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1 Splitting Requests 

 
1.1 Click on Split request 

 

 
1.2 Click OK to acknowledge that any draft replies will be lost 
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1.3 Search for the appropriate responding authority (to which you would like 
to send some questions from the request 

 
 
1.4 Search for the appropriate responding authority 
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1.5 Select the authority 

 
 

1.6 Click on Next step 
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1.7 Select the questions to split and click next step 

 
 

1.8 Give a justification for splitting and confirm spli tting 
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2 Copying requests 
 

2.1 Click on Copy request 

 
 

2.2 Select the elements to copy and click on Create new request 
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2.3 Complete your request with any missing information (e.g. deadline) and 
follow the steps in the wizard (click on Next step) 

 
 

2.4 The new draft request will include all copied elements and can be sent once 
completed 
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3 Forwarding requests after acceptance 
 

3.1 Open the accepted request 

 
 

3.2 Click on Forward request  
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3.3 Click OK to acknowledge that any draft replies will be lost 

 
 

3.4 Search for the authority to which you wish to forward the request 
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3.5 Select the authority 

 
 

3.6 Give a reason for forwarding a request and forward it 
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4 Changing the selected request coordinator 
 

4.1 Go to the Request management tab of the request 

 
 

4.2 Go to the section of your request coordinator and click on Change the 
request coordinator 
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4.3 Search for the new request coordinator 

 
 

4.4 Select the new request coordinator (Note that it is only possible to select a 
coordinator which is linked to the authority and the change is only possible 
if more than one coordinators are linked.) 
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5 Common CA search module 
 

5.1 New screen to set search criteria 

 

 

5.2 The display of results is paged and includes a preview - click on the Select 
icon (above the list) to Open / Select an authority 
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5.3 Improved display of authority details in the (General) CA search 

 
 

5.4 The common CA search is also called when creating a request 

 



IMI System Version 4.0 – Annex to the Release Notes Page 15 

6 Regional structure for Competent Authorities  
 

6.1 Regional structure has been introduced for German, Spanish and Polish 
authorities 

 
 

6.2 Region is a new search criteria when searching for German, Spanish or 
Polish authorities 
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7 New structured e-mails are available in the system to remind 
authorities about their pending cases 

 
 

8 English informal title can directly be added for newly registered 
authorities 

 


