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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?

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

support.

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

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

EU Login conss, (] engishcen)

One account, many EU services

Cestina (cs)

dansk (da) ‘
Deutsch (de)

eesti (et)

Create an account et (e

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

Create an account

Help for external users

First name

Last hame

E-mail

Confirm e-mail

E-mail language

| English (en)

Enter the code

|
ElQ
(Y

[0 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 my profile”.

‘ Notifications m
H TRACES CCA FR THIRTY-FIVE

TRAde Control and Expert System

CCA35 FR@ec-traces.eu

TRACES NT > Index English (English) i

n Certificates « A Interceptions - ﬁ Dashboards - ﬁ Organisations M Analytics - 5 [# Edit your profile

Last login: 30/03/2020 09:42:43 +0200 CEST.

Welcome to TRACES NT, CCA FR THIRTY-FIVE.  \y pending certi

Available roles

_ - L 1 Direction Générale de la Consommation, de la
Lastlogin L Concurrence et de la Répression des Fraudes Service
Reference number de la régulation et de la sécurité (DGCCRF)

You are on environment: Acceptance . =
- [ col COl Extract
R COLBR 2020.0000

Acceptance - this environment hosts a future release, to

AT [ 8 Micnctine minieale do Palieeanbedian

Click on “My account on EU login”.


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

Edit Your Profile

Request new role ~ & Save Preferences

General preferences Personal Information

Europe/Luxembourg - Central European Summer Time (+02:00) ~ CEST

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.

Full Name  CCAFR THIRTY-FIVE

Notification preferences

Domain

Email

] ) ® External
Please untick notificatiol

nee39s9y

[en] (NOTIFICATION_EVENT_TYPE) ADIS_CATALOG_DATA_TYPES_SYNCHRONIZATION_ERROR
[en] (NOTIFICATION_EVENT_TYPE) ADIS_OUTBREAK_SUBMITTED_TO_MS_DEFERRED

[en] (NOTIFICATION_EVENT TYPE) ADIS_OUTBREAK_SUBMITTED_TO_MS_IMMEDIATELY j_ My account on EU Login

Authority created

Authority updated @ Change your Password at EU Login

CATCH Certificate created N ) )
» i o # Update your Information at EU Login
Catch Certificate: Rejected by issuing body

Catch Certificate: Submitted to issuing body

AL S S SR YL YL YA Y

Catch Certificate: Validated by issuing body

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

My Account

Cid e oI

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

ccA FR

Last name

THIRTY-FIVE ‘

E-mail

CCA35 FR@ec-traces.eu

E-mail language

English (en)

| want to receive e-mail notifications

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

m cance'

me in




Il.  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”.


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

Sign in to continue

Welcome

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

Sign in with & diferent e-rnail address?

Password

Lost your password?

Choose your verification method

Password

om
W
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 organisations.

Organic Control Body

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

Authority

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

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?

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.

Operator )

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 authority such Customs offices, Veterinary authorities, central competent authorities,
phylosanitary authorities

Other body

Other bodies such as franslators, 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 i 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.

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 anew operalor & Request authorisation

[ |

Country France (FR)
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[ @France
COOPERATIVEPk41 Ent via Savigliano 54 ¥ Responsible for the load (RFL)
TRACES Number. TR-3520543 06281 Nice Cedex 3
LB 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 ia France (FR) t07? 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 n002xjal A Create a new operator

Operator Details Chapter or activity

Name Test * Chapter No section chapter

Country [ | France (FR) v @

Region  Paris fr-75 . lle-de-France Fr-10F , Mefropolitan
France .

91744 Paris

Ext.

Address

Coordinates

. | 003367890123 w ﬁ *

Operator |dentifiers =+ Add Identifier

Add ldentifier

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 (COl), 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), Foeod (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".

Then assign a Responsible Authority to your operator by clicking on “Search responsible authorities’.
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< Create operator to request being attached to n002xjal

& Create a new operator

Operator Details Chapter or activity

MName Test Chapter Other

Country [0 France (FR)

Activity

Region Paris [FR-75 |, lle-de-France FR-I1DF|,

Metropolitan France .
W Activity details
91744 Paris

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

City selected

Ext.

Activity Responsible for the load

Address Test street 01

Identifier

Valid From +02:00 CEST

Coordinates

Valid to +02:00 CEST

Publication date
Operator |dentifiers

Application date

Mo identifiers

“ Assigned responsible authorities

Q, Search responsible authorities

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- [@France  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- [@France Zonedefret1-  Border FRCDG4 [ Plant health | & Select
De-Gaulle Rue du pélican Contral CHED-PP | rwe | Phyto |
FRCDG4 BF 10111 Post EUROPHYT IN | rw |
95701 Roissy Ch
De Gaulle Cedex
Roissy Charles- [HFrance Zonedefret1-  Border FRCDG4. & Select
De-Gaulle Rue du pélican Control m
FRCDG4 == AT oSt CHED-D |rw | EU MPORT =
T  crien-o w ] e nporr [
De Gaulle Cedex
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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 B Create 2 new operator

Operator Details Chapter or activity
Mame Test RFC France Training 3 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”

Confirm authorisation request for DEQ03305, ESLCGA

Optionally, you can provide some additional useful information.

MWessage
4

Email

Phone =

Cancel

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

The roles you requested are being reviewed. You need to contact either your
responsible authority either the administrator inside your organisation in order to be
validated. You will be notified by email as soon as they will be approved.

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 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

[FliE TN 1 Requested [E4M 0 Suspended [E4N 0 Valid Request new role -

AIR FRANCE CARGO
¥ Responsible for the load (RFL)

95700 Roissy-en-France
L France (FR)

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

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’.
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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 organisations..

Organic Control Body

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

Authority

Competent authority such Customs offices, Veterinary authorities, central competent authorities,
phylosanitary authorities

Other body

Other bodies such as franslators, 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 i 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.

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”.
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€ Select an existing operator + Create anew operalor & Request authorisation

[ |

Country France (FR)
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[ @France
COOPERATIVEPk41 Ent via Savigliano 54 ¥ Responsible for the load (RFL)
TRACES Number. TR-3520543 06281 Nice Cedex 3
LB 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 ia France (FR) t07? 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”.
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I Note: The mandatory fields are marked with the red star (*)

< Create operator to request being attached to n002xjal B Create a new operator

Operator Details Chapter or activity

Name Test * Chapter Mo section chapter

Country | France (FR) v e

Region  Paris rr-75 | lle-de-France rr-10F , Metropolitan
France

91744 Paris

Ext.

Address

Coordinates

. 003367890123 hod ﬁ *

Operator |dentifiers =+ Add Identifier

Add Identifier

No identifiers

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 No section chapter E‘ *

No section chapter

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 (COl), 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)).
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Select the section and the corresponding activity.

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

Chapter or activity

Chapter Organic

Activity

V¥ Activity details

Section Organic Importer (ORGANIC IMPORTER) ~
Activity QOrganic 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.
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€ Create operator to request being attached to n002xjal & Create a new operator

Operator Details Chapter or activity

Name test * Chapter Veterinary

Country [0 France (FR)

Region Paris Fr-75 . lle-de-France | re-IDF , 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”

r DE0O3305, ESLCG1

Optionally, you can provide some additional useful information,

Message
s
Ernail
FPhone =

Cancel

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

Request authorisation
i
The roles you requested are being reviewed. You need to contact either your
responsible authority either the administrator inside your organisation in order to be
validated. You will be notified by email as soon as they will be approved.

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 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:
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Your Roles

[FliE UL 1 Requested KN 0 Suspended QE4N 0 Valid Request new role -

Test operator CD
¥ Animal importer (1ue) [EX)

29334 Quimper
L BFrance (FR)

Once both your operator and your role are valid, you will have access to TNT.
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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 newi tab - this can result in duplicated access requests.

Operator

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

Organic Control Body

Contral Bodies listed in Annex Il and Annex Y of Commission Regulation (EC) Mo 1235

Authority
Cormpetent autharity such Customs offices, Weterinary authonties, central competent authorties,
phtosanitany authonties,
Other body

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

@ Meed to find out which kind of organisation you belong to?

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 authori ty & 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.
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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
L[ HFrance

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP HFRCDG4 Select
BP 10111
95701 Roissy Ch De Gaulle Cedex
[ IFrance

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP JFrRCDGA. Select
BP 10111
95701 Roissy Ch De Gaulle Cedex
L[ HFrance

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP iFRCDGtt 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 | @ Request authorisation

Country [} France (FR)
Role

Competence Veterinary &

Authority Name roissy

Name] 2 Full Address Competence Select all
Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP FRCDG4 lect

BP 10111

95701 Roissy Ch De Gaulle Cedex

[ 0 France

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

Confirm authorisation request for FRGUY4

Optionally, you can provide some additional useful information.

hMessage
s
Email
Phone =

Cancel

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

1
The roles you requested are being reviewed. You need to contact either your
responsible authority either the administrator inside your organisation in order to be
validated. You will be notified by email as soon as they will be approved.

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 Il and Annex IV of Commission Regulation (EC) No 1235

Authority )
Competent authority such Customs offices, Veterinary authorities, central competent authonties,
phytasanitary authorities,
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?

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

Your Roles

FICEEC UL 1 Requested KN 0 Suspended [EAN 0 Valid Request new role -

Roissy Charles-De-Gaulle FRCDG4
BCF‘ FRCDG4

Animal By Products
cHED-P [nw ]| EU MPORT |-
m Specially approved customs warehouse

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

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

= As an authority LAU or BCP, you are responsible for the validation of
0 Operator that are under your authority
0 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:

0 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.

0 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 “Organisations” and then click on
“Operators”™

TRACES NT = Index

B cottificates ~ @ Dashboards = T Organisations ~ % Reference data ~ |7 Analytics ~ @ Help -

Directory

Users ACES NT, Traces Helpdesk.
e 11:27:51 #1100 CET .

Operators

Controlled destinations

X New Version 5.1.9 on Monday 2/3/2020
On Mond: (32020, around 08hO0 nstall version
Juring th ion, users may experience 12 minutes

Bodies una

Authorities This wersion will address:

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.
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Search Operator

Q, Operators To Validate F New Operator

Search: | |

Advanced search »

WiacDOBQS5T SRL == Netherlands National Company Register

51869799

¥ Crganic Importer (ORGANIC IMPORTER) 0264?4@

Full Address

Avenue Piere Saul 98 7
1185 VB Amstelveen

= 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

Q, Operators To Validate =+ New Operator Advanced... -

Search: valdiation 3

1z

valdiation 3

Name

Country

Identifiers

[0 France

Activities

> Responsible for the load (reL) [T

| Advanced search» ‘

Full Address

& 7

®» By using the Advanced Search option

Search Operator

10700 Pouan-les-Vallées

Search:

Country:

Operator Activity Filter

Chapter:

Operator Activity Status:

Q Operators To Validate 4 New Operator

m | France (FR)

hd Section:

Select Activity status -

~ Activity type: ~

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

L0 France

wvalidation 2

¥ Responsible for the load (reL) [ 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
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“Save” button to save the changes. Once you saved the changes, a confirmation message will pop up.

m W Delete & Syncronize LMS operator | & Save

Operator Activities R R - Add Activity
v Responsible for the load Responsible For the Load (Freight Forwarder) (RFL) =
Information: The status of the current activity was changed, please click on Save fo commit this ch
ange.

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.

”

In order to validate the role of a user, click on “Organisations” in the menu and then click on “Users”:

TRACES NT = Index

B Cettificates ~ & Dashboards ~ il Organisations ~ 4% Reference data » [+ Analytics ~ @ Help ~

Direct_or\f

ACES NT, Traces Helpdesk.

Users
Search, validate, manage roles. ..

11 1 +0100 CET .

Operators
Search, modify, register new
operators..
Controlled destinations i ;
Create, search, update controlled I New Version 5.1.9 on Monday 2/3/2020
destinations. On Monday 2 20, around OBhE vill 8.1,

g the i on, users may experience 1.2 minutes of system

Bodies

Autharities
Manage authorties, activities, ..

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
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Search Users

| Q. Search Advanced search»

Full name |4 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 |4 Account name Bodies Last Login
Brian Eduardo n@835bbp January 31, 2020
pRlicn e 13:07:15 +01:00
*® 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.

< Manage Brian Eduardo [EZEEY e

User details
Username n@a3sbbp
Domain & External

Fullname  Brian Eduardo

Digital signature Application access X No access.
username

User Roles status to display 0 Deleted EEAN 1 Requested IEAN 0 Suspended QEAN 0 Valid

LIBOFu5 SRL W Requested [ &
i) v Q
¥ Responsible for the load (RFL)
95701 Roissy Ch De Gaulle Cedex
L1 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”.
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< Manage Brian Eduardo [EEEE L) m| T —

User details # Start digital signature enroiment

Username  nee3sbbp
Domain = External
Fullname  Brian Eduardo

Digital signature Application access + Has access.
username

Add new Role ~

User Roles status to display 0 Deleted [EKCAN 0 Requested [EQN 0 Suspended [EAN 1 Valid
LIBOFuS SRL

¥ Responsible for ihe load (RFL)

95701 Roissy Ch De Gaulle Cedex
LA France (FR)

IV.  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”.

.‘ Motifications - 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:

[ B AIR FRANCE CARGO
Commoditie
LI Ccharlescx14 WwW

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

Filter status hdll 0 Requested LY il 2 Valid

AIR FRANCE CARGO
» Responsible for the load (RFL)

95700 Roissy-en-France
[ B France (FR)

Operator

load (RFL)
14600 Honfleur
[ B France (FR)

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

€ Charlescx14 WW m [ofsESCH = Syncronize LMS operator

Operator Details

Operator Activities RS 4 Add Activity

TR » Responsible for the load Responsible For the Load (Freight Forwarder) (RFL) =
Country L0 France (FR)
v &
Region Calvados Fr-14  Normandy FR-NOR |
Metropolitan France
¥ Activity Details
14600 Honfleur eeTrDE) |
Section | Select Section -
Activity | Select Activity -
Address Banat Street 63 3
Identifier | ‘
Valid From | = ‘ = | +02:00 CEST
Coordinates
Valid to | ‘ B | +02:00 CEST
L +39 1 74497765
|8 +346 87347620 Publication date | i ‘ = | +02:00 CEST
BN Bob.chenan@Charlescx
Application date | .......... ‘ = | T EEST
Operator |dentifiers
¥ Remarks

o If you add an activity “responsible for the load”, please select “Responsible for the load” in both
boxes “Section” and “Activity”. Then assign a Responsible Authority by clicking on “Search
responsible authorities”.
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~ Responsible for the load Responsible For the Load (Freight Forwarder) (reL ) ([JEER i v
W Activity Details
Section I Responsible For the Load (Freight Forearder) (RFL) v I =
Activity I Responsible for the load M I &
Identifier
“alid From &= +11:00 CET
“Walid to m +11:00 CET
Publication date &= +H11:00 CET
Application date ] +11:00 CET
¥ Aszsigned responsible authorities
I Q, Search responsible authorities I
Name Address Role Code

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 Rele Code Competence &
Roissy Chardes- [ IFrance  Zone de fret 1 - Border FRCDG4 @ Select
De-Gaulle Hug du pahcan Control Lu ™
FRCDGY BF 10111 Post

85701 Roissy Ch

De Gaulle Cedex
Roissy Charles- [HFmnce  Zonedefel 1. Bondes FRCDGA & Select
De-Gaulle Rue du pélican Contral CHED-PP \rw
FRCDGS BF 10111 Post

95701 Rowssy Ch

D Gaulle Cedex
Roissy Charles- [ BFrance  Zone de fret 1 - Border FRCDG4 @ Select
Da-Gaulle Rue du pélican Control CHED-A 'rw | CHED-P |rw
FRCDGA BP0 Post FumPORT [ A [

95701 Roissy Ch

De Gaulle Cedex
Roissy Charles- L BFrance  Zone de fret 1 - Border FRCDG4 Feed and Food of Non Animal Origin & Select
De-Gaulle Hue du pehcan Control
FRCDGA BF 10111 Post

85701 Roissy Ch

De Gaulle Cedex
Roissy PED 11 LHFrance  Zone de frel 3 - Border FRDGCCRF11 m & Select
BUREAL Batiment 3609 - Contral m
nAarADE Parta n® 140 Pt Lt

Closa

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

€ Charlescx14 WW m W Delete < Syncronize LMS operator | & save
Success: Operator Charlescx14 WW was successfully saved.

Operator Details Operator Activities Sl T+ Add Activity

(BT G : > Responsible for the load Responsible For the Load (Freight Forwarder) (RFL)

Country L 0France (FR)
» Responsible for the load Responsible For the Load (Freight Forwarder) (red [[EE

Region Calvados Fr-14 . Normandy FR-NOR ,
Metropolitan France .

O If you add another activity (NOT responsible for the load), please select the corresponding section
and activity in both boxes “Section” and “Activity”. The competent authorities is automatically

assigned.

Note: if you chose one of the “organic” 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

< WorldUSbE52 Ent (o - =S asave
Opmeinr Dl Operator Activities 4 Add Activity

bETE Ll A 2 Professional operator (plants, plant preducts and other objects) Plant Nurseries (PLANTS) m
(1]
Country L1 France (FR)
Region “ Organic Importer Organic Imporier (ORGANIC IMPORTER) [l
city 94660 Rungis Cedex )
 Activity Details
Ext. .
Section Organic Importer (ORGANIC IMPORTER) v
Address Avenue Pierre Saul 75
Activity Organic Importer | .-
Identifier
Coordinates
Control Body / Control Q Advanced
L | 01954380 Frei047 BIOTNSTIRRURE
CEILE (e BUREAU ALPES CONTROLES | =T
[:2: 'R BUREAU VERITAS CERTIFICATION FRANCE
Valid to CERTIPAQ BIO ) CEST
Operator Identifiers CERTIS

As an authority, you can add an activity to an operator. Look for the operator through the menu
“Organisation”. 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”.
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2. How to request an additional role?

Click on “Edit my profile” in the top right corner and then on “Request a new role”.

.‘ Motifications = RFCO1.FR@ec-traces.eu

g

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

English (English})

I & Edit your profile I

@ Log Out

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

Available roles:

[ I AIR FRANCE CARGO
Commoditie
[0 Charlescx14 WW

Edit Your Profile Regue

General preferences Personal Infarmation

Europe/Luxembourg - Central European Time (+01:00 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: March 6, 2020 13:45:53 +01:00 CET.

Select the role you wish to add and follow one of the procedures described in Il.1 (operator), 1l.2
(authority) or 11.3 (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 “Organisations” then “Operators”.
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L]

TRACES

European

Commission TRAde Control and Expert System

TRACES NT > Dir ry » Operators > S

‘Certiﬁcates v A Interceptions @ Dashboards ~ ﬂ Organisations ~ | -l& Reference data

Controlled locations
re earch, update conirolled
L . ctivitie|

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

Search O perator Q Operalors To Validate G JIETTelEe Glg
Search’ air france Advanced search »

Direct
Search Operator o

Users
Search, validate manage roles

Operators
Search, modify, register new
operators...

Search: air frang

Identifiers Activities Full Address

L1 France ¥ Responsible for the load (rRFL) FR-0023235 sfd P
95700 Roissy-en-France

Click on the “Delete” button:
Air France Cargo
Operator Details
Air France Cargo

Country  CHFrance (FR)

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

Confirm

Flease confirm you want to delete operator Air France Cargo. Attached users will be impacted as
well.

Select your reason for deleting:

Blacklisted Duplicated Mot approved Other reason

[en]
{OPERATOR_DELETE_REASON)
LMS_DELISTED

® Return
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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.

TRACES

Commission TRAde Control and Expert System

TRACES NT > Directory > Operators > Search

‘Certiﬁcates v A Interceptions @ Dashboards ~ ﬂ Organisations ~ | -l& Reference data

Directory
Search Operator .
Users

Search, validate, manage role

Operators
Search, modify, register new
operators...

Search: air frang

Controlled locations

earch, update co

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

Search O perator Q. Operators To Validate [l JIETHeEETGIS
Search: air france Advanced search »

Advanced... ~

Full Address

Identifiers Activities

¥ Responsible for the load (reL) FR-0023235 [[EE)  sfd P
95700 Roissy-en-France

Narne AR FRANCE CARGO * ? Responsible for the load Responsible For the Load (Freight Forwarder) (rrL) [[ZZD) n

Country LA France (FR) =

> Control point Control point cr) [N

=

Region

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

8 tificatons
.
RFC FR ONE

RFCO1.FR@ec-traces.eu Lo

English (English)
[ Edit your profile

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

Available roles:

[ I AR FRANCE CARGO

Commoditie
LI Charlescx14 WWwW

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

‘four Roles

EUCIE: RSN 0 Requested BE4N 0 Suspended BE4N 1 valid

Operator Helpdesk THT
2 Responsible for the load (RFL) m

1000 *ille de Bruxelles - Stad Brussel
I 1 Balgium (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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