Guideline for the Release Process of the Drafts
Dear Sir or Madam,
You are participating in our draft-system for ChemDoc24. To this end, you will be emailed a link
whenever a file is uploaded to our release platform (see figure below). Via this link you can either
directly access our release platform or directly view the draft file. Upon receipt of the email, you
will have 14 calendar days to view and release the draft of your file. After this period your file will
automatically be released and forwarded to the ChemDoc24 platform.

Direct link to the file

Link to the release platform

When you click on the direct link to the file, you can
directly view the selected file. This file is identified as
"DRAFT" (see picture on the right).
You can then check whether the safety data sheet,
label, etc. were created correctly or whether changes
need to be made to the draft.

To release or reject the file, you must log on to the release platform of ChemDoch24. For this,
follow the link to the release platform provided in the email (see picture below).

Link to the release platform

Log on with your access data.

Under Drafts you can see all files still to be released and all previously rejected files. Open the
relevant file and click on Release/Rejection.

If the safety data sheet, label, etc. are complete and correct, then select "Release" from the selection field on the right, check "Confirm Action!“ and click on "Submit". The released file is then
automatically saved in the ChemDoc24 system and can be accessed there, so long as no updated
version is created.

If the safety data sheet, label, etc. are incomplete and incorrect, then select "Rejection" from the
selection field on the right, and specify in the text field "Note/Message/Comment" the items that
need to be edited by the person responsible for your file. Subsequently check "Confirm Action!"
and click on "Submit".

The person responsible for your file will then receive an email with the text to be edited. The
rejected file is automatically saved in the list of "Rejected Files" and you receive a new email for
release as soon as new draft has been created.
Please note that each draft is valid for only 14 calendar days and will automatically be
released after this period.
If you have any questions or require further information about our release process, please feel free
to contact us.
You can reach us by phone at: 0049 6155 86829-0 or by email to ChemDoc24@kft.de.
Kind Regards,
Your KFT ChemDoc24 team

