QUICK USER GUIDE

EC COVID-19 Clearing House Oﬀers from Companies
Following the rapid development and transmission of the SARS-CoV-2 virus, EU Member States are facing shortages of products.
This form collects the oﬀers of medical equipment from companies.
What will the data submitted be used for?
This data will be used to facilitate the matching of available oﬀers with needs of Member States and participating countries.

How to submit a new form
Access the SANTE Data Collection Platform: https://webgate.ec.europa.eu/sante-xmlgate/#!/forms/covid-19-utilities/v3clusters
Note: if you are not logged in already, you will need to authenticate with your EU Login
(you can ﬁnd more information about how to create a EU Login account, here:
https://webgate.ec.europa.eu/sante-xmlgate/ui/help/Content/C_Videos/EU%20Login.htm)
Note: After the ﬁrst login, you will be redirected to the User Data Consent page.
In order to be able to access Sante Data Collection Platform, you have to agree to the processing of your personal data
by clicking on 'I consent'. This data will be synchronised from your EU Login account and will be treated with respect.
For more information, check the following link:
https://webgate.ec.europa.eu/sante-xmlgate/ui/help/Content/A_Getting%20Started/2.%20Prerequisites.htm
In the SANTE Data Collection Platform, select “COVID-19 Clearing House”
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Create a new form dossier from scratch

1. Click on Create new dossier
2. Fill in all the mandatory ﬁelds concerning the contact details:

for more information about
how to ﬁll in the ﬁelds
hover your mouse over
the information icon i

3. Under “Equipment Categories”, click on:
Manage Equipment Category

4. Search for the categories that you need and select the ones that you want to add to your form:

List of
categories

Filters
a

c

Make your search by entering the name or part of the
of the equipment or the category description

Scroll the list

b Choose the equipment category and subcategory

from the dropdown menu

d

Click on “Add equipment”
to select the equipment
that you need
e “Save changes” to add your selections to your form

5.

Per each category, ﬁll in the mandatory ﬁelds concerning:

Product Commercial /
Brand Name

Short Description of the
product and main functions

Production capacity in
Units per month

Volume
Oﬀered

5.a. Complete either the

“Production capacity” or the “Volume oﬀered”.
By ﬁlling in either one or the other option,
additional ﬁelds will appear below:

You can add another entry
of the same equipment
by clicking on
“Add another of the same”

Remove the equipment
entry that are not relevant
for you by clicking on
“Remove this equipment entry”

5.b. Fill in the ﬁelds concerning

the Conformity Assessment according
to the EU Legal Framework:

Choose your option from the dropdown menu
mandatory

Choose your option from the dropdown menu
mandatory

Free text
optional

Free text
optional

6.

Add your own equipment categories to the list by clicking on Add an “Other” Equipment type and ﬁll in the related ﬁelds for each of them,
as shown above.
Note: In case you need to change something you can also clean the values inserted in the category, by clicking on Clear this Equipment Category
Or you can remove it from your selection with Remove this Equipment Category

Note: You have the possibility to add attachments like: declaration of conformity, CE certiﬁcates, instructions for use, other certiﬁcates, labelling...

How to save and submit a form
You can save your form in any moment and ﬁnish it in another moment, just clicking on

Save form

When you save it, the form will receive an ID number and you will be able to manage it from the SANTE Data Collection Platform:
Dossier ID

Actions that you can
perform on the dossier

Attention: Archiving should only be used when the form content is no longer required.
An archived form will no-longer be available to the user.

Once you have added all the equipment categories required and you have ﬁlled in all the mandatory ﬁelds,
submit your dossier by clicking on

Submit and close form

at the bottom of the page.

A pop-up message will ask you to conﬁrm your action:

Submit and close
Click on
intention to submit the dossier.

to conﬁrm your

Another pop-up windows will conﬁrm the correct submission of your dossier
and a conﬁrmation email will be sent to the email address provided in the
contact details.
Note: To send another oﬀer or request, you need to complete a new form
because a dossier cannot be edited anymore once is submitted.
To view the form that you have submitted you have to go back to the
the main page of EC COVID-19 Clearing House and sort the dossier list
by checking the box of “Closed dossier”:

The list of all the dossiers that have been submitted will appear
below. Look for your dossier and click on “View this dossier”.
The dossier will be displayed in view-only mode.
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Alternative to submitting a new form: use a template

You can also submit a new form by using a template. This can be a useful way to save time, but you have to create a template ﬁrst.
For more information about how to create a template, check the following link:
https://webgate.ec.europa.eu/sante-xmlgate/ui/help/Content/B_All%20About%20Forms/7.%20Create%20a%20form%20from%20
an%20existing%20dossier.htm#Create_a_template

Do you need further assistance?
In urgent cases only, contact the help desk at the following email: SANTE-SDCP@ec.europa.eu
For feedback or suggestions regarding this document, please mail: SANTE-SDCP@ec.europa.eu

