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l. Create an EU login account

The first step is to create your EU login identifier. This is a mandatory security layer.

I Note: if you already have an EU Login, you can go directly to step II.

Go to https://webgate.ec.europa.eu/tracesnt/login to access the TRACES NT welcome page.

Click on the link “Sign up for TRACES” in the box on the right side :

TRACES Log In

Do not have an account?

Please log in through the by clicking on the button below and follow instructions.

suppaort.

If you cannot remember your passwaord, you can on EL Login.

In the top right corner, you have the option to choose your language:

EU Lo gin ggieé‘; O English (en)

One account, many EU services

Cestina (cs)

dansk (da) ‘
Deutsch (de)

eesti (et)

Create an account I

English (en)

You will be redirected to the EU Login registration page. Complete all form fields.

Note: Please keep in mind that the data you choose is the data that will appear on the
certificates / documents when you sign them. As the certificate in TRACES NT has a legal value, it
is important that you register your EU login account in the name of a real person, NOT a generic
name such as your border control post, the name of your operator or control body.

Concerning the e-mail address: it is strongly recommended to choose your individual professional
email address. It will be used to login to TNT.

After completing all the fields, click on "Create an account'.


https://webgate.ec.europa.eu/tracesnt/login

Create an account

Help for external users

First name

Last name

E-mail

Confirm e-mail

E-mail language

| English (en)

Enter the code

[ By checking this box, you acknowledge that
you have read and understood the privacy staternent

Create an account

Once the request is sent, you will receive an automatic email with a link allowing you to set your
password.

I Note: you have 90 min to click on the link (it will expire when the 90 minutes have passed).

If you do not receive this automatic email, you can find help on this page:
https://webgate.ec.europa.eu/cas/contact.html

Note: in TNT, the user can manage his own account and change his/her personal data. To do so,
click on your email address in the top right corner of the screen and then on “Edit your profile”.

n IMSOC CCAFR THIRTY-FIVE @ Log Out
TRACES - ADIS - EUROPHYT - iRASFF CCA35 FR@ec-traces.eu

Index

English (English) v
erence data ~  |#” Analytics ~ & Publications + @ He a )

[ Documents + &) Interceptions ~+ @ Dashboards ~ @5 Actors ~

I [ Edit your profile I

Welcome CCA FR THIRTY-FIVE My pending certificates

Last login: 24/03/2021 14:05:26 +0100 CET

Last login: 2
Available roles

Reference number Action

L 1 Direction Générale de la Consommation, de la

A COL.BR.2020.0000326 Concurrence et de la Répression des Fraudes Service
[ Issuing Body Declaration Signed | de la régulation et de la sécurité (DGCCRF)

Lo T oo ol corcavcs

You are on environment: Acceptance
Acceptance - this environment hosts a future release, to ensure everything

works as expected before going to Production: This version of the system

Click on “My account on EU login”.


https://webgate.ec.europa.eu/cas/contact.html

Edit Your Profile Requestnewrole~ & Save Preferences

General preferences Perscnal Information

Europe/Luxembourg - Central European Summer Time (+02:00) EU Login is the place where your personal information are
stored. If any of the information displayed here is wrong, you
can update it there. Your information will be refreshed
automatically in TRACES the next time you log in.

Timezone
Local time- October 22, 2020 12:19:07 +02:00 CEST

Notification preferences FullName  CCAFR THIRTY-FIVE

Domain @ External

Q, Filter Username n@e3939v

[en] (NOTIFICATION_EVENT_TYPE) ADIS_CATALOG_DATA_TYPES_SYNCHRONIZATION_ERROR (=T

Please untick notifications you have no w

[en] (NOTIFICATION_EVENT_TYPE) ADIS_OUTBREAK_SUBMITTED_TO_M$_DEFERRED

[en] (NOTIFICATION_EVENT_TYPE) ADIS_OUTBREAK_SUBMITTED_TO_MS_IMMEDIATELY 3 My account on EU Login

Authority created
Authority upgated & Change your Password at EU Login

CATCH Certificate created

#" Update your Information at EU Login

Catch Certificate: Rejected by issuing body
Catch Certificate: Submitted to issuing body

ALY IR L YR T YA YA Y

Catch Certificate: Validated by issuina bodv

Click on “modify my personal data”’ and modify the data you wish.

My Account

i @ o

My account details Modify my personal data Delete my account

Do not forget to click on “submit” to save the changes.

User edit

First name

cCcAFR

Last name

THIRTY-FIVE

E-mail

‘ CCA35 FR@ec-traces.eu ‘

E-mail language

‘ English (en)

| want to receive e-mail notifications

[ Warn me each time an application asks for my
identity
[ View my EU Login account details after logging

me in
m cancel




II.  Create an account in TRACES NT: request a role

Once you created your EU login, you have to request a role in order to have access to TRACES NT.

Go to the TNT website: https://webgate.ec.europa.eu/tracesnt/login.

Then click on the green button “Log into TRACES’.

TRACES Log In

Please log in through the by clicking on the button below and follow instructions

Log into Traces

If you cannot remember your password, you can on EU Login.

You will be redirected to the EU Login access. Introduce your email address and click on “Next”.

tracesnt requires you to authenticate

Sign in to continue

Use your e-mail address

[ =~ ]

Create an account

Introduce your password and click on “Sign in”.

Sign in to continue

Welcome

BCPO1.FR@ec-traces.eu
(External)

Sign in with & different e-rmail address?

Password

Lost your password?

Choose your verification method

Password

oxm
A



https://webgate.ec.europa.eu/tracesnt/login

When accessing TRACES for the first time, you will see this page where you can choose your role:

Request authorisation

A

You currently do not have any role allowing you to access the application.

Please select the type of organisation you're requesting access for

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests

Operator

Economic operators such as particular businesses. stores, non-profit arganisations.

Organic Control Body

Control Bodies listed in Annex IIl and Annex |V of Commission Regulation (EC) Ne 1235

Authority

Competent authority such Customs offices, Veterinary authorities, central competent authonties,
phytosanitary authonties,

Appointed Veterinary Offices

Description

Other body

Other bodies such as franslators, country administrators, customs systems (at national level)...

@ Need help to find out which kind of organisation you belong to?

1. Request a role as an operator “Responsible for the load” (RFL)

The responsible for the consignment in the EU is the person who issues the part | of the CHED-A, CHED-P,
CHED-D and CHED-PP.

To request this role, select “Operator’.

Request authorisation

A

You currently do not have any role allowing you to access the application.

Please select the type of organisation you're requesting access for.

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests.

Economic operators such as particular businesses, stores, non-profit organisations

Organic Control Body

Control Bodies listed in Annex Il and Annex IV of Commission Regulation (EC) No 1235

Authority

Competent autherity such Customs offices, Veterinary authorities, central competent authonties,
phytosanitary authonties,

Appointed Veterinary Offices

Description

Other body

Other bodies such as translators, country administrators, customs systems (at national level)

© Need help to find out which kind of organisation you belong to?
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The system will redirect you to a search page, which will enable you to search for your company.

Select the “Country” and type the name of the company in the box “Search”. The fields “Section” and
“Activity type” are optional. Then click on “Search”.

€ Select an exi Sting ope rator & Request authorisation

Country [N | France (FR)

Section® Responsible For the Load (Freight Forwarder) (RFL)

Activity Type

Search: Test

Note: In order to avoid duplicates in TNT, the option to create a new operator is only available
after you have searched for it.

If your company already exists in the system : tick the small box on the right (you can select more than
one company) and then click on the green button “Request authorisation”.

€ Select an existing operator T —

Country [ | France (FR) v @
Section’ Responsible For the Load (Freight Forwarder) (RFL) ~
Aclivity Type v

Search: Air france cargo

Activiies

Address

AIR FRANCE CARGO sfd ¥ Responsible for the load (RFL)
95700 Roissy-en-France
L I France
COOPERATIVEPk41 Ent via Savigliano 54 ¥ Responsible for the load (reL) [T
TRACES Number: TR-3520543 06281 Nice Cedex 3
L[ France

A pop-up window will appear: you have the option to send more information. Otherwise, click on “Send
authorisation request”



Confirm authonisation request for Anita France

Optionally, you can provide some additional useful information.

Message

Cancel Send authorisation request

You have now requested to be linked to your company.

If your company does not exist in the system : you can create it by clicking on the green button “+ Create
a new operator’.

I Note: The option “+ Create a new operator” will only be available after a first search is done.

( Select an EXiSting ope rator . =+ Create a new operator . ™ Requ :st authorisation

. Really didn't find the operator you belong
Country '} France (FR) 10? In this case only you might consider
creating a new one using the button

i above
Section: Responsible For the Load (Freight Ferwarder) (RFL)

Activity Type Responsible for the load

Type the requested information in the box “Operator details”.

I Note: The mandatory fields are marked with the red star (*)

€ Create operator to request being attached to ntsiaeva B Create a new operator

Operator Details Chapter or activity

Name Test * Chapter No section chapter

Country [ | France (FR)

. +33 00000000

Addresses =+ Add address

Region




Addresses = Add address

M

Region Sadne-et-Loire rr-71 / Bourgogne-Franche-
Comté | Fr-BFC | / Metropolitan France

71150 Paris-I'Hopital

Address Rue Test 1

Coordinates

Note: You may add multiple addresses by selecting “+ Add address”:

Addresses ' =+ Add address

(1] @i || *

Region  Sabne-et-Loire [Fr-71 / Bourgogne-Franche-
Comté | FrR-BFC| / Metropolitan France

City 71150 Paris-I'Hopital + *
Address Rue Test 1 *
Coordinates = o
2] o | *

Region  Cher Fr-18 |/ Centre-Loire Valley |Fr-cvL |/
Metropolitan France

City 18320 Marseilles-1&s-Aubigny v | o=
Address Rue Test 2| *
Coordinates °| ! °

10



Once you filled all the mandatory information, you will be able to choose the chapter in the box “Chapter
or Activity”.

Note: The chapter depends on the document you need to create/access. You can find below the
chapter with the corresponding document:

Organic (COI), imported timber products (FLEGT), Plants (access to CHED-PP, creation of
PHYTO), Fishing (CATCH), Veterinary (access to CHED-A and CHED-P, creation of IMPORT), Feed
and food of non-animal origin (access to CHED-D), Food (IMPORT), Other (horizontal roles
such as “transporter” and “responsible for the load” (to create CHED-A, CHED-P, CHED-D, CHED-
PP)).

To create a responsible for the load, select the chapter ‘Other’.
In the box “Section” and “Activity”, select “Responsible for the Load".
In the box “Activity Address” select the relevant address be selecting the little button with the globe.

Then assign a Responsible Authority to your operator by clicking on “Search responsible authorities’.

Operator Details Chapter or activity

Mame Test = Chapter Other

Country T 1 France (FR)

Phone » . +33 00000000 w ﬁ =

W Activity details

Section Responsible For the Load (Freight Forwarder) (RFL)
Addresses
Activity Responsible for the lead

[} Identifier

Region  Sadne-et-Loire | Fr-71|/ Bourgogne-Franche- Valid From +01:00 CET
Comté |fr-sFc |/ Metropolitan France

City 71150 Paris-'Hdpital Valid to +01:00 CET

Address Rue Test 1 Publication date

Application date
Coordinates

v Activity Address

Region  Cher|rr-12|/ Centre-Loire Valley [rFr-cvL |/ Address  Rue Test 1
Metropolitan France I 1 71150 Paris-I'Hopital

18320 Marseilles-lés-Aubigny

¥ Assigned responsible authorities

Address Rue Test 2

Q Search responsible authorities

Coordinates Address Code




Search for the BCP you wish to assign to your operator by typing its name. You can also use the
“Advanced search”. We advise to assign the BCP with which you work the most.

Click in “Select” to assign the BCP.

Select responsible authorities

Search: oissy Advanced search ¥

Name Country Address Role Code Competence

Roissy Charles- [ HFrance Zone de fret 1- Barder FRCDG4 m # Select
De-Gaulle Rue du pélican Control

ERCDG4 BP 10111 Post

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- [HFrance  Zone de fret 1- Border FRCDG4 [ Plant health |
De-Gaulle Rue du pélican Contral CHED-PP | rwe | ePhyto |

FRCDG4 BP 10111 Post EUROPHYT IN
95701 Roissy Ch

De Gaulle Cedex

Roissy Charles- [@France Zonedefret1-  Border FRCDG4. # Select

De-Gaulle Rue du pélican Control

FRCDG4 BP 10111 Post CHED-D | rw | EU MPORT |-
5701 Roissy Ch [ crep-0 [rw ] eu meorT i)

De Gaulle Cedex

w | PHYTO | rw

Note: The BCP that you assigned to your operator will be the one in charge of the validation of
your operator only. You will still be able to work with all the other BCPs.

Once you have filled all the mandatory fields and assigned the authority, click on the button “Create a
new operator’ in order to submit your application.

€ Create operator to request being attached to n002g8bd & Greate a new operator

Operator Details Chapter or activity

Mame Test RFC France Training Chapter Other

Country I 0 France (FR)

When you click on “Create new operator”, a pop-up window will appear. You have the option to provide
more information, otherwise, click on “Send authorisation request”:

12



Confirm autharisation request for DEQD3305, ESLCG1

Optionally, you can provide some additional useful information.

Message
o~
Ermail
Phane =

Cancel

Once your request is sent, you will receive the following message on the TRACES homepage:

Request authorisation

1
The roles you requested are being reviewed. You need to contact your responsible
authority or the administrator inside your organisation in order to be validated. You
will be notified by email as soon as they will be approved. Please note that TRACES
Helpdesk is not responsible for the validation of your request for access.

Please select the type of organisation you're requesting access for.

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests.

Operator )

Economic operators such as parficular businesses, stores, non-profit organisations...

© Need help to find out which kind of organisation you belong to?

You will then be able to see the status “requested” of your role at the bottom of the page:

Your Roles

[FlE TN 1 Requested [E4N 0 Suspended [RE4N 0 Valid Request new role ~

AIR FRANCE CARGO
¥ Responsible for the l0ad (RFL)

95700 Roissy-en-France
L@ France (FR)

Once both your operator and your role are valid, you will have access to TNT.

13



2. Request a role as operator other than “Responsible for the load”

If you work for a company and you do not need to issue the first part of a CHED, select “Operator’.

Request authorisation

A

You currently do not have any role allowing you to access the application.

Please select the type of organisation you're requesting access for

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests

Economic operators such as particular businesses, stores, non-profit organisations..

Organic Control Body

Control Bodies listed in Annex lIl and Annex |V of Commission Regulation (EC) No 1235

Authority

Competent authority such Customs offices, Veterinary authorities, central competent authonties,
phytosanitary authonties,

Appointed Veterinary Offices

Description

Other body

QOther bodies such as translators, country administrators, customs systems (at national level)...

® Need to find out which kind of organisation you belong to?

The system will redirect you to a search page, which will enable you to search for your company.

Select the “Country” and type the name of the company in the box “Search”. The fields “Section” and
“Activity type” are optional. Then click on “Search”.

€ Select an existing operator & Request authorisation

Country [N | France (FR)

Section® Responsible For the Load (Freight Forwarder) (RFL)

Activity Type

Note: In order to avoid duplicates in TNT, the option to create a new operator is only available
after you have searched for it.

14



If your company already exists in the system : tick the small box on the right (you can select more than

one company) and then click on the green button “Request authorisation”.

€ Select an existing operator + Create anewoperator & Request authorisation

(W |

France (FR)

Country
Section: Responsible For the Load (Freight Forwarder) (RFL) ~

Activity Type ~

Search: Air france cargo

Address Activities

AIR FRANCE CARGO sfd ¥ Responsible for the load (RFL)
95700 Roissy-en-France
L IFrance
COOPERATIVEPK41 Ent via Savigliano 54 ¥ Responsible for the load (RFL)
TRACES Number: TR-3520543 06281 Nice Cedex 3
L[ France

A pop-up window will appear: you have the option to send more information. Otherwise, click on “Send
authorisation request”

Confirm authonisation request for Anita France

Optionally, you can provide some additional useful information.

Message

Cancel Send authorisation request

You have now requested to be linked to your company.

If your company does not exist in the system : you can create it by clicking on the green button “+ Create
a new operator’.

I Note: The option “+ Create a new operator” will only be available after a first search is done.

( Select an EXiSting ope rator = Create a new operator ™ Requ st authorisation

. Really didn't find the operator you belong
Country il France (FR) 107 In this case only you might consider
creating a new one using the button

i above
Section: Responsible For the Load (Freight Ferwarder) (RFL)

Activity Type Responsible for the load

15



Type the requested information in the box “Operator details”.

I Note: The mandatory fields are marked with the red star (*)

€ Create operator to request being attached to ntsiaeva B Create a new operator

Operator Details Chapter or activity

Name Test Q Chapter No section chapter

Country W | France (FR)

. +33 00000000

Addresses ++ Add address

Region

Once you filled all the mandatory information, you will be able to choose the chapter in the box “Chapter
or Activity”.

Chapter or activity

Chapter Mo section chapter E‘ *
Organic
Imported Timber Products
Plant health
Fishing

Veterinary

Feed and Food of Non-Animal Origin
Food

Other

Note: the chapter depends on the document you need to create/access.
You can find below the chapter with the corresponding document:

Organic (COI), imported timber products (FLEGT), Plants (access to CHED-PP, creation of
PHYTO), Fishing (CATCH), Veterinary (access to CHED-A and CHED-P, creation of IMPORT), Feed
and food of non-animal origin (access to CHED-D), Food (IMPORT), Other (horizontal roles
such as “transporter” and “responsible for the load” (to create CHED-A, CHED-P, CHED-D, CHED-
PP)).

16



Select the section and the corresponding activity.

For the organic chapter, you also need to select your control body/authority.

Chapter or activity

Organic

Chapter

Activity

¥ Activity details

Section Organic Importer (ORGANIC IMPORTER) w
Activity Organic Importer v| *
Identifier
Control Body / Control Q * Q Advanced...
Authority
Valid From = +02:00 CEST
Valid to — +02:00 CEST
Publication date =

Application date

e For the other activities, the selection of the section and the activity is enough. The competent
authority will be assigned automatically by the system.

Chapter or activity

Chapter Veterinary

Activity

¥ Activity details

Section Animal importer (IMP)

Activity Establishment

ldentifier

Once you have filled all the mandatory fields and assigned the authority, click on the button “Create a
new operator” in order to submit your application.

17



€ Create operator to request being attached to n002xjal @ Create a new operator

Operator Details Chapter or activity

Name test - Chapter Veterinary
Country L IFrance (FR)

Region Paris .75 . le-de-France FR-IoF . Metropolitan Activity

When you click on “Create new operator’, a pop-up window will appear. You have the option to provide
more information, otherwise, click on “Send authorisation request”:

Confirm autharisation reguest for DEQD3305, ESLCG1

Optionally, you can provide some additional useful information.

Message
s
Email
Phone =

Cancel

Once your request is sent, you will receive the following message on the TRACES homepage:

Request authorisation

1
The roles you requested are being reviewed. You need to contact your responsible
authority or the administrator inside your organisation in order to be validated. You
will be notified by email as soon as they will be approved. Please note that TRACES
Helpdesk is not responsible for the validation of your request for access.

Please select the type of organisation you're requesting access for.

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests.

Operator

Economic operators such as parficular businesses, stores, non-profit organisations...

© Need help to find out which kind of organisation you belong to?

You will then be able to see the status “requested” of your role at the bottom of the page:

18



Your Roles

Fli g EHTENNE AN 1 Requested KN 0 Suspended QEAN 0 Valid Request new role -

Test operator CD
¥ Animal importer (TMP)

29334 Quimper
L B France (FR)

Once both your operator and your role are valid, you will have access to TNT.

19



3. Request a role as an authority

If you are an authority user, click on “Authority”.

Request authorisation

A

You currently do not have any role allowing you to access the application.

Please select the type of organisation you're requesting access for

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requesis.

Operator

Economic operaters such as particular businesses. stores, non-profit organisations..

Organic Control Body

Control Bodies listed in Annex Ill and Annex IV of Commission Regulation (EC) No 1235

Authority

Competent authority such Customs offices, Veterinary authorities, central competent authonties,
phytosanitary authorities,

Appointed Veterinary Offices

Description

Other body

Other bodies such as translators, country administrators, customs systems (at national level)...

@ Need to find out which kind of organisation you belong ta®?

The system will redirect you to a page, which will enable you to search for the authority entity for which
you work.

Choose the country in the drop-down menu and type the name. The box “Role” and “Competence” are
optional. Then click on “Search”.

€ Select an authority & Request authorisation

Country [ | France (FR)

Role

Competence -

Authority Name roissy

Select one or more authorities by ticking the small box on the right hand side.

Note: One Border Control Post (BCP) can have many competencies: plants (CHED-PP), food and
feed (CHED-D), organic (COl), etc.

If you select the line with the wrong competence, you will not be able to access part Il of the
documents relevant to you.

20



It is therefore very important to select the line(s) with the competence corresponding to the field
in which you work.

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP frreocs Select
BP 10111
95701 Roissy Ch De Gaulle Cedex
[ B France

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP lercnca Select
BP 10111
95701 Roissy Ch De Gaulle Cedex
L IFrance

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP JFRCDG4. select
BP 10111
95701 Roissy Ch De Gaulle Cedex
L BFrance

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP HFRCDGA Select
BP 10111
95701 Roissy Ch De Gaulle Cedex

Please note that you can select as many competences as you need.

Once you have selected the authority, click on the green button “Request authorisation”.

€ Select an authority & Reques! authorisation

o France (FR)

Competence Veterinary ~

Authority Name roissy

Namel? Full Address Competence Select all

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican CHED-A | rw | CHED-P | | EU IMPORT | FRCDG4

BP 10111
95701 Roissy Ch De Gaulle Cedex
[ B France

A pop-up window will appear and you have the option to send more information.
Click on “Send authorisation request”:

Canfirm autho ion request for FRGUY4

Optionally, you can provide some additional useful information.

Message
4
Ernail
Phane =

Cancel
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Once your request is sent, you will receive the following message on the TRACES homepage:

Request authorisation

1
The roles you requested are being reviewed. You need to contact your responsible
authority or the administrator inside your organisation in order to be validated. You
will be notified by email as soon as they will be approved. Please note that TRACES
Helpdesk is not responsible for the validation of your request for access.

Please select the type of organisation you're requesting access for.

IMPORTANT: Do not request access from a new tab - this can result in duplicated access requests.

Organic Control Body

Control Bodies listed in Annex IIl and Annex IV of Commission Regulation (EC) No 1235

Authority
Competent authority such Customs offices, Veterinary authorities, ceniral competent authorities,
phytosanitary authorities,
Other body

Other bodies such as translators, country administraters, customs systems (at national level)...

© Need help to find out which kind of organisation you belong to?

You will then be able to see the status ‘requested’ of your role at the bottom of the page.

Your Roles

FlIER-CUCENE YN 1 Requested KN 0 Suspended RN 0 Valid Request new role «

Roissy Charles-De-Gaulle FRCDG4
BCP FRCDG4

Animal By-Products m
cHED-P [ rw ][ EU IMPORT 1=
[ Free zone | Specially approved customs warehouse |

95701 Roissy Ch De Gaulle Cedex
L @ France (FR)

Once your role is valid, you will have access to TNT.
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Ill.  Validation workflow

= As an authority LAU or BCP, you are responsible for the validation of
o Operator that are under your authority
o Roles of the users who wish to be linked to operators under your responsibility

= As a power user, you are responsible for the validation of your colleague(s) requesting a role
within your operator or authority.

= As user of a superior authority CCA or RCA, you are in charge of the validation of users from
subordinate authorities:

o Central competent authority users (CCA) can validate users from regional competent
authorities (RCA), local authority units (LAU) and border control post (BCP) that are under
their responsibility.

o Regional competent authorities users (RCA) can validate users from local authority units
(LAU) and border control post (BCP) that are under their responsibility.

1. As an authority - | want to validate an operator

As a BCP or LAU user, you have the responsibility to validate the operators and user accounts that are
under your authority.

In order to validate to validate an operator, click on the menu “Actors” and then click on “Operators”:

IMSOC > Index

Bbocuments ~ N Interceptions ~  [85Actors v+ @ Geographics ~ £ Reference data ~ B infrastructure ~ |#” Analytics ~ & Publications ~ @ Help ~

Entities

Welcome Evangelig

Pending certificates of other users

Operators
Last login: 25/03/2021 09:10} i

Authorities € search for a user having authority, operator or organic control body QSeieatueer
Latest News y Rl valid roles and see a summary showing their most urgent pending

Controlled locations certificates.

p/2021
starting at 20.00.
Organic control bodies

hipment license for DG

Appointed Veterinary Offices

You have a few options to find the operators that are waiting for validation:

= By clicking in “Operators to validate’: all the operators that are waiting for your validation will
appear in the list below.

Search Operator '_ (Y —

Search: | Advanced search »
Full Address
== Netherlands National Company Register ¥ Crganic Importer (ORGANIC IMPORTER) 026474 m Avenue Pieme Saul 98 7
51569799 1185 VB Amstelveen
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= By using the search bar: you can type the name of the operator you are looking for in the search
field and then click in “Search”. The result of your search will appear below.

Search Operator 4 New Operator  [ESIEL RS
Search: valdiation 3 | Advanced search» ‘

I Name Country  Identifiers Activities Full Address

valdiation 3 [ 1 France » Responsible for the load (RFL) 4 P
10700 Pouan-les-Valiées

= By using the Advanced Search option

Search: I Advanced search a

Country: ) | France (FR) v @

Operator Activity Filter

Chapter: > Section: ~|  Activity type: ~

Operator Activity Status: Select Activity status ~ Include operators without activities

Once you find the operator you are looking for, click on its name or on the small pen icon to open its
details.

Country  Identifiers Activities Full Address

[ 0 France ¥ Responsible for the load (RFL) E
20229 Monacia-d'Orezza

Once you open the operator, click on the check button (+/) to validate the operator’s activity in the right
column. The activity that you have validated now has the status Valid. Do not forget to click on the
“Save” button to save the changes. Once you saved the changes, a confirmation message will pop up.

\' Plant health ‘ Plant Nurseries

Identifier - xS Remarks

NA
v Professional operator (plants, plant products and other objects) &
Add remark
Information: The status of the current activity was changed, please click on Save to commit this change.

2. As authority/power user - | want to validate the role of a user

Note: As power user you can only validate users who request a role to your
operator/authority/control body for which you have the admin rights.
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In order to validate the role of a user, click on “Actors” in the menu and then click on “Users”:

IMSOC = Index

B Documents ~ ) Interceptions ~ @B Dashboards ~ [@3Actors ~ & Publications ~ @ Help ~

Entities
Welcome to TRACES N Tt My pending

>earch, mod f eqgister new operators

Last login:

Authorities
Manage authorities, activities Reference nur
Latest News )

Controlled locations

earch, update controlied

o 24/03/2021
ersion 5.7.0 of

, strating at

Individuals
Users

Others

16 March 17:11 : h I /2021 — Link to

ound 19h00

You have a few options to find the users that are waiting for the validation of his/her role:

= By clicking in “Search pending request’: all the users that are waiting for your validation
will appear in the list below.

= By using the search bar: type the name of the user you are looking for in the search field
and then click in “Search”. The result of your search will appear below.

®» By using the Advanced Search option

Search Users

Search: | I Q Search Advanced search»

Full name 12 Account name Bodies Last Login

Use the Search button to find Users

Once you find the user you are looking for, click on the user's name to open the details.

Full name |2 Account name Bodies Last Login
Brian Eduardo n@e35bbp January 31, 2020
13:07:15 +01:00
X No access. LIBOFu5 SRL

CET
9 months ago.

Click on the check button (/) to validate the relevant role requested, then click on “Save”. The user that
you just validated now has the status Valid.
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< Manage Brian Eduardo

User details
Usermname  nea3sbbp
Domain = External
Full name Brian Eduardo

Digital signature Application access ® No access.
username

Add new Role ~

User Roles status to display 0 Deleted ME4N 1 Requested 4N 0 Suspended Ll 0 Valid

LIBOFu5 SRL W Requested [ - 2
¥ Responsible for the load (RFL)

95701 Roissy Ch De Gaulle Cedex
L @ France (FR)

If you want this user to be a “power user” and enable him to validate his/her colleagues within his
authority/operator/control body, activate the blue little person icon on the right, then click on “Save”.

BEEER -

4 Start digital signature enroiment

< Manage Brian Eduardo

User details

Usemame

Domain

Full name:

Digital signature

n@a35bbp

= External

Brian Eduardo

Application access

+ Has access.

username

Add new Role ~

User Roles status to display 0 Deleted [IEAN 0 Requested [NEAN 0 Suspended JEQN 1 Valid

LIBOFu5 SRL

> Responsible for the load (RFL)

95701 Roissy Ch De Gaulle Cedex
[ @ France (FR)
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V. Operator management

1. How to add an activity to an operator?

As a user, you can add a new activity to your operator. Click on your email address at the top right corner
of the screen, then click on “Edit my profile”.

‘ Notifications n - operator02 FR{@ec-fraces.eu

a

Operator FR TWO @ Log Out
operafor02. FR@ec-fraces.eu

English (Englisn) v

& Edit your profile

Last login: 22/03/2021 13:31:53 +0100 CET.

Avalilable roles:

[ 1 La main verte

2 where your personal infoi_
et it e I

At the bottom of the page, click on your operator.

Your Roles

Fiter saus v v e  Recuestnewrole -
ProTESeone operator (plants, plant products and other objects) (PLANTS) [EEE m b

75014 13th Arrondissement
[ 1 France (FR)

Then click on “+ Add Activity Section”. A new board (in red in the image) will open on the bottom of the
page, to fill the new activity details:

<€ La main verte

Last modified by:  Steve GOUTHIERE (THNT GUI)

‘Operator Details Addresses

MName La main verte

Country % ] France (FR)

Region  Paris [s1-75 |/ lle-de-France [¢a- 1or | / Metropolitan France

City 75014 13th Amondissement

‘Operator Idenfifiers

Coordinates

[Pt Y it s

Identifier

»Professional operator (plants, plant products and other objects) [[ZI]

Select Section ~

No operator activities.
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o If you add an activity “responsible for the load”, please select “Responsible for the load” in both
boxes “Section” and “Activity”. If your operator has multiple addresses, choose the relevant one.
Then assign a Responsible Authority by clicking on “Search responsible authorities”.

Select Section

Meat of farmed game (GM)
Meat products (RPM)
Minced meat (MM)
Raw milk, dairy products, colostrum and colostrum-based products (MMP)
Rendered animal fats and greaves (FAT)
Wild game meat (WM)
Plant health (EFTA, European Union)
EU professional operators other than EU registered professional operators (EUPO)
EU registered professional operators (EURPO)
Quarantine stations and confinement facilities (QUA-CONF)
Feed and Food of Non-Animal Origin (All countries)
Feed and Food of Non-Animal Origin (NON_ANIMAL_ORIGIN_FOOD_AND_FEED)
Imported Timber Products (All countries)
FLEGT (FLEGT)
Other (EFTA, European Union)
Responsible For the Load (Freight Forwarder) (RFL)
Other (All countries)
Transporter (TRANSPORTER)
Wasteshipment Regulation (All countries)
Wasteshipment Regulation (WSR)

temarks

Responsible For the Load (Freight Forwarder)

Identifier el  + Add Activity Remarks

Select Activity v ] [} v

Select Activity
Responsible for the load Add remark

;38 Re=zponsible For the Load (Freight Forwarder)

Identifier

w Responsible for the load

Add remnark
¥ Activity Details
Walid From +01:00 CET
Valid to +01:00 CET

Publication date +01:00 CET

Apphcation date +01:00 CET

W Address

yey
L1 75014 13th Arrondissement

* Assigned responsible authorities

I 'Q Search responsible authorities I

Address Code
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Search for the BCP you wish to assign to your operator by typing the name of the BCP. You can also
click on the “Advanced search” button. We usually advise to assign the BCP with which you work the
most. Click in “Select” to assign the BCP.

Select responsible authorities

Search: roissy Advanced search »

Name Country Address Role Code Competence 2
Roissy Charles- [ UFrance Zone de fret1 - Border FRCDG4 @ Select
De-Gaulle Rue du pélican Control

FRCDG4 BP 10111 Post

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- L HFrance  Zonede fret1- Border FRCDG4 [ Plants | @ select
De-Gaulle Rue du pélican Control CHED-PP 1w
FRCDG4 BP 10111 Post

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- LHFrance Zonede fret1- Border FRCDG4 Veterinary
De-Gaulle Rue du pélican Control CHED-A lrw | CHED-P |rw
FRCDG4 BP 10111 Post £ MPORT | AL iw

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- [ @France  Zonede fret 1- Border FRCDG4 @ Select
De-Gaulle Rue du pélican Control CHED-D | rw.
FRCDG4 BP 10111 Post ceoo )

95701 Roissy Ch
De Gaulle Cedex

Roissy PED 11 LHFrance Zonede fret3 - Border FRDGCCRF11 @ Select

BUREAU Bétiment 3609 - Control

narADE Porte n° 140 Post )
Close

Note: The BCP that you assigned to your operator will be the one in charge of the validation of
your operator only. You will still be able to work with all other BCPs.

Click on the button “Save” on the top right of the screen in order to submit your application. The activity
has the status “New”.

La main verte

Plant heatth | [EPREY Piant Nursenes

e -

Professional operator (plants, plant products and other objects) [

[EE Responsible For the Load (Freight Forwarder) =

Identifier - Remarks

>Responsible for the load [ [ |

Add remark
I ——
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o If you add another activity (NOT responsible for the load), please select the corresponding section
and activity in both boxes “Section” and “Activity”. You can add multiple activities under the
same “Section”. The competent authorities are automatically assigned.

Note: If you chose one of the “erganic” sections, do not forget to add the control body.

In the “control body/control authority” box, start typing the name of the control body and select it
in the drop-down list or click on the “Advanced” button to look for it. Click on “Select”. Click on the
button “Save” on the top right of the screen in order to submit your application

[ organic | [N E Gl Organic Importer

Identifier - 7 Remarks

<
=}

v I Organic Importer

Add remark
W Activity Details

Control Body / Control
Authority

Q Advanced...

Valid From 1:00 CET

BUREAL ALPES CONTROLES
BUREAL VERITAS CERTIFICATION FRANGE
Valid to CERTIFAQ BIO J:00 CET
CERTIS
Certisud

| Caontral Union Inspection France
ECOCERT FRANCE
Application date | EURCFINS CERTIFICATION 1:00 CET

QUALISUD

Publication date 1:00 CET

As an authority, you can add an activity to an operator. Look for the operator through the menu “Actors”.
Once you find it, click on it to open it. Then follow the procedure described above.

If the validation of the activity you just added is under your responsibility, the status of this activity will
automatically have the status “Valid”.

2. How to request an additional role?

Click on “Edit my profile” in the top right corner and then on “Request a new role”.
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‘ Motifications & RFCO1FR@ec-traces.eu
e

RFC FR ONE
RFC01.FR@ec-traces.eu el

English (English)

I [ Edit your profile I

Last legin: 16/10/2020 12:40:36 +0200 CEST.

Avallable roles:

[ 1 AIR FRANCE CARGO
Commoditie
[ 0 Charlescx14 Ww

Edit Your Profile

Reguest new role = = Save Preferences

General preferences Persanal Infarmeatian

Eurape/Luxembourg - Central European Time [+01:00) EU Login is the place where your personal information are

Local time: March 6, 2020 13:45:53 +01:00 CET, stored. Ifan.y of the |nf0rmal|0n dl;play.ed here is wrong, you
can update it there. Your information will be refreshed

autaratically in TRACES the next time you log in.

Timezone

Select the role you wish to add and follow one of the procedures described in Il.1 (operator), 11.2
(authority) or I1.3 (control body).

Note: If you already have a role within an operator, you will only have the option to request a
new role as an operator.

3. How to delete an operator?

Only competent authorities are able to delete operators. When an operator has several activities, the
competent authority can only delete the activity that is under their responsibility and not the complete
operator. Please see chapter 4 for details.

Look for the operator through the menu “Actors” then “Operators”.

A Notfications [} & Evangelia TSIALA@ext ec.europa.eu

i IMSOC

TRACES - ADIS - EUROPHYT - iRASFF

IMSOC > Index
B Documents + Interceptions ~ @) Actors v+ @ Geographics ~ £ Reference data ~ B infrastructure ~ |#” Analytics + & Publications ~ @ Help ~
" Entities 5 .
Welcome Evangelig T Pending certificates of other users
Last login: 25/03/2021 09:10| i -
A‘ulrfor\t!es €@ search for a user having authority, operator or organic control body o
Latest News e valid roles and see a summary showing their most urgent pending
Controlled locations certificates.

p/2021
starting at 20.00.

25 March 12:00

Organic control bodies

hipment license for DG

Appointed Veterinary Offices

Once you find it, click on it to open the details.
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Search Operator e
Search: air france Advanced search »

Identifiers Activities Full Address

[ I France ¥ Responsible for the load (RFL) FR-0023235 sfd
95700 Roissy-en-France

Click on the “Delete” button:

< AIR FRANCE CARGO m @Deloto | | +Add acivily section | & Save

Last medified by: RFC FR ONE (TNT GUI)

Operator Details Addresses =+ Add address

Name AIR FRANCE CARGO *

Country i France (FR) va ot

A pop-up window will appear: select one of the reasons for deleting and click on “Proceed” to save the
change.

Confirm

Please confirm you want to delete operator AIR FRANCE CARGO. Attached users will be
impacted as well.

Select your reason for deleting:

Blacklisted Duplicated LMS delisted Not approved

Other reason

® Return

T

4. How to delete the activity of an operator?

Note: Only competent authorities are able to delete the activity of an operator. They can only delete an
activity that is under their responsibility.

Look for the operator through the menu.
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e .
A Notfications [} & Evangelia TSIALA@ext ec.europa.eu

ADIS - EUROPHYT - iRASFF

IMSOC > Index

B Documents + {7 Interceptions + @ Actors + @ Geographics v+ S Reference data v ¥ Infrastructure ~ [ Analytics + & Publications + @ Help ~

Entities
Welcome Evangelig T Pending certificates of other users
Last login: 25, il -

‘AU"fO”t!e? B €@ search for a user having authority, operator or organic control body o
Latest News i valid roles and see a summary showing their most urgent pending

Controlled locations certificates.
SREMIE 12021

. starting at 20.00.
Organic control bodies

hipment license for DG

Appointed Veterinary Offices

Once you find it, click on it to open the details.

Search Operator 4 New Operator  EGUELGE B
Search: air france Advanced search »

Name Identifiers Activities Full Address

[ I France ¥ Responsible for the load (RFL) FR-0023235 sfd 7
95700 Roissy-en-France

Responsible For the Load (Freight Forwarder)

Identifier - x| Remarks

N/A
>Responsible for the load

Add remark

Note: when an operator has only one activity, you can only delete the complete operator and not
the activity.

33



5. How to delete my role?

Click on your email address at the top right corner of the screen and then on “Edit my profile”.

.‘ Notifications - RFCO1.FR@ec-traces.eu
.

RFC FR ONE
RFC01. FR@ec-traces.eu

English (English)
I [# Edit your profile I

Last legin: 16/10/2020 12:40:36 +0200 CEST.

@ Log Out

Available roles:

[ 1 AIR FRANCE CARGO

Commoditie
[ charlescx14 WwW

At the bottom of the page click on the little bin icon on the right of the role you want to remove.

Your Roles

Filter status  |v| el v EE Gl v B Request new role »

Helpdesk THT
¥ Responsible for the load (RFL) m m

1000 *ille de Bruxelles - Stad Brussel
I 1 Belgium (BE)

Note: When you only have one role and you delete it, you will automatically lose all access rights
to the function on TRACES NT. In order to re-gain access, you need to request a new role, which
will once again need to be validated by the authorized users.
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