In order to access the Reg 31 screens users will have to have a Government Gateway ID. Each user
must have their own Government Gateway ID but only the first user for an organisation will need to
register for an ID and then enrol with the Reg 31 service using the known facts provided, that user
will then be able to create other users - see section 4 below. Manage Users Account.

1. APPLY FOR KNOWN FACTS

Any new organisation that wishes to use the Reg 31 external portal will first need to apply for known
facts to allow them to enrol for the Reg 31 service. Select the ‘Click here to Enrol as an Applicant’
link or the ‘Click here to Enrol as a Consultant’ link whichever is appropriate for your organisation.

DWiHome Page DWIRegulation 31  Register Log In to Reg 31

Welcome to DWI Reg 31 Applications

About this Service

This service is for submitting applications to the Drinking Water Inspectorate (DWI) to approve products and
substances used in contact with drinking water in public water supplies in England and Wales

The approval process is carried out on behalf of the regulators in Scotland and Northern Ireland, requiring a single
application for product approvals throughout the United Kingdom

How to Enrol for this Service

How to Enrol for this Service

Please follow this link for guidance on how to Enrol for this service

Applicant Enrollment

Before “submitting an application”, applicants must first enrol with the system. Once enrolled and logged in,
applicants can view all applications, submit new applications, and edit applications that have been started but still
need to be submitted to DWI.

Applicants can also submit change applications and reapproval applications for products that hold an existing
approval

Click here to enrol as an Applicant

Consultant Enroliment

Consultants may be authorised to act on behalf of an applicant. An application must be logged by the product
applicant and then assigned to a designated (enrolled) consultant. The consultant must first be enrolled with the
system for an applicant to select them

Once enrolled and logged in, consultants can view, submit and edit all applications assigned to them by relevant



Click here to enrol as an Applicant

Consultant Enrollment

Consultants may be authorised to act on behall of an applicant. An application must be logged by the product
applicant and then assigned to a designated (enrolled) consultant. The consultant must first be encolled with the
system for an applicant to select them

Once enrolled and logged in, consultants can view, submit and edit all applications assigned to them by relevant
applicants. but they still need to be submitted to DWI

Click here to enrod a5 a Coniultant

i you are the applicant and want to use a consultant not already designated and Listed in the consultant list, then you
will need 10 ask your consultant (o enrol before you can start Lhe application process

The following page will be displayed:

'Reg-31' Home Page Logout of Reg 31

Use this form for new Reg 31 registrations

Register for DWI Regulation 31 (Reg 31)

Organisation Details

MName of your organisation




Position

Contact Addreds

Postcode

Coun'try
I Please Choose -I

Telephone Number

Email

Telephone Number

Email
I |

Website (Optional)

Register for DWI Reg 31

The user must enter all of these details (apart from website which is optional). They must also select
what type of organisation they are:

e Applicant
e Consultant

Additional field if a consultant

If the organisation type selected is consultant the following ‘Visible for all Applicants’ field will be
displayed:



Telephone Number

Email

Website (Optional)

Registration Type
Organisation Type
[consuitant |

Visible For All Applicants

B oo for OWiRe3 31

Applicants will be able to search for consultants that are registered on the Reg 31 application, if a
consultant does not wish to appear on the results of this search then they should untick this ‘Visible
for all applicants’ box.

Once all the details have been entered select ‘Register for DWI Reg 31’ - one of the known facts will
be generated and displayed when user the submits the request. It is important that the user makes
a note of this known fact.

The DWI Reg 31 team will then approve or reject the request. If the request is approved then the
user is emailed the second set of known facts.

2. REGISTER AND ENROL

Register LogInto Reg 31

Welcome to DWI Reg 31 Applications

About this Service

This service is for submitting applications to the Drinking Water Inspectorate (DWI) to approve products and
substances used in contact with drinking water in public water supplies in England and Wales.

The approval process is carried out on behalf of the regulators in Scotland and Northern Ireland, requiring a single
application for product approvals throughout the United Kingdom

How to Enrol for this Service



Select ‘Log In to Reg 31’ and the following screen will be displayed:
| & Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (DWI1)

Poase Choose Your Regured Opton
Logon with Government Gateway
Logon « Use s option 10 10000 10 The appication, or f you wish 10 envol in Pe appication
Logon and manage my accourt - Use Bes 0p60n 10 1000 and Pn manage My serdces, Users of assstants

Tve not yet registered with Government Gatlowsry - Use Tus 00800 10 Create an account and then envol in the agpoaton

Prasse Choone Fonr Reguired Opton

Ploase note Tat in onder 10 10gn, your trowser must be configured 10 acoept cockies.

<41 I

Select the third option — ‘I've not yet registered with Government Gateway...”. The following page
will be displayed:

@ GOV.UK A

Sign in using Government Engien | Cymeses
Gateway

Government Gateway user ID

l

Password

3 be up 10 12 characters

Problems signing in

To request a new ID click on the ‘Create sign in details’ link, the following page is displayed - enter
your email address:



Wy GOV.UK

English

Click continue and the following page is displayed:

{7 GOV.UK ~

m This k.2 mew sedvice - your feodback will help us to improve It

English | Cymraeg
Back g |

E;lter code to confirm your
email address

We have sent acode tor  XXXXXX

If you use a browser to access your emall, you may need toopena
new window or tab to see the code,

Confirmation code

W

A confirmation code will be sent to the email address you entered — when you receive it enter the
code in the Confirmation Code field and click Confirm:



Email address confirmed S

This will @nable wt to help you Get the moat Irom this Service

Click continue, the following page will be displayed. Enter your full name:

5 GOV.UK

What is your full name? English | Cymraeg
I |

Get help with this page

ies  Privacy notice  Terms

5
L

£ Crowm copyright

Click continue, the following page will be displayed:



I S —

Englith |
Pt

Create a password

Continge

Create a password and click continue:
Your GG ID will then be displayed — it will also be emailed to you:

Click continue and you will be taken to the Application Enrolment page:

Enrolment
‘ @ Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (DW1)
-~
A E v

ne=mp

Click Next and the following page will be displayed prompting you to enter your known facts



| ﬂ‘ Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (DWI)

foprcadon Home

o~
Application Enroiment

To uneguedy wently yoas g shim yOu B DI B (809 10 TNy terace [Haste avier The Milean] Friematen A Shoud Demuusly hem been (roaded 10 oy

Pleane eoter your Postcade sad PRL These detalls will have been sent 1o you fom Dedes.
Postcode *

e A0

SASPN
6 Omassasn

The abom riomaton ment be raeded in oeder 16 vl fr Dha sutece

N atre bmatat e bl bn i

Enter the known facts that you have been provided with and click next. Known Fact 1 is the
postcode and Known Fact 2 is the SASPIN. Click Next:

| ’S Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (DW1)

Gadon Mome

-
Application Enroiment

Optonsily you Can eeter 3 deacogton of T aermimwat deiowm 10 e 4 S9ter by rem et

Hetmeery o e I
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Enter a reference name if you wish, though this is optional and click next —



| #% Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (DW1)

R

SignOn Identity Provider

Drinking Water Inspectorate System English
(DWI1) is requesting your permission
Personal Information

Your user identifir

$ignOn Logon Information

Asditonal User Information held by SmnOn

User Rote(s)

User Kaownf acts



Badstaeal Uner inior matnn haid ty Sagrd= (RELIRED)

p—
R
Application Access
B i st AP (REQUIRED)
saroni00an
Crffling Arcans C*rs LA Bocens

Remember My Decision

e e [T

Click Yes, allow - you will then be taken to your DWI Reg 31 External Portal home page. If you click
No then you will not be able to access the application:

dwi

'Reg-31' Home Page Logout of Reg 31

Organisation 100

New Reg 31 Application >

Manage Consullants

Outstanding Actions

P it matoon aboul O Lananed A Lin

Reg 31 Applications

DE 2

3. LOGGING ONTO THE APPLICATION




OWIHome Page DWIRegulation 31  Register Log In to Reg 31

Welcome to DWI Reg 31 Applications

About this Service

This service is for submitting applications to the Drinking Water Inspectorate (DWI) to approve products and
substances used in contact with drinking water in public water supplies in England and Wales.

The approval process is carried out on behalf of the regulators in Scotland and Northern Ireland, requiring a single
application for product approvals throughout the United Kingdom

How to Enrol for this Service

Select ‘Log In to Reg 31’ and the following screen will be displayed:

| 4% Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (OWI)
Return To: Applcation Mome A Orveny
Security Validation @ Open vy
Posse Croose Your Regured Opton
Logon with Government Gatewary

0 Logon « Use T oplion 10 10000 10 T appication, or  you wish 10 envol in Pe applcaon
Logon and manage my a0court - Use Pus 0p80n 10 1000n and Ton Mana0e My Serdces, Users of assstarts.
T've not yet regetered wih Government Gatewsry - Use s 0p80n 10 Create an account and Ben envol in the apphoaton

Prease Chuvne Fons Soguired Oyt
Ploase note Tt in onder 10 100, your trowser must be configured 10 Scoept Cookies.

<41 I
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Select the first option — Logon. The user will be prompted to enter their Government Gateway ID
and password:



@r GOV.UK "
m Thes 15 8 New SONVCo ~ your fpadback will help us %0 Imgrove i

Sign in using Government y—
Gateway

Government Gateway user ID

This could be up 10 12 characters

Poassword

[ ]
St

Create sign in details

Problems signing in

Click Sign In and the user will be taken to your DWI Reg 31 External Portal home page.

4. MANAGE THE USERS ACCOUNT

Register Log Into Reg 31

Welcome to DWI Reg 31 Applications

About this Service

This service is for submitting applications to the Drinking Water Inspectorate (DWI) to approve products and
substances used in contact with drinking water in public water supplies in England and Wales.

The approval process is carried out on behalf of the regulators in Scotland and Northern Ireland, requiring a single
application for product approvals throughout the United Kingdom

How to Enrol for this Service

Select ‘Log In to Reg 31’ and the following screen will be displayed:



| 482 Department for Environment, Food & Rural Affairs Drinking Water Inspectorate (OWI)

Return % Agr sar e
Security Validation

Poase Choose Your Reguresd Opton
Logon with Government Gateway
Logon « Use s opion 10 10000 10 e appicaton, or £ you wish 10 envdl in Pe appication
Logon and manage my 2000urt - Use Pes 0pton 10 1000n and Pan Manage My Serdces, Users of assstats
Tve not yet regsdered with Government Gatowary - Use s 0p80n 10 Create an account and then envol in he apploaton

Poese (humne Vs Rogu el Optun
Ploase note Pt in 0nder 10 1090, yOur trowser must be configured 10 Scoept Cookies.
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If the user wishes to manage their account (including creating other users for the organisation) then
they should select the second option ‘Logon and manage my account’. This will again take them to
the page where they are prompted to enter their Government Gateway credentials, once they have
entered these they will be taken to the following page:

| 8% Department for Environment, Food & Rural Affairs eDomero

“
Manage My Account

Plasse Ohoose Your Regumnd Ogton

View My Dutats
Access my Govemment Gatewary User Prafie
Marage LY, Sereces

Worage Ueers and Assatants

e e br e

If the user wishes to add or remove users then they select ‘Manage Users and Assistants’
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| 3% Department for Environment, Food & Rural Affairs eDomero

-

P
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They then select Manage Users and Assistants again from the bottom left of the page and the
following screen is displayed which allows them to add new users and also manage the details of
existing users — including deleting them. The ability to add, delete and manage users will only be
available to administrator users.



&5 GOV.UK o o g

m Thits s a new service - your fesdback witl help us bo improve i1

English | Cymiraed

4 Return to DEFRA IBM

Government Gateway

Team members

Add a team member

Admin 1 Setup 18-SWE2 (you) Administrator W @xx.com Manage
Assistant 11 Setup 18-SWE2 Standard User XK E XK. com Manage
Assistant 1.1({Pass 2) Setup 18-SWE2 Standard User x:-mxx@xx.com Manage
Assistant 241 Setup 18-SWE2 Standard User KNXXKEXX. COm Manage ~

Select Add a team member in order to add a new user. The following page is displayed:

@ GOV.UK Sign ot

Add a team member

| ]
[ l
What is their role?

O raministrate
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Add ateam member A

Full name

Email acdress

[ ]
What s theirrole?

O Administrator

Users can be 2 types:

Administrators: these will have access to all the new Reg 31 functionality for the organisation. They
will also be able to add and remove other users for the organisation.

Assistants/Standard Users: these will also have access to all the new Reg 31 functionality however
they will not be able to add and remove other users.

Select Continue:

Skgn out

m This is & new sefvice - your feedback will elp us to improve it

English I Cymiraeg

Back

Confirm you want to add this team member

AEXMK  XNNH.COm Administrator Remove Change

Add anather new
Confirm

Select Continue



IR W This is a new service - your feedback will help us to improve It

English | Cymraeg

1 team member added

What happens next

We will send an email to XXX with a tempaorary
password for the new team member

Give them their temporary password so they can use it with their Government
Gateway user ID to sign in. They will receive 2 user 1D by email.

For security, do not share passwords by email.

Return to DEFRA IBM

Select Continue

The new team member is sent their Govt Gateway ID, you as the administrator creating the new
user will be sent a temporary password to be forwarded onto the new user.



