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What is needed to work in CTIS

Register for an EMA account

• If you are already a user of EMA 

applications (e.g. (SPOR, IRIS, 

EudraVigilance), you can access CTIS 

using your existing EMA account.

• If you do not have an EMA account, go 

to EMA Account Management and click 

on “Create a new EMA account”.

https://register.ema.europa.eu/identityiq/home.html
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Register for an EMA account

• Users can also register for an EMA account using the ‘Register New User’ 

link on the CTIS Workspace login page. 
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Register for an EMA account

• To create an account, fill 

in the Self-service 

Registration Form in 

EMA’s Account 

Management Portal. 
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• Users will receive a 

one-time token by 

email, which they will 

need to enter in the 

field highlighted below 

and click on the 

‘Confirm’ button. 

Register for an EMA account
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• After confirming the one-time token, users will see the username

automatically generated by EMA’s Account Management Portal, along with 

their personal information. 

• This username and chosen password, will be needed to log into CTIS, so 

users are advised to make a note of them. 

• Once the self-registration request is submitted, an automatic confirmation 

email will be sent to the email address provided by users to confirm the 

account registration. 

Register for an EMA account
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Register your organization in OMS

• If your organisation is already registered in OMS, you do not need 

to complete this step. 

• If your organisation is not registered in OMS yet, go to the 

EMA’s Substance, product, organisation and referential (SPOR) portal 

and log in with your EMA account.

https://spor.ema.europa.eu/sporwi/
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Register your organization in OMS

• Before submitting a request to register an organisation via OMS, the user must 

search the available records for their organisation by clicking on the 

Organisations tab. 
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Register your organization in OMS

• If the user cannot find their organisation by name and country, they can request 

creation of a new organisation from the search page or from the View 

Organisation/Location Details page. 

• Supporting documents must be submitted which allow the EMA Data Stewards 

to validate the request. 
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Register your organization in OMS

• Additional details on the OMS registration process can be found in the OMS 

Web User Manual in the Documents section of OMS.  

https://spor.ema.europa.eu/omswi/#/viewDocuments


What is needed to work in CTIS

Register your sponsor administrators

3. Register your sponsor administrators
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CTIS Roles in EMA Account Management

Roles

Predefined group of actions that 

users can perform in CTIS to fulfil 

their responsibilities as set out in 

CTR

Administrator 

roles

Business 

roles

Managed in EMA 

Account Management

Managed in CTIS

Administrator 

roles

High-level 

Administrator 

roles

Mid-level 

Administrator 

roles

High-level administrator CTIS roles (e.g. Sponsor Admin) must be requested 

via EMA Account Management. This can be done from September 2021.
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Request Sponsor Admin role

Log in to EMA Account 

Management

Click on “Manage My 

Access”



Request Sponsor Admin role

Use Search to find the “Sponsor Administrator” role

Use “CTIS” as a keyword

Select the “Sponsor Administrator” role and click on 

“Next” button



Request Sponsor Admin role

Attach the affiliation letter and click “Submit”.

NOTE: the affiliation template letter will be made available at the following 

link prior: 

https://register.ema.europa.eu/identityiq/help/requestaccess.html

The affiliation template letter will be made available for use when admin 

registration opens.

https://register.ema.europa.eu/identityiq/help/requestaccess.html


Request Sponsor Admin role

Click on the “Complete Form” button

Use the Search functionality to find the sponsor organisation. 

Click on the “Submit Request” button



Request Sponsor Admin role

EMA validates the request to become a Sponsor Admin. 

When the Sponsor Admin role has been assigned, you will see it in 

your EMA Account Management portal. 

.



Request Sponsor Admin role

You can now manage other users’ requests to become Sponsor 

Admins of your organisation. 

You will see the requests in the 3 highlighted areas. 



Any questions?

CT.communication@ema.europa.eu

Official address Domenico Scarlattilaan 6  ● 1083 HS Amsterdam  ● The Netherlands

Telephone +31 (0)88 781 6000

Send us a question  Go to www.ema.europa.eu/contact

Further information

Follow us on @EMA_News


