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1. INTRODUCTION  

1.1. Objective of the document 

This manual provides information on how to use the Service of Documents (SoD) & 

Taking of Evidence (ToE) Reference Implementation. This system is built in the context 

of:   

¶ The Regulation (EU) 2020/1784 of the European Parliament and of the Council of 

25 November 2020 on the service in the Member States of judicial and extrajudicial 

documents in civil or commercial matters (service of documents), and on  

¶ The Regulation (EU) 2020/1783 of the European Parliament and of the Council of 

25 November 2020 on cooperation between the courts of the Member States in the 

taking of evidence in civil or commercial matters (taking of evidence).  

It describes the Reference Implementationôs functionality allowing the management and 

exchange of requests for the following judicial instruments:   

¶ Service of Documents (SoD) 

¶ Taking of Evidence (ToE) 

In this document, the Application is called óReference Implementationô or óRI Portalô. 

By using the RI Portal, authorized users, assigned to appropriate roles, can fill in the 

available forms. They can then send these legal forms to Competent Authorities in other 

Member States. Users without appropriate roles do not have access to application and 

cases. 

 

Figure 1: Home Page of the Reference Implementation without having roles assigned to 

the user 
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1.2. Intended Audience 

The intended audience of this document is composed of the following stakeholders:  

¶ DG JUST technical and business staff 

¶ MS technical and business staff adopting/using the RI 

1.3. Applicable documents 

ID Document title Reference 

[AD1]  The Regulation (EU) 2020/1784 of the European 

Parliament and of the Council of 25 November 

2020 on the service in the Member States of 

judicial and extrajudicial documents in civil or 

commercial matters (service of documents). 

Regulation (EU) 2020/1784 

[AD2]  The Regulation (EU) 2020/1783 of the European 

Parliament and of the Council of 25 November 

2020 on cooperation between the courts of the 

Member States in the taking of evidence in civil 

or commercial matters (taking of evidence). 

Regulation (EU) 2020/1783 

Table 3: Applicable documents 

1.4. Documents conventions 

Referenced documents are shown in brackets []. 
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2. GETTING STARTED  

The aim of the Reference Implementation was to make it as intuitive and as mistake proof 

as possible, and to retain the same look and feel across the SoD and ToE instruments. 

Where a function enabling doing something is active, an appropriate button is visible and 

clickable. Where an action is permissible, an appropriate button is enabled. Where a 

function is inactive, that function button is disabled. 

  

A userôs role allows execution of certain actions depending on the context. As a result, 

some of the screenshots in this manual may have additional or missing icons and 

functionalities that practitioners are unlikely to experience in their real-life use. For 

example, the user role Supervisor can add and/or remove users to all cases in their 

authority. It is likely that relatively few users will have this role, but the user manual 

describes the addition and/or removal of users with screenshots of icons that may be 

invisible to most. 

2.1. Accessing the application  

Below is an example on how to access the application via the Keycloak route. It is likely, 

however, that each Member State will have a different national access method.  

  

The application can be accessed only by authorised and authenticated users. There is no 

public access page. One will need either a configured and enabled Keycloak account to 

access the Reference Implementation or a national method that will be provided by 

national representatives.  

  

Follow the steps described below to access the application via Keycloak:  

 Enter the address of the Reference Implementation in your web browser.  

 You will be redirected to the Keycloak page: 
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Figure 2: Keycloak authentication screen 

 

 Sign in with your Keycloak credentials.  

 If you belong to only one authority, you will be automatically redirected to it.  

 If you are assigned to more than one authority, you will be redirected to the óSelect 

Authorityô page, where you can choose the authority to which you would like to log in.  

 

NOTE:  There is an option to remember the authority choice so that the System 

automatically redirects you to the selected authority after entering your credential set. You 

can change this authority any time. The process for changing it is described in section: 

3.1.3 Switching authority. After selecting óRemember my choice in this browserô, this 

screen will not appear again until you clear cookies in your browser. 
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Figure 3: Select Authority screen 

Exceptions  

¶ Access to the application is denied - an error occurred during the connection to 

the application in the following cases:  

o You have no access to the domain(s) and sub-domain(s) of Reference 

Implementation, 

o You have no right to access the page of the application you wanted to 

access.  

¶ Error message - if the provided login and password are incorrect, an error is raised 

by Keycloak. In that case, a message is displayed explaining that the authentication 

failed.  

2.2. Authority types 

Each authority which participates in SoD & ToE processes (creates and sends a case, 

receives a case and receives a case forward) needs to exist in CDB, have bodyType value 

equal to any of (COURT, BAILIFF, NOTARY) and have a correct pair of instrument and 

competence assigned. The following rules have been defined: 
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2.2.1. Creating a new request (the main form) 

The application restricts types of requests that can be created by authority according to 

instrument and competence. The following instrument and competence need to be assigned 

to an authority to enable request creation:  

 

SODA - instrument: SD, competence: Transmitting Agency or Central Body  

SODB - instrument: SD, competence: Transmitting Agency or Central Body 

SODX ï instrument: SD, competence: any 

TOEA - instrument: TE, competence: RI - Requesting Court or Central Body  

TOEL - instrument TE, competence: RI - Requesting Court or Central Body 

TOEX ï instrument: TE, competence: any 

2.2.2. Selecting an executing authority at issuing side 

During creating a new cross-border request (main form), the user selects an executing 

authority. The application limits executing authorities according to the below rules 

(only authorities with appropriate instrument and competence can be selected in a search 

tool and can receive a new request): 

 

SODA - instrument: SD, competence: Receiving Agency or Central Body  

SODB - instrument: SD, competence: Assisting Authority  

SODX ï instrument: SD, competence: any 

TOEA - instrument: TE, competence: Requested Court or Central Body  

TOEL - instrument TE, competence: Competent Authority or Central Body 

TOEX ï instrument: TE, competence: any 

2.2.3. Receiving a case forward 

During sending a case forward, application should limit executing authorities according to 

the following rules: 

 

SODA - instrument: SD, competence: RI ï Forwarded Authority 

SODB - instrument: SD, competence: RI ï Forwarded Authority 

TOEA - instrument: TE, competence: RI ï Forwarded Authority 



Version: 2.5 

REFERENCE IMPLEMENTATION 

Service of Documents & Taking of Evidence 

 User Manual 

Date 2025-11-03 

 

 Page 35 / 277 

TOEL - instrument TE, competence: RI ï Forwarded Authority 

 

NOTE:  Forward was not implemented for SODX/TOEX cases. 
 

2.3. User roles 

The application supports a role-based access control to ensure that access to online data 

and to the features of the system is limited only to user roles that have been previously 

granted such access rights. The set of access rights of a given user consists of all the 

combined access rights of all the roles granted to the respective user.  

 

Figure 4: User roles ï matrix 
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2.4. Electronic communication with Authority in another Member State 

As Member States begin to use the Reference Implementation, Authorities will be 

connected and able to communicate electronically. If an Authority exists in CDB but has 

no eCodexPartyId parameter assigned, the óeCODEXô icon will be presented to the user. 

Because of the missing configuration, the user will not be able to send any message to this 

Authority. 

 

 

Figure 5: A visual representation of an authority that is unable to receive electronic 

communication via the Reference Implementation 

 A visual representation of an authority  that is unable to receive electronic 

communication via the Reference Implementation.  
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3. COMMON LAYOUT AND NAVIGATION  

Following successful log in to the application, you can see the content of the application, 

and its persistent navigational elements:  

 The header  

 The top bar  

 The left-hand menu  

 

 

Figure 6: Common Layout and Navigation 

3.1. The header 

In the header, in addition to the Commission logo, the site name and the Member State 

flag, you can find the following actionable elements: a language switch, information about 

userôs profile and log out button.  

3.1.1. Select desired language of application 

 Click the language switch, located at the top right corner of the header:  

 

Figure 7: Language switch icon 
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 Select the language from a pop-up window:  

  

 

Figure 8: Select language 

  

The language of the portal will switch to your selected language. 

NOTE: Due to some languages not being delivered yet, this may cause errors in Reference 

Implementation. 

3.1.2. Userôs Profile 

At the top right corner, you can find information about the logged in user.   

 Click the profile picture to display additional buttons:   
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Figure 9: User's profile 

¶ See my profile  

¶ Switch authority 

¶ Logout  

 When selecting óSee my profileô, one will see the óUser detailsô pop-up window 

displaying the name of the authority which the user belongs to, and the roles they have 

been assigned to, as shown in the picture below.  

 

 

Figure 10: User details 

3.1.3. Switching authority 

At the top right corner, you can find information about the logged in user.   

 Click the profile picture to display additional buttons: 

 

Figure 11: Switch authority selection 

 

 Click Switch authority from a dropdown menu.  
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Then the System displays óSelect Authorityô page. 

 

Figure 12: Select Authority screen 

 Select appropriate Authority 

 Click Select.  

 

When the switching authority process succeeds, you will be transferred to the selected 

Authority. 

 

NOTE:  If you select óRemember choice in this browserô here in Swich authority option, 

you will be automatically redirected to the authority which you are selecting every time 

you log in. If you want to restore the authority selection page during login, please clear 

your cookies in your browser, or select authority you want to log in to automatically each 

time from this position. 

 

3.1.4. Logout/Exit the application 

 

Figure 13: Logout/Exit the application 
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If you want to exit the application, the most secure way is to log out from your account:  

 Click your profile picture  at the top bar:  

 Click Logout from a dropdown menu.  

 

When the logout process succeeds, you will experience a successful logout and application 

closure. 

 

3.2. The top bar 

 

At the top bar, you can find additional actionable functionalities:  

¶ Support information 

¶ Notification bell   

¶ Automatic translation  

 

3.2.1. Display support information  

 Click the question mark icon located on the right side of the top bar.  

 

Figure 14: Support information 

 The information box about how to contact your national support will appear. Click 

anywhere outside the information box to close the information.  
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Figure 15: Contact Support 

3.2.2. Notification bell 

 Click the Notification bell icon located on the right side of the top bar. 

 

This icon also features a red circle with a number relating to the number of notifications 

available.  

 

Figure 16: Notification bell 

When the Bell is selected, all open actions and unread messages are listed.  

If one of the notifications is selected by the mouse pointer (i.e., action óreadô), the number 

will decrease by one and the user will be redirected to that case which the selected 

notification refers to. 

 

 Alternatively, all notifications can be cleared by selecting óClear notificationsô. 
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Figure 17: Notifications 

   

Users are also able to choose the type of notifications they want to receive. 

 

 Select settings icon. 

 

The following pop-up window should appear: 
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Figure 18: Notifications settings 

From this perspective, the user can check/uncheck all the types of notifications listed in 

the picture above that he/she/they wants to receive. 

3.2.2.1. E-mail notification  

For a given user to receive the e-mail notification, two conditions must be met. 

1. The given userôs e-mail address must be added in Keycloak: 
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Figure 19: Adding e-mail address in Keycloak 

2. Make sure that the e-mail checkboxes in the notificationôs settings in the portal are 

selected. 
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3.3. The left-hand menu 

In the navigation menu you can find links to the main Portal sections:  

3.3.1. Hide/unhide left menu 

Get more space for the content of the page by hiding the menu:  

 Click an icon located on the left side of the top bar.  

 

Figure 20: Hide/unhide left menu 

 

  

 The menu will collapse. If you want to unhide the full menu again, click the same icon 

again.  
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Figure 21: Hide left menu 

3.3.2. Start new request  

(Please note that the óStart new requestô button is only visible to users with roles that can 

initiate a new request who are assigned to authorities with appropriate instrument and 

competence. If a role cannot initiate a new request or authority does not have a competence 

to crate and issue a request, this button will not be available to the user).  

3.3.3. Dashboard  

This view appears right after logging in.  

 

 On this page, the user will find all basic issues divided to Issued requests, Received 

requests, and Drafts. 

 Additionally, all users, except the Guest role, see óMy tasksô table on the right side of 

the screen, where they can see the cases to which they are assigned.  

 

NOTE:  Assigner, Supervisor, Dispatcher, Guest, and Statistics handler do not see any 

tasks in My tasks label. 

 



Version: 2.5 

REFERENCE IMPLEMENTATION 

Service of Documents & Taking of Evidence 

 User Manual 

Date 2025-11-03 

 

 Page 48 / 277 

 

Figure 22: Userôs dashboard 

3.3.4. Cases 

Cases are divided to several different categories depending on their case advancement 

status: 

 

¶ ISSUED REQUESTS - in this section, the user sees all cases that are in the Issued 

status and to which they are assigned/have access. When a case is sent to an 

Executing Authority, it is moved from DRAFTS to a list of ISSUED REQUESTS. 

To access the list:  

 

 Click Issued requests in the menu.  

 

Figure 23: Issued requests 

 An issued case can be accessed only by:  

¶ Users who are assigned to that case  

¶ Privileged users with the óSupervisorô and óAssignerô role.  
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You can also find deadlines list for all issued cases in óDeadlinesô tab.  

 

Figure 24: Deadlines tab 

¶ RECEIVED REQUESTS - in this part, the user sees all cases that are in the 

Received status and to which they are assigned/have access. When a case is 

received from another Competent Authority, it is visible on a list of RECEIVED 

REQUESTS. To display the list: 

 

Figure 25: Received requests 

¶ DRAFTS - in this part, the user sees all cases that are in draft status and to which 

they are assigned/have access. Cases which have not yet been sent to other 

Competent Authorities are stored in the list of drafts. 

 

NOTE:  Kindly remind that the draft stage is the status of entire case from its creation to 

the moment of sending. All statuses that the user will see, e.g., in the Overview tab, will 

be presented in capital letters. 
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Figure 26: Draft cases 

A draft case can be accessed only by:  

¶ The óAuthorô of a draft (a user who created that case), as long as the case is still 

assigned to that user  

¶ Users with the óSupervisorô role   

¶ Other users (such as Reviewer, Sender or Guest) who have been assigned to that 

case by a óSupervisorô or óAssignerô.  

3.3.5. Downloads  

This section contains files that have been downloaded by users using the Download button 

in the specific case view. To see more details please go to chapter ó9.8 Download PDF and 

Printô. 
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4. SEARCH FOR A CASE 

 

Figure 27: Search for a case 

 

 Open a list of draft/issued/received case requests in the menu, which will indicate the 

context of a search.  

 Enter full or partial title  or reference number or National Case number of the case 

you are searching for.  

 Select the type of a case you are searching for.  

 Click Search. 

 Matching search results from: Title or Reference Number will be returned.  

 

Figure 28: óSearch filtersô button 
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Optionally, you can filter the list of draft/issued/received requests by applying filters: 

 Click Show search filters to expand the panel.   

 

Figure 29: Search criteria fields 

 

 Select filtering options on the panel.  

 Click Apply.  

 Results will be returned. 

 You can filter out cases that are not urgent using the embedded filter óShow only urgent 

casesô. 

 To collapse the expanded view, click Hide search filters. 

4.1. View closed cases 

If a user wants to view closed cases, whether issued or received, they should choose the 

relevant category from the left-hand menu to see the type of case they are interested in. 

 

Figure 30: Searching for closed cases 

 

 Select óShow search filtersô  

11 
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Figure 31: Applying filters to search for closed cases 

 

 Select Closed checkbox and then  óApplyô button.  

 

All Closed cases will be shown.  

  

To narrow down the search criteria further, additional search filters can be added such as 

to/from which State, between dates, or with a specific title or National Case Number.  

4.2. Clear all filters  

 

Figure 32: óClear all filtersô button 

 Click clear all filters 

 Click Apply  button. 

A list will  be refreshed to a default state. 
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5. VIEW A CASE  

To view details of a case:  

 

 

Figure 33: Viewing case details 

 Click an individual row from a list of Issued/Received requests or Drafts.  

 

Figure 34: Viewing case details: Overview tab 

 

 A case with details will be displayed. Click through available tabs to view available 

information.  
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6. CASE OWNERSHIP 

Each case marked with a Global Case ID can have many local instances.  

The first instance of the case appears in the moment of a new case creation. This instance 

is owned by the Issuing Authority to which the creating user with an Author role belongs.  

Comments added to the Case are never sent to another Authority. They are accessible only 

locally, to users of one Case instance. 

Every time the Case is being received by a Competent Authority, either from another 

country, or within one Member State via forward from another Competent Authority, a 

new Case instance is being created, owned by a Competent Authority that received the 

Case.  

Please remember that communication between Competent Authorities via Service 

Messages (free form messages) is always two-way only, never multi-party. In case we have 

two Executing Authorities that can communicate with the Issuing Authority, they do it 

independently as there is no way of direct communication between the two executing 

authorities, because each of them has a separate Case Instance. Service Messages can be 

exchanged only cross-nationally (no internal communication within one Member State 

available). 
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7. SERVICE OF DOCUMENTS  

7.1. Introduction  

A Service of Documents (SoD) is a cross-border service of judicial and extrajudicial 

documents in civil or commercial matters in the Member States in accordance with [AD.1].  

The SoD may also be issued for assistance in address enquiries where the address of the 

person to be served with the judicial or extrajudicial document in another Member State is 

not known.  

7.1.1. Overview 

The process between creating a new case and sending it occurs in the Internal Workflow . 

During that process, the case is accessible only for authorized users from your Issuing 

Authority.  

When all steps of Internal Workflow are completed, the case can be sent to a chosen 

Executing Authority.  

The process of communication between Issuing Authority and Executing Authority occurs 

in the External Workflow .   

7.1.2. High Level End to End Process  

1. A user with Author role in a competent authority creates the SoD.  

2. The SoD request is reviewed by a user with Reviewer role. 

3. The SoD is being signed and sent by a user with Sender role to an appropriate 

Executing Authority in another Member State.  

4. Communication between Issuing and Executing Authorities takes place.  

5. The receipt of the SoD request should be acknowledged within seven days. 

6. A decision is provided within thirty days of SoD receipt.  

7. The case can be withdrawn by Issuing Authority, and/or forwarded by Executing 

Authority to another Competent Authority for full SoD execution.  

7.2. Create SoD 

7.2.1. Initiate  a request creation 

7.2.1.1. Starting a new case - SODA 
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Steps below are only applicable to users with óAuthorô role.  

To begin a process of requesting for service of documents, create a new case.  

 

Figure 35: SoD - óStart new requestô button 

 Click Start new request button in the left-hand menu. 

 

Figure 36: SoD - Selecting the request type and entering the request subject 

 A pop-up window will appear. Select SODA from the Type of request dropdown list.  

 Fill in Subject of request and click Continue. If you wish to cancel, click óxô button 

at the top right corner of the pop-up.  
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Figure 37: SoD Form A sections 

 A new draft will be created and displayed with Form A ready for completion. 

 Complete sections 1-9 and Request for Service of Documents section and Signature 

and Date section of Form A by using the List of Sections menu. 

NOTE:  If the user with an Author role who initiated the SoD does not have additional 

roles of Reviewer and/or Sender, then the Author should assign additional users with the 

relevant roles required to review and send the request or ask Supervisor for adding those 

users. 

7.2.1.2. Choosing Executing Authority 

Steps below are applicable to users with óAuthorô and óReviewerô role. 

 

Figure 38: SoD Form A section 2. RECEIVING AGENCY 

 Select Section 2. RECEIVING AGENCY in List of Sections. 

 Select Country  from the list. 
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Figure 39: SoD Form A: Selecting an Executing Authority 

 Click Choose Authority button.  

 

Figure 40: SoD Form A: Searching for a receiving agency: business parameters 

 To find and select the correct authority, the user needs to provide correct business data 

according to the business rules required by the Executing State. At the example above, the 

user should enter a postal code and click Search button.   

The authority search tool will display a list of all Executing Authorities in the chosen 

Member State which have the right pair of instrument and competence to accept this type 

of request. 
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Figure 41: SoD Form A: Searching for a receiving agency ï search results 

 Select Authority from the list of results by clicking a radio button.  

 Click Select.  
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After selecting the Executing Authority, SoD Section 2. RECEIVING AGENCY will look 

like the screenshot below: 

 

Figure 42: SoD Form A section 2. RECEIVING AGENCY autocompletion 

The name of the Executing Authority will also appear in the Overview Tab. 

 

Figure 43: SoD Form A: Executing authority name displayed in the Overview tab 

7.2.1.3. Starting a new case - SODB 

Steps below are only applicable to users with óAuthorô role.  

To begin a process of requesting to determine the address of the person to be served, create 

a new case.  

 

Figure 44: SoD - óStart new requestô button 
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 Click Start new request button in the left-hand menu. 

 

 

Figure 45: SoD - Selecting the request type and entering the request subject 

 A pop-up window will appear. Select SODB from the Type of request dropdown list.  

 Fill in Subject of request and click Continue. If you wish to cancel, click óxô button 

at the top right corner of the pop-up.  

 

 

Figure 46: SoD Form B sections 

 A new draft will be created and displayed with Form B ready for completion. 
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 Complete sections 1-3 and Request to determine the address of the person to be 

served section and Signature and Date section of Form B by using the List of Sections 

menu. 

NOTE:  If the user with an Author role who initiated the SoD does not have additional 

roles of Reviewer and/or Sender, then the Author should assign additional users with the 

relevant roles required to review and send the request or ask Supervisor for adding those 

users. 

7.2.1.4. Choosing Executing Authority 

Steps below are applicable to users with óAuthorô and óReviewerô role. 

 

Figure 47: SoD Form B section 2. REQUESTED AUTHORITY 

 Select Section 2. REQUESTED AUTHORITY  in List of Sections. 

 Select Country  from the list. 

 

 

Figure 48: SoD Form B: Selecting an Executing Authority 

 Click Choose Authority button.  
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Figure 49: SoD Form B: Searching for a requested authority (business parameters) 

 To find and select the correct authority, the user needs to provide correct business data 

according to the business rules required by the Executing State. At the example above, the 

user should enter a postal code and click Search button.   

The authority search tool will display a list of all Executing Authorities in the chosen 

Member State which have the right pair of instrument and competence to accept this type 

of request. 
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Figure 50: SoD Form B: Searching for a requested authority ï search results 

 Select Authority from the list of results by clicking a radio button.  

 Click Select.  

7.2.1.5. Starting a new case ï SODX 

Steps below are only applicable to users with óAuthorô role.  

To begin a process of an exceptional case, create a new case.  

 

Figure 51: New request creation 

 

 Click Start new request button in the left-hand menu. 

 

Figure 52: Create new SODX request 
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 A pop-up window will appear. Select óSODX Exceptional service of documentsô from 

the Type of request dropdown list.  

 Fill in Subject of request and click Continue. If you wish to cancel, click óxô button 

at the top right corner of the pop-up.  

 

 

Figure 53: SODX draft request 

A new draft will be created and displayed with SODX ready for completion. 

7.2.1.6. Choosing Executing Authority 

Steps below are applicable to users with óAuthorô role. 

 

Figure 54: SODX selecting executing state 
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 Select Executing State from the list. 

 Click Choose Authority button. 

 

For selection of the executing authority of exceptional cases, the Portal displays all 

authorities that have a relevant instrument assigned in CDB (for SODX instrument SD ï 

service of documents - is relevant) in the chosen Executing State. The user selects the 

correct Executing Authority from the list (filters can be used for easier selection). 

 

 

Figure 55: SODX searching for an executing authority 

 Select Authority from the list of results by clicking a radio button.  

 Click Select.  

 

After choosing Executing Authority : 

5. Type a free form message (mandatory field) and attach documents (optional). 

NOTE:  SODX case can be sent only by a user with Sender role. If the user with an Author 

role who initiated the SoD does not have additional Sender role, then the Author should 

assign a Sender or ask Supervisor for adding the Sender. 

The SODX does not have SIGNATURE AND DATE section. A user can attach a signed 

document via Attach Document button from the action bar (optional). 

The SODX cannot be forwarded or withdrawn. 
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7.2.1.7. Authority that accepts/does not accept electronic communication 

As Member States begin to use the Reference Implementation, more and more Authorities 

will be connected and able to communicate electronically. However, there will be 

authorities in the system that will not be able to send and receive requests/messages via the 

Reference Implementation. These authorities will be clearly distinguished from those that 

can.  

 These authorities should be contacted via the traditional route such as registered mail.  

 

Figure 56: A visual representation of an authority that is unable to receive electronic 

communication via the Reference Implementation 

 A visual representation of an authority  that is unable to receive electronic 

communication via the Reference Implementation.  

7.2.1.8. Mandatory fields 

All mandatory fields must be completed before the SoD can be electronically submitted. 

These mandatory fields are checked by a validation check. This validation consists of set 

of syntactical and semantical validations of the data contained in the form. A check is 

performed to verify that all required (mandatory) fields of Form A or Form B have been 

filled. You can trigger validation manually at any time, while you edit a Form A or Form 

B.   

To trigger validation: 
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Figure 57: SoD Form B validation 

 

 View a case and select Form A/ Form B tab.  

 Click Validation check.  

 

Figure 58: SoD Form B mandatory fields 

 

 Validation will be performed and the toast notification with warning or success will 

be displayed. If there are validation errors, fields and sections containing errors will be 

highlighted red.  

 

7.2.1.9. Pushing a case to the next step 

Steps below are applicable to users with óAuthorô role.  
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Figure 59: SoD Form A send to review 

 

 In the edited case click Workflow > Send to review:  

¶ A toast notification (success) will show up at the bottom.  

¶ A new timestamp: óReady to reviewô will show up on the Event & Message 

Timeline.  

¶ If a user has no other roles except Author, the workflow button will be disabled, as 

there are no other actions that can be performed.  

7.2.1.10. Review 

The next step in the workflow of a case is to review it and mark it as óPositively Reviewedô 

or return it for amendment, or to reject completely if needed. Edition of the form is also 

possible.  

Steps below are applicable to users with óReviewerô role. 
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Figure 60: SoD Form A: Accepting review 

 

 In a reviewed case click Workflow > Accept review:  

¶ A new timestamp: óPositively Reviewedô will show up on the Event & Message 

Timeline.  

¶ If user has no other roles except Reviewer, the workflow button will be disabled, 

because there are no other actions for you to perform. 

 

Figure 61: SoD Form A: óPositively reviewedô status 
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Alternatively:   

 

A. Click Workflow > Return for amendment and enter optional message - the case 

will go back to a draft editable by Author role. The Author will have to make 

amendments and click again Workflow > Send to review.  

B. Click Workflow > Reject ï the case will be rejected, and no more actions of 

Workflow buttons can be performed by users. 

C. Reviewer is also able to edit a case. 

 

7.2.1.11.  Signature step 

In the next step of the workflow, a user with the Sender role needs to attach the signed 

document to the Form. Please note that at this stage, a user the Sender role is not able to 

edit the case. 

 

Steps below are applicable to users with óSenderô role. 

 

Figure 62: SoD Form A preparation for signature 

 

In a reviewed case click Workflow > Preparation for signature:  

 

A. Click Workflow > Return for amendment - the case will go back to Reviewer 

step in which the form can be edited by the user with Reviewer role. The Reviewer 

will have to make amendments and click again Workflow > Complete.  

B. Click Workflow > Reject ï the case will be rejected, and no more actions of 

Workflow buttons can be performed by users.  
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Figure 63: SoD Form A signing 

 

  After the user clicks Sign in Workflow,  then the RI Portal displays a pop-up 

window. At this step, the user has the option to choose whether they want to sign the 

document in PAdES format or select other type of signature (non-PAdES format). 

 

 

Figure 64: SoD Form A download 

 

7.2.1.11.1. PDF download 

Download PDF to your computer by clicking Download Form A. 

Keep radio button óDigital signature in PDF format (recommended)ô ï marked by default. 
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Open the PDF in Adobe Acrobat Reader software. 

 

Figure 65: Opening SoD Form A in a PDF form 

 

 

Figure 66: Signing SoD Form A in a PDF: óToolsô tab 

 

Click Tools > Certificates. 
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Figure 67: Signing SoD Form A in a PDF: óDigitally Signô icon 

 

Click Digitally Sign. 

 

Figure 68: Signing SoD Form A in a PDF: Digital signature instructions 

 

Read the instructions and click OK .  
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Figure 69: Signing SoD Form A in a PDF: Choosing appropriate area 

 

Using your mouse, click and drag to draw the area where you would like the 

signature to appear.  

 

Figure 70: Signing SoD Form A in a PDF: Selecting Digital ID 

 

A modal window will appear. Select Digital ID that you want to use for signing 

and click Continue. 
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Figure 71: Signing SoD Form A in a PDF: Selecting óSignô button 

 

A modal window will appear. Click Sign. 

 

Figure 72: Signing SoD Form A in a PDF: Choosing a location to save the signed 

document 

 

Choose a location to save the signed document. Click Save. Use your own authority 

signing method. A possible method is outlined below.  
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Figure 73: Signing SoD Form A in a PDF: Entering your PIN number 

 

Enter your username and password and click OK . A signed document will be 

generated and saved. 

 

NOTE:  When óOther types of signaturesô option is selected, then another type of document 

can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the 

following: digital signatures or seals, stamps, handwritten signatures. 

 

7.2.1.11.2. Upload signed document 

 

Figure 74: Uploading Signed SoD Form A 

11 
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 Return to the Reference Implementation and click Upload Signed Form A. 

 

 

Figure 75: Browsing for a signed PDF 

 

 Browse for your signed PDF file and click Open. 

 

Figure 76: Submitting SoD Form A 
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 If the signature is positively verified during the upload, a toast notification (success) 

will appear. Click Submit. 

 

Figure 77: Error message during the wrong PDF upload 

 

 If the signature is not positively verified or a wrong file has been selected for upload, 

an error message will appear. Check that you have logged in to the correct web browser. 

 

Remarks: The status of a case will change to óSignedô.  

 

Sending Form A:  

The last step of internal workflow is to send the case to the selected Executing Authority. 

 

Steps below are applicable to users with óSenderô role. 

 

 Open a case. 
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Figure 78: Sending SoD Form A 

 

 Click Workflow > Send  

 

 System sends Form A and confirmation message appears.   

 

Figure 79: Sending SoD Form A: Confirmation message 

 

The system will perform a validation check. If validation is performed successfully, the 

case will be sent, and the status will change to óIssuedô.   
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Exceptions: Sending error ï in this situation a user with Sender role will be able to resend 

a request to Executing Authority using a Resend button on the Timeline.  

After sending a SODA request to an Executing Authority, before receiving a reply, the 

Workflow menu of an Issued Request will allow to perform the following actions:  

¶ Send other information  

¶ Close a case / Reopen a case  

¶ Withdrawal 

After sending a SODB request to an Executing Authority, before receiving a reply, the 

Workflow menu of an Issued Request will allow to perform the following actions:  

¶ Send other information  

¶ Close a case / Reopen a case  

¶ Withdrawal 

 

Please keep in mind, that the content of the Workflow menu is changing according to the 

status of the SoD.  

Workflow State: ISSUED (Open)  

 

Figure 80: SODA Workflow State: ISSUED (Open) 
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Figure 81: SODB Workflow State: ISSUED (Open) 

 

Workflow State: CLOSED  

 

 

Figure 82: SODA Workflow State: CLOSED 

 

 

Figure 83 Figure 84: SODB Workflow State: CLOSED 






































































































































































































































































































































































































