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1. Introduction

The Ministry of Economy of the Slovak Republic has through its electronic services
ensured communication with the public, which is realized without the need for
personal visit and without the need for paper documents that were replaced by
electronic documents.

1.1. The purpose of the document

This document contains general information on how to use the electronic service and
is intended for public using the Electronic Services Portal.

1.2. Service description

The service allows operators to submit a report on the marketing of a scheduled
substance electronically. The Ministry of Economy of the Slovak Republic records the
reports sent by operators and evaluates them in order to compile summary report on
international scheduled substance trade and on the marketing of scheduled
substances for the European Commission and presents the evaluation results to the
state authorities related to scheduled substances (drug precursors). If the operator
repeatedly fails to provide such report, this fact shall be reported to the State Institute
for Drug Control with a proposal for an authorization withdrawal.

1.3. Terms and abbreviations

List of terms and abbreviations listed in the document:

Abbreviation, Explanation

Term

eDesk Electronic mailbox of the citizen

MoE SR The Ministry of Economy of the Slovak Republic

SME Small and medium-sized enterprises

PDF Portable Document Format

SARIO Slovak investment and trade development agency

SBA Slovak Business Agency (formerly NADSME, NARMSP)
CGP Central Government Portal (slovensko.sk web portal; UPVS)
Workdesk Screen for working with the submission

QES Qualified electronic signature

Table 1 - List of terms and abbreviations
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2. The use of the electronic service

The service allows operators to submit a report on the marketing of a scheduled
substance electronically.

2.1. Orientation on the Electronic Services Portal

The agenda of electronic service is accessible through:
Thematic blocks

List of electronic services

Searching by term / phrase

Filtering by selected request

=
& Contact About Technical provider Accessibility statement * Text-only version Sitemap Login *

=% Electronic Services Portal

of the Ministry of Economy of the SR

Home | Welcome to the Electronic Services Portal of the MoE SR. Read a quick tutorial.

Search bar

i eoucanon PORTAL OF ELECTRONIC SERVICES
Created on: 03.09.2015  Updated on: 04.07.2016
)
®- MANAGEMENT OF REAL In the context of improving the quality and effectivity of MoE SR services provided to citizens and entrepreneurs it CONTACT |APPLICATIONS
ESTATE is possible o handle necessary agenda on this portal electronically. And another manually published texts.

il
@ recewvine ReporTs Elkey Ab% E

TERMS TUTORIALS

#2» SUPPORTING Organization
ENTREPRENEURS : ‘ <«4— Filtering options

‘AJI v‘

RELATED PORTALS
[T INVESTMENT PROMOTION

Life situation MoE

EE EXPORT PROMOTION | - ‘ i -
, SBA 2}
CERTIFICATION UPVS g

[B inFoRMATION SERVICES |LIST OF ELECTRONIC SERVICES <4—— Listof electronic services

g SUBSIDIES ES01 Education services for exporters

SARIO organizes specific trainings and seminars for exporters.

Figure 1 - Orientation on the Portal
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2.2. Service detall

After selecting the desired service, the system displays a page with a detailed
description of the service accompanied by additional information on administrative
charges, required attachments, information for whom the service is intended and with
a brief manual.

G|

] B ¥ R

EDUCATION

MANAGEMENT OF REAL
ESTATE

RECEIVING REPORTS

SUPPORTING
ENTREPRENEURS

INVESTMENT PROMOTION

EXPORT PROMOTION

LICENCING AND
CERTIFICATION

INFORMATION SERVICES

SUBSIDIES

ACTS OF ADMINISTRATIVE
PROCEDURE

ES04 RECEIVING REPORTS FROM OPERATORS
INVOLVED IN PLACING OF SCHEDULED
SUBSTANCES ON THE MARKET

Created on: 03.09.2015  Updated on: 14.06. 2016

The service allows operators to submit a report on the marketing of a scheduled substance electronically. The
Ministry of Economy of the Slovak Republic records the reports sent by operators and evaluates them in order to
compile summary report on intemnational scheduled substance trade and on the marketing of scheduled
substances for the European Commission and presents the evaluation results to the state authorities related to
scheduled substances (drug precursors). If the operator repeatedly fails to provide such report, this fact shall be
reported to the State Institute for Drug Control with a proposal for an authorization withdrawal

Administrative charges
The service is free of charge.

Attachments
The application does not require an attachment

Legislation National

ing the state administration in matters of drug precursors

= Act No. 331/2005 Coll. on State Administrative Authorities in matters of drug precursors and on the
amendment and supplement of some acts, as amended by the Act. No. 425/2010 Coll

= Decree of the MoE SR No. 380/2005 Coll. determining the scope, form and term of filing of report of
operators on intemational business with determined substances and on introducing of determined
substances to market, as amended by the Decree of the MoE SR no. 12/2011 Coll

EU legislation in the field of drug precursors

= Regulation (EU) of the European Parliament and of the Council No 1258/2013 amending Regulation (EC) No
273/2004 on drug precursors

* Regulation (EU} No 1259/2013 of the European Parliament and of the Council of 20 November 2013
amending Council Regulation (EC) No 111/2005 laying down rules for the monitoring of trade between the
Community and third countries in drug precursors

- Commission delegated regulation {EU) 2015/1011 supplementing Regulation (EC) No 273/2004 of the
European Parliament and of the Council on drug precursors and Council Regulation (EC) No 111/2005 laying
down rules for the monitoring of trade between the Community and third countries in drug precursors

* Commission implementing regulation (EU) 2015/1013 laying down rules in respect of Regulation (EC) No
2732004 of the European Parliament and of the Council on drug precursors and of Council Regulation (EC)
No 111/2005 laying down rules for the monitoring of trade between the Community and third countries in
drug precursors

SERVICE OPTIONS
SUBMISSIONS

Figure 2 - Service detail

2.3. The use of the service

The service provides the following options:
Submission of an electronic application - the user is able to communicate with
public authority through the submission of an electronic application without the
need for personal visit.
The results of submissions and communication with representatives of the
public authority should be checked in the electronic mailbox (eDesk) of the
user on the Central Government Portal - www.slovensko.sk.

User guide to the electronic service ES 04
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3. Submission of an electronic application

The service allows operators to submit a report on the marketing of a scheduled
substance electronically.

Detailed description on how to submit an electronic application is described in this
chapter.

3.1. Login via the Central Government Portal
(slovensko.sk)

For the submission of application, you need to choose specific submission in the
service detail (see Figure 2 — Service detail), at the top of the screen in the section
Submissions.

Submission can be realized only by natural persons or legal entities that are logged
in on the Central Government Portal - www.slovensko.sk. This login can be realized
through the option "Login" in the upper right corner of the ES Portal, or by clicking on
the submission in the relevant service detail after which the user gets redirected to
the Central Government Portal (slovensko.sk) login screen.

‘. Contact About Technical provider Accessibility statement ’; Textonlyversion Site map Login *

& Electronic Services Portal

of the Ministry of Economy of the SR

Figure 3 - Login via the "Login" button
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Z Electronic Services Portal
of the Ministry of Economy of the SR

EDUCATION AUTHENTIFICATION REQUIRED

Please log in by using the Central Government Portal.

MANAGEMENT OF REAL
ESTATE Workdesk version: 3.6.9.4012

RECEIVING REPORTS

SUPPORTING

ENTREPRENEURS

RELATED PORTALS

INVESTMENT PROMOTION
MoE

EXPORT PROMOTION

LICENCING
AND CERTIFICATION

[B inFORMATION SERVICES

B SUBSIDIES

Figure 4 - Login via the service

After logging in via the Central Government Portal, the user gets redirected to the ES
Portal website - portal.mhsr.sk. The information about the registered user will be
displayed at the top right corner of the screen.

—
& Contact About Technical provider Accessibility statement * Text-only version Site map Ludovit Polak Logout *

# Electronic Services Portal

of the Ministry of Economy of the SR

Figure 5 - Logged in user
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3.2. Screen for working with the submission

After logging in, if you are interested in realization of a submission to the relevant
service, you need to select the option for a particular submission in the relevant
service detail. You will be redirected to the screen for working with the submission
(workdesk). More detailed information can be found at
https://portal.mhsr.sk/files/esluzby/navody/prirucka portal sk.pdf.

VZDELAVANIE ELEKTRONICKY FORMULAR

2 RIADENIE NEHNUTELNOSTI Podanie hidsenia o uvédzani uréenej latky na trh

KONTAKT

Abe

POJMY NAVODY

@ PruIMANIE HLASENI

JEDNODUCHY PODPIS VIACNASOBNY PODPIS

& _» PODPORA PODNIKATELOV

« nevypineny formular Vyplnif elektronicky formular
@ PODPORA INVESTICIi Stav: nebol podpisany Podpisat eiektronicky formulér i |
vl‘ SUVISIACE PORTALY
P o]
ER PODPORA EXPORTU MH SR 2
= SARIO ]
PR ucencovanie - i
V ormulér uloZeny formular
A OSVEDCOVANIE SBA
UPVS ]
B NFoRMAGNE sLuZBY
= Povolené formaty stborov: .doc, .docx, xIs, .xIsx, .jpg, .jpeg, -png, .txt, .rar, .zip, .pdf
|88 UKONY SPRAVNEHO KONANIA
Priloha
| Browse...
# Kiliknite sem, ak chcete prilozif dafsi sibor
Upozomenie - vefkost vietkych priloh v ramci podania nesmie presiahnut 20 MB (

Figure 6 - Screen for working with the submission

Note: This service contains electronic form only in Slovak language.
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3.3. Submission form

By selecting the option "Fill e-form”, the system displays an electronic form that
should be completed. Then the user selects the option “Validate and close".
Validation is used to verify the completion of mandatory items. It checks the
completion and format of selected fields, but not the substantive content.

0o
PISOMNE HLASENIE O UVADZANI URCENEJ LATKY = KATEGORIE1 |v|@ NA TRH
ZA OBDOBIE OD = 01.01.2016 O DO+ 31.03.2016 (i}
1. Obchodny nazov drZitel'a povolenia/registracie ==
Nazov drZitela povolenia / registracie * T.P.D. service [}
I€o * 12345678 (]
Sidlo 2
Kraj Trnavsky kraj [v|@ pst 03215 o
Okres Okres Senica :] O Ulica* Hlavna o
Mesto (obec) * Kovalov :J 0 Supisné * / Orientaéné éislo 1 (i ] (i ]
Je adresa drZitela povolenia/registracie totoZna s miestom vykonu ¢innosti? * 0@® Aino O Nie
Ziadatel’ 2
Titul pred menom Ing. ﬂc Titul za menom llﬁ
Meno * Miloslay o Priezvisko * Urban o
Kontaktné adaje )
Typ telefonu * Mobil i[o Telefonne Eislo * 00421911222333 x 0

Figure 7 - Submission form

Note: This service contains electronic form only in Slovak language.
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3.4. Submission attachments

User attachments

User attachments are additional attachments that you may consider relevant and
necessary for successful and fast execution of your agenda. These attachments are
not required by the organization which handles the submission.

3.5. Signing of a submission (QES)

Before the submission of an application it is necessary to sign it by qualified
electronic signature (QES) by the elD card that contains a qualified certificates for
signing.

Manual for working with QES is available on
https://zep.disig.sk/Content/PriruckaWebSigner.pdf.

I Disig \Web Signer (Server: ps05.esmhsrloc, Dokument: 97a81401-ede3-4c06-8263-c05efb2abdee) @
1/ 1@ = 100,00% - DD D@
Kontaktné udaje
Typ telefonu Mobil _\i] Telefonne cislo
Cislo povolenia alebo registracie REG-UL-2000/2000 zo dna
Urcena latka
2. Nazov urcenej latky a CN kod Kyselina fenyloctova ﬂ
2. Nazov urcenej latky a CN kod 29163400
wam VY beEr certifikatu
Merna jednotka uréenej latky @ Mogam y “ :
Podpisat
3. Mnozstvo uréenej latky " G
| | =
5] Podpisowy certifikat: ES MH SR Test - PSEUDONYME N+ Podpisat’ I

Figure 8 - Signing of a submission

Selection of a certificate
Sign
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3.6. Sending a submission

After completing the electronic form and its signing, it is necessary to send the
submission for processing to the addressee through the option "Submit".

Figure 9 - Send a submission (submit)

3.6.1. Successful submission

After successful sending of the submission, the system displays information on the
successful realization of a submission on the screen. In this case, the copy of the
submission (completed electronic form) is delivered to your electronic mailbox
(eDesk). In parallel, the submission is sent electronically to the registry of the
competent organization. System registers the submission and the sender receives
delivery confirmation to his eDesk, where it can be checked. Only the delivery
confirmation in the eDesk is a confirmation of successful realization of the submission
to a selected organization. More detailed information on the work with eDesk is given
in chapter Electronic mailbox of the citizen.

The realization of successful submission is followed by the process of it's processing
by representative of the organization concerned. All communication is usually sent to
Electronic mailbox of the citizen (eDesk) and, where appropriate, to other
communication channels indicated in the submission.

3.6.2. Unsuccessful submission

In the event that you receive an error message after the submission of your
application, it is necessary to retry to send a request, because your request has been
sent incorrectly or it was not sent at all. In this case, you will not receive a copy of
your request to your eDesk.

User guide to the electronic service ES 04 page 13 of 17
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4. Electronic mailbox of the citizen

4.1. About eDesk

National Agency for Network and Electronic Services (NASES), as an organization of
the Government office of the Slovak Republic, has from 1 January 2014 launched a
pilot operation of electronic mailboxes on the Central government portal
(www.slovensko.sk) according to the Act no. 305/2013 Coll. on E-government.
Electronic mailboxes are automatically created for Slovak citizens who have reached
18 years of age at that date.

Logging into electronic mailboxes according to the Act on E-government is possible
only through an ID card with an electronic chip, issued after 1 December 2013. The
ID card with a chip must have activated online eID function.

Mailboxes established under the Act on E-government are available at the webpage
https://schrankal.slovensko.sk.

4.2. Login to the eDesk

Login process instructions (available only in Slovak language):
https://www.slovensko.sk/sk/elektronicka-schranka/postup-pri-prihlaseni-do-elekt

User manual for electronic mailbox (available only in Slovak language):
https://www.slovensko.sk/ img/CMS4/Navody/ES pouzivatelska prirucka.pdf

4.3. The use of eDesk

The eDesk is very similar to a classic email mailbox with received (Inbox) and sent
messages (outbox). It allows communication of the public with public administration
in electronic form.

Receiving messages

Inbox contains received massages from public authorities as a responses to user
submissions, call applications, decisions, etc. Inbox also contains a delivery
confirmations of a submission and delivery confirmations for massages with binding
received response (similar to a registered letter). The acceptance of binding received
response should be confirmed on received notice in the eDesk through the requested
login. Only then the system can display the actual response / decision.

User guide to the electronic service ES 04 page 14 of 17
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Warning:

Messages (responses) can be delivered to the eDesk only if its mailbox is
enabled to receive massages. Otherwise, the inbox contains only send
massages created by electronic submissions on public authorities’ portals or
directly in the eDesk. Therefore, if you want to communicate with authorities
electronically, you need to activate the electronic mailbox after entering it.
For more information about electronic mailboxes and their activation, please
visit www.slovensko.sk.

After successful sending of a submissions on the ES Portal of the MoE SR, a copy of
your submission will be also received to your eDesk, where you can view its detalil.
Only the delivery confirmation in the eDesk is a confirmation of successful realization
of the submission to a selected organization.

Sending messages

Outbox contains messages sent as submissions on public authorities’ portals, where
the sender is public.

Acts of administrative procedure

The processes of administrative procedure under the Act no. 71/1967 Coll. on
Administrative Proceedings (Administrative Code), following the receipt of the
applicant's submissions at the public authority can be completed electronically
through the electronic inbox where you have the option to send amendments and
cancellation applications etc. for execution as an response to a delivery confirmation
or to the call of service provider of your request.

4.4. Log out of the eDesk

After completing the work with eDesk, it is necessary to log out through the option
"Logout” (Red Cross) next to the name of currently signed in person.
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5. Useful information

Electronic Services Portal contains information which serves for faster execution of
your agenda and answering of any questions.

o
‘. Contact About Technical provider Accessibility statement * Text-only version Sitemap Login

# Electronic Services Portal
of the Ministry of Economy of the SR

Home | Welcome to the Electronic Services Portal of the MoE SR. Read a quick tutorial.

@ EeoucaTion PORTAL OF ELECTRONIC SERVICES

& I \
Created on: 03.09.2015  Updated on: 04.07.2016 g |
) —

®- MANAGEMENT OF REAL In the context of improving the quality and effectivity of MoE SR services provided to citizens and entrepreneurs it CONTACT APPLICATIONS

ESTATE is possible to handle necessary agenda on this portal electronically. And another manually published texts
Q i
@ recevinG REPORTS Fiter Useful information ——» Abc Sl
TERMS TUTORIALS
¥2» SUPPORTING Organization
ENTREPRENEURS
‘ Al ‘ v |

RELATED PORTALS

[ INVESTMENT PROMOTION

Life situation MoE g
EE ExPoRT PROMOTION | ‘ v | SARIO g
- SBA o
CERTIFICATION upPvs o]
[. INFORMATION SERVICES LIST OF ELECTRONIC SERVICES
; SUBSIDIES ES01 Education services for exporters

SARIO organizes specific trainings and seminars for exporters

Figure 10 - Useful information

Contact

The section "Contact" contains the contact information that may be used in the case
of questions / problems arising in the process of execution of the relevant agenda.
You can also use the online form to request for information.
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Applications

The section "Applications” contains PDF thumbnails of all electronic forms sorted by
thematic blocks.

Terms

The section "Terms" contains the explanations of the terms and abbreviations used
on the Electronic Services Portal of the Ministry of Economy of the Slovak Republic
has

Tutorials

The section "Tutorials" contains instructional videos as well as a brief manual on how
to work with the Electronic Services Portal.
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