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2. BEFORE YOU BEGIN 

2.1. Required Information 
Before starting the form, please gather the following information: 

2.2. For All Notification Types: 

• EU Login credentials 

• Member State information where DE/LR is declared 

• Competent central authority details 

• Authorised representative information (name, job title, contact details) 

• Digital signature certificate for PDF signing 

2.3. For New Declarations: 

• Complete service provider details (name, registered seat, registration number, 

legal form) 

• Designated Establishment or Legal Representative information 

• Contact persons and emergency contacts 

• List of services covered under the directive 

• Official EU languages supported 

• Technical connection information 

• Available data types and retention periods 

2.4. For Amendments: 

• Identification of which section(s) are being amended 

• Updated information for the amended sections 

2.5. For Revocations: 

• Effective date of revocation 

• Detailed justification for the revocation 

2.6. Technical Requirements 

• Modern web browser (Chrome, Firefox, Safari, Edge - latest version) 

• Stable internet connection 

• PDF reader software 

• Digital signature certificate and signing software 

• Pop-up blockers disabled for PDF download 
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3. HOW TO ACCESS THE FORM 

3.1. Starting Screen 

When you first open the form, you'll see a page with: 

• The EU Commission logo at the top 

• A heading that says "EU Login" 

• A brief explanation about what the form is for 

• A blue button labeled "Login with EU Login" 

• Information about the EU Login system at the bottom 

 

 

 

What to do: 

Click the Login with EU Login button to access the form. After clicking, you'll 

be logged in automatically and taken to the main form. 
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4. MAIN FORM STRUCTURE 

4.1. Header Area 

After logging in, you'll see a header at the top of every page containing: 

• The EU Commission logo on the left 

• The form title "Notification Form for Service Providers" in the middle 

• Your username displayed on the right (showing you're logged in) 

• A "Logout" button to exit the form 

4.2. Navigation Tabs 

Below the header, you'll see a row of tabs that help you move through different sections 

of the form: 

• Notification Type - Always visible, this is where you choose what kind of 

notification you're making 

• Section A through Section G - These additional tabs appear or disappear 

depending on which notification type you select 

 

The currently active tab is highlighted in blue, while inactive tabs have a lighter 

appearance. 
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5. STEP-BY-STEP INSTRUCTIONS 

5.1. Step 1: Choose Your Notification Type 

The first page you'll see is labeled "Notification Type". This section has: 

• A heading asking "This notification concerns" (marked with a red asterisk * 

showing it's required) 

• Three options to choose from, each in its own box 

 

 

 

Option 1: "Declaring a new Designated Establishment / Legal Representative" 

Select this if you're announcing a representative or office for the first time. 

 

Result: All sections (A through G) will become available 

 

Option 2: "Amending data previously notified" 

Select this if you need to update information you've already submitted. 

 

What happens: 

• A text field appears asking you to specify which section you're updating 

• A note reminds you that only sections A and G are required 

• Only Section A and Section G tabs will appear 

 

 

Option 3: "Revoking a Designated Establishment / Legal Representative" 
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4. Upload the signed PDF in Section G 

The Submit Notification button will become active (blue and clickable). Click it to send 

your notification. 
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If you have representatives in other EU countries, select them from the dropdown. You 

can select multiple countries and remove them by clicking the X next to each. 

 

(6) Other service providers (Optional) 

If this representative also serves other companies, list them here. 

 

(7) Confirmation checkbox (Required) 

You must check this box to confirm that your representative has the necessary authority 

and resources. 

 

 

6.5. Section E: Information on Available Data 

 

 

 

How data information will be provided  

(1) Check at least one: (Required) 

• Through the Notification Form 

• Through the Services API (if selected, a field appears for the API web address) 
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(2) Types of data available (Optional) 

A table where you can specify: 

• Service concerned 

• Types of data available 

• Category (Identification, Subscriber, or Traffic) 

• Identifiers used 

• Minimum period of data availability 

 

(3) Additional information on the data (Optional) 

Any extra details about the data (e.g., available in different languages). 

(4) Additional information on the service (Optional) 

Any extra details about services (e.g., subcontracting relationships). 

 

6.6. Section F: Technical Connection Information 

 

 

 

Connection method (Required) 

Check at least one: 

• The Web-based interface 

• The Messaging API (if selected, a field appears for a "Push" mechanism address) 
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9. COMMON SITUATIONS 

9.1. "I need to change something after downloading the PDF" 
(1) In Section G, you'll see a checkbox that says "Unlock form to make changes" 

(2) Check this box 

(3) A message appears confirming the form is unlocked and files are removed 

(4) Make your changes 

(5) Download a new PDF 

(6) Sign and upload the new PDF 

9.2. "I uploaded the wrong signed PDF file" 
(1) Find the uploaded file shown in Section G 

(2) Click the X button next to the file name 

(3) A message confirms the file was removed 

(4) Click "Upload Signed PDF File" again to select the correct file 

9.3. "I can't click the Submit button" 

The Submit button only works if you've uploaded a signed PDF in Section G. 

Solution: Check Section G and complete both steps (download and upload). 

9.4. "I selected the wrong notification type" 
(1) Click on the "Notification Type" tab at the top 

(2) Select a different option 

(3) The available sections will update automatically 

9.5. "The form logged me out" 

If you need to log back in: 

• The form will show you the login page again 

• Click "Login with EU Login" to continue 

 

Note: Any unsaved information may be lost, so work carefully and complete 

sections efficiently. 

9.6. "I want to start over" 

You can: 

(1) Refresh your browser page (this will clear all entered information) 

(2) Log out and log back in 

(3) Change the notification type to reset available sections 
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10. TIPS FOR SUCCESSFUL COMPLETION 
(1) Work through sections in order - Start with Notification Type and work your way 

through 

(2) Save information elsewhere - Consider keeping a copy of your information in a 

separate document 

(3) Complete all required fields - Look for the red asterisks (*) 

(4) Don't download the PDF until you're sure - Once downloaded, the form locks and 

you'll need to unlock it to make changes 

(5) Keep your signed PDF ready - After signing the downloaded PDF, have it ready 

on your computer for upload 

(6) Check your work - Review all sections before downloading the PDF 

(7) Note the submission confirmation - After submitting, you should see a success 

message 
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11. AFTER SUBMISSION 

When you successfully submit the form: 

• A green message appears saying "Notification form with signed PDF submitted 

successfully!" 

• Your information has been sent to the relevant authorities 

• Keep a copy of the signed PDF for your records 
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12. GETTING HELP 

If you encounter problems not covered in this guide: 

• Make sure you're using an up-to-date web browser 

• Check that you have a stable internet connection 

• Ensure you have the necessary permissions to upload and download files 

• Contact your technical support team if issues persist 

 




