal entity 'EC Test Belgium' (ID: 50). Full name {euloginid) 2026/08/04 11:06:07
»  Saved TBER notification with ID: 10001109 in legal entity 'EC Test Belgium'® (ID: 50). Full name (euloginid) 2026/09/04 11:05:19
?  Opened TBER notification with ID: 10001109 in legal entity 'EC Test Belgium' (ID: 50). Full name (euloginid) 2026/09/04 11:04:29
> Created TBER notification with ID: 10001108 in legal entity 'EC Test Belgium' (ID: 50). Full name (euloginid) 2026/09/04 11:04:29
Assigned 'Name Surname 1 (testi@test.com)’ to the case team (ID: 126) for case (ID: 126) in . e
> legal entity 'EG Test Belgium' {ID: 50). Full name (euloginid) 2026/09/04 11:04:29
> Created the case team (ID: 128) for case (ID: 126) in legal entity 'EC Test Belgium' (ID: 50). Full name (euloginid) 2026/09/04 11:04:29

Figure 54: Audit Trail events in the Access Management module

Audit Trail events can be filtered based on the events that affected a selected Office, Group or User. It is also
possible to filter by specific operations, within a selected timeframe, and to search for all events performed by
a specific User. For the latter, the EU Login ID/username must be used, as the email address associated with an
EU Login account can be updated and is therefore not unique.

— State Aid notifications

B Audit Trails

& Filters < | Search by messa... | Q |
D _Office Results: 4,976

® ‘ Please select Event

Opened TBER notification with ID: 10001104 in case SA.301892
(121) in legal entity 'EC Test Belgium' (ID: 50).
Opened TBER notification with ID: 10001105 in case SA.301891
(122) in legal entity 'EC Test Belgium' (ID: 50).
User Opened TBER notification with ID: 10001105 in case SA.301891

il 2

‘ Please select ‘

‘ Please select ‘ v (122) in legal entity 'EC Test Belgium' (ID: 50).
N Opened STANDARD notification with ID: 10001106 in case
i SA.301890 (123) in legal entity "EC Test Belgium' (ID: 50).
Operations ,  Opened TBER noification with ID: 10001109 in legal entity 'EC
| Pleasa select | Test Belgium' (ID: 50).
N Saved TBER notification with ID: 10001109 in legal entity 'EC
Test Belgium' (ID: 50).
From date N Saved TBER notification with ID: 10001109 in legal entity 'EC
‘ Select a date | fie<tBelgium, "D:, 50!' - _
L 5 Saved TBER notification with ID: 10001109 in legal entity 'EC
Test Belgium' (ID: 50).
To date ,  Opened TBER notification with ID: 10001109 in legal entity 'EC
‘ Select a date | Test Belgium' (ID: 50).
Created TBER notification with ID: 10001109 in legal entity 'EC
> | BE NOE
Executed by Tes? Belgium' {ID: 50).
b . Assigned 'Name Surname 1 (testi@test.com)' to the case team
‘ Enter EU Login ID > (ID:126) for case (ID: 126) in legal entity 'EC Test Belgium' (ID:

50).
Figure 55: Audit Trail event filters in the Access Management module
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6. THE NOTIFICATIONS MODULE

The Notifications Module is designed to allow Member States to submit new notifications to the Commission
electronically as required by Regulation (EC) No 794/2004. All types of State aid related notification forms can
be created and submitted via eNotifications. These electronic forms contain the information required in the
forms that are annexed to relevant regulations.

This module is intended for users who participate in the notification workflow as detailed in section '8.
Notification forms / information sheets - workflow'; Encoder, Signatory, Pre-validator, Validator and, where

appropriate, Viewer.

The ‘Notifications’ screen displays all the notifications, sorted by last modified date, that you have access to
as a member of the notification team and based on the profile with which you are logged in (for details, see
section '3.4. Login, user profiles and homepage'). To display the summary information of a notification, click

the drop-down arrow icon on a notification.

Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN
Encoder

Notifications + Create notification
Filters (1) < | Search by id, title and case ... | Q ‘ Sort hy:| Last updated v | b | g

D Locked by you Results: 6

Status I P
— = @l (10000940) (Validaied ) | @ open v |

| Validated X ) Standard notification - Motified aid o —_—

| Please select | (10000867)

3 ( validated ) 0
Transport Block Exemption (TBER) aligate | © Open v |

Type Commission case number: SA.301855
| Please select | Validation date: 25/08/2026 13:40

validated by (EE D G

Last updated from date Procedure acceleration type: Normal

) Case phase: Block Exemption
| Select a date ‘ Objectives: Ad hoc investment aid to rail or inland waterways freight terminals (Article 12)

Investment aid scheme for interoperability (Article 16(3)(a} and (b))
Last update date: 25/08/2026 13:40

Last updated to date

| Select a date ‘

bor Print summary |

—p| ~

I Clear 1 active filter(s) x 1

Figure 56: The 'Notifications list'-page with expanded summary information

6.1. Search function and filters available in the Notifications module
There are several ways to search for notifications.

As Encoder, Signatory, Pre-validator, Validator and Viewer, you can access only notifications if you are a
member of the notification team. As Central Administrator or Local Administrator you can access all
notifications for your Member State or Office. Do note that read-only access to the notification itself, depends
on whether it is enabled for Central and Local Administrators, as explained in section ‘5.1.2. Setting for default
read-only access for Central and Local Administrators’.

You can search on notification ID, title and case number simultaneously using the free text search field as
shown in the screenshots below.
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Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN
Encoder

Filters (1) < 57 x ‘Q ‘ Sort by:| Last updated v |\ | ()

D Locked by you

Status

( walidated ) ‘ @ Open W |

| Please select ‘

Type

| Please select ‘

Last updated from date

| Select a date |

Last updated to date

Last update date: 27/08§2026 14:25

| Select a date |

bor Print summary

N ) ~
New notification (10000857) ( . |
i = { )
[ Clear 1 active filter(s) X l General Block ExemBTon o Draft | Z, Edit v |

Figure 57: Search Notifications example

In addition to the search field, several types of filters are available in the Notifications Module. From the front
page you can use the ‘Sort by’ function to display results in a certain order. By default, the option is ‘Last
updated’, so the results always show the most recently modified notification first (point 1, Figure 58).

The ‘Filters’ tab allows you to sort your notifications by:

e status of the notification form (the step the notification is currently) (point 2, Figure 58);
e type of form used for the notification (point 2, Figure 58);
o Filter on latest updated on date.

You can select multiple values from each filter and even combine different filters.

Welcoma
State Aid notifications EC Test Belgium “ SURNAME Name ° @ EN
:ncoder
= Notifications + Create notification
Filters (2) < Search by id, title and case ... ‘ Q ‘ @ Sort by:‘ Last updated ~ | & ‘ ()
D Locked by you Results: 7
Status G (10000987) (o) (@ e v |
@ = General Block Exemption (GBER) o Dr_ah | [ Edit | v ‘
( Draft x ) ( Finalised X )
(10000980) oraf) | ; ]
| Please select | = General Block Exemption (GBER) o Dr_ah |@ Edk | v~ ‘
G (10000884) oot (2 ean -
@ T“{pe & General Block Exemption (GBER) - braft | [ Eat ‘
General Block Exemption (GBER) X
( 1 (10000882) (e Tl o
| Please select | & General Block Exemption (GBER) ~ @ |_@ Edit | v ‘
(10000857) e | : )
!"351 updated from da“.’ ! General Block Exemption (GBER) o Craft | [ Edt v ‘
| Select a date |
i i (10000820) . | ; ]
=) n ( Draft ) |[& Edit ‘
!__351 updated to date . General Block Exemption (GBER) “ — J
Selecta date | (& | - —
|. @) - (10000784) (oratt) | @& eait ~ |
General Block Exemption (GBER) “ S
[ Clear 2 active filter(s) * l -
Items per page: | 10 ~ |
Showing 1-7 of 7

Figure 58: The 'Notification list'-page
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6.2. Creating a notification

You can create new notifications only if you have an ‘Encoder’ profile and are logged in with this specific profile.
If you have several profiles, please switch to the Encoder profile, otherwise you will not be able to create a
new notification.

To create a new notification, the Encoder clicks on ‘+ Create notification’ button on the homepage.

T Welcome
= 1'@?_‘. State Aid notifications EC Test Belgium ~ = SURNAME Name o @ EN

Encoder
Notifications + Create notification
Filters (2) < | Search by id, title and case ... | Q | Sort by:| L + ‘ ()

D Locked by you Results: 7

Status @ (10000987) ol e
& General Block Exemption (GBER) Draft ‘ [& Edit W |

Draft X Finalised X

i | o R (10000980) (e (08 e o |

Figure 59: Create a new Notification as Encoder

The ‘Create notification’-window opens from which Encoders select the appropriate form to use for a given
notification.

6.2.1. Creating a block exempted notification (GBER, ABER, FBER, TBER)

If a block-exempted form is selected, Encoders confirm the creation by pressing the ‘Create notification’
button.

Create notification X

Block exempted aid

O General Block Exemption (GBER)
PART | and PART Il of Annex Il, the Summary Information Sheet of the Commission Regulation (EU) 651/2014

Agriculture Block Exemption (ABER)
Annex |l to Commission Regulation (EU} 2022/2472 - summary information form

Annex |l to Commission Regulation (EU} 2022/2473 - summary information form

O Fisheries Block Exemption (FBER)
o Transport Block Exemption (TBER)
Annex |l to Commission Regulation (EU) 2026/562 - summary information form

Non-block exempted aid (0

9] Simplified notification procedure for certain alteration to existing aid pursuant to Article 4 of Commission Regulation (EC) 794/2004
Simplified notification form, ANMNEX Il of the Commission Regulation (EC) 784/2004, Article 4

Standard notification

O PART | of ANNEX | of the Commission Regulation (EC) 794/2004, amended by Regulation 271/2008.
PART Il {(1-14) of ANNEX |, the Supplementary Information Sheet depending on the type of aid.

| Cancel ‘ Create notification

Figure 60: The 'Create Notification'-window

6.2.2. Creating a simplified notification

For the Simplified procedure Notification form, the Encoder is required to indicate the SA number allocated to
the measure that is subject only to amendments allowed under Article 4 of Regulation (EC) No 794/2004.
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Create notification X

Block exempted aid
General Block Exemption (GBER)
PART 1 and PART Il of Annex II, the Summary Infermation Sheet of the Commission Regulation (EU) 851/2014

Agriculture Block Exemption (ABER)
Annex |l to Commission Regulation (EU} 2022/2472 - summary information form

Fisheries Block Exemption (FBER)
Annex |l to Commission Regulation (EU) 2022/2473 - summary information form

Transport Block Exemption (TBER)
Annex |l to Commission Regulation (EU) 2026/562 - summary information farm
Non-block exempted aid ()

Simplified notification procedure for certain alteration to existing aid pursuant to Article 4 of Commission Regulation (EC) 794/2004
Simplified netification form, ANNEX Il of the Commission Regulation (EC) 794/2004, Article 4

Prior approved aid number allocated by the Commission *

‘ SA12345

Standard notification

PART I of ANNEX I of the Commission Regulation (EC) 794/2004, amended by Regulation 271/2008.
PART Ill {1-14) of ANNEX |, the Supplementary Information Sheet depending on the type of aid.

| Cancel ‘ +/ Create notification

6.2.3. Creating a standard notification
6.2.3.1. Providing a SA reference / Case number

For the Standard notification form, before the Encoder can select the relevant variant of the standard form
(notification, pre-notification, or notification for legal certainty), they are required to indicate if the State aid
reference (Commission SA number) already exists.

Indeed, in the case of preliminary or pre-notification contacts with the Commission, such number will already
be allocated to the measure. By indicating it in this field Encoders will ensure that the notification form is
automatically linked to the initial case and is therefore registered by the Commission under the same SA
reference. Please enter the correct SA reference in this field. If there were no preliminary discussions with the
Commission about the measure at stake, please select ‘No’.

Providing the SA reference is particularly important, as it ensures that related information is registered in the
correct case and allows the notification to be processed correctly and efficiently.

If a notification is created following the submission of a pre-notification, it can only be created when all of the
following conditions are met:

e the pre-notification has reached “Validated” status;
e no other notification exists for that pre-notification;
e the encoder is a member of the Notification Team for that pre-notification.

If the pre-notification was submitted through the system, the system will automatically load the relevant data
to facilitate drafting and submission the notification. If the pre-notification was submitted to the Commission
outside the system (for example, by email), the data cannot be loaded automatically and must be entered
manually.
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Create notification

Block exempted aid

O General Block Exemption (GBER)
PART land PART Il of Annex Il, the Summary Information Sheet of the Commission Regulation (EU) 851/2014

Agriculture Block Exemption (ABER)
Annex Il to Commission Regulation (EU) 2022/2472 - summary information form

O Fisheries Block Exemption (FBER)
Annex Il to Commission Regulation (EU) 2022/2473 - summary information form

Transport Block Exemption (TBER)
Annex |l to Commission Regulation (EU) 2026/562 - summary infarmation farm

Non-block exempted aid ()
Simplified notification procedure for certain alteration to existing aid pursuant to Article 4 of Commission Regulation (EC) 794/2004
Simplified notification form, ANNEX Il of the Commission Regulation (EC) 794/2004, Article 4

Standard notification
PART | of ANNEX | of the Commission Regulation (EC) 794/2004, amended by Regulation 271/2008.
PART 1ll {1-14) of ANNEX I, the Supplementary Information Sheet depending on the type of aid.

Has a State Aid reference (SA reference / SA case number) already been allocated to the measure that is the subject of this form? *

@ Yes | _:" No
Please provide the SA reference/case number. *

| SA12345 H

| Cancel ‘ ~/ Create notification

Figure 61: Create notification - Standard notification: provide SA reference

Please note that for notifications or pre-notifications concerning amendments to existing measures that exceed
the conditions for the simplified notification procedure under Article 4(2) of Regulation (EC) No 794/2004 you
should also select ‘No’, as the Commission will allocate a new case number.

6.2.3.2. Selecting the standard notification ‘variant’ (pre-notification, notification, legal certainty)

Please note that, in line with Annex | of the Regulation (EC) No 794/2004, for ‘Standard Notification’ you will
be able to select the appropriate notification variant (notification, pre-notification or notification for legal
certainty) under the first section of the ‘Standard notification’ form.

’7 . e . Welcome _
= State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN

Encoder

- | o
New notification (10000989) ] . (=)

Draft Finalised Signed Validated
Auto save @) _

gt Notification team @ Standard notification @ Notification information ‘D Audit Trail

Sections {s o
Notification
(© Validation summary

@ 1. Status of the notification 1 Status Of the nOtlﬂcatlon

Does the information transmitted on this form concern:

x__ ) a pre-notification? If so, you may not need to complete the entire form at thig’stage but to agree with the
. Commission services which information is required for a preliminary assgg#Sment of the proposed
(O 3. Beneficiaries e

(D 2. 1dentification of the aid grant...

(@ 4. National Legal Basis @ a notification pursuant to Article 108(3) of the Treaty on the Functioning of the European Union (TFEU)?

() ameasure which does not constitute State aid in the meaning of Article 107(1) of the TFEU but is notified

(D 5. Identification of the Aid, Obj... to the Commission for reasons of legal certainty?

Figure 62: The standard notification - Select the notification variant
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6.3. Setting up a Notification Team

Any notification or summary information sheet submitted to the Commission consists of four steps, or five, in
countries that include the pre-validation step for the Standard Notification Form: Draft, Finalised, Signed and
Validated. These steps are described in detail in section ‘8. Notification forms / information sheets - workflow'.

To process a notification successfully through these steps, several actors with appropriate access rights are
required. It is therefore necessary to set up the notification team properly before it can be ‘Finalised’. When a
new notification is created, the system checks whether the necessary profiles, notably Signatory and Validator,
are present in the notification team.

The ‘Notification team’ can be modified by any member of that notification team throughout the workflow.
The Central Administrator, or where applicable the Local Administrator, may also use the function described in
section '5.5. Reassigning or sharing assignments between users' where broader access to notifications needs

to be shared with another user.

Please note that, to be assigned to a Notification Team, a user must have at least one notification workflow
profile assigned, i.e.: Viewer, Encoder, Signatory, Pre-validator, or Validator (see Section 4.2.). Users who only

have the Central Administrator or Local Administrator profile cannot be assigned to a Notification Team.
6.3.1. The notification team overview

The screenshot below shows the “Notification team overview” in the ‘Notification team’ tab. It gives a clear
overview of which users are assigned to the notification team but also which role and permissions they have
for the notification. It also shows whether users are assigned to the notification team automatically, as
individual users or as member of a group.

@ indicates users who have been automatically assigned to the notification team in accordance with
their user settings. Only users with at least the ‘Validator’ profile can be configured for automatic
assignment to the notification team (see section ‘5.4.1.4. Specifics when assigning the Validator profile
to a user’).

o]

indicates users who have been manually added to the notification team as individuals.

82 indicates users who have been manually added to the notification team as members of a group.

If a user has multiple profiles assigned, that user will be displayed under each relevant profile.
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Welcome
State Aid notifications EC TestBelgium ~  SURNAME Name: ° @ EN

Encoder

E / — \ ! — I / —_
New notification (10001001) | () () (

Draft Finalised Signed Validated
Auto save @)
& Locked by you | Delete [f ) m

“G* Notification team [2) General Block Exemption (GBER) (D Notification information D Audit Trail

Team overview ‘ Search team ‘ ”~
[# Encoders: 5 @ L Signatories: 6 @ 4L validators: 5 @ @ Viewers: 3 @
Auto assigned user2 (2@b.be) @ Auto assigned user! (1@b.be} G+ Auto assigned user! (1@b.be) 2 Aute assigned user (1@b.be} G+
Auto assigned user3 (3@b.be) @ Auto assigned user3 (3@b.be) B Auto assigned user2 (2@b.be) @ Auto assigned user3 (3@b.be) @
Manual assigned userd (4@a.be) O Manual assigned userd (4@a.be) O Auto assigned user3 (3@b.be) @ Manual assigned userd (4@a.be) O
Group assigned users (5@b.be) Q2 Group assigned user5 (5@b.be) A2 Manual assigned userd (4@a.be) 2 Group assigned user5 (5@b.be) A2

O necinnan ueare. e ~

Figure 63: Notification Team overview

The overview also provides information on the completeness of the notification team. This is necessary to
make sure that there is at least one user that has the permission to proceed with the next step in the
notification workflow.

e |Green | coloured profiles indicate that one or more valid users have been assigned.

° E coloured profiles indicate that no users have been assigned. A user assignment is mandatory
before the notification can move to the next step.

° coloured profiles indicate that no users have been assigned. This does not prevent the

notification from moving to the next step, because that profile is not required to act at that stage.
However, assigning a user will become mandatory later in the process.

Welcome
State Aid notifications EC TestGermany ¥  SURNAME Name o @ EN

Central Administrator

- ~ =
New notification (10001003) —0 @) ) (&)—

=“= Draft Finalised Signed Validated

s

gt Notification team @ General Block Exemption (GBER) @ Notification information “D Audit Trail

Team overview /& The notification team is incomplete. ‘ Search team ‘ ~
[# Encoders: 1 @ J- Signatories: 0 @ & validators: 0 @ @ Viewers: 0 @
Manual assigned user 1 (1@a.be) Q (D Please assign a signatory. /\ Please assign a validator.

Q Assigned users: 1 + Assign users ‘ Search users ~

Name [T Profiles Useraccess

[m]

Manual assigned user 1 (1@a.be) Central Administrator, Encoder  ( Enabled )

Q2 Assigned groups: 0 + Assign groups ‘ Search groups ”~

No results found

Figure 64: Notification Team overview - Team completeness
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In the example shown in Figure 64, assigning at least one user with the Signatory profile to the Notification
Team is mandatory (indicated by the red colour and messages). Since the notification is in ‘Draft’ status, a
Signatory is required once the notification is finalised by the Encoder. The Validator profile remains optional at
this point but will be mandatory when the notification needs to be signed and thereby handed over to the
Validator.

Below the notification team overview, there are the functionalities that enable you to fully manage the
assigned users and groups (Figure 64).

6.3.2.  Assigning users to a notification team
6.3.2.1. Assign individual users to a Notification Team

eNotifications also allows individual users to be added to the team for any notification. This can be done
directly via the ‘Notification team’-tab by clicking the ‘+” icon next to the profile for which a user is to be added.

Team overview & The notification team is incomplete. m
[ Encoders: 1 @ k- Signatories: 0 @ A

Manual assigned user 1 (1@a.be) Q (1) Please assign a signatory. Vi

When using this option, the system automatically filters the users that have at least the selected profile (point
1, Figure 65). To search for a user, place the cursor in the ‘Search...” field (point 2, Figure 65). You can search
and add as many users as needed before clicking the “Assign”-button to confirm (point 3, Figure 65).

Assign users to the notification team b4

(1) Only users with a submission workflow profile, such as Viewer, Encoder, Signatory or Validater, can be added to the notification team. Users with only an
administrator profile cannot be added. Assign an appropriate submission workflow profile if the user needs to be added.

Find users with profiles Available users: 12
| Select profiles | ‘ Search users by name, email or profile ‘— 2
Signatory X ‘— 1 User 1 (userl@test.com) Encoder, Local Administrator, Prevalidater, Signatory, Validator, Viewer
User 2 {user2@test.com) Encoder, Local Administrator, Prevalidater, Signatory, Validator, Viewer
Select one or more users: 4
User 3 (user3@test.com) Encoder, Local Administrator, Prevalidater, Signatory, Validator, Viewer
Name LT i -
User 4 (user4@test.com) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer
User 7 {user7@test.com) User 5 {users@test.com) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer
User 8 (user8@test.com) i
User 6 (user6@test.com) Encoder, Local Administrator, Prevalidater, Signatory, Validator, Viewer
User 9 (user9@test.com) ENCOQEr, LOCAI AOMINISTTATON, FTevaligator, SIgNatory, VaIloalor, Viewer | Enabiea ) LI
User 10 (userlO@test.com) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer -flEnabled_“_- mj

3 [[cancal |

Figure 65: Assign user(s) to the Notification Team

Note that if a user is disabled, that user will not be able to access the system and therefore notification.
Disabling a user does not automatically remove that user from the notification team (Disable a user). Whether
a user is enabled or disabled is reflected in the ‘User access’ column.
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Users can also be added through the ‘+ Assign user’ function, which allows searches by profile, name, or e-
mail address. The exact same window opens as the one depicted in Figure 65. The only difference is that no
profile will be preselected (point 1, Figure 65).

6.3.2.2. Assign a Group of Users to a Notification Team

In addition, several users can be added at once through the ‘+ Assign groups’ function. See also section ‘Group
management’ for an explanation of the purpose and management of Groups.

Welcome
State Aid notifications EC Test Germany ¥  SURNAME Name ° @ EN

Encoder

= Group assigned user8 (8@a.be} 02 Group assigned user8 {8@a.be) Q2 Group assigned user8 (8@a.be) Q2
,Q Assigned users: 1 ‘ Search users ~
Name [T Profiles User access
Manual assigned user1 (1@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer ":Enab\ed:" 0
Q2 Assigned groups: 1 + Assign groups ‘ Search groups ~
A2 Name of the group ’ 0 A
Description of the group
Name [T Profiles Useraccess
Group assigned user4 (4@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user5 (5@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Group assigned useré (6@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user7 (7@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user8 (8@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user9 (9@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user10 (10@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Group assigned user11 (T1@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user12 (12@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user13 (13@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Items per page: [ 10 v | b M
Showing 1-10 of 17

Figure 66: Assign (a) Group(s) to the Notification Team

Search for the Group(s) you want to assign and click ‘Assign’ to confirm (Figure 67).

Assign groups to the notification team X

Available groups: 3

Group 1 one
Group 2 two

Group 3 three

Cancel | ‘

Figure 67: Assign (a) Group(s) to the Notification Team - Search and select Groups

6.3.3. Removing users or groups from a notification team

Whenever necessary a user or a Group of users can be removed from the notification team. The user removed
will be notified that their access has been revoked. Similarly, a group can be removed from the notification
team. By removing a Group, the access to the notification is revoked for all users of that Group.
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Welcome
State Aid notifications EC Test Germany ~  SURNAME Name ° @ en

Encoder

= Group assigned user8 (8@a.be} 02 Group assigned user8 {8@a.be) Q2 Group assigned user8 (8@a.be) Q2
,Q Assigned users: 1 ‘ Search users | ~
Name [T Profiles User access
Manual assigned user1 (1@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer E:Enab\ed:i I
Q32 Assigned groups: 1 + Assign groups ‘ Search groups 7 | ~
02 Name of the group 0 A
Description of the group
Name [T ProfilesAr access
Group assigned user4 (4@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user5 (5@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned useré (6@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Group assigned user7 (7@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled:.'
Group assigned user8 (8@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user9 (9@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Group assigned user10 (10@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled )
Group assigned user11 (T1@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled:lI
Group assigned user12 (12@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer  ( Enabled )
Group assigned user13 (13@a.be) Encoder, Local Administrator, Prevalidator, Signatory, Validator, Viewer | Enabled:}
Items per page: [ 10 v | > M
Showing 1-10 of 17

Figure 68: Removing users and Groups from a Notification Team

6.4. Drafting a notification form — ‘Notification form page’

The instructions below explain how users should complete a notification form, from entering information in
each section to checking that all required information is provided correctly before submission. They guide users
through the practical rules for filling in the form, including how mandatory questions and fields are identified,
how additional fields may appear depending on the selected answers, and how validation messages help users
detect and correct missing or incorrect information.

When you open a notification, the left panel (point 1, Figure 69) lists the different sections of the form. The
right side (point 2, Figure 69) shows the form of the selected section. The left panel can be collapsed by clicking
the <icon or the width can be adjusted by clicking the vertical separator and dragging it to the desirable width
(point 3, Figure 69 and point 1, Figure 70).

Some questions or fields are mandatory. Sections containing such mandatory elements are displayed with a
red warning icon (point 1 in Figure 69) until all mandatory questions have been answered.
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! | State Aid notifications

New notification (10000983)

& Locked by you

2 Notification team

[3] standard notification

Welcome
SURNAME Name
Encoder

@ EN

EC Test Belgium v

6 _©

Draft Finalised

()

Signed

Validated

Auto save @)

@ Notification information “D)  Audit Trail

{5

Sections

(@ Validation summary

@ 1. Status of the notification

3

. Status of the notification

(D 2.Identification of the aid grantor

(D 3. Beneficiaries

®

(D 4. National Legal Basis
(D 5. Identification of the Aid, Objec...
(D) 6. Compatibility of the aid

(D) 7. Aid instrument, Aid amount, Ai...

Does the information transmitted on this form concern:

@ a notification pl

) a pre-notification? If so, you may not need to complete the entire form at this stage but to agree with the
~  Commission s@vhich information is required for a preliminary assessment of the proposed

measure.
to Article 108(3) of the Treaty on the Functioning of the European Union (TFEU)?

: | a measure which does not constitute State aid in the meaning of Article 107(1) of the TFEU but is notified
to the Commission for reasons of legal certainty?

Figure 69: notification form layout

Please note that, for the standard notification, it is possible to change the variant (i.e. pre-notification,

notification or notification for reasons of legal certainty) of the notification until it has been ‘Finalised’ by

selecting another option from the list in Section 1 (point 2, Figure 69)). Changing the variant of the notification

will add or remove certain questions and mark or unmark some fields as mandatory. An example of mandatory

fields is displayed in point 2, Figure 70.
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Welcome

State Aid notifications EC TestBelgium ~  SURNAME Name o @ en

Encoder

New notification (10000983) % @) (=) (&)

Draft Finalised Signed Validated
Auto save @) _
& Locked by you | Delete [ - Close X save B | JRLELECEY
Unsaved changes

e Notification team @ Standard notification (D Notification information “D) Audit Trail

v

Notification

Sections

5. Identification of the Aid, Objective and Duration

5.1. Title of the aid measure (or name of the beneficiary of the individual aid) *

© Mandatory @
5.2 Brief description of the objective of the aid *

© Mandatory

5.3. Type ofaid * @ S
© 5.3.1. Does the notification Does the scheme amend
relate to an aid scheme? g 5
an existing aid scheme? *
5.3.2. Does the notification ™ Yes
relate to individual aid ? -
| No

© Mandatory

Figure 70: Collapsed form sections and mandatory fields

Make sure you answer all mandatory questions. Questions and fields left empty or containing an error, for
example an invalid email address or an incorrect percentage, will result in an error message that will prevent
you from finalising the notification. Error messages are always displayed below the field. All errors are also

listed in the ‘Validation summary’ (point 1, Figure 71).

Welcol
State Aid notifications EC Test Belgium sURNAME:NirE: ° @ EN
New notification (10000983) - @ © () &)
Draft Finalised Signed Validated

Auto save @) "
& Locked by you | Delete [ i ICIose X I [Prim ] I [Save B] Finalise A
Auto saved: 20:52

AR Notification team [21 standard notification @ Notification information “D Audit Trail

Secti {5 ey
sctions Notification
@© Validation summary

@ 1. Status of the notification

2. Identification of the aid grantor

Member State

(D 2. Identification of the aid grantor
Belgié - Belgique v

(@ 3. Beneficiaries

Figure 71: Validation summary button

The validation summary lists for each section in the form the elements for which an error is reported and the
reason of the error (point 1, Figure 72) as well as the total number of errors in the form (point 2, Figure 72).
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Welcome
State Aid notifications EC Test Belgium ¥  SURNAME Name °

Encoder

New notification (10000983)

Validation summary

2. Identification of the aid grantor @

& Name
@ Mandatory

# Address
(© Mandatory
& Web address

@ The web address is invalid

& Name
@ Mandatory

Figure 72: Validation summary overview

It is recommended that you follow the order of the sections in which they appear as the forms contain
conditional answers which may result in a set of subsequent, related questions. If you choose an answer that
requires additional information (point 1, Figure 73), additional fields will appear that need to be completed
(point 2, Figure 73).

S Notification team [A Standard notification (@ Notification information ~ “D)  Audit Trail

'l

Notification

Sections

5. Identification of the Aid, Objective and Duration

5.1. Title of the aid measure (or name of the beneficiary of the individual aid) *

o
]
— 3

© Mandatory

5.2 Brief description of the objective of the aid *

© Mandatory

5.3. Type of aid * @ Individual aid ( 2 )
N

(") 5.31. Does the notification

" relate to an aid scheme? Please specify Approved | exempted scheme
@ 5.3.2. Does the notification @ the aid is based on an
relate to individual aid ? approved / block-exempted Please provide the reference to the approved scheme or to the

scheme which should be

L e exempted scheme
|nd|\.'|dua\ly notified

= oo . Title

L individual aid is not based on .

. a scheme | | ‘

Figure 73: Conditional questions

For mandatory questions where only one option can be selected the form uses radio buttons (point 1, Figure
73). For multiple choice questions, the form uses checkboxes (point 1, Figure 74). Unlike with radio buttons,
selecting one option does not clear the others. You must manually uncheck options.
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30 Notification team [3) standard notification (@ Notification information ‘D Audit Trail

v

Notification
0
=
2 S
2 3. Beneficiaries
w
3.1. Location of the beneficiary(ies) * If the investment benefitting of the aid is located in a different region
compared to the legal seat of the undertaking carrying out such project,

[ ] Article 107 (3)(c) TFEU (status C)
Unassisted Reas (status N)

@ Article 107 (3)(a) TFEU (status A) the region(s) of the investment should be filled in below.

Figure 74: multiple choice questions

6.4.1. Uploading supporting documents

Each notification allows users to upload supporting documents. To upload, click on the ‘Attachments’ section
(point 1, Figure 75). You can upload documents either by dragging and dropping documents or a folder
containing the documents, or by clicking the ‘+ Add files’ or ‘+ Add folder’ buttons (point 2, Figure 75).

The progress of the upload can be monitored through the progress bar (point 3, Figure 75). The system displays
the upload progress for each individual document as well as the overall progress. You can navigate to other
sections when the upload is in progress. The upload progress can also be monitored at the top of the
notification page (point 4, Figure 75). The name and file size of each file that is selected to be uploaded are
displayed in the system (point 5, Figure 75). The upload can be paused and pending uploads can be discarded
(point 6, Figure 75). The status of each individual file can be consulted, the file can be renamed and each file
can be individually deleted (point 7, Figure 75).
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Draft Finalised Signed Validated
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& Locked by you @ « [C\ose X I [Prim K-} ] [Saue al
] Auto saved: 21:34
34 Notification team [3) standard notification @ Notification information “D Audit Trail
. e v ] S
Sections . M Drop files / folder .
O Vvalidation summary : Executable, empty, hidden, or duplicate files are not supported and will be filtered out. Maximum limit: 2000 files, up to :
: 1GB per file. :
@ 1. Status of the notific... | l + Addfiles [F ] l + Add folder (3 ] :
1 1
(O 2.Identification of the ...~ ~ T T T T T T T T T T T T T T T T TS m S mmmommmmmmmmmmm e
@ 3. Beneficiaries ¢ Upload in progress: 7 / 14 files completed | @ rauseal [J Discard uploads queue
(@ 4.National Legal Bam@ Size: 2.54 KB/ 4.54 KB ‘ 6 ’ 56%
(D) 5. Identification of the ... Current: @ ES.txt ( 247 Bytes ) Uploading
(D 6. Compatibility of the...
(D 7. Aid instrument, Aid ... Attachments: 14 (4.54 KB) | Search attachments ‘
@ s Evaluation |:| Name Size Status
] B Alltxt 816 Bytes  (Success) Z m
(D 9. Reporting and Moni... _ P N
] P BG.txt 602 Bytes  (Success) Z W
(D 10. Confidentiality [] &czm 284 Bytes  (Success) % o
@ 1. Other Information ] # DE.txt 208 Bytes  (Success) Z m
7 DK. (s ) Z
(D 12. Declaration U DK.txt @ 74 Bytes  (Success) ® o
] F EE.txt 126 Bytes  (Success) B o
& 13. Supplementary Inf... _ . .
[ BFELwm 494 Bytes  (Success) Z W
& Attachments (7 56%) [] @Estxt 247 Bytes  (Uploading) 0% [ @
% Comments ’_| P FRixt 367 Bytes Queued % 0O

Figure 75: Upload supporting documents

6.4.2. Bulk deletion of supporting documents

To delete all uploaded documents in one go, tick the checkbox at the top of the table to select all documents
(point 1, Figure 76). Click the delete button to start the deletion of the uploaded documents (point 2, Figure
76).
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Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o

Encoder

New notification (10000983) Draft Finalised s'}g}.'e'a Vaidated

Auto save @) .
& Locked by you | Delete [ ) [Close X ] [Prmt bot I [Save a] Finalise A
Auto saved: 21:34

AR Notification team [2 standard notification @ Notification information ‘0 Audit Trail

i <5
Sections ., Drop files | folder

: i
1 1
(0 Vvalidation summary : Executable, empty, hidden, or duplicate files are not supported and will be filtered out. Maximum limit: 2000 files, up to :
: 1GB per file. :
1 1
@ 1. Status of the notifi... 1 l + Addfiles [5 ] l + Add folder B ] |
1 1
(@ 2.identification of th... | T 7T T T T T T T T T T T T e S S S S m s m s mmmm e
(D 3. Beneficiaries Attachments: 14 (4.54 KB) @ I [i] Delete 14 selected ] | Search attachments
(D 4. National Legal Basis (1 Name Size  Status
2 Alltxt 816 Bytes (Success) [ T
(D 5. Identification of th... B
B Feemx 602 Bytes (Success) [ [
@ 6. Compatibility of th... ! B cZ.txt 284 Bytes  |( Success ) Z |
(D 7. Aid instrument, Aid... B FoEw 208Bytes (Success) [# i

Figure 76: Bulk delete supporting documents

6.5. Notification audit trail events

Welcome

State Aid notifications EC Test Belgium “ _ SURNAME Name

Encoder

New notification (10000983) — @ L) ) (

Draft Finalised Signed Validated
Auto save @) -
& Locked by you | Delete [ ) IC\ose ® l [Prim fo l ISave B] Finalise A
Auto saved: 21:34

% Notification team [3 standard notification @ Notification information “D Audit Trail

() You can view all events related to this submission here.
This includes access to the notification and changes to the notification team, such as adding or removing users or groups.
Note: changes to users within a group assigned to the notification team are not shown here. To see those changes, check the group's audit trail.

( n':,‘ | Event Executed by Timestamp
>  Saved STANDARD notification with ID: 10000983 in legal entity 'EC Test Belgium' (ID: 50). Name Surname (EU Login ID) 2026/09/01 21:34:36
> Saved STANDARD notification with ID: 10000983 in legal entity 'EC Test Belgium' (ID: 50). Name Surname (EU Login ID) 2026/09/01 21:06:30
> Saved STANDARD notification with ID: 10000983 in legal entity 'EC Test Belgium' (ID: 50). Name Surname (EU Login ID) 2026/09/01 21:06:21
> Saved STANDARD notification with ID: 10000983 in legal entity 'EC Test Belgium' (ID: 50). Name Surname (EU Login ID) 2026/09/01 20:52:10
> Saved STANDARD notification with ID: 10000983 in legal entity 'EC Test Belgium' (ID: 50). Name Surname (EU Login ID) 2026/09/01 20:41113

Figure 77: Notification audit trail events

At the level of each notification form, the ‘Audit trail’-tab shows the history of events related to that specific
notification. It allows notification team members to view, in one place, the actions performed on the
notification throughout its lifecycle.

The audit trail shows events related to:

e access to the notification;

e changes made to the notification team;

e addition or removal of individual users;

e addition or removal of groups assigned to the notification team.

Page 54 of 77



This allows users to track how the notification has been handled and how access to it has evolved over time.

Important: if a group has been assigned to a notification team, the notification-level ‘Audit Trail’ shows the
addition or removal of that group as such. However, any subsequent changes to the membership of that group
(for example, if a user is later added to or removed from the group itself) are not displayed in the Audit Trail of
the notification. To verify such changes, users must consult the Audit Trail of the relevant group.

7. SPECIFIC ACTIONS ON NOTIFICATION FORMS

7.1. Print a notification

eNotifications allows users to print the content of a notification. This function is available to any team member
associated with the notification as well as to Central Administrators and Local Administrators for notifications
belonging to their Office(s). However, Central and Local Administrators may print a notification only if the
‘Notification administrator access’ setting is enabled, or if they have been added to the relevant notification
team.

New notification (10000561)

. N (pratt) | @ Openl| v | v
Agriculture Block Exemption (ABER) N

Click on ‘Print’ icon on the right corner of the notification form.

- = = ‘
New notification (10000561) Q- 4 &
Draft Finalised Signed Validated
[ ciose x ‘an J
|
b Notificationteam [ Agri Block ption (ABER) @ Notification information D) Audit Trail }

The ‘Print’ action generates a PDF version of the notification that can then be printed.

7.2. Creating a notification from a pre-notification submitted through eNotifications

If the pre-notification was submitted to the Commission through eNotifications, you can use the pre-
notification to draft and submit the notification. A pre-notification team member with Encoder user rights can
do so using the drop-down arrow menu in the pre-notification row. Note that this functionality is only available
for pre-notifications that 1) have reached ‘Validated’ status, 2) have been assigned a Case number, 3) for which
no notification is created yet and 4) if the Encoder is a notification team member of the pre-notification.
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Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN

Encoder

© Filters < Search by id, title and case ... | Q, | Sort hy:| Last updated v | | ()

D Locked by you Results: 3
Title of the pre-notification (10001115) o ~ |
Status
. 7 Standard notification - Prenatification (valcated) | @ open v |
| Please select | o Lor Print summary
Commission case number: SA.301896
m Validation date: 04/09/2026 14:19 | @ Create notification from this prenotification
e
M Validated by: Thomas LUYCKX (Thomas.LUYCKX@ec.europa.eu) r L
A [/ Copy notification
| Please select | Procedure acceleration type: Normal
Case phase: Prenotification
Last updated from date Last update date: 04/08/2026 14:19

‘ Select a date |

bt Print summary

Figure 78: Create a notification from a pre-notification

The Encoder will be asked to confirm the creation of a notification.

Create notification from this prenotification X

You are about to create a new 'Standard notification’ notification based on the prenotification titled 'Pre-notification of aid to Beneficiary X'. A new notification will be created and pre-filled with

the information from the prenotification
Cancel « Create notification

As soon as the Encoder confirms the creation, a new notification will be available in Draft for editing with all
the information from the pre-notification imported together with the notification team. Please note however
that the attachments submitted in the pre-notification are not copied to the notification.

Pre-notification of aid to Beneficiary X (10000027) S
Standard notification - Nofified aid —_—
o S

Pre-noftification of aid to Beneficiary X (10000020)

( Validated ) v | v
Standard notification - Prenotification . @© Open

Since the status of the form changes from pre-notification to notification, many fields that were optional in the
pre-notification become mandatory for the notification.

Any fields that were filled in during pre-notification phase can be updated, including the title of the measure.

The notification is automatically linked to the pre-notification. Thus, the SA reference is the same for both
forms. Please note however that the notification must again be formally processed in eNotifications for the
Commission to receive it.

7.3. Copy a Notification

eNotifications provides the option to copy notifications where suitable. This option is available only to Encoders
belonging to the notification team of the notification to be copied. The function is available from the
notification row under the drop-down arrow menu next to ‘Open’.
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Welcome
State Aid notifications EC Test Belgium ~  SURNAME Name °

Encoder

Filters < Search by id, title and case ... ‘ Q ‘ Sort by:‘ Last updated v

@ [

| | Locked by you Results: 1

New notification (10001112)

Status =] <
General Block Exemption (GBER)

((oraft ) |@Edi[ v |

| Please select [

I3 Print summary
Items per page: | 0 v |
Type Showing 1-1of 1 7 Copy notification

Figure 79: Copy a Notification

A confirmation dialog will appear indicating the type and title of the notification being copied, for example:

Copy notification X

You are about to copy the 'General Block Exemption (GBER)" notification titled 'New notification'. A new notification of the same type will be created and pre-filled with the
information from the copied notification.

| Cancel | + Copy notification

Figure 80: Example 'Copy notification' confirmation window

When copying a ‘standard notification’, the system will ask whether a ‘State Aid’ reference (Case number) has
already been allocated for the new notification. For the SA reference / Case number, the same conditions and
principles apply as described in section Creating a notification from a pre-notification submitted through

eNotifications.

Copy notification X

You are about to copy the 'Standard notification' notification titled 'New netification’. A new notification of the same type will be created and pre-filled with the information
from the copied notification. Please indicate below whether a State Aid reference / SA case number has already been allocated for the new naotification.

Has a State Ald reference (SA reference / SA case number) already been allocated to the measure that is the subject of this form? *

® Yes () No
Please provide the SA referencef/case number. *
| SAN2345

| Cancel ‘ +/ Copy notification

Figure 81: Example 'Copy notification' confirmation window for the standard Notification

Once confirmed, the new notification is created in ‘Draft’ status and opens for editing. The notification team is
also copied automatically.

The new notification is pre-filled with the information contained in the original notification, but it can be edited
as needed. The Encoder must review the copied content carefully and complete or update any mandatory
fields before finalising the notification.

Attachments are not copied to the new notification and must be added again where necessary.
7.4. Deleting a Notification

Notification forms in ‘Draft’ status can be deleted. Any Encoder who is part of the notification team can delete
a given notification. The ‘Delete’ button is available on the left-hand corner of the notification form (point 1,
Figure 82).
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Welcome
State Aid notifications EC Test Belgium ¥  SURNAME Name ° v @EN

Encoder

New notification (10001112) —@ @ (f)

| (
® Draft Finalised Signed Validated
Auto save @) _
& tockeabyyou [Deete @ '

R Notificationteam  [3) General Block Exemption (GBER) (D Notification information ~ “9  Audit Trail

Sections {5

@ Vvalidation summary

Figure 82: Delete a Notification

1. General Information

Mamhar Stata Stata raf, numhar

7.5. Withdrawing a Notification

Member States can decide to withdraw a notification. To do so, those with Validator or Central or Local
Administrator profile open the relevant notification and click ‘Withdraw’ (Point 1, Figure 83).

Welcome
State Aid notifications EC Test Belgium ~ _ SURNAME Name ° @ EN
Central Administrator
&2 . - ®) (2
Title of the Notification (10001110) ¢ © & :
& Draft Finalised Signed Validated
o ©)
® 2 Notification team [3 standard notification @ Notification information ‘0 Audit Trail

Sections <s (1) The notification is read-only because it has the status 'Validated'".

@ 1. Status of the notification

@ 2. |dentification of the aid grantor

@ 3. Beneficiaries 1. Status of the notification

@ 4. National Legal Basis Does the information transmitted on this form concern:

Figure 83: Withdraw a Notification

Before the withdrawal can take place, the user must provide a justification and confirm.

/N Withdraw notification

You are about to withdraw this notification. This action is irreversible.
Do you want to continue?

Reason *
255
A
(D) Required
NO YES

The Commission is informed that the notification has been formally withdrawn. It registers the withdrawal in
its applications (including SARI2), and the notification receives the status ‘Withdrawn’ in eNotifications. If
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block-exempted cases are involved, the information sheets published on the Commission website will be
removed automatically from the website on the following working day.

8. NOTIFICATION FORMS / INFORMATION SHEETS — WORKFLOW

Any notification or summary information sheet submitted to the Commission consists of four steps, or five, in
countries that include the pre-validation step for notifications.

The status bar in the upper right-hand corner shows the current status of the notification in green.

s S .
@) ©) @ (&)

Draft Finalised Signed Validated

Each stage of a notification’s lifecycle involves a number of profiles. The steps of ‘drafting’, ‘finalising’, ‘signing’
and ‘validating’ therefore determine who can do what and when in the notification form.

8.1. Status: ‘Draft’

An Encoder can modify and update a notification as long as it is in ‘DRAFT’ status. For notification forms and
pre-notification forms, the Encoder can also switch from pre-notification to notification and vice versa.

Once the notifications are ready for signing, Encoders finalise them.
8.2. Status: ‘Finalised’

Once the notification has been finalised, it goes to the Signatory. This means that only those who have been
assigned a Signatory profile in eNotifications and have been added to the notification team can update the
notification.

The Signatory can also reject the notification. It then reverts to ‘Draft’ status. The Encoder can then make the
necessary changes before submitting it again to the Signatory.

8.3. Status: ‘Signed’

Once the Signatory signs the notification in eNotifications, it is considered equivalent of a handwritten
signature. The notification can no longer be modified. It then goes to the Validator (or Pre-validator).

However, if changes are still needed, the Validator can reject the notification. This reverts the status to Draft,
and the Encoder can then make modifications to it and resubmit it to the Signatory. The Encoder can also
delete the notification if appropriate.

8.4. Status: ‘Validated’

Once the Validator validates the notification in eNotifications, no further changes are possible. The notification
is sent to the Commission, which registers it in its IT system and provides the Member State with the State Aid
Case number under which the notification has been registered and will be handled.

Each of the formal steps in the workflow triggers an e-mail alert to inform the relevant member of the
notification team that the relevant action has taken place.
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9.

9.1.

9.1.1.

= [

(€]

ANNEXES

Annex 1. User Authorisation Matrix

Authorisation matrix for ‘Access management’ Module (Section 5)

Welcome

State Aid notifications EC TestBelgium ~  SURNAME Name

Central Administrator
Access Management
[h EC TestBelgium  [I] Offices 2 Groups 2 Users

~ EC Test Belgium [TEST_BE]
Legal entity type: ( Member State Administration ] Address:

@ Details 3 Settings <= Audit Trail
Policy Areas: State Aid

Country: Belgium
Address:

Offices: 3] I,Q’l Groups: 5 [Q Users: 24

(Enabled)
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9.1.1.1. ‘Access management’ Module / ‘Legal entity’ tab

Profile (a user can be assigned one or more profiles, each with its own set of permissions)

Central Administrator Local Administrator Encoder Signatory Prevalidator Validator Viewer

Action Own Own
Legal Entity Legal Entity

View legal entities @ (=] @ @ @
Create legal entity =) (=] @ (=] @ @ @
Update legal entity @ (=] @ @ @ =]
Enable / Disable legal entity (@ @ (=) @ @ (=] @
View legal entity settings (=) @ (=] (=] @
Update legal entity settings (@ (=] (=] @ @ @ @
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eNotifications v1.0.0 User Manual v1.00 02/09/2026

9.1.1.2. ‘Access management module’ / ‘Offices’ tab

Profile (a user can be assigned one or more profiles, each with its own set of permissions)
Central Administrator Local Administrator Encoder Signatory Prevalidator Validator Viewer
Action All offices in When managing the
own Legal Entity office

View offices @ =] @ @ =
Create office & =] @ @ = =
Update office (=] @ @ = =
Disable office @ (=] @ @ =
Delete office @ =] @ @ =
Add user(s) =} =} @ @ =
Remowve user(s) ° Q Q O e
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eNotifications v1.0.0

9.1.1.3. ‘Access management module’ / ‘Groups’ tab

User Manual v1.00

Action

Wiew groups
Create group
Update group
Disable group
Delete group
Add user(s)

Remove user(s)

Prefile (a user can be assigned one or more profiles, each with its own set of permissions)

Central Administrator

All Groups in
own Legal Entity

(< I < I < < I <

<]

Local Administrator

All Groups owned

(<IN < HE< i<

(4]

by their Unit

Encoder

0O 00 00O00O0

Signatory  Prevalidator

0O 00 0 0O0O0

0O 00 0 0O0O0

Validator

0O 00 0 0O0O0

Viewer

0O 00 0 0O0O0

02/09/2026
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9.1.1.4. ‘Access management module’ / ‘Users’ tab

Profile (a user can be assigned one or more profiles, each with its own set of permissions)
Central Administrator Local Administrator Encoder Signatory Prevalidator Validator Viewer

Action All users in Users in own
own Legal Entity managed Unit(s)

WView users

Create user 1 1
Update user

Enable / Disable user

Reassign notifications 3 3

0O 000 00O
O 000 00O
O 000 00O
0O 000 00O
0O 000 00O

Resend registration invitation

! Each admin type may only assign a subset of profiles when creating a user: Central Administrator may assign Encoder, Signatory, Prevalidator, Validator, Viewer,
Central Administrator or Local Administrator; Local Administrator may assign Encoder, Signatory, Prevalidator, Viewer or Local Administrator; EC Administrator may
assign only Central Administrator or EC Administrator.

3 Despite the name, this action does not take notifications away from the source user. They keep exactly the access they had before. When you "reassign notifications"

it gives the target user the same access to the source user's notifications (the same notifications teams) in addition to what the target user already has. Use it to give
a colleague access to someone's notifications, for example as a backup or when covering for them and not to move ownership away from the source user.
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9.1.2.  Authorisation matrix for ‘Notifications’ Module (section 6)

Welcome
= State Aid notifications EC Test Belgium ~  SURNAME Name o @ EN
= Central Administrator
™ Notifications
db Filters < | Search by id, title and case ... ‘Q | Sort by:| Last updated v~ | ¥ | =)
0 Office )
® : Results: 5
| Please select |
: ’ Notification title 1(10000983) P
™ Standard notification - Notifid aid (Dratt ) | © Open v |
[ ] Locked v
Status Notification title 2 (10000982) vatidated) 7
: ™ Standard notification - Notified aid - Validated ) | © Open v |
| Please select |
: Notification title 3 (10000981) vandated ) o v |
= Agriculture Block Exemption (ABER) Valldaled._ | © Open v |
Type v
Please select | Notification title 4 (10000001) o (o o]
|. ) = General Block Exemption (GBER) “ Validated ) | © Open | v |
Last updated from date T -—
> \otcator s 3 12000000) (vaones) [ open |
| Select a date | 1eat ted al v .
Last updated to date Items per page: | 10 v |
( Showing 1-5 of 5
| Select a date |
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eNotifications v1.0.0

9.1.2.1. Notifications list page

User Manual v1.00

Action

View list of notifications
Open the notification page
Unlock a notification
Create a notification

PDF export notification meta data

MNotifications list page: the page where all relevant Submissions are listed

Profile (a user can be assigned one or more profiles, each with its own set of permissions)

Central Administrator

For all notifications from
own legal entity

(< B <

8 0

Local Administrator

For all notifications
from own office(s)

(4]

(I < I <

Encoder Signatory

If notification If notification
team member  team member

(&
<]

(< I < <
(<< <

Prevalidator

If notification
team member

(I < I <

Validator

If notification
team member

(4]

(<< <

Viewer

If notification
team member

(I < I <

02/09/2026
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eNotifications v1.0.0 User Manual v1.00

9.1.2.2. Notification page — ‘Notification Team’ tab

Action

Wiew notification team
Search user(s)

Add user(s)

Remove user(s)
Search group(s)

Add group(s)

Remove groupl(s)

Profile (a user can be assigned one or more profiles, each with its own set of permissions)

Central Administrator  Local Administrator Encoder Signatory
For all notifications from For all notifications If team member  If team member
own legal entity from own office

Prevalidator

If team member

(< < I <

(<

(4]

Validator

If team member

(< < I <

(<

(4]

Viewer

If team member

<]

0O 00 0O0O0

02/09/2026

Page 67 of 77



eNotifications v1.0.0 User Manual v1.00 02/09/2026

9.1.2.3. Notification page — ‘Notification’ tab

Profile (a user can be assigned one or more profiles, each with its own set of permissions)
Central Administrator Local Administrator Encoder Signatory Prevalidator Validator Viewer
Action Notification For all If notification For all If notification If notification If notification If notification If notification If notification
status notifications team member notifications team member team member team member team member team member team member
from from own
own legal office
entity
"Motification team”-
tab (view notification
team)
“Notification®-tab 1 1
(View notification)
Create naotification (= (=] (=] (=] @ =] @ @
Delete notification Draft Q Q Q o o Q o o
Finalised = @ e = = = = =
Reject notification Finalised (=] (=} (=} (=] & @ @ &
Signed @ @ @ @ @ =} =
Prevalidated G (=] (=] (= @ (=] @ @
Edit notification (=) (=] (=] (=] =] =] @
Save notification (] (e} (] (=] (=] (=] (=]
Finalise notification (=] (=] @ =] @ (=] =] =
Sign notification (] (o] (=] (=] =] @ =] =]
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Prevalidate Q Q Q Q Q Q O O
notification

Validate notification (=} (=] (=] (=] & @ (=] @
Withdraw notification (] (=] (=] @ @ (=]
Copy notification () (=] (=] (=] =] @ (=] =]
View comments () (]
Create comment (o} (]
View / download (e} (=]
attachments

Upload / rename / () () (] (] (=] (=] (=]
delete attachments

! Central/Local Administrator can view a notification's data outside the notification team either by being a notification team member (see the adjacent column) or,

independently of team membership, when the notification's Legal Entity has the "Submissions admin access" setting enabled (Manage Legal Entities > Settings, EC

Administrator only). With the setting IS disabled, a Central/Local Administrator who is not a notification team member cannot view the notification.

9.1.2.4. Notification page — ‘Audit trail’- tab

Profile (a user can be assigned one or more profiles, each with its own set of permissions)
Central Administrator Local Administrator Encoder Signatory Prevalidator Validator Viewer
Action Own Own managed If notification If notification If notification If notification If notification
Legal Entity Unit team member  team member team member team member team member
View audit trail
View audit trail entry details
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9.2. Annex 2: Overview of the buttons available in eNotifications
9.2.1. Buttons in Access Management Module: overview

Description

Edit: allows Central Administrators and, where applicable, Local Administrators to update the properties of their legal entity, Offices,
@ Edit groups and users.
The button is available from the three-dotted (:) menu on the left side of the screen.

(Enabled | 3

Disable: allows Central Administrators and, where applicable, Local Administrators to disable Offices, groups and users when

(3 Disable
necessary.

Once disabled, these items can no longer be edited or administered in the system.
Disabled users can no longer access eNotifications.

This action is reversible.

The button is available from the three-dotted (:) menu on the left side of the screen

( :Enabled: .

Enable: allows Central Administrators and, where applicable, Local Administrators to re-enable Offices, groups and users that are in
@ Enable Disabled status.
The button is available from the three-dotted (:) menu on the left side of the screen.

(Disabled)f &+ |V

_|'_E"|_ Delete Delete: allows Central Administrators and, where applicable, Local Administrators to delete Offices and groups.

Deletion is possible only if no notifications have been created within the Office or group.

Deletion of users is not currently possible.
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The button is available from the three-dot vertical menu on the left side of the screen.

(Enabled | 3

Reassign notifications is available only in the Users tab.

It allows Central Administrators and, where applicable, Local Administrators to reassign notifications from one user to another. This
gives the receiving user access to all notifications of the original user. The original user retains access unless their user status is
Disabled.

The button is available from the three-dotted (:) menu on the left side of the screen.

Reassign notifications

(Enabled | 3

+Create: allows Central Administrators and, where applicable, Local Administrators to create new Offices, groups and users in

+ Create group

+ Create user

9.2.2. Buttons in Notifications Module: overview

Description

+ Create notification creates a new draft notification form. Available only to Encoders.
+ Create notification

Edit allows Encoders to open and edit notification forms in Draft status.

- : Open allows notification team members to open their notification forms.
|_ © Open Vv | Also available to Central Administrators and, where applicable, Local Administrators.

Print summary generates a PDF containing summary information, such as the notification title and the type of form used.
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= —— Available from the drop-down menu next to Edit or Open.
raft ) | [@ Edit v

bor Print summary

L [[J Copy notification

9.2.3. Buttons in Notifications forms: overview

Description

Auto save @) Auto-save allows to activate the auto-save mode on the notification form in Draft status.

! If auto-save is activated, the system automatically saves changes made to the notification form.
Auto saved: 11:52

Auto-save occurs 6 seconds after each modification introduced.
Closing the notification with the ‘Close’ button also triggers an automatic save.
Auto-save can be disabled. The system will remember the setting.

Auto save

Close: closes the notification form and unlocks it for other authorised users.
Close X

Print: generates a PDF version of the notification.
Print Lo

Save: allows users to save changes made to the notification form.

save B

Delete: allows Encoders to delete the notification form. Delete is available only to Encoders and when the notification form is in
Delete [ Draft status.

+: is made available in some sections of notification forms where several values are possible.

R

It allows Encoders to add additional values required under the same question.

Each value added using + can be deleted using the | button.
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—— Remove all is made available for fields where values are to be selected from the drop-down list.

Remove all . .
It allows Encoders to remove all the selected values in one click.

X

Validation summary: it appears only if the system detected missing or incorrectly filled information.

| © Validation summary | | |t allows users to view in a single place the list of all mandatory fields that have not been filled in or have been filled in incorrectly.

It provides Encoders with the name of the field and the link to it.

~ Comments: this section is for the notification team only and will not be transferred to DG COMP.
L) Comments 1 .
Comments can be replied to.

The author of the comment can also edit or delete it.

Reply 4y | :

@ Edit

1) 2026,
- ] Delete

Renl. —— .

Finalise: is performed by Encoders.

Finalise A It allows Encoders to change the status of the notification from Draft to Finalised and to submit it to the Signatory.

Finalise €@

Sign: is performed by Signatories.

Sign A It allows Signatories to mark the notification as signed and to submit it to Validators or where applicable, Pre-validators.
It freezes the notification — no more changes are possible unless the Validator or Pre-validator rejects the notification.
Sign -

Validate: is performed by Validators.

Validate &L It allows Validators to formally notify the Commission about the state aid measure in question.

Reject: can be performed by Signatories for Finalised notifications or by Validators, or pre-validator if relevant for the Signed
notifications.

Reject

g

It allows users to send notification back to Encoders for modifications or deletion.
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Reject action requires a justification to be added.

9.3. Annex 3. Key differences between SANI2 and eNotifications

This annex summarises the main operational and structural differences between the former SANI2 system and eNotifications. It is intended to help users familiar with
SANI2 understand the main changes introduced by eNotifications.

(1) Organisational structure
In SANI2, a Member State is treated as an Office, and additional Offices can be created within that Office.

In eNotifications, the highest organisational level is the Legal Entity, representing the Member State. Offices may then be created under the Legal Entity as optional
sub-entities. As a consequence, a user cannot be assigned in a way that would make them both Central Administrator and Local Administrator for an Office at the
same time .

(2) Availability of the Local Administrator profile

In SANI2, the Local Administrator profile is available regardless of whether additional Offices have been created.

In eNotifications, the Local Administrator profile can be assigned only if at least one Office has been created under the Legal Entity .
(3) User access management

In SANI2, most user profiles are managed at national level, except for certain profiles such as Central Coordinators and Validators, which are managed by the
Commission Administrator.

In eNotifications, all user profiles, including Central Administrator and Validator, are managed at national level by Central Administrators and, where applicable,
Local Administrators.

(4) Profile names

Several profile names used in SANI2 have been renamed in eNotifications:
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e Central Coordinator becomes Central Administrator
e Encoding User becomes Encoder

In addition, the Restricted User profile available in SANI2 is not available in eNotifications. Its function is covered by the Viewer profile.
(5) Commission user profiles

In SANI2, several Commission-side profiles exist.

In eNotifications, there is only one Commission profile: EC Administrator.
(6) Creating a new user

In eNotifications a Central Administrator or Local Administrator can add a new user by searching for their EU Login account using either:

e their email address, or
e their EU Login ID (if available).

This process is simpler than in SANI2.

o If the user already has an EU Login account, access can be granted immediately—no extra steps are needed.

e If the user isn’t registered yet, the system will automatically send them an invitation. The user will appear as "pending" until they complete their EU Login
registration.

(7) Administrator access to notifications

In SANI2, Central Coordinators and Local Administrators have access to the content of all notifications for their Member State.

In eNotifications, Administrator access to notification content is governed by a dedicated notification administrator access setting. When enabled, Central
Administrators and Local Administrators have access to notifications and attachments within their scope even if they are not members of the notification team. This
setting is enabled by default but can be disabled by the Member State. If disabled, Administrators must be added to the notification team in order to consult notification

content and attachments .

(8) Validator access
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In SANI2, Validators can access and validate all signed notifications of their Member States without needing to be added to a notification team.

In eNotifications, a Validator must be assigned to the notification team in order to act on a notification. However, Central or Local Administrators may enable automatic
assignment of a Validator to all relevant notification teams.

(9) Audit trail

To support transparency, eNotifications introduce an explicit Audit Trails function both in the Access Management Module and at notification level. It records, among

other things, access, changes to notification teams, and assignment changes.
(10) Mandatory setting up of a notification team

The eNotifications system introduces a new requirement that mandates the presence of all necessary profiles in the notification team before a notification can be
marked as 'Finalised'. This ensures that the notification can be processed successfully through the defined steps: Draft, Finalised, Signed, and Validated (or five steps
in countries with a pre-validation stage).

(11) Creation of new notifications

In SANI2, users with the Encoding User or Signatory profile can create notifications.

In eNotifications, only users with the Encoder profile can create a new notification, and they must be logged in with that profile when doing so.
(12) Handling of attachments

In SANI2, attachments are added one file at a time.

In eNotifications, attachments can be added by:

e dragand drop,
e selecting + Add files, or
e selecting + Add folder.

Attachments can also be renamed, deleted individually, or deleted in bulk.
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(13) Copying a notification

eNotifications provides the option to copy notifications where suitable. Unlike in SANI2, a notification in eNotifications does not need to be in ‘Validated’ status to be
copied: it can be copied regardless of its current status. This option is available only to Encoders belonging to the notification team of the notification to be copied.
The function is available from the notification row under the drop-down arrow menu next to ‘Open’.

(14) Creating a notification from a pre-notification

eNotifications includes a dedicated function allowing an Encoder to create a notification directly from a pre-notification submitted in eNotifications. The new
notification is created in Draft status, the information is imported, and the notification team is copied. Attachments are not copied and must be added again where
necessary. The notification created using this function automatically receives the same State aid number as the pre-notification.

(15) Linking to an existing DG COMP case

In eNotifications, when creating certain types of notification forms, users may indicate an existing State aid reference (SA number). This allows the form to be linked
to an existing case and ensures that the notification is registered by the Commission under the same SA reference, provided that the number exists and belongs to
the Member State concerned.

(16) Automatic saving

eNotifications includes an auto-save function for Encoders for notifications in Draft status. When auto-save is activated, the system automatically saves changes 6
seconds after each modification. The system also automatically saves the notification when the notification form is closed.

(17) Workflow after Validator rejection

When a Validator rejects a signed notification in SANI2, the notification is returned to the Signatory. The Signatory must then reject it again before it is sent back to
the Encoding User.

In eNotifications, when a Validator rejects a signed notification, the notification is returned directly to Draft status. The Encoder can then modify and resubmit the
notification or delete it if appropriate.
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