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Uvod

Ekoznacka EU je dobrovolnym programem fungujicim od roku 1992 s cilem podpofit
podnikatele pfi marketingu jejich vyrobkd a sluzeb, které jsou Setrnéjsi k zivotnimu prostredi.
Vyrobky a sluzby, kterym byla udélena Ekoznacka EU jsou s jeji pomoci snadnéji rozliSitelné
jak pro spotiebitele tak i pro zelené nakupovani ve verejném sektoru. V soucasnosti
Ekoznacka EU zahrnuje Sirokou Skélu vyrobkl a sluZzeb a dalSi produktové skupiny pfibyvaji.

Tato pfirucka popisuje, jak pouzivat administrativni rozhrani katalogu vyrobkd a sluzeb,
kterym byla udélena Ekoznacka EU, zkracené ECAT_Admin. Jde o nastroj, ktery umozfiuje
podavat zadosti o Ekoznacku EU a nasledné spravovat udélené licence. Uvedenim
informaci pro marketing vyrobkl a sluZeb Ize katalog vyuZit i k propagaci produktd.

S pfipadnymi dotazy se prosim obracejte na:

ecolabel@biois.com
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Kapitola 1: Prvni kroky

1.1 PrihlasSeni se do profilu

Na Ecat_Admin se muZete dostat pres tuto adresu:
https://webgate.ec.europa.eu/ecat_admin

Ato 2 About this site Contact FAQ

European Commission

Environment

European Commission > Environment > Ecolabel Catalogue

Ecolabel Application Management ] User: nneumaol {Applicant)

Apply for Ecolabel License  Consult and Maintain Ecolabel Applications

Please make your choice from the above tabs.

Prvnim krokem je pfihlaseni na strance Ovérovaci sluzby Evropské komise (ECAS). Vlevo
nahofe mlZete mezi ostatnimi jazyky Evropské unie vybrat i ¢estinu.

IMPORTANT : Disclaimer, confidentiality notice and rules on Privacy Protection

European Commission & :
Authentication Service E g

d? ! Change P d : Privacy Statement : Contact ! Help : Change your domain (European Commission)

Forgot your p

=> My IntraComm > Authentication Service > Login

Authentication requested by ecat_admin

Domain European Commission {*)

Username or e-mail address l

ECAS password I

[T Remember me
[~ Warn me each time an application asks ECAS for my identity
[T Wiew my ECAS account details after logging me in

Login |

Forgot your password? 5

ecurity notice

(¥ Iz the selocred domain corvect? If not, please change it - or elce pour username or e-mail vill not be recogrised.

(Forgotyourpassword? ! tChange Password : Privacy Statement : Contact : Help ws:“"g?sh:o D GIT‘: K  top
3 2 d ] | LPY) :

CmThe European Commission's Authentication Service (ECAS) is managed by DIGIT.A.1.UA4 - Version 1,191 - Processing: @ millizeconds |

Nezapomente zménit doménu na "External" misto moznosti ,European Commission, ktera je
uvedena jako predvolba. Ucinite tak kliknutim na odkaz ,change it* v dolni ¢asti stranky:

(*) Iz the sefocted domaln corvect? If not, please changa it - or afse pour wsername oF a-mai! will rot be recognized.
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Vyberte moznost "External” a zaSkrtnéte "Remember my domain”. nakonec kliknéte na
tlacitko ,Select".

—Please choose your dormain

| External ;J

M Rermember my domain,

Select

Is the selected domain correct? If not, please change it - or else vour username or e-mail will not be recognised.

Mote: You can reset your choice at any time by going to the domain selection page (alternatively you can achieve this by deleting the cookies of your browser),

Zpét na prihlaSovaci obrazovce vlozZte své pfihlaSovaci Udaje a kliknéte na tlacitlo "Login".

Pokud jste zapomnéli VaSe pfihlaSovaci jméno (login) nebo heslo, kliknéte na odkaz "Forgot
your password?* pfimo pod tlacitkem ,Login".

Login |

Forgot vour passward?

Pokud pfihlaSovaci Gdaje jeSté nemate, na nasledujici adrese se do ECASu nejprve
zaregistrujte:

https://webgate.ec.europa.eu/aida/selfreg

Vlevo nahofe muZete z jazyku pro zobrazeni vybrat ¢estinu. Do pfisluSnych kolonek uvedte
Své jméno, pfijmeni a e-mailovou adresu.
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ropean Commission

Authentication Service

Privacy Statement : Contact : ECAS Help : Regisb-ation Help

European Commission Authentication Service (ECAS): User Registration Form

Please fill in and submit the information requested below to register as a user of European Commission
Information Systems, The username you choose {or the one assigned to you) may be used to log into any system
using the ECAS authentication service that you are authorised to access. When you login, you will see an ECAS
page with a banner similar to the one on this page.

If you are asked to specify your domain when logging in, choose "External”

Fields marked * are rmandatory

Choose a username {optional):

First name:

|
|

Last name: | *
E-mail: |
I

Re-enter your e-rmail address:

Ernail preferred language: English (2n) -l

Privacy statement:
b Privacy statement for users registered with the European Commission's % R

Identity Management Service
1. What is the Identity Management Service?

The European Commission's Identity Management Service (IMS) provides a
common way for users to register or be registered for access to a number of
different Cornmission information systems or services (referred to hereafter as
sitesl,

You are affected by this orivacy statement if vou use the European Commission i

[N By checking this box, you acknowledge that you have read and understood the privacy statement

Security check:

Flease type in the characters in the above image

upper and lower case may be used interchangeably)
I "

Submit |

V pfipadé, ze bude tfeba Ucet sdilet s ostatnimi kolegy ve Vasi organizaci, mizete uvést i
uzivatelské jméno (napf. nazev firmy). Pokud nechate tuto kolonku prazdnou, uzivatelské
jméno se vygeneruje automaticky podle uvedeného jména a pfijmeni.

1.2 Uprava kontaktnich tdaj

PFi prvnim pfihlaseni do Ecat_ Adminu se zobrazi stranka s nadpisem "My Account", kde jako
uzivatel muzete podrobnéjsi kontaktni informace a pfipadné je pozdéji i upravovat.

Po vyplnéni nebo zméné Udaju je treba zazadat o ovéfeni (validation) na Ecolabel Helpdesk,
ktery systém spravuje. Dokud ovéfeni neprobéhne, neni pfistup do dalSich ¢asti profilu
umoznén.
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My Account

User: null (Applicant)

ACCOUNT DATA
Login:
T

| |
|*Emai|: |

* First name:
|Seekian |

" Last name:

" Phone:

| |
* Position:

* Title:

PLEASE INSERT COMPANY DATA

T Name:

" Country:

| please choose...

Developing:
et

SME:
P

EMAS:
r

IS0
o

Iicro Enterprise
r

* Strest:

" House Mr.

" Code:

" City.

" Fhone:

T Fax

" Email:

* Website:

* Additional Information:

I Save l Send for validation l

Na stranku "My account" se mazete rovnéz dostat z domovské stranky (Home page)
kliknutim na odkaz "My account” vpravo nahore.

My account  Logout
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A to 2 About this site Contact F, iternap what' ? ch Legal notice | English [ -]

European Commission ' 2 SR , &
Environment )H\ R

European Commission > Environment > Ecolabel Catalogue [y count Logout

Ecolabel Application Management ] User: nneumaol (Applicant)

Aoply for Ecolabel License  Consult and Maintain Ecolabel Applications

Please make your choice from the above tabs.

Domovska stranka nabizi fadu moznosti:

- pozadat o novou licenci k pouzivani Ekoznacky EU

- spravovat stavajici licence.

- zménit podrobnosti o Gc¢tu

- zménit jazyk rozhrani (v nabidce zatim pouze némecky, anglicky, francouzsky, Spanélsky a italsky)

vvvvvv

- zadost o novou licenci

prohlizeni Gdajl o stavajicich licencich
- Uprava zZadosti

- zadost o rozSireni licence

- zadost o obnoveni licence

zruSeni licence
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Kapitola 2: Zadost o novou licenci

Po pfihlaSeni do Ecat_Adminu kliknéte na domovské strance (Home page) na odkaz "Apply
for Ecolabel Licence".

Apply for Ecolabel License

Vytvori se nova prihlaska a jeji stav je oznacen jako "draft". Pfed jejim odeslanim je nutné
projit pét nasledujicich kroku:

2.1 Zadatel (Applicant Company)

prvnim krokem je potvrzeni idaju o Zadateli o novou licenci. Jsou-li Udaje vloZzeny spravné,
kliknéte na tlacitko ,,Confirm and Continue®“.

Ecolabel Application Management ] User: nneumaol (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

Cancel Application

Apply for Ecolabel License [application status: DRAFT]

-

Applicant Company = 2 Application Details = 3 Produ 4 Signature = 5 Submit

COMPANT HAME: COMPANY COUNTRY:
|MyCompany | |Elelgium |
COMPANY IN DEVELOFING COUNTRY: I sme: B Emas cErTIFIED: T 15014001 CERTIFIED: I

MICRDO ENTERFRISE r

®* HOUSE HUMBER: ® STREET MAME:

|9 | |av Beaulieu |
FPOSTAL CODE: FLITY:

[1160 | [Bruxelles |
FHOME: FA:

[+3222957858 | [+3ez2a57358 |
E-hAlL: WEBSITE:

|inf0@mycompany.eu | |www.mycompany.eu |

ADDITIONAL COMPANY INFORMATION:
Company additional information

Confirm and Continue
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Pokud jsou Udaje oznaceny za nespravné, upravte Udaje na strance s kontaktnimi
informacemi ("My account").

My accou nt Lo gout

2.2 Podrobnosti (Application details)

Druhym krokem je poskytnuti podrobnéjSich udaju o zadosti:

- Prvni a druhy jazyk pfihlaSky

- Vybér produktové skupiny

- Vybér prislusného organu (Competent Body), u kterého bude zadost podana

Ecolabel Application Management ] User: nneumaol (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

Cancel Application

Apply for Ecolabel License [application status: DRAFT]

o -

T Ar T on ] > 3 Proc

APPLICATION LANGUAGE DETAILS

FIRST LANGUAGE: SECOMND LANGUAGE:

| English (en) j| | English (en) j|
The first language will be ywour primany language for dealing with all azpects of thiz The zecond language iz the language which will be uzed to communicate about wour
application. i.e. intermnal communications. product to the outside warld - you will be asked to provide information about your product in

thig zecond language for the "Description of the Products / Senrices" that will appear on the
Ecolabel "Ecat". (Of course, it may be the same az the first language if wou wizh)

APPLICATION PRODUCT / SERYICE GROUP

" THIS APFLICATION 1S FOR WHICH OF THE FOLLOWING? SELECT FRODUCT GROUF:
& product © Service All purpose cleaners and cleaners for sanitary faciliies j|

APPLICATION VYALIDATING COMPETENT BODY

WALIDATING COMPETENT BODY:
| Belgiurn (Ministry) j| See the Competent Bady rules.

I SAVE AND CONTINUE l

Provedte vybér v polich se seznamem a az budete hotovi, kliknéte na tlacitko "Save and Continue".
2.3 Popis vyrobku nebo sluzby (Products/Services description)

Kazda Zadost mize zahrnovat neomezeny pocet vyrobkd nebo sluzeb v dané produktové
skupiné. Pro vlozeni jednotlivych polozek kliknéte na tlacitko ,Add product”.
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Ecolabel Application Management ] User: nneumaol (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

Apply for Ecolabel License [application status: DRAFT] Cancel Application
Application ID: 18635

5 Submit

1 Applicant Company

APPLICATION PRODUCTS

|PRDDUCT NAME |PRDDUCT DESCRIPTION PRODUCT STATUS PRODUCT LANGUAGES |EDIT,.-"DELETE |

Add Product Save and Continue

U kazdého pridaného produktu je vyzadovano uvedeni nasledujicich tdaju:

- Obrazek produktu:

PRODUCT PICTURES

UPLOAD PRODUCT PICTURES:

Browse.. | M 1o picture available yet
Add new image

Poskytnuti obrazkd neni povinné. Nicméné jej silné doporucujeme, protoze obrazky mohou
zviditelnit Vas produkt v rdmci katalogu.

- Obecné informace:

GENERAL INFORMATION

FRODUCT MAME:

*"PRODUCT PRODUCTION COUNTRY:

* PRODUCT INTERNAL COMPANY CODE:
| | please choose.. j|

TESTIMATE ANNUAL SALES WALUE IN EUROS:

"ESTIMATE OF ANHUAL N OF ARTICLES FRODUCED:
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- Preklad popisu produktu:

PRODUCT DESCRIPTION TRANSLATIONS

Please complete the description in second language of the application:

LANGUAGE TRAMSLATION ACTIOMN

Add description translation l

Pouze popis v druhém jazyce je povinny.

- Marketingové informace:

MARKETING INFORMATION

In this case the introduction of a retailer for a product will be compulsary.

™ Showroom Product. ™ The name of the retailer is contained in the trade name of the product.

I Hide license holder

ZaSkrtavaci policko pro skryti drzitele licence ("Hide licence holder") se pouziva v pfipadech,
kdy si formalni drzitel licence nepreje, aby se Udaje 0 ném v katalogu zobrazovaly. Je-li
poli¢ko zaSkrtnuto, v souvislosti s produktem se zobrazi pouze jeho fakticti poskytovatelé
(prodejci nebo poskytovatelé sluzeb, napf. jméno hotelu misto nazvu firmy, ktera jej
provozuje).

- Informace o prodejcich nebo poskytovatelich sluzeb:

PRODUCT RETAILERS

RETAILER NAME RETAILER COUNTRY SELLING PRODUCTS IN: |ACTIDN |

Add new retailer
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Je mozné uvést vice prodejcu/poskytovatelll. Kazdy z nich muze dany produkt poskytovat ve
vice zemich. Uvedeni téchto Udaju je nanejvys dulezité a uzite¢né, protoze na nich je

zaloZeno vyhledavani ve verejné pristupném katalogu.

Add new retailer

* NAME: " RETAILER COUMTRY:
| | | please choose... j|
* GTREET NAME: * HOUSE NUMBER:
* POSTAL CODE: = EITY
* PHONE: = F A
* E-MAIL: * WEBSITE:
* ADDITIONAL INFORMATION:
* PRODUCTS WILL BE 50LD IN:
Albania E =
Australia =
Alstria
Belgium , Add selected
Bosnia-Herzegovina
Bulgaria
Canada
Canary lslands Add Al
Caribbean
Chile :I :I

Remoaove Selacted

Cancel

- Informace o veletrzich, kde je mozné se s produktem setkat:

PRODUCT TRADE FAIRS

Save

TRADE FAIR NAME TAKING PLACE IMN:

ACTION |

Zde muZze byt uvedeno vice veletrh(, obdobné jako u poskytovateld.

Ecat_ Admin — User Manual for Applicants

Add new trade fair l

12



www.ecolabel.eu

Add new trade fair

" NAME:

* TRADE FAIR COUNTRY:
Albania A -

Australia _

Austria

Elelg|_um _ Add selected

Bosnia-Herzegawina

Bulgaria

Canada

Canary lslands

Caribbean

Chile = =

Remave Selected

Add All

" STREET HAME: * HOUSE HUMBER:

TFOSTAL CODE: TLITY:

* PHOMNE: T FAX

® E-MAIL: TMEBSITE:

TADDITIONAL INFORMATION:

Cancel Save

KdyZ jsou vyplnény v8echny informace o produktu, kliknéte na tlagitko "Save" v pravém
dolnim rohu, abyste se dostali zpét na seznam produkt(.

Save

Po vloZeni Gdaju o vSech produktech kliknéte na tlacitko "Save and Continue" v pravém
dolnim rohu a prejdéte tak k dalSimu kroku.

| Save and Continue I

2.4 Podpis

Ctvrtym krokem je potvrzeni identity Zadatele (signatare). Je mozné piidat jesté jednu
polozku. Pro schvaleni kliknéte na tlacitko ,Save and Continue.
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Ecolabel Application Management ] User: nneumaol (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

Apply for Ecolabel License [application status: DRAFT] Cancel Application
Application ID: 18635

{ Applicant Company

PRIMARY CONTACT

FOSITION: TITLE:

|Pr0jedManager | |Mr |
FIRST MAME: LAST NAME:

|Olivier | |Nejman |

SECONDARY CONTACT

This contact will be used in case the first, primary contact is not available.

POSITION: |TITLE: FIRST NAME LAST NAME |.F|CTIDN |

Add second signatory l Save and Continue

2.5 Odeslani zadosti (Submission)

Poslednim krokem je zaSkrtnuti poli¢ka, kterym se potvrzuje spravnost vSech uvedenych
Gdaju a odeslani hotové Zadosti kliknutim na tlacitko ,Begin Application Process".

Ecolabel Application Management ] User: nneumaol (Applicant)

Apply for Ecolabel License | Consult and Maintain Ecolabel Applications

Apply for Ecolabel License [application status: DRAFT] Cancel Application
Application ID: 18635

1 Applicant Compary = 2 Application Details = 3 ProductsiServices = 4 Signi = 5 Submit

W | certify that all the inforrmation introduced in the Ecolabel Application is up to date and correct. Begin Application Process

Po odeslani Zadosti je na e-mailovou adresu uvedenou na strance ,My account” zaslano
potvrzeni o pfijeti.
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Kapitola 3: Sprava dosud podanych zadosti

Po pfihlaSeni do Ecat_Adminu kliknéte na domovské strance (Home page) na odkaz
"Consult and Maintain Ecolabel Applications".

Consult and Maintain Ecolabel Applications

Systém poté zobrazi seznam vSech dosud podanych Zadosti o Ekoznacku EU s uvedenim
jejich stavu.

Nejdfive je zadost ve stadiu navrhu ("Draft"). V ném zlstava, dokud Zadatel neklikne na
tlacitko ,,Begin Application Process" v poslednim kroku vyplfiovani pfihlasky (viz 2.5).

Po odeslani se stav Zadosti zmeéni na ,v prabéhu zpracovani ("In progress").

Poté, co prislusny organ vyhodnoti Zadost spolu se souvisejici dokumentaci, muze byt kazdy
produkt zahrnuty v Zadosti ocenén udélenim ekoznacky (,awarded") nebo odmitnut
(,refused").
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Kapitola 4: Provadéni zmeén v licencich

Po pfihlaSeni do Ecat_Adminu kliknéte na domovské strance (Home page) na odkaz
"Consult and Maintain Ecolabel Applications".

Consult and Maintain Ecolabel Applications

Vyhledejte Zadost, na jejimz zékladé byla udélena licence.

DESCRIPTION

Craft application

wpplication In Progress - The competent body decided to go on with the Licenze Award Procedure

wpplication Licensed,

Kliknéte na tlacitko "Modify" vedle oznaceni stavu dané Zadosti.

| Modify I Withdraw

Prejdéte ke kroku €. 3 (Products/Services).

3 Produc

Kliknéte na symbol tuzky vedle uvedeni produktu, u kterého chcete provést zmény.

EDIT/DELETE

Y

Objevi se stejna obrazovka jako v kapitole 2.3, kde mUZete zmény provést.

Jakmile jsou zmény provedeny, produkt pfestava byt zobrazovan ve vefejné pfistupném
katalogu a nasleduje stejny proces jako pfi podani Uplné nové zadosti o ekoznacku. Produkt
se znovu v katalogu objevi, pokud pfislusny organ zmény schvali.
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Kapitola 5: RozSireni licence

RozSifeni licence slouzi k pfidani dalSich produktd pod jiz udélenou licenci. Pokud dojde ke
zménam u néjakého produktu jiz zahrnutého pod aktualné platnou licenci, je tfeba Gpravu
provést pomoci postupu popsaného v kapitole 4.

Po prihlaSeni do Ecat_Adminu kliknéte na domovské strance (Home page) na odkaz
"Consult and Maintain Ecolabel Applications".

Consult and Maintain Ecolabel Applications

Vyhledejte Zadost, na jejimZ zakladé byla udélena licence.

DESCRIPTION

Craft application

Wpplication In Progress - The competent body decided to go on with the License Award Procedure

wpplication Licensed,

Kliknéte na tlacitko "Modify" vedle oznaceni stavu dané Zadosti.

| Modify | withdraw

Prejdéte ke kroku €. 4 (Extensions).

SNsSions

Kliknéte na tlacitko "Request Extension".

REQUEST EXTENSION

Zobrazi se stejné obrazovky jako v kapitole 2.3 a umozni vloZit popis nového produktu
k vybrané licenci.

Po pridani popist pridavanych produktt kliknéte na tlacgitko "Save" pro navrat zpét
do seznamu pozZadovanych rozSifeni.

Save

Ecat_ Admin — User Manual for Applicants 17
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Po pridani udaja o vSech pridavanych produktech souvisejicich s pozadovanymi rozsifenimi
kliknéte na tlacitko ,Submit Extension“ pro odeslani Zadosti ke schvaleni prisluSnému
organu.

Submit extension

Ecat_ Admin — User Manual for Applicants
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Kapitola 6: Obnoveni licence

Zadat obnoveni licence je moZné pouze pfi vypreni platnosti kritérii pro danou produktovou
skupinu.

s~ s

Z adatel bude e-mailem upozornén na bliZici se termin vyprseni platnosti u kazdé jednotlivé
licence pro kazdou produktovou skupinu, které se to tyka.

Po obdrzeni takového upozornéni se pfihlaste do Ecat_Adminu, na domovské strance
(Home page) kliknéte na tla¢itko "Consult and Maintain Ecolabel Applications”.

Consult and Maintain Ecolabel Applications

Kliknéte na tlacitko "Renew" vedle licence pro jeji obnoveni.

| Henew |

Je-li treba provést néjaké zmény, prejdéte na krok ¢. 3 (viz kapitola 4).

s~z

Prejdéte na krok €. 6 pro dokon&eni Zadosti o obnoveni.

ZaSkrtnéte policko pro potvrzeni spravnosti vSech poskytnutych Udaji a kliknéte na tlacitko
"Request renewal".

7l certify that all the information introduced in the Ecolabel Application is up to date and |ﬁ
correct. equest renewa

Z &dost o obnoveni je nasledné zaslana prislusnému organu ke schvéleni.
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Kapitola 7: Odstoupeni od licence

Po pfihlaSeni do Ecat_Adminu kliknéte na domovské strance (Home page) na odkaz
"Consult and Maintain Ecolabel Applications".

Consult and Maintain Ecolabel Applications

Vyhledejte Zadost, na jejimz zékladé byla udélena licence.

DESCRIPTION

Craft application

wpplication In Progress - The competent body decided to go on with the Licenze Award Procedure

wpplication Licensed,

Kliknéte na tladitko "Withdraw" vedle oznaéeni stavu dané Zadosti.

| Modify | withdraw

Zadatel je povinen k Zadosti o ukon¢eni licence pFiloZit zpravu s odivodn&nim. Zprava musi
byt ve formatu PDF.

You are about to withdraw the Application. Please confirm your action.

I Erowse r UFLOAL THE FILE:

Po prilozeni zpravy kliknéte pro potvrzeni a odeslani zadosti na tlacitko "Confirm".

| Confirm I

Jakmile pfislusny organ Zadost o ukonceni licence schvali, skupina produktu pod ni
spadajici prestane byt zobrazovana ve verejné pristupném katalogu.
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