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IMI training

Step by Step: Online Practical Exercises 

This guide provides a step by step explanation of the steps that should be followed when undertaking a simple request flow on the IMI system. To fully utilise the training material please see the IMI Guidance note which provides more detailed information and example situations. In addition, the key points that should be remembered are available on the PowerPoint slides. 
Exercise 1 – Logging in to IMI 

(IMI Guidance Note: Page 19) 
1. Turn on computer 

2. Go to the European Commission website and log in to the IMI DATABASE. http://ec.europa.eu/internal_market/imi-net/index_en.html 
3. Using the username and temporary password provided, log in (ensure that you are logging into the correct database. I.e. not the training database). Change the password and add your personal 12 digit security code.
4. You should note down your new security code somewhere safe.
Exercise 2 – Adding details of your authority 
(IMI Guidance Note: Page 20)

Please note that only users with LDA rights can complete Exercises 2 & 3 (inc. first users)

1. Go to ‘Administration’ tab

2. Click on the ‘Manage my Authorities Data’ tab 
3. Click on the ‘EDIT’ button at the foot of the page 
4. Add a description of your authority and select ‘UPDATE AUTHORITY DETAILS’ button to make the changes
Exercise 3 – Add new user
(IMI Guidance Note: Page 21)

1. Go to ‘Administration’ tab

2. Click on ‘Manage my Authorities Users’ 
3. Click on the ‘Add New User’ button
4. Complete the details of the new user 

5. Select ‘Save User Details’
Exercise 4 – Create and send a request 
(IMI Guidance Note: Page 21)

1. Select ‘Create Request’ tab

2. Fill in the details: 
Country: Select the country of the relevant CA

Legislative area: Services (In training there is a choice however in the real version this is already filled in as being ‘services’)

Authority type: Competent authorities (from the dropdown menu)
3. Select ‘Find Authority’ button
4. From the list provided, choose the Authority that is most relevant, 
Select ‘Next Step’
5. Check that the details for your chosen CA are correct  

Select ‘Next Step’
6. Choose a question set that is most relevant to your query, in the case of the pilot this will be one of the Fictional question sets, (the fictional and real question sets are displayed in the real system as well)
Select ‘Next Step’
7. Indicative date of reply: choose either a number of days to respond by or use the calendar to select a date.

8. Details of the Service Provider: Fill out the required fields that are demonstrated by a star (*)

9. Check both boxes at the end of the page (these ensure that the request is duly motivated)
10. Explain the motivation and the language that this has been written in.


Select ‘Next Step’
11. Check the details of the service provider that you have entered
12. Question selection: choose the relevant question set and subsequent more       detailed questions

13. Add any free text comments that will assist the request
Select ‘Next Step’
14. Overview page: check details, add attachments
Select ‘Send Request’
15. Your request has now been sent and has the status ‘Request sent awaiting acceptance’
Exercise 5 – Accepting and replying to a request
(IMI Guidance Note: Page 31/33)
1. Login to the IMI system. You will have received an email informing you that a request has been sent to your authority 
2. Select ‘List Requests’ tab

3. Select ‘Action List’
4. See your list of requests and their status
Select ‘Open Request’- See the Request Status ‘Request sent- awaiting acceptance’
5. Accept/amend the proposed due date
6. Check the details of the request to ensure that you are the correct authority to provide an answer

Select either: a) ‘Accept Request’
 b) ‘Forward Request’ (see Exercise 5B)
8.
If select ‘Accept Request’ note that the Request Status is now ‘Request Accepted’
9. Provide your answer to the request adding any additional comments or attachments
Select ‘Send Full Reply’- See the Request Status ‘Request open - Information provided’ 
OR: Select ‘Partial Reply’- (Note: Partial replies cannot be amended once sent) – See the Request Status ‘Request open – Partial Information provided’
Exercise 5B – Forwarding a request
(IMI Guidance Note: Page 34)

1.
After opening the request and reviewing the details (up to stage 6 of Exercise 5) and it is clear that this request does not fall within your authorities remit you have the facility to forward it to another authority WITHIN your country. 

Select ‘Forward request’ 

2. Find an authority within your country and add any comments to explain the situation.
Select ‘Forward Request to alternative authority’
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