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1. Introduction 

The Industry User Manual (IUM) is the reference manual that describes to industry users how 

they can submit and view data within REACH-IT. As REACH-IT evolves, additional and updated 

parts of this IUM will be released and made available via the ECHA website. 

Prior to using this Part 8 (Invoicing), it is strongly recommended that the user reads Part 1 – 

Getting started with REACH-IT, where the following topics are discussed in more detail: 

• Structure of this IUM. 

• Conventions used, in terms of icons, text, buttons, links… 

• Background information on REACH-IT and its link to the IUCLID 5 website and 

application 

 

How to get additional support is also described in Part 1. Each subsequent parts of this IUM will 

therefore cover the step-by-step instructions to perform the tasks required for submission of 

data under REACH. 

 

2. General concept of invoicing 

2.1 Background 

The legal bases for the fees and charges are related to Article 74(1) and 132 in the REACH 

regulation (EC no. 1907/2006) and to the Fee Regulation (EC no. 340/2008). A fee and/or 

charge is imposed for, amongst other things, registration, PPORD and authorisation requests. 

Fee-determining parameters will define the amount to be charged. These may include amongst 

other things, the dossier type (registration, PPORD ...), category of enterprise (small, medium 

...), joint submission, opt-out, tonnage, confidentiality claims made, or a change in identity of 

the registrant involving change in its legal personality. 

2.2 Definitions 

Several terms are used in this chapter that are defined here after: 

• Fee: amount payable for an item mentioned in the REACH regulation. 

• Other charges: other amounts payable. 

• Chargeable service (CS): a service for which a fee or other charges are requested. 

• Invoice: a bill for the CS provided. 

• Party: any billable party (like a company or a third party). 

 

2.3 Fee calculation & invoice generation 

In most cases, invoices for submissions and legal entity change will be available online in 

REACH-IT within three ECHA working days. Each submission for registration or legal entity 

change shall be accompanied by the fee required in accordance with Title IX of the REACH 

Regulation and the Fee Regulation (EC) No 340/2008. 
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A submission for registration can be an initial submission or a submission update. 

For an initial submission a fee is always levied for both intermediate and non-intermediate 

substances. In the case of multiple registrations within the same submission (Non-

intermediate and/or Transported Isolated Intermediate and/or On-Site Isolated Intermediate) 

a fee will be levied for each of them. 

A submission update can be classified into: spontaneous update of an already notified 

substance (NONS), other spontaneous update and requested update. 

• For a spontaneous update of a NONS, a fee for registration of a non-intermediate 

substance is levied if the new tonnage band is higher than the previously notified 

tonnage band. A fee is also levied when the NONS substance is registered as an on-site 

isolated intermediate. 

• For other spontaneous updates, a fee for registration of the substance is levied if the 

new tonnage band is higher than the previously notified tonnage band for non-

intermediates and for intermediates if no fee was paid previously.  

• For a requested update after TCC failure, if there is a change in the fee determining 

parameters (other than change in tonnage bands) compared with the previous 

submission a new invoice will be generated and the existing invoice will be cancelled. In 

such case the potential payment of the previous invoice would be taken into account 

and accommodated in the new invoice. 

 

2.4 Fee waiver 

The registrant can claim a fee waiver for a registration of a substance in a quantity between 1 

and 10 tonnes/year where the registration dossier contains the full information in Annex VII. 

In this case no fee is levied for such registration but it is imperative that the registrant claims 

the fee waiver when creating the dossier in IUCLID (applicable for both initial and update 

registrations). Detailed information on how to claim the fee waiver in IUCLID can be found in 

the Data Submission Manual Part 04 “How to Pass Business Rule Verification” and in the Data 

Submission Manual Part 05 “How to complete a technical dossier for registrations and PPORD 

notifications”. 

2.5 Joint submission 

Note that each registrant from a joint submission is granted with a reduced fee compared to 

an individual submission unless the registrant decides to opt-out from some relevant 

information provided in the dossier sections 2-7 (related to Annexes VI to XI in the REACH 

Regulation and specified in the Fee Regulation in Articles 3(3), 4(3) and 5(3). 

2.6 Confidentiality claim 

A registrant can request that information that is submitted to ECHA according to Article 10 of 

the REACH Regulation is not published on the internet because its publication could be harmful 

to the registrant’s or any other concerned party’s commercial interests. If the information falls 

under Article 119(2) of the REACH Regulation and Annex IV of the Fee Regulation, then ECHA 

will request a fee payment for these confidentiality requests: 

• Confidentiality claim on the degree of purity and/or identity of impurities or additives. 

• Confidentiality claim on the tonnage band. 

• Confidentiality claim on study summaries or robust study summaries. 
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• Confidentiality claim on the information in the safety data sheet. 

• Confidentiality claim on the substance trade name. 

• Confidentiality claim on the IUPAC name for non-phase in dangerous substance. 

• Confidentiality claim on the IUPAC name for dangerous substances used as 

intermediates, in scientific research and development or PPORD. 

 

The fee has to be paid for the request but it is up to ECHA to determine whether the reasons 

given for keeping this information confidential are adequate. When preparing the dossier, and 

before the submission, it is advisable to check those sections in the dossier that may be 

subjected to a fee. For more information consult Annex III of the Data Submission Manual 5 

and Data Submission Manual 16.  

2.7 Spontaneous updates 

For submission updates, a fee is only levied if required in accordance with Title IX of the 

REACH Regulation and the Fee Regulation (EC) No 340/2008 and if it has not been charged in 

previous invoices. 

ECHA is not in a position to refund those cases where the spontaneous submission update has 

less fee requirements than the initial submission (i.e. a spontaneous update of a substance 

registration with a tonnage band of 1-10 tonnes/year with a fee waiver when the initial 

submission was made for a substance registration with a tonnage band of 1-10 tonnes/year 

with no fee waiver). 

2.8 Fee calculation plug-in 

A registrant is able to simulate the fee associated to the dossier by using the Fee calculation 

plug-in that is available at the IUCLID website: http://iuclid.echa.europa.eu/  

The plug-in goes through the IUCLID 5 dossier to create a list of fees in accordance with the 

Fee Regulation for REACH (Regulation EC/340/2008). It works for both REACH registration and 

PPORD notification dossiers and is also able to calculate the costs of confidentiality claims. The 

plug-in therefore gives in advance information of the likely costs. However, registrants should 

wait for ECHA to issue an invoice before making their payment. 

2.9 Invoice layout 

Invoices can be downloaded in PDF format. Figure 1 below illustrates an invoice in PDF and 

some details about the fees and other charges.  
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Figure 1: Invoice with details 

 

2.10 Invoice payment 

The invoice issued by ECHA will appear in the user’s REACH-IT Invoices section. The party user 

will also receive a message in the REACH-IT message box informing that an invoice has been 

opened. The party user can then download the invoice and proceed to its payment. ECHA will 

not send invoices on paper and therefore, invoices are only visible in REACH-IT.   

When making the payment, the free text message/communications field of the payment must 

indicate only the payment reference indicated on the invoice. Please indicate only one 

reference number (no multiple payments). Please do not add anything neither in front of it nor 

behind it. 
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An invoice should be paid before the initial due date specified in the invoice. In case the 

invoice is not paid at the initial due date, it is recognised by ECHA to be overdue. In that case, 

the user will be able to download the invoice reminder with an extended due date (second 

deadline) indicated on it. 

With respect to updates of a registration other than tonnage band updates, the registrant has 

the possibility to request a further extension of the second deadline for payment of the 

corresponding fee. In practice, this request of extension of the second deadline for payment 

applies only to: 

• Fees levied for new chargeable confidentiality claims included in spontaneous updates 

• Fees levied as a consequence of a legal entity change 

The request for extension should be submitted before the expiry of the second deadline via the 

ECHA Helpdesk using the contact form available at 

http://echa.europa.eu/en/web/guest/contact and choosing "Contact the ECHA Helpdesk" and 

then selecting the menu item “I have a question related to the dossier submission to ECHA”. 

If the invoice is not paid at the latest at the extended due date, and it contains chargeable 

service(s) representing fees for dossier submissions, it leads to a rejection of the submitted 

dossier.  

Where the registration has been rejected due to the failure of the registrant to submit missing 

information or due to his failure to pay the fee before expiry of the deadlines, the fees paid in 

relation to that registration shall not be refunded or otherwise credited to the registrant. 

 

2.11 Credit note 

There can be circumstances that require the recalculation of the chargeable services and 

subsequently the cancellation of the invoice. Thus, an invoice can be cancelled by ECHA and a 

corresponding credit note is generated and made available in the invoices page. The user will 

also receive a message in their REACH-IT message box informing them that an invoice has 

been cancelled and that the corresponding credit note is available for download. The party user 

can then download the credit note.  

However, the cancelled invoice can still be downloaded from the user’s REACH-IT Invoices 

section. The differences between an invoice and a credit note are the layout and the negative 

sign for the due amounts and the total (positive in the cancelled invoice document, negative in 

the credit note document). If the company has made changes after the invoice was issued in 

its billing address, VAT-number, etc., these changes will not appear on the credit note. When 

an invoice is cancelled, a message will be sent to the party users REACH-IT Message box. 

 

2.12 Status of the Payment 

The status of the Payment is updated when a payment is received by ECHA or when the 

extended due date has passed. This can be seen from the Submission report which can be 

opened either from the Search dossier function or by clicking the link to it from any related 

messages from the Message box.  

If the payment has been received the status in the Submission report will change to: 

Pay Submission Fee Succeeded 
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If ECHA has not received the payment by the extended due date then the status in the 

Submission report will change to: 

Pay Submission Fee Failed 

 

3. Messages received in the message box 

This chapter describes the messages received by the party user that are related to the 

invoicing activities. The messages help the user to keep track of the invoice activities. It shows 

in chronological order what activities were carried out for that particular invoice (opened, 

reminder, downloaded). For more information on how to use the Message Box, see Part 3 

(Login and Message Box) of the Industry User Manual. 

3.1 Message notifying that an invoice is open 

As soon as an invoice is opened by ECHA a message is sent to the registrant ‘Message box’ 

informing that an invoice has been issued. The invoice can be downloaded by clicking in the 

link provided in the message. 

Figure 2 illustrates the message received by party users when an invoice is open.  

Figure 2: Message for party users for an open invoice 

 

In case the invoice has not been paid by the registrant before the due date another message 

will be sent to the registrant’s ‘Message box’. The invoice reminder can be downloaded by 

clicking in the link provided in the message.  

Figure 3 shows the message received by party users to remind the payment initial due date. 
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Figure 3: Message for reminding the payment initial due date 

 



Part 08 - Invoicing 

 

Release date: July 2012 

Version: 2.1 13

 

Annankatu 18, P.O. Box 400, FI-00121 Helsinki, Finland | Tel. +358 9 686180 | Fax +358 9 68618210 | echa.europa.eu 

3.2 Message notifying that a credit note is available 

If ECHA cancels an invoice a corresponding credit note is generated. A message will be sent to 

the registrant’s REACH-IT message box informing that an invoice has been cancelled and that 

the corresponding credit note is available for download. The party user can then download the 

credit note.  

Figure 4 illustrates the message received by party users when a credit note is available. 

Figure 4: Message informing when a credit note is available 

 

 

4. Step-by-step invoicing 

4.1 Sorting and viewing invoices 

From the <Invoices> menu, select <Download>. 

Figure 5: Invoice menu 

 

The <Download> page opens and displays the list of the party’s invoices (open or closed) and 

credit notes. 
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Figure 6: Download page with list of invoices 

 

You can sort - by ascending and descending order - the list of invoices by clicking on the 

column header you want to use for sorting. The sorted column header will display a < > or 

< > sign depending on the chosen order. See an example below with invoices sorted by 

invoice number, descending order 

 The initial sorting displayed is the descending initial payment deadline date. 

 

Figure 7: Sorting of invoices 

 

You can choose to display all invoices on screen or ten by ten. You also have the option to 

display the <Next> or <Previous> ten. See the below figures that illustrate the various display 

options.  

Figure 8 shows the 10 invoices displayed in REACH-IT. 
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Figure 8: Display option per 10 for invoices 

 

Figure 9 shows the additional results after clicking on the <Next 1> link (Figure 8). 

Figure 9: Selection of an individual invoice 

 

From the drop-down menu, you can also select <Show All> as shown in Figure 10. 

Figure 10: Selection of show all option 
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4.2 Downloading invoices  

Select the invoice to download by clicking the radio button < > in the left column as shown in 

Figure 11. 

Figure 11: Selection of an invoice for downloading 

 

Click on the button <Invoice in PDF> [ ] to download the invoice. Your browser 

opens up a dialogue box and gives you the options to <Open> the invoice document or <Save 

to disk>: to store the file on your hard drive for further processing. Select the desired option 

and click <OK>. Figure 12 shows the invoice in PDF format. 
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Figure 12: Invoice in PDF 
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4.3 Downloading invoice reminders 

Select the invoice to download by clicking the radio button < > in the left column. 

Figure 13: Selection of an invoice reminder for downloading 

 

Click on the button <Invoice reminder in PDF> [ ] to download the 

invoice reminder. Your browser opens up a dialogue box and gives you the options to <Open> 

the invoice reminder document or <Save to disk>: to store the file on your hard drive for 

further processing. Select the desired option and click <OK>. Figure 14 shows the invoice 

reminder in PDF format. 
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Figure 14: Invoice reminder in PDF 
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4.4 Downloading credit notes  

Select the credit note to download by clicking the radio button < > in the left column. 

Figure 15: Selection of a credit note for downloading 

 

Click on <Credit note in PDF> [ ] if you want to download the credit note. Your 

browser opens up a dialogue box and gives you the options to <Open> the credit note or 

<Save to disk>: to store the file on your hard drive for further processing. Select the desired 

option and click <OK>. Figure 16 shows the credit note in PDF format. 
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Figure 16: Credit note in PDF 
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