
Internal Market Information System
How to update your authority's data



If you are a Local Data Administrator, your task is to 
regularly update the data concerning your authority.
This will allow others to easily find your authority in 
IMI. 
In order to update data select the 'My Authority' 
menu option and click on the 'Edit' button available 
on each tab.

Keep your data up-to-date!



Updating basic information about the 
authority



Updating basic information about the authority



Updating the areas of competence of the 
authority



Updating the areas of competence of the authority

The areas of economic activity are based on the so-called NACE 
classification, the 'Statistical Nomenclature of Economic Activities 
in the European Community'.

The policy areas are based on a list of European policies and allow 
you to indicate the fields relevant to your authority’s activities.

Tick the box 'Authority with general horizontal competence' if 
your authority is a general administrative authority, e.g. 
commune, municipality, local or district authority, regional 
government or council.



Updating the areas of competence of the authority



Registers



On the tab 'Registers' you can find all the registers managed by
your authority in IMI.
To edit or delete registers click on the 'chain' icon.

If you wish to add a new register, select the menu option 'Add 
register'. 

Updating the registers



Updating your authority’s settings for
Professional Qualifications

(concerns only authorities with access to the 
PQ Legislative area)



Updating your authority’s settings for
Professional Qualifications

Select the tab 'Settings for Professional Qualifications'

'General Information' subtab – make sure that all relevant sectors, 
professions and keywords are selected for your authority.

'Information request' subtab - select and update the request 
coordinator(s) for your authority. You can also modify the settings 
for allocation.



Professional Qualifications
General Information



To change the request coordinator - first click on 'Edit', then search via 
the magnifying glass

Professional Qualifications
Information Request



Updating your authority’s settings for
Services

(concerns only authorities with access to the 
SD Legislative area)



Updating your authority’s settings for
Services

Select the tab 'Settings for Services'

'General Information' subtab - make sure that all relevant service 
activities and competences are selected and indicate the
geographical coverage of your authority. 

'Information request' subtab - select and update the request 
coordinator(s) for your authority. You can also modify the settings 
for allocation.



Services
General Information



First click on 'Edit', then search via the magnifying glass
Do not forget to confirm the changes by saving.

Services
Alert



First click on 'Edit', then search via the magnifying glass
Do not forget to confirm the changes by saving.

Services
Information Request



Updating your authority's settings for 
Posting of Workers

(concerns only authorities with access to the 
PW Legislative area)



Select the tab 'Settings for Posting of Workers'

'General Information' subtab - make sure that all relevant keywords
are selected for your authority. 

'Information request' subtab - select and update the request 
coordinator(s) for your authority. You can also modify the settings for 
allocation.

Updating your authority’s settings for
Posting of Workers



Posting of Workers
General Information



Posting of Workers
Information Request

First click on 'Edit', then search via the magnifying glass
Do not forget to confirm the changes by saving.



Managing the users of your authority



Managing the users of your authority

On the 'Users' tab you can:
register a new user;
reset a user’s password;
edit user details.

Note that changes to user details can only be made via this tab and 
will be automatically reflected on the other tabs.



Do not forget to choose the user roles.
The username can be changed once registration has been completed.



Tips and Tricks
How to search the lists?

1. Type in the word you are looking for
2. Click on 'search the list'
3. Select the keyword
4. Click on the arrow to move the keyword to the right



Tips and Tricks
How to change or select a request coordinator?

1. Go to the subtab 'Information request' of the Legislative Area
2. Click on the magnifying glass icon
3. Search for the coordinator

If you do not specify any criteria, all possible request coordinators will be 
displayed 



4. Select the request coordinator and click on 'Select'. 



For more information 
http://ec.europa.eu/internal_market/imi-net/docs/first-

user_en.pdf

or contact your National IMI Helpdesk
http://ec.europa.eu/internal_market/imi-

net/imi_helpdesks/index.html

Internal Market Information System
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