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30/06/2020  

Petition  Regulation”  until  the  functionality  is

Ricardo  Ferreira  Borges

Inclusion  of  information  regarding  authorization  of

2”  and  Transfer  of  ownership

Ricardo  Ferreira  Borges

Updated  information  on  payment  tabs,  awaiting  protocol,  

open  requirements  and  processes

Change  of  layout  and  inclusion  of  information  regarding  Bruno  
Zago  França  Diniz

18/11/2019  

Leonardo  Eifert  Catalanante

Annex  included  with  specific  guidance  on  the  petition  flow  for  

import/export  matters  (PAF).

Bruno  Zago  França  Diniz

02/08/2019  

16/09/2019  

Ricardo  Ferreira  Borges

operating  as  expected.

“Petition  Regulatory  User”  representation

of  practice  and  vessel  health  certificate,  general  petitions  from  

the  General  Management  of  Ports,  Airports  and

“TOXICOLOGY”  (except  wood  preservatives)

addition  by  third  party  and  addition  by  third  party

Re-inserted  link  configuration  instruction

name  of  beneficiary  CNPJ  and  CPF.

Included  possibility  of  extending  the  deadline  to  comply  with  

requirements  for  processes  of  this  type

Ricardo  Ferreira  Borges

Bruno  Zago  França  Diniz

Bruno  Zago  França  Diniz

15/01/2020  

Operating  Authorizations  and  Special  Authorizations

28/05/2020  

and  specific  cosmetic  registration  guidelines

to  PagTesouro  as  an  online  payment  option.

Included  “Grant  regulatory  user  profile”

Removed  configuration  instruction  from  the  “User”  profile

15/10/2019  

14/02/2020  

Legal  Responsible  and  Technical  Responsible  for

Inclusion  of  information  regarding  the  Change  of

Bruno  Zago  França  Diniz

23/06/2020  

First  version

Inclusion  of  express  shipping  information  in

19/07/2019  

Cosmetics  Registration  and  Cosmetics  Registration  for  the  

category  “Straightener  for  Dyed  Hair  –  Grade

26/03/2020  

Bruno  Zago  França  Diniz

Included  specific  guidelines  for  free  certificate
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09/12/2020  

30/09/2021  

Inclusion  of  information  relating  to  the  import  and  export  

form  by  LPCO  and  LI.

Bruno  Zago  França  Diniz09/12/2021  

a  petition  linked  to  this  process  or  petition  occurs

23/12/2022  

Inclusion  of  information  regarding  the  Embryo  Production  Registry,  

Pesticide  Residue  Study  Registry  and  Accreditation  and  Qualification  of  

Bruno  Zago  França  Diniz  and  Public  Health  Laboratories.

Updated  information  on  the  functionalities  of  transfer  of  ownership,  

addition  by  third  party,  registration  and  notification  of  sanitizers,  

change  of  expression  of  interest  of  sanitizers.

08/06/2021  

Ricardo  Ferreira  Borges

Borders,  applicant  update  before  analysis  is  completed,  and  

sanitation  registration.

Ricardo  Ferreira  Borges

Inclusion  of  information  about  the  use  of  Single  Login

10/12/2020  

Update  of  information  regarding  general  requests  from  the  

General  Management  of  Ports,  Airports  and  Borders  

(GGPAF).

via  Gov.Br  to  access  the  system

Inclusion  of  information  on  validating  the  name  of  attached  

files,  information  regarding  changes  to  the  company  name  or  

address  in  operating  authorizations  and  information  

regarding  the  registration  and  notification  of  health  products.

Updated  information  about  viewing  requirements  and  compliance.  

Information  about  Pix  support  as  a  payment  method  via  

PagTesouro  has  been  inserted.

Reordering  of  Specific  Guidelines  in  the  manual  by

Ricardo  Ferreira  Borges

Bruno  Zago  França  Diniz

Bruno  Zago  França  Diniz

11/02/2021  

08/07/2022  

Bruno  Zago  França  Diniz

Bruno  Zago  França  Diniz  and

Ricardo  Ferreira  Borges

03/05/2021  

Ricardo  Ferreira  Borges

Ricardo  Ferreira  Borges

Inclusion  of  information  regarding  service  evaluation

Clarification  on  the  validity  period  of  third-party  addition  

tokens  and  transfer  of  ownership.

Bruno  Zago  França  Diniz  and

Bruno  Zago  França  Diniz

Update  of  the  “Troubleshooting”  section  with  guidance  on  

the  new  Subject  Consultation  and  viewing  a  process  or  petition  

or  filing

Inclusion  of  “Troubleshooting”  section

alphabetical  order.

Updating  information  regarding  the  payment  method  via  PIX

07/10/2021  

Ricardo  Ferreira  Borges

30/06/2023  
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04/12/2023  

of  drafts  with  more  than  13  months  of  inactivity.

14/08/2023  

Ricardo  Ferreira  Borges

Bruno  Zago  França  Diniz

Bruno  Zago  França  Diniz

accessing  the  request  using  the  same  CNPJ  that  filed  

the  process  or  petition.

Update  to  50MB  maximum  file  size  Bruno  Zago  França  Diniz

Evolution  of  the  import/export  form  by

18/09/2023  

Bruno  Zago  França  Diniz

Inclusion  of  information  regarding  the  medication  

notification  form  (medical  gases)

Update  of  the  section  on  transfer  of  ownership  with  specific  

information  for  Toxicology  processes.

Updating  viewing  information

allowed  for  annex  not  requested.

Inclusion  of  the  possibility  of  issuing  receipts  for  manual  

petitions  and  petitions  previously  filed  through  the  

old  Electronic  Petition  System.

express  shipment  including  field  for  inserting  the  

quantity  of  units,  and  respective  validation,  and  information  

regarding  the  importation  of  Cannabis.

05/07/2024  

Ricardo  Ferreira  Borges

Ricardo  Ferreira  Borges

Inclusion  of  information  regarding  automatic  purging

28/08/2023  

of  requirements  in  the  Open  Requirements  tab.
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1.  INTRODUCTION

Access  the  link  solicit.anvisa.gov.br

Solicita  now  has  two  login  possibilities:

Sistema  Solicita  works  exclusively  on  more  modern  browsers,  such  as  Microsoft  Edge,  Google  Chrome  or  Mozilla  Firefox.

This  manual  aims  to  instruct  the  user  in  the  best  possible  way  to  use  the  system.

•  Traditional  access  via  user  email  and  password,  as  previously  registered  in  the  Systems

Registration

•  Access  via  Gov.Br

USER  MANUAL
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The  step-by-step  instructions  and  main  questions  about  this  access  can  be  found  here.

1  –  Security  Manager  or  Legal  Responsible  –  Allows  the  registration  and  sending  of  new  requests  to  

Anvisa  and  the  viewing  of  documents  associated  with  requests  made  in  the  Solicita  system  by  the  

user.

1.1  The  system  has  two  access  possibilities:

Access  via  Gov.Br  uses  the  user's  registration  on  the  Gov.Br  portal,  which  needs  to  be  updated  and  active,  

combined  with  the  user's  registration  with  Anvisa,  to  correctly  display  the  companies  represented.

2  -  Petition  Regulatory  User  Link  –  Allows  the  registration  and  sending  of  new  requests  to  Anvisa  and  

the  viewing  of  documents  associated  with  requests  made  in  the  Solicita  system  by  any  user.
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address  

https://www9.anvisa.gov.br/recadastramento/  and  log  in  using  the  desired  CNPJ  information:

For ofconcession do  bond

The  representation  link  “Petition  Regulatory  User”  can  be  granted  to  users  who  are  associated  with  the  company  in  

the  capacity  of  Legal  Responsible  or  Security  Manager.

GRANT  REGULATORY  PETITION  USER  REPRESENTATION  BOND

representation, access

Then,  access  the  “Matrix”  menu:

O

MNU  -  User  Manual
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Here  all  users  to  whom  the  link  has  already  been  granted  will  be  displayed.  To  grant  it  to  a  user,  select  “Associate  Petition  Regulatory  

User”  (the  CPF  data  and  surnames  were  hidden  in  the  images  to  preserve  the  data  of  people  registered  in  the  system):

Navigate  to  the  bottom  of  the  page,  where  item  8,  “Petition  Regulatory  Users”  is  available.

On  the  next  screen,  enter  the  CPF  of  the  user  already  registered  as  Legal  Responsible  or  Security  Manager  and  select  “Consult”:

Machine Translated by Google
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To  revoke  a  user's  link,  select  the  “Matrix”  menu  again,  navigate  to  the  bottom  of  the  page,  in  item  8,  and  click  on  the  desired  user's  

name.

Click  on  “Associate  Petition  Regulatory  User”  and  the  link  will  be  granted  to  the  selected  user:

Then  click  on  “Disassociate  Regulatory  User  from  Petition”  and  the  link  will  be  revoked  for  the  selected  user:
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Select  the  company

All  CNPJs  to  which  the  user  is  linked  will  be  displayed.  Choose  the  company  you  want  to  represent

Click  'Ok'

2.  CHOICE  OF  COMPANY  TO  BE  REPRESENTED

MNU  -  User  Manual

Page  12/132

Machine Translated by Google



The  Sidebar,  where  you  can  choose  which  features  you  want  to  use

The  home  screen  will  display  two  main  sections

Results  section,  where  it  is  possible  to  identify  documents  that  meet  the  criteria  for  each  of  the  boxes

3.  HOME  SCREEN
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Important!  All  drafts  are  automatically  deleted  13  months  from  the  date  of  the  last  edit.  The  date  for  deletion  is  displayed  to  the  user  in  

the  “Dt.  Automatic  Deletion”.  This  date  is  automatically  updated  every  time  a  draft  is  edited  and  saved.

present  at  the  bottom  of  the  form

access  the  request.

It  will  be  possible  to  export  the  drafts  present  in  the  lines  to  Excel

It  will  be  possible  to  register  a  new  process/initial  petition  or  a  new  secondary  petition/petition  

linked  to  an  existing  process  as  long  as  it  is  linked  to  the  CNPJ  used  to

When  triggering

When  triggering

When  accessing  the  system,  if  there  is  no  new  message  in  the  mailbox,  the  first  screen  that  will  be  displayed  is  the  drafts  screen:

4.  DRAFT  SCREEN

MNU  -  User  Manual
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•  Description  -  Field  in  which  the  subject  code  and  description  of  the  subject  are  presented

sketch;

•  Description  –  Presents  results  referring  to  the  subject  code  or  description  of  the  subject  of  the

The  fields  display  the  following  information:

When  filling  in  the  

magnifying  glass  field,  the  lines  below  will  show  drafts  that  have  any  field  that  meets  the  search  criteria  included  in  

the  quick  field

Start  and  End  fields  it  is  possible  to  perform  searches  within  a  defined  period

•  Dt.  Creation  –  Displays  results  relating  to  the  draft  creation  date.  When  filling  in  the

•  Responsible  Editing  –  Presents  results  referring  to  the  person  responsible  for  the  last  edit  in  the  draft  or,  when  

no  changes  occur  after  creating  the  draft,  the  user  responsible  for  creating  the  draft;

sketch.

the  advanced  search  criteria  will  be  displayed

•  Dt.  Automatic  Deletion  –  Displays  results  regarding  the  automatic  deletion  date  of  the

and  activate  the

In  the  advanced  search  the  search  criteria  are:

The  results  section  has  the  following  structure:

When  using  more  than  one  field,  the  result  displayed  on  the  screen  will  be  the  combined  result  of  the  selections  in  

each  field.

When  triggering

MNU  -  User  Manual
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made  on  draft;

•  Actions  –  Allows  you  to  perform  three  actions

•  Editing  Responsible  -  Field  in  which  the  name  of  the  person  responsible  for  the  last  modification  is  displayed

change  button

•  Dt.  Automatic  Deletion  –  Field  in  which  the  date  for  automatic  deletion  of  the

sketch;

•  Dt.  Edition  -  Field  in  which  the  draft  edition  date  is  displayed;

•  Dt.  Creation  -  Field  in  which  the  draft  creation  date  is  displayed

-  Allows  you  to  edit  a  draft

View  button -  Allows  you  to  view  a  draft  without  the  possibility  of  editing

-  Allows  you  to  delete  a  draftDelete  button

MNU  -  User  Manual
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search  button  to  

select  the  subject.

:  A  pop-up  will  open  confirming  the  closure  of  the  petition,  informing  that

,  to  open  the  subject  search  screen,  where  the  search  will  be  carried  out  and  then

will  open  a

At  the  bottom  there  are  4  buttons,  namely:

On  this  page  there  are  initially  2  blocks,  the  first  indicating  the  petitioner's  data,  which  is  already  filled  in  with  their  name,  their  CPF,  

the  name  of  the  chosen  company  and  the  respective  CNPJ,  and  the  second  the  general  data  area  of  the  petition ,  with  a  field  

containing  the  subject  chosen  for  the  process  and  a

By  selecting  the  “Initial  Petition”  option  on  the  “New”  page  

with  forms  relevant  to  the  petition.

all  unsaved  data  will  be  discarded.

5.  CREATING  A  DRAFT  OF  A  PRIMARY  PETITION

MNU  -  User  Manual

Page  17/132

•  

Machine Translated by Google



:  Sends  the  process.•  

:  It  will  save  the  process  with  the  currently  filled  data,  being  mandatory  to  select  at  least  the  

subject.  If  there  is  something  that  makes  saving  impossible,  a  message  will  appear  informing  you  of  the  problem,  

as  in  the  following  example:

:  It  will  check  if  the  form  was  filled  out  correctly,  if  not,  a  red  message  will  be  displayed  at  the  

top  of  the  screen  informing  you  that  there  are  corrections  to  be  made.

When  pressing  the  button next  to  the  “Subject”  field,  the  following  screen  will  open

On  this  screen,  you  can  see  the  “Select”  option,  which,  when  clicked,  will  open  a  list  of  Activities/Product  Types  and  you  can  select  the  

desired  one:

•  

•  
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:  In  which  a
description  of  the  subject  for  research.

:  You  can  enter  the  desired  Subject  code  for  searching.

.  

:  Button  to  confirm  the  search  using  the  information  entered  and/or  selected,  and  can  also  

be  used  with  empty  fields,  thus  opening  and  displaying  the  answer  list  with  all  the
existing  subjects

:  In  which  the  desired  service  can  be  selected,  according  to  those  listed  for  Anvisa  on  the  Gov  Br  Portal.  It  is  
possible  to  search  for  the  service  by  typing  part  of  the  service  name  (“auto-complete”  functionality).  When  
selecting  a  service,  the  petition  subjects  related  to  it  will  be  displayed  as  a  result.  This  functionality  is  still  

under  construction  and  may  present  inconsistencies.
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Note:  If  there  are  more  than  10  results,  it  will  be  possible  to  navigate  between  the  results  pages  using  the  navigation  bar  that  will  

appear  below  the  list  of  results  or  use  the  selector  on  the  side  of  the  bar  to  define  the  display  of  a  greater  number  of  subjects  on  the  

screen  of  research.

To  select  the  desired  subject  from  the  list  of  results,  click  on  the  arrow  to  the  right  of  the  desired  item”.
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The  system  will  apply  a  filter  that  will  automatically  replace  invalid  characters  that  may  be  in  the  name  of  each  file  

with  an  underscore  (_).  Invalid  characters  include

<  > ),  line  jumps  and  tabs  ( \n  \r  \t ),  charactersprogramming  language  delimiters  (control  &/invisible  

(ESC,  DEL,  null,  end  of  text, ...),  among  others.  This  change  does  not  change  the  content  of  the  files.

'  "  

In  the  “Documentation”  block  it  is  possible  to  see  the  columns  “Nº”,  which  displays  the  item  number,  “Item”,  which  

displays  the  name/title  of  the  Item,  “Required”,  where  “Yes”  will  be  displayed  if  it  is  mandatory  to  include  file(s)  for  

that  item,  “Files”,  where  the  files  selected  for  each  item  will  be  displayed,  and  “Actions”  where,

on  each  item,  there  will  be  a  button.

In  the  “Form  Templates”  block,  the  form  template  for  filling  out  can  be  made  available  for  download,  which,  once  

completed,  can  be  linked  to  the  corresponding  item  in  the  “Documentation”  block.

After  selecting  the  desired  subject,  the  fields  in  the  “General  Petition  Data”  block  will  be  automatically  completed  

and  up  to  3  blocks  will  appear,  namely  “Form  Templates”,  “Legal  Basis”  and  “Documentation”,  already  filled  in  with  

initial  data.
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When  you  click  send,  if  everything  is  correct,  the  sending  confirmation  box  will  appear,

showing  the  documentation  items  with  the  name  of  the  inserted  attachments.

To  confirm  the  sending,  you  must  click  on  attachments  before  

viewing  the  files.  After  clicking,  the  “Viewed”  field  will  change  from  No  to  Yes.

click  on  the  names  of  the

When  clicking  the  button

item.  Files  can  be  up  to  50  MB  in  size  and  have  the  extensions  jpg,  jpeg,  bmp,  png,  pdf,  doc,  docx,  xls  and  xlsx.

A  screen  will  open  for  you  to  attach  one  or  more  files  relevant  to  the

Depending  on  the  selected  subject  code,  other  blocks  of  information  may  be  made  available  on  the  petition  form;  see  the  final  sections  

of  the  Manual  for  specific  guidance  on  each  form.

,  
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The  button When  clicked,  the  window  below  opens,  

showing  payment  options:  Generate  Boleto,  which  allows  printing  the  GRU  for  payment;  and  PagTesouro,  which  allows  payment  by  Credit  Card  

or  using  Pix.

,  

If  the  request  requires  payment  of  a  fee,  a  window  will  be  displayed  with  information  about  the  petition  awaiting  payment

It  will  not  be  possible  to  make  any  changes  to  documents.After
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:  again,  the  Generate  Boleto  or  PagTesouro  option  can  be  chosen.

When  selecting  the  PagTesouro  option,  the  options  are  displayed:

•  Credit  Card,  where  you  can  choose  one  of  the  available  payment  providers.  Depending  on  the

choose,  no  prior  registration  is  required.

but  has  not  been  paid  will  still  be  available  in  the  “Payment”  tab,  and  payment  can  be  made  by  clicking

The  button

you  will  be  redirected  to  the  draft  screen  again.  The  request  that  was  completed

When  selecting  the  Generate  Boleto  option,  it  will  be  possible  to  print  the  GRU  for  payment.  Clicking

•  Pix,  where  a  QR  Code  will  be  generated  to  complete  the  payment.  The  code  will  also  be  displayed  in  full,  for  use  on  the  

institution's  website.

Upon  completing  the  necessary  actions,  the  user  is  redirected  back  to  the  PagTesouro  page:
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you  will  be  redirected  to  the  draft  screen  again.Clicking

If  the  request  does  not  require  payment  of  a  fee,  a  success  message  will  be  displayed  with  the  petition  details.
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The  page  ready  to  print  the  receipt  will  open.

When  clicking

When  finished,  you  will  be  redirected  to  the  drafts  screen  again.
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alreadyto  a  process existing

A  new  tab  will  open  in  the  similar  browser

To  create  a  draft  of  a  petition  linked  to  an  existing  process,  on  the  Draft  screen  select

PetitionNew  and  then  linked

Note:  This  step  can  also  be  done  through  the  processes  tab,  linking  the  petition  directly  to  the  desired  process.

,  

the  following  example:

When  clicking  the  button next  to  the  “Origin  Request”  field,  a  window  will  be  available  to

research  and  selection  of  the  petition  to  which  the  request  will  be  linked.

Initially,  it  is  possible  to  identify  two  blocks  of  information,  the  first  with  the  petitioner's  data,  as  in  the  initial  petition  process,  and  a  

second  with  the  general  petition  data.

6.  CREATING  A  DRAFT  PETITION  LINKED  TO  AN  EXISTING  PROCESS
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•  The  Digital  Service  selector,  when  the  screen  used  is  for  a  petition  linked  to  an  existing  process,  loads  the  available  services  

taking  into  account  the  digital  service  of  the  parent  petition.  For  example,  when  starting  a  linked  petition  in  a  Cosmetic  

Registration  process,  whose  service  is  Request  Cosmetic  Registration,  the  services  available  for  the  linked  petition  include  

Change,  Cancel  and  Renew  Cosmetic  Registration,  among  others.

•  Petitions  related  to  an  investigation  dossier  are  only  available  to  receive  a  secondary  petition  once  a  requirement  is  issued  by  

Anvisa  or  when  the  petition  is  published.

•  Depending  on  the  selected  subject  code,  other  blocks  of  information  may  be

available  on  the  petition  form.

To  select  the  desired  process,  click  next  to  the  process.  From  this  moment  on,  the  steps  will  be  the  same  as  those  that  must  be  taken  

to  fill  out  an  initial  petition,  starting  with  selecting  the  subject.

Important!

Note:  the  fields  can  be  left  blank  to  search  all  processes,  or  fill  in  only  the  desired  fields,  searching  according  to  the  data  entered.

When  entering  the  desired  data  and  clicking  on,  processes  and  files  corresponding  to  the  searched  criteria  will  be  listed,  provided  they  

are  submitted  by  the  accessed  CNPJ.

•  When  indicating  as  a  “Petition  of  Origin”  a  secondary  petition/petition  linked  to  a  process,  it  will  only  be  possible  to  link  requests  

for  additions,  withdrawals,  appeals  and  rectifications  to  these

petitions,  according  to  the  warning  displayed  on  the  screen:
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same,

This  tab  contains  transactions  that  are  awaiting  payment  or  payment  clearing  and  whose  due  date  is  later  than  the  current  

date.  “Overdue”  transactions  will  not  be  displayed  in  this  tab,  as  it  would  no  longer  be  possible  to  make  the  payment.

to  open  the  filter

When  selecting  the  “Payment”  option  on  the  side  screen,  the  following  screen  will  be  displayed:

and  a  button

,  which  issues  an  excel  with  the  petitions  waiting  for  the  quick

This,  when  activated,  presents  the  advanced  filter  that  can  be  used  to  search  for  a  payment  by:

On  the  screen,  a  button  listed  below  is  

available

advanced:

filter

•  Description  -  Displays  results  referring  to  the  description  of  the  transaction.

below

•  Transaction  number  -  Displays  results  referring  to  the  transaction  number.

onepayment

•  Guide  -  Displays  results  referring  to  the  guide  number.

7.  PAYMENT  TAB
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processes  and  petitions  related  to  Operating  Authorization  or  Special  Authorization.

•  Expiration  Date  -  Displays  results  referring  to  the  due  date  between  the  dates

Expiration”  and  “Actions”,  which  presents  the  possible  action  buttons  for  each  payment,  which  are:

•  Issue  Date  –  Displays  results  referring  to  the  issue  date  between  the  chosen  dates

The  payment  list  has  the  columns  “Transaction  Number”,  “Description”,  “Guide”,  “Amount”,  “Dt.  Issuance”,  “DT.

•  Product  Name  –  Displays  results  referring  to  the  product  name  (if  any)

Treasury

chosen

Allows  you  to  choose  the  type  of  payment  when  issuing  a  duplicate  of  the  GRU  or  allowing  access  to  the

•  Number  of  Knowledge  –  Presents  results  referring  to  the  number  of  knowledge  (if  any);  This  identifier  was  

provided  for  physical/manual  petitions  after  the  documentation  was  delivered  to  the  Agency  and  before  

the  process  or  file  number  was  generated.

Allows  viewing  of  the  request.

•  Bill  of  Lading  Number  –  Presents  results  regarding  the  bill  of  lading  number  (also  known  as  AWB),  applicable  

only  to  petitions  and  processes  related  to  import/export.

Prints  the  transaction  statement.

•  Value  -  Displays  results  regarding  the  value  of  the  transaction.

•  AFE/AE  number  –  Displays  results  referring  to  the  AFE/AFE  number.  Applicable  only  for

•  Digital  Service  –  Displays  results  referring  to  the  selected  digital  service.  This  filter  is  still  under  construction  

and  will  be  populated  as  more  Anvisa  services  are  listed  on  the  Gov  Br  portal,  so  it  may  present  

inconsistencies.
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8.  TAB  WAITING  FOR  PROTOCOL

to  open  the

which,  when  activated,  presents  the  advanced  filter  with  search  options:

and  a  button

•  Transaction  Number  -  Displays  results  referring  to  the  transaction  number.

,  which  outputs  an  Excel  file  with  the  protocols

advanced  filter

A  button  listed  in  the  table  below  is  

available  on  the  screen,  a  quick  filter

When  selecting  the  “Waiting  for  Protocol”  option  in  the  side  menu,  a  page  like  the  example  below  will  be  displayed:

•  Description  -  Displays  results  referring  to  the  description  of  the  transaction.

•  Responsible  -  Presents  results  referring  to  the  person  responsible.
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You  can  perform  some  actions  by  clicking  on  the  action  buttons:

:  Opens  a  window  to  print  the  statement  with  the  petition  data.

The  list  of  protocols  has  the  columns  “Transaction  Number”,  “Description”,  “DT.  TRANSACTION”,  “RESPONSIBLE”  and  

“ACTIONS”.

•  Dt.  Transaction  -  Displays  results  referring  to  the  date  of  the  transaction  between  the  period  entered.

:  Opens  the  petition  in  a  new  tab,  with  details  and  on  a  similar  page  as  in  the  action  of  opening  a  new  petition.  This  

button  is  only  displayed  for  flows  started  in  Solicita,  and  only  for  the  user  who  performed  the  protocol  or  for  users  who  

have  the  Petition  Regulatory  User  link.  In  cases  where  an  addition  was  made  by  a  third  party,  the  field  may  be  disabled  

if  the  third  party  chooses  not  to  share  the  information  with  the  person  requesting  the  process  or  petition.
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9.  MAILBOX  TAB

to  open  the  filter

As  of  July  2020,  messages  of  the  type  “Proof  of  Protocolization”  will  have  their  reading  requirement  removed,  so  that  these  messages  

will  no  longer  prevent  the  use  of  other  system  functionalities  while  they  are  unread.  This  exception  applies  only  to  messages  of  this  

type;  the  other  messages  remain  mandatory  reading  before  using  the  other  system  functionalities.

activated,

When  selecting  the  “Mail  Box”  option  in  the  side  menu,  the  screen  will  open  listing  the  read  and  unread  messages  related  to  the  

company's  CNPJ  through  which  access  to  Solicita  was  made.  Every  time  there  is  an  unread  message  and  the  user  tries  to  access  

some  functionality,  it  will  first  be  forwarded  to  the  mailbox.

advanced,

,  which  outputs  an  excel  with  the  messages  listed

to  the

A  button  is  available  on  the  screen  just  below  

it,  a  quick  filter

what, it  presents

which  can  be  used  to  search  a  message  by:

and  a  button

to  be advanced  filterO

•  Sender  -  Displays  results  referring  to  the  sender.
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•  Reading  date  -  Displays  results  referring  to  the  reading  date  between  the  selected  period

The  message  list  has  the  columns  “Sender”,  “Subject”,  “DT.  SHIPPING”,  “DT.  READING”,  “RESPONSIBLE

•  Shipping  Date  -  Displays  results  referring  to  the  shipping  date  between  the  selected  period

•  Subject  -  Displays  results  relating  to  the  subject  of  the  message.  •  

Responsible  for  reading  –  Presents  results  referring  to  the  person  responsible  for  reading

READING”  and  “ACTIONS”,  which  have  a  

button  in  a  new  browser  tab.

which  when  activated  opens  the  detailed  message  in
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A  button  is  available  on  the  screen  in  the  

table  below,  a  quick  filter

and  a  button

,  which  issues  an  excel  with  the  open  requirements

for

On  this  screen,  any  requirements  issued  by  Anvisa  in  processes  or  petitions  related  to  the  CNPJ  of  the  company  through  which  

Solicita  was  accessed  or  requirements  for  which  the  logged-in  company  is  the  recipient  of  the  requirement  are  available  for  viewing.  

Requirements  can  be  viewed  both  for  requests  made  by  Solicita  and  made  through  the  Electronic  Petition  System  (available  at  

http://www9.anvisa.gov.br/petimentação/sat/global/acesso.asp),  in  addition  to  initiated  processes  and  petitions  by  Anvisa  itself.

This  screen  displays  unfulfilled  requirements,  unfinished  processes  or  petitions  that  were  sent  as  of  08/01/2019.  In  this  way,  the  

requirements  that  remain  unfulfilled  in  processes  and  petitions  that  reach  a  "finalized"  documentary  status,  such  as  consented,  

published  acceptance,  closed  petition,  withdrawal  upon  request  or  cancelled,  for  example  -  that  is,  for  which  Anvisa's  role  in  the  

claim  has  already  been  finalized  -  will  no  longer  be  displayed  in  the  open  requirements  tab.

the  screen  will  be  displayed.By  clicking  on  “Open  Requirements”  in  the  side  menu,

open  the  advanced  filter  which,  when  activated,  displays  the  advanced  filter  with  the  fields  for  filtering:

10.  OPEN  REQUIREMENTS  TAB
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•  Dt.  Limit  -  Displays  results  referring  to  the  limit  date  between  the  selected  period

•  Description  -  Presents  results  referring  to  the  description  of  the  requirement

•  Number  of  Knowledge  –  Presents  results  referring  to  the  number  of  knowledge  (if  any);  This  identifier  was  

provided  for  physical/manual  petitions  after  the  documentation  was  delivered  to  the  Agency  and  before  the  

process  or  file  number  was  generated.

•  File  -  Displays  results  referring  to  the  file  number

•  Bill  of  Lading  Number  –  Presents  results  regarding  the  bill  of  lading  number  (also  known  as  AWB),  applicable  

only  to  petitions  and  processes  related  to  import/export.

•  Responsible  for  Reading  -  Presents  results  referring  to  the  person  responsible  for  reading

Br.  

•  Requirement  File  -  Presents  results  referring  to  the  requirement  file  number

•  Digital  Service  –  Displays  results  referring  to  the  selected  digital  service.  This  filter  is  still  under  construction  

and  will  be  populated  as  more  Anvisa  services  are  listed  on  the  Gov  portal

•  Dt.  Requirement  -  Displays  results  referring  to  the  requirement  date  between  the  selected  period

processes  and  petitions  related  to  Operating  Authorization  or  Special  Authorization.

•  Activity/Type  of  products  -  Displays  results  relating  to  the  type  of  product  •  Omit  expired  

requirements  -  Displays  results  that  are  not  due

•  AFE/AE  number  –  Displays  results  referring  to  the  AFE/AFE  number.  Applicable  only  for

Product”,  “EXPEDIENT”,  “EXPEDIENT  REQUIREMENT”,  “DT.  REQUIREMENT”,  “DT.  READING”,  “RESPONSIBLE  

READING”,  DT.  LIMIT  FOR  COMPLIANCE”  and  “ACTIONS”,  this  being

•  Process  -  Displays  results  referring  to  the  process  number

•  Dt.  Reading  -  Displays  results  referring  to  the  reading  date  between  the  selected  period

•  Product  Name  –  Displays  results  referring  to  the  product  name  (if  any)

The  Requirements  listing  table  has  the  columns  “Process”,  “Description”,  “Activity/Type  of
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For  processes  of  the  “TOXICOLOGY”  product  type  –  except  those  related  to  wood  preservatives –,  

in  each  process,  which,  when  clicked,  opens  the  process  in  a  new  

browser  tab,  the  same  as  the  one  displayed  when  starting  a  process  in  the  “Draft”  tab,  allowing  requirements  

to  be  met  for  each  open  requirement.

last  where  the  button  is  located

It  is  possible  to  request  a  deadline  extension  by  clicking  the  button  in  the  process  or  the  respective  process,  

as  shown  below.  This  button,  when  clicked,  opens  the  process  in  a  new  browser  tab,  the  same  as  the  one  

displayed  when  starting  a  process  in  the  “Draft”  tab,  allowing  an  extension  of  the  deadline  to  be  requested  to  

comply  with  the  requirement.
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A  button  is  available  on  the  screen

table,  a  quick  filter

,  which  issues  an  excel  with  the  processes  displayed  in  the

related  to  the  CNPJ  of  the  company  through  which  access  to  Solicita  was  made  and  some  actions:

by  Anvisa  or  when  the  process  or  petition  is  published.

The  processes  related  to  the  Investigation  Dossier  and  its  linked  petitions  or  Health  Administrative  

Process  are  only  available  for  viewing  once  a  requirement  has  been  issued

When  selecting  “Processes”  in  the  side  menu,  the  page  showing  the  list  of  processes  will  be  displayed

to  open  the  advanced  filter:

and  a  button

11.  PROCESSES  TAB
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Br.  

•  Status  –  Presents  results  regarding  the  status  of  the  process

•  Activity/Product  Type  -  Displays  results  relating  to  the  activity/product  type

•  Digital  Service  –  Displays  results  referring  to  the  selected  digital  service.  This  filter  is  still  under  

construction  and  will  be  populated  as  more  Anvisa  services  are  listed  on  the  Gov  portal

When  activated,  it  displays  the  advanced  filter  which  contains  the  filtering  options:

•  Product  Name  –  Displays  results  referring  to  the  product  name  (if  any)

•  Dt.  Situation  -  Displays  results  referring  to  the  date  of  the  situation  between  the  selected  period

•  Dt.  Entry  -  Displays  results  for  the  entry  date  between  the  selected  period

•  Petition  file  number  -  Displays  results  referring  to  the  petition  file  number

•  Number  of  Knowledge  –  Presents  results  referring  to  the  number  of  knowledge  (if  any);  This  identifier  

was  provided  for  physical/manual  petitions  after  the  documentation  was  delivered  to  the  Agency  and  

before  the  process  or  file  number  was  generated.

•  Bill  of  Lading  Number  –  Presents  results  regarding  the  bill  of  lading  number  (also  known  as  AWB),  

applicable  only  to  petitions  and  processes  related  to  import/export.

•  Process  -  Displays  results  referring  to  the  process  number

•  Description  -  Presents  results  referring  to  the  process  description

processes  and  petitions  related  to  Operating  Authorization  or  Special  Authorization.

•  AFE/AE  number  –  Displays  results  referring  to  the  AFE/AFE  number.  Applicable  only  for

•  Transaction  Number  –  Displays  results  referring  to  the  transaction  number
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,  what,

where  it  is  possible  to  check  the  files  (petitions  linked  to  the  process),  electronic  requirements,  official  letters

“DT.  ENTRY”,  “SITUATION”,  “DT.  SITUATION”  and  “ACTIONS”,  the  latter  of  which  has  a  button  when  pressed,  

which  opens  the  process  information  in  a  new  tab:

The  list  of  processes  has  the  columns  “PROCESS”,  “DESCRIPTION”,  “ACTIVITY/PRODUCT  TYPE”,

electronic  documents  and  opinions  linked  to  the  process  and  petitions  in  the  sidebar:

and  on  the  right  the  summary  of  the  file:
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In  these  cases,  it  is  possible  to  perform  some  actions  by  clicking  on  the  buttons:

:  Opens  a  new  petition  from  the  currently  displayed  petition.

:  Opens  the  window  for  printing  the  online  filing  receipt.  The  protocol  can  be  printed  for  petitions  

submitted  in  person,  via  the  electronic  petitioning  system  or  through  Solicita.

.  

same:

When  clicking  on  the  process  or  a  petition  in  the  sidebar  tree,  a  summary  of  the  case  will  be  displayed  on  the  right.

You  can  add  a  new  petition  to  the  process  by  clicking  the  button

:  Opens  a  window  to  print  the  statement  with  the  petition  data.
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:  Opens  the  petition  in  a  new  tab,  with  details  and  on  a  similar  page  as  in  the  action  of  

opening  a  new  petition.  This  button  is  only  displayed  for  flows  started  in  Solicita,  and  only  for  the  user  who  

performed  the  protocol  or  for  users  who  have  the  Petition  Regulatory  User  link.  In  cases  where  an  addition  

was  made  by  a  third  party,  the  field  may  be  disabled  if  the  third  party  chooses  not  to  share  the  information  

with  the  person  requesting  the  process  or  petition.

Important!  Petitions  related  to  an  investigation  dossier  do  not  present  the  information  “situation”,  “is  

in”,  “since”,  “payments”  and  “history  of  situations”,  as  they  are  considered  confidential  according  to  

item  VIII,  of  article  23  of  the  Law  nº  12,527,  of  November  18,  2011.
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12.  SERVICE  EVALUATION

The  evaluation  module  is  a  functionality  that  is  being  implemented  gradually,  where  the  services  that  are  included  in  this  functionality  

will  allow  access  to  an  evaluation  questionnaire  in  the  format  below:

Once  the  service  evaluation  has  been  entered,  the  form  will  be  complemented  by  presenting  criteria  that  justify  the  evaluation  given.

In  order  to  allow  the  user  to  evaluate  the  service  provided,  Solicita  presents  two  possibilities  for  the  user  to  send  their  opinion  using  

the  Ministry  of  Economy's  evaluation  module.

MNU  -  User  Manual

When  you  click  on  send  evaluation,  a  screen  will  be  displayed  informing  you  that  the  evaluation  was  registered  successfully.  It  will  

only  be  possible  to  carry  out  an  evaluation  upon  request.
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12.2.  PROOF  OF  PROTOCOLIZATION

12.1.  END  OF  PETITION  FLOW
At  the  end  of  the  flow  of  petitions,  for  which  the  fee  is  waived,  the  “Petition  sent  successfully”  screen  will  be  available.

In  the  bottom  corner  of  the  screen,  the  link  “Evaluate  our  service”  will  be  available.

The  evaluation  questionnaire  can  be  accessed  through  the  flows  described  below:

MNU  -  User  Manual

After  completing  the  registration,  the  system  issues  a  proof  of  registration  and,  in  the  services  served  by  the  evaluation  module,  

this  proof  will  display  the  link  “evaluate  our  service”.

Proof  of  protocolization  can  be  accessed  through  the  mailbox  or  through  the  “print  protocol”  button  on  the  processes  tab.
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SALE

To  start  requesting  a  request  to  change  the  sanitation  notification,  it  is  necessary  to  access  the  drafts  tab  

and  click  on  the  “New”  button,  selecting  the  option  “Petition  Linked  to  an  Existing  Process”.

Functionality  available  only  for  “Sanitizing”  type  processes.

CHANGE  OF  SANITATION  NOTIFICATION  AND  EXPRESSION  OF  INTEREST  IN  CONTINUATION

When  selecting  the  notification  to  be  changed,  your  data  will  be  loaded  on  the  screen  in  a  form  identical  to  

that  used  in  the  initial  notification.

To  express  interest  in  continuing  sales,  the  system  will  automatically  update  the  product's  expiration  date  at  

the  end  of  the  petition  flow.  This  update  will  only  occur  if  the  protocol  is  carried  out  within  the  regulatory  

deadline  defined  for  this  request.

Due  to  the  migration  to  the  Solicita  system,  information  regarding  “pH  Standard  Deviation”,  “Corrosivity”,  

“LD50”,  “Substance”  and  “Type  of  Measurement”  from  notifications  prior  to  August/2020  may  be  loaded  

incompletely.  The  company  must  fill  in  the  mandatory  fields  to  make  this  petition  possible.  Once  this  update  

has  been  carried  out,  the  next  changes  to  these  notifications  will  have  their  forms  loaded  appropriately.
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Functionality  only  available  for  “Companies”  type  petitions.

After  choosing,  a  block  of  information  will  be  made  available  regarding  the  legal  or  technical  person  responsible,  

depending  on  the  subject  chosen.

Select  the  subject  corresponding  to  the  change  you  want  to  make:  change  of  legal  responsible  or  change  of  

technical  responsible.

CHANGE  OF  LEGAL  RESPONSIBLE  AND  TECHNICAL  RESPONSIBLE  FOR  AFE/AE

MNU  -  User  Manual

Start  a  petition  linked  to  the  AFE  process  you  want  to  change  by  following  the  steps  described  in  this  manual.  If  you  

do  not  know  which  process  number  linked  to  AFE  you  wish  to  change,  this  information  can  be  obtained  through  the  

Company  Operations  query,  “Consultar  Empresa  Nacional”,  available  at  https://consultas.anvisa.gov.br/# /

companies/companies/
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The  right  column ,  marked  in  blue,  indicates  the  users  who  will  be  updated  as  legal  or  technical  managers  (depending  on  the  chosen  

subject)  of  the  company  after  sending  the  request.  When  the  subject  is  selected,  the  right  column  will  contain  users  who  are  currently  

registered  as  technically  or  legally  responsible  (depending  on  the  chosen  subject)  for  the  selected  AFE.  This  information  can  also  be  

verified  in  the  Company  Operations  query,  as  previously  informed.

The  left  column ,  marked  in  red,  indicates  all  users  who  can  be  registered  as  legal  or  technical  responsible  (depending  on  the  chosen  

subject).

In  the  second  field  we  have  two  columns,  where  users  are  described  with  their  respective  names  and  CPF  (the  CPF  data  and  surnames  

were  hidden  in  the  images  to  preserve  the  data  of  people  registered  in  the  system).

In  the  first  field,  the  system  will  inform  which  AFE  the  request  will  change  the  legal  responsible  or  technical  responsible  information  for.  

In  the  example  case,  it  would  be  AFE  6074603:

Adding  a  user  is  done  by  clicking  on  the  arrow  next  to  the  user's  name  in  the  table  on  the  left,  marked  in  red.  The  user's  name  will  

automatically  be  transferred  to  the  table  on  the  right,  marked  in  blue.

Deleting  a  user  is  done  by  clicking  on  the  arrow  next  to  the  user's  name  in  the  table  on  the  right,  marked  in  blue.  The  user's  name  will  

automatically  be  transferred  to  the  table  on  the  left,  marked  in  red.
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Inserting  a  new  user  in  the  table  on  the  right,  marked  in  blue,  is  done  by  entering  the  user's  CPF  in  the  

“Associate  new  person  responsible  (CPF)”  field.

If  the  user  does  not  yet  have  registered  data,  the  following  error  message  will  appear:  “CPF  not  entered,  

please  access  the  registration  systems  for  insertion.”

In  this  case,  the  user  will  need  to  be  registered  by  the  applicant  in  the  ANVISA  registration  system.

After  completing  this  step,  the  user  must  follow  the  rest  of  the  flow,  as  detailed  in  previous  sections  of  this  

manual,  until  the  protocol  is  completed.

red.

In  the  example  given,  after  sending  the  request,  users  ADEMIR  and  ALESSANDRA  would  be  the  new  

responsible.

included  by  clicking  on  the  arrow  next  to  the  user's  name  in  the  table  on  the  right,  marked  in  blue.  Automatically  

the  user  name  will  be  transferred  to  the  table  on  the  left,  marked  in

If  the  user  has  been  selected  incorrectly,  you  can  remove  him  from  the  table  of  users  who  will  be

After  the  protocol,  a  message  will  be  sent  to  the  mailbox  informing  who(s)  the  company  representative(s)  are  

after  the  petition  is  made:

The  petition  extract,  available  in  the  processes  tab  (see  previous  sections  to  understand  how  to  access  this  

functionality),  presents  information  on  representatives  prior  to  the  request  and  after  the  request  was  made.
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as  stated  in  the  Federal  Revenue  database.

the  date  of  the  last  update.  Ex:

In  the  case  of  a  petition  for  a  change  of  company  name,  the  block  of  information  relating  to  the  company  name  

as  currently  stated  in  Anvisa's  registration  and  the  company  name  will  be  made  available

If  there  is  a  discrepancy  between  the  information  displayed  on  the  form  and  the  Federal  Revenue  database,  note  

the  date  of  the  last  update.  If  there  is  still  a  discrepancy  between  the  data,  contact  the  responsible  area  so  that  

the  reason  for  the  problem  found  can  be  investigated.

Select  the  subject  corresponding  to  the  change  you  want  to  make:  change  of  address  or  change  of  company  

name.  The  list  of  subject  codes  is  available  for  consultation  at  the  link:  https://www9.anvisa.gov.br/petimentação/

sat/Consultas/ConsultaAssuntoPersistir.asp

Information  from  the  Federal  Revenue  is  updated  every  3  days,  and  the  information  is  made  available  on  the  form

Functionality  only  available  for  “Companies”  type  petitions.

CHANGE  OF  ADDRESS  AND  CORPORATE  NAME  FOR  AFE/AE

Start  a  petition  linked  to  the  AFE  process  you  want  to  change,  following  the  steps  described  in  this  manual.  If  you  

do  not  know  which  process  number  linked  to  AFE  you  wish  to  change,  the  information  can  be  obtained  through  the  

Company  Operations  query,  “Consultar  Empresa  Nacional”,  available  at  https://consultas.anvisa.gov.br/# /

companies/companies/
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Initially  the  user  will  be  asked  if  they  want  to  make  the  same  change  for  all  authorizations

active.

Active  AFEs/AEs  Field:  Regardless  of  the  type  of  request  made,  the  Active  AFEs/AEs  field  is  common  to  both  forms  and  will  be  

displayed  in  both  flows,  as  long  as  the  selected  company  has  other  processes  with  active  AFEs/AEs.

If  the  user  selects  the  “No”  option,  a  checkbox  will  be  displayed  so  that  the  user  declares  that  they  are  aware  that  failure  to  submit  to  

all  processes  may  result  in  the  request  being  rejected.

the  date  of  the  last  update.  Ex:

If  there  is  a  discrepancy  between  the  information  displayed  on  the  form  and  the  Federal  Revenue  database,  note  the  date  of  the  last  

update.  If  there  is  still  a  discrepancy  between  the  data,  contact  the  responsible  area  so  that  the  reason  for  the  problem  found  can  be  

investigated.

Information  from  the  Federal  Revenue  is  updated  every  3  days,  and  the  information  is  made  available  on  the  form

In  the  case  of  a  request  for  a  change  of  address,  a  block  of  information  will  be  made  available  relating  to  the  address  as  it  currently  

appears  in  the  Anvisa  registry  and  the  address  as  it  appears  in  the  Federal  Revenue  database.

In  this  flow,  marking  the  checkbox  is  mandatory  and  not  checking  it  will  prevent  the  request  from  being  filed.

If  the  user  selects  the  “Yes”  option,  an  interface  will  be  made  available  in  which  all  the  company's  valid  authorizations  will  be  available,  

in  addition  to  the  process  related  to  that  authorization.

If  an  active  authorization  is  not  displayed  or  an  inactive  authorization  is  displayed,  please  contact  the  area  responsible  for  the  

authorization  so  that  the  Anvisa  team  can  assess  what  happened.
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,  which  will  be  used  to

If,  at  the  beginning  of  the  form,  an  address  change  subject  was  selected,  the  system  will  only  display  address  

change  subjects.  Likewise,  if  a  corporate  name  change  subject  was  selected,  the  system  will  only  display  corporate  

name  change  subjects  in  the  modal.

A  new  modal  will  be  displayed  for  selecting  the  subject,  by  clicking  on  the  

magnifying  glass  to  submit  the  same  type  of  request  selected  at  the  beginning  of  the  flow.

Click  on  the  edit  option  in  the  actions  column
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When  selecting  a  subject,  the  modal  will  display  the  fee  related  to  that  request  and  the  checklist  items  for  

attaching  the  requested  documents.

After  attaching  the  requested  documents,  click  confirm
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