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Purpose of the reporting guide

3

The purpose of this guide is to help users through ENLI's case management system - ENLIsag.
The next pages will show you how to access the reporting system. You can use this guide as a
reference where you can find information about the type of report you need to make, how to
change your password, create new users for your organisation, etc.

You can report the following type of activities:
*Report - Professional events

* Company event
* Sponsorship to third parties
* Exhibition stand
* Sponsorship to participation

- Promotional material
*Pre-approval
*Complaint
*Appeal

The information in this guide cannot stand alone. To gain full knowledge of the rules, please
refer to ENLI’s guidance to the Promotion Code.



www.enli.dk

4

Select ENLI´s English website 



Report at ENLI’s webside
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Click on the red icon on 
the left of the page for 
reporting to ENLI



Log in

6

When the email address and 
password fields are filled in, 
click ‘Log in’

Enter you email and the 
password you received in 
your welcome email



Select the type of activity you want to report
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Click on the
 ”Create case”



Select the type of case you want to report

8

Select which case type to 
report.



Reporting a company event – step 1: Consent

9

Tick the consent box 
and then select ‘Next’



Reporting a company event – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Reporting a company event – step 3: 
Case details
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Enter the company's own 
reference/PO number, if applicable.

The venue must not be known for 
its entertainment facilities or 
appear extravagant or luxurious -
i.e. no 5-star hotels, castles, manor 
houses, mansions, estates, beach 
hotels, etc.

For further information, see the 
guidance to Sec. 13(10) of the 
Promotion Code.



Reporting a company event – step 3: 
Case details - Hospital
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Reporting a company event – step 3: 
Case details - Catering
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If breakfast is included 
in the hotel 

accommodation, 
please indicate this in 

“Other comments” 



Reporting a company event – step 3: 
Case details - Transportation
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Remember to select 
currency.

If you can't find the 
currency you need, the 

amount must be converted 
to Danish kroner.



Reporting a company event – step 3: 
Case details – Accomodation / Other
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Reporting a company event – step 4: Files
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Reporting a company event – step 5: 
Confirm 
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Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
reporting.



Reporting a sponsorship to third parties – step 1: 
Consent
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Tick the consent box 
and then select ‘Next’



Reporting a sponsorship to third parties – step 2: 
Contact information

20

Fill in your contact details and then 
select “Next”



Reporting a sponsorship to third parties – step 3: 
Case details
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Enter the company's own 
reference/PO number, if applicable.

The venue must not be known for 
its entertainment facilities or 
appear extravagant or luxurious -
i.e. no 5-star hotels, castles, manor 
houses, mansions, estates, beach 
hotels, etc.

For further information, see the 
guidance to Sec. 13(10) of the 
Promotion Code.



Reporting a sponsorship to third parties – step 3: 
Case details - Event organiser & Hospital
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Reporting a sponsorship to third parties – step 3: 
Case details - Catering
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If breakfast is included 
in the hotel 

accommodation, 
please indicate this in 

“Other comments” 



Reporting a sponsorship to third parties – step 3: 
Case details - Transportation
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Remember to select 
currency.

If you can't find the 
currency you need, the 

amount must be converted 
to Danish kroner.



Reporting a sponsorship to third parties – step 3: 
Case details – Accomodation / Other
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Reporting a sponsorship to third parties – step 3: 
Case details – Binding commitment
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Reporting a sponsorship to third parties – step 4: Files
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Reporting a sponsorship to third parties – step 5: 
Confirm 
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Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
reporting.



Reporting an exhibition stand – step 1: Consent
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Tick the consent box 
and then select ‘Next’



Reporting an exhibition stand – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Reporting an exhibition stand – step 3: Case details
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Enter the company's own 
reference/PO number, if applicable.



Reporting an exhibition stand – step 3: Case details
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Reporting an exhibition stand – step 4: Files

34



Reporting an exhibition stand – step 5: 
Confirm 

35

Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
reporting.



Reporting a sponsorship to participation – step 1: 
Consent
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Tick the consent box 
and then select ‘Next’



Reporting a sponsorship to participation – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Reporting a sponsorship to participation – step 3: 
Case details
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Enter the company's own 
reference/PO number, if applicable.

The venue must not be known for 
its entertainment facilities or 
appear extravagant or luxurious -
i.e. no 5-star hotels, castles, manor 
houses, mansions, estates, beach 
hotels, etc.

For further information, see the 
guidance to Sec. 13(10) of the 
Promotion Code.



Reporting a sponsorship to participation – step 3: 
Case details – Hospital / Participation fee
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Reporting a sponsorship to participation – step 3: 
Case details - Catering
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If breakfast is included 
in the hotel 

accommodation, 
please indicate this in 

“Other comments” 



Reporting a sponsorship to participation – step 3: 
Case details - Transportation
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Remember to select 
currency.

If you cannot find the 
currency you need, the 

amount must be converted 
to Danish kroner.



Reporting a sponsorship to participation – step 3: 
Case details – Accomodation / Other
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Reporting a sponsorship to participation – step 3: 
Case details – Binding commitment
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Reporting a sponsorship to participation – step 4: Files

45



Reporting a sponsorship to participation – step 5: 
Confirm 
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Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
reporting.



Reporting promotional material – step 1: Consent
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Tick the consent box 
and then select ‘Next’



Reporting promotional material – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Reporting promotional material – step 3: 
Case details
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Enter the company's own 
reference/PO number, if applicable.



Reporting promotional material – step 4: Files
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Reporting promotional material – step 5: 
Confirm 
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Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
reporting.



Reporting a request for pre-approval – step 1: 
Consent
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Tick the boxes to accept 
the basic fee for 

processing and consent. 

Please note that the 
basic fee is different 

depending on whether 
the request is for a 

promotional material or 
an activity.

Then select ‘Next’



Reporting a request for pre-approval – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Reporting a request for pre-approval – step 3: 
Case details
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Enter the company's 
own reference/PO 

number, if applicable.



Reporting a request for pre-approval – step 4: 
Filer
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Reporting a request for pre-approval – step 5: 
Confirm 
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Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. It is the notified documentation that is 
examined if the report is selected in a random control.

This means that if your case is selected in a random 
control, you cannot subsequently change the 
reported material and thereby bring the report in 
accordance with the rules in order to avoid penalty, cf. 
The Promotion Code, Article 21(4).



Receipt
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Finally, you will receive 
a receipt for your 
request.



Submitting an appeal – step 1: Consent
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Tick the consent box 
and then select ‘Next’



Submitting an appeal – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Submitting an appeal – step 3: 
Case details
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Enter the company's own 
reference/PO number, if applicable.



Submitting an appeal – step 4: 
Files
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Submitting an appeal – step 5: 
Confirm 
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Before you select 
“Submit", please check if 
all relevant information 
and documents appear in 
your report. 



Receipt
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Finally, you will receive 
a receipt for your 
request.



Submitting an ordinary complaint – step 1: Consent
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Tick the box to accept the 
processing fee and consent.

Then select “Next”

Complaints can be made about 
breaches of all rules subject to 

ENLI's control. 

ENLI encourages dialogue 
between the companies 

involved before a complaint is 
submitted, but this is not a 

requirement. 



Submitting an ordinary complaint – step 2: 
Contact information
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Fill in your contact details and then 
select “Next”



Submitting an ordinary complaint – step 3: 
Case details
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Enter the 
company's own 
reference/PO 

number, if 
applicable.



Submitting an ordinary complaint – step 4: 
Files
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Submitting an ordinary complaint – step 5: 
Confirm 

70

Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. 

It is your (the complainant's) responsibility to ensure 
that the complaint contains all information relevant to 
ENLI's assessment of the complaint. A complaint can 
be rejected if it is not sufficiently substantiated.



Receipt

71

Finally, you will receive 
a receipt for your 
complaint.



Submitting an urgent complaint – step 1: Consent
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Tick the box to accept the 
processing fee (of 25,000 kr. + 

VAT) and consent.

Then select “Next”

Complaints can be made about 
breaches of all rules subject to 

ENLI's control. 

ENLI encourages dialogue 
between the companies 

involved before a complaint is 
submitted, but this is not a 

requirement. 



Submitting an urgent complaint – step 2: 
Contact information

73

Fill in your contact details and then 
select “Next”



Submitting an urgent complaint – step 3: 
Case details
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Enter the 
company's own 
reference/PO 

number, if 
applicable.



Submitting an urgent complaint – step 4: 
Files
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Submitting an urgent complaint – step 5: 
Confirm 

76

Before you select “Submit", please check if all 
relevant information and documents appear in your 
report. 

It is your (the complainant's) responsibility to ensure 
that the complaint contains all information relevant to 
ENLI's assessment of the complaint. A complaint can 
be rejected if it is not sufficiently substantiated.



Receipt

77

Finally, you will receive 
a receipt for your 
complaint.



Create user profile
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If you are employed by (or are a consultant for) a pharmaceutical 
company affiliated with ENLI and you do not have a user profile, i.e. 
you are not registered in ENLI's notifier system (ENLIsag), you must 

select ‘Create an account’

If you are not affiliated with a pharmaceutical company and you would 
like to submit a complaint to ENLI, you must also select ‘Create an 

account’

If you are employed by (or are a consultant for) a pharmaceutical 
company affiliated with ENLI and you are already a registered user, 
you do not need to create an account, simply log in with your email 

and password (see slide 4).



Create user profile
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Fill in the fields and then click 
‘Create account’ 

You will then receive an email 
with a password and a link.

When creating your user 
profile, the company 

administrator will be asked to 
approve your creation. 

You can only use ENLIsag once 
the company administrator has 
accepted your creation as user.



Create user profile:
- File a complaint - if you are not employed by a pharmaceutical company

- Request the company to access ENLI's report system (ENLIsag)
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After you have filled in your details (previous page):

If you are not affiliated with a pharmaceutical company and
you would like to submit a complaint to ENLI, click ‘Create
case’.

After you have filled in your details (previous page):

If you are an employee of (or a consultant for) a
pharmaceutical company affiliated with ENLI and you
need to create a new user profile, click on “Request
access”.

You will receive an email when the company
administrator has approved your request for access to
ENLI’s reporting system.



Administrator: create new user

81

Select ‘Create user’ if you want 
more employees, including 

consultants, to have access to 
report activities to ENLI.

Note that you can only create 
other users (and additional 

administrators) if you yourself are 
created as an ‘administrator’



Administrator: create new user

82



Administrator: create new user
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You have to choose whether the new 
user should be created as 
‘administrator’ or ‘user’. 

The difference between the roles is 
that the ‘Administrator’ can create 

new users and can see all the 
company’s reports to ENLI. A ‘User’ 

does not have these rights.



Administrator: create new user - activation email
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After creating a user profile for 
your colleague or consultant, your 

colleague/consultant will receive an 
email with a password and a link to 

ENLI’s reporting system.



Requested information after submission

85

Select ‘Cases’ and 
choose the case 
where you need to 
add material.

If you want to add 
material to an 
already reported 
case that has not 
been selected for 
random control, 
please contact ENLI 
to open access to 
add files.



Requested information after submission
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Select ‘Add more 
files’

Attach the file(s) 
and then click 
‘Upload’



Overview of cases reported to ENLI

87

Under the “Cases” tab, 
the administrator can see 
all cases that have been 
reported to ENLI.



Overview of created users / administrator(s)

88

Under the “User” tab, the 
administrator can see who 
in the company is set up as 
users who can report to 
ENLI.

It is possible to create 
multiple administrators if 
the company wishes to do 
so.



Change company contact information 

89

In the 'My company' tab, 
the administrator can 
change the company's 
contact details.



Change your password / contact details
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Select ‘My profile’ 
to change your 
contact details or 
password.



Contact

ENLI, Ethics Committee for the Pharmaceutical Industry

Lersø Parkallé 101

2100 Copenhagen Ø

Denmark

Phone number +45 3920 2575 (9.00 – 15.00)

E-mail address: sekretariat@enli.dk

Homepage: www.enli.dk 

91
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