Users and operators management guide
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1. GLOSSARY

Power user with administrator rights

Border Control post

Central Competent Authority

European Union

Local authority unit

OPERATOR Counterpart of the “organisation” in TRACES Classic

Regional competent authority

Responsible for Consignment (same as TRANSITAIR in TRACES Classic)

TRACES new technology




2. HOW TO REQUEST A ROLE?

The first step is the creation of your EU login. 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 “Login into TRACES”, you will be redirected to the EU Login access.

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

tracesnt requires you to authenticate

Sign in to continue

Use your e-mail address

Create an account
Or

Or use the ID of your country

on EU Login.

tracesnt requires you to authenticate

Sign in to continue

Welcome

RFCO1.FR@ectraces.eu
(External)

ign in with a different e-mail address?

Password

Lost your password?

‘Choose your verification method

Passuord



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

Click on “Sign in”. When accessing TRACES for the first time, you will see this page:

TRAde Control and Expert System

| TRACES

Request authorisation

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

Operator

Organic Control Body

Authority

Other body

1. As an operator

If you work for a company and you have to create the PART | of a CHED, select “Operator”. The
system will redirect you to a page, which will enable you to search for your company.

Note: Please keep in mind that to create PART | of any CHED, the company must have the
activity “Responsible for the Load”.

” o«

Complete the fields requested by the system by inserting “Country”, “Section”, “Activity type” and
the name of the company you are looking for.

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 in the green button named “Request authorisation”.

TRACES

ing operator

It means that you just have requested the authorisation to be linked to the company you work for.
A pop-up window will appear you have the option to send more information. Otherwise, click on
“Send authorisation request”:



Confirm authorisation request for Anita France

Optionally, you can provide some additional useful information.

Message

Cancel Send authorisation request

If your company does not exist in the system, you can create it by clicking on the

button “Create a new operator”.

Note: In order to avoid duplicate in TNT, you first have to look for your company in order for
the button to turn green. Once you looked for it, you will have the option to click on it.

£ Select an existing operator # Creale anew operalor | 7 Requ sst authorisation
Really didn't find the operator you belong
Country (0] France (FR) to? In this case only you might consider
creating a new one using the button
above

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

Activity Type Responsible for the load

Search:

If you are creating an operator with activity Responsible for the Consignment, please follow this

procedure:
e Type the requested information in the box “Operator details”. In the box “Chapter or Activity”,
select “Other”.
e Then, in the “Activity” box, select “Responsible for the Load” in “Section” and “Activity” fields.

The operators with the activity “Responsible for the Load”, you have to select a

Responsible Authority.

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



Create operator to request being attached to n002g8bd  Create anew operalor

Operator Details Chapter or activity

Name

Test RFC France Training Chapter  Other

Country £ France (FR)

Region  Paris

City 75000 PARIS v  Activity details

Section

Responsible For ine Load (Freight Forwarder) (RFL)
Address | rue2

Actvity | Responsible for the load

Coordinates |

Identifier

Valid From +02:00 CEST

Valid to +02:00 CEST

Operator Identifiers

Publication date

Application date

~ Assigned responsible authorities

Q Search responsible authorities

Address Code.

e In the “Activity” box, click on “Search responsible authorities” and search for the BCP
you wish to assign to your operator. We usually advise to assign the BCP you work the most
with. Click in “Select to assign the BCP”

Note: The BCP that you decided to assign to your operator will be the one in charge of the
validation of your operator.

Select responsible authorities

Search: roissy Advanced search »

Name Country Address Role Code Competence

Roissy Charles- L[HFrance Zonedefret1-  Border FRCDG4 [ Organic | 2 Select
De-Gaulle Ruedupélican  Control 01 Tow] GOl Extvact |rw

FRCDG4 BP 10111 Post

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- LH@France Zonede fret1 - Border FRCDG4 [ Plants |  Select
De-Gaulle Rue du pélican Control CHED-PP | rw | PHYTO |rw
FRCDG4 BP 10111 Post

95701 Roissy Ch
De Gaulle Cedex

Roissy Charles- L IFrance Zonede fret 1 - Border FRCDG4  Select
De-Gaulle Rue du pélican Control CHED-A | rw | CHED-P rw
FRCDG4 BP 10111 Post EU IMPORT | ] Al [rw
95701 Roissy Ch
De Gaulle Cedex
Roissy Charles- LEFrance Zonede fret1- Border FRCDG4 Feed and Food of Non-Animal Origin  Select

De-Gaulle Rue du pélican Control CHED-D | rw
FRCDG4 BP 10111 Post
95701 Roissy Ch
De Gaulle Cedex

Roissy PED 11 [ H@France Zonede fret 3 - Border FRDGCCRF11

BUREAU Batiment 3609 - Control COl Extract | rw
NrerrDE Porte n® 140 Post v

[ Select

g
2

Close




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

< Create operator to request being attached to n002g8bd

Operator Details Chapter or activity

Operator Identifiers

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

Lanfarm mhcrschon requaesd ke Test RPC Francs Tradndmg

Uphordly pou Cim @ oy wome Eddbonal usetal nfcimat

Maaiags

Note: By clicking on “Send authorisation request” you are making a request to the users in
the BCP that you have assigned as responsible authority for the validation of the operator
as Responsible for the Load. You are also requesting to be linked to that operator
Responsible for the Load.

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 either your
responsible authaority 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 of your request in your profile:

‘Your Roles

Fiersats v v &Y v Reguestnew e~

Silvia RFL Test
> Responsible for the load (rFL) [EET] [ valia |
92931 Paris La Defense Cedex
L1 France (FR)

COOPERATIVEAD3S Co
> Responsible for the load (rFL) [EZT0) ===
40280 Haut Mauco

L1 France (FR)

=1

=[]

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

2. As an authority

If you are an authority and you have to do the PART Il or Il of the CHED, select “Authority”. The
system will redirect you to a page, which will enable you to search for the authority entity you work
for.

” o«

Complete the fields requested by the system by inserting “Country”, “Section”, “Activity type” and
the name of the company you are looking for.

Note: It is very important to select the right competence. For instance, the same BCP may
have competence for Plants (CHED-PP), for Food and Feed of non-animal origin (CHED-D),
for Organic (COl) etc.




Name]2 Full Address Role Competence Code B Selectall

Roissy Charles-De-Gaulle FRCDG4 Zone de fret 1 - Rue du pélican BCP
BP 10111

85701 Roissy Ch De Gaulle Cedex

L1 France

FRCDG4 Select

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

L1 France

Zone de fret 1 - Rue du pélican BCP
BP 10111

95701 Roissy Ch De Gaulle Cedex

L1 France

FRCDG4 Select

Roissy Charles-De-Gaulle FRCDG4 FRCDG4. Select

Zone de fret 3 - Batiment 3609 - Porie n* 140 BCP
1/3, rue du Pied Sec

BP 10478

95708 Roissy Ch De Gaulle Cedex

[1 France

Roissy PED 11 BUREAU DGCCRF FRDGCCRF11 Select

EREEED

Therefore, if you select the wrong competence (e.g. for Organic), it is unlikely that your request will
be validated. Furthermore, when you do not select the BCP with the right competence, you won't be
able to do the PART Il in the documents.

Please note that you can be linked to the same BCP for more than one competence if necessary.
Therefore, you need to select as many competences as you need:

Name|$ Full Address Role Competence Code B Selectall

Zone de fret 1 - Rue du pélican BCP
BP 10111

95701 Roissy Ch De Gaulle Cedex

[ 1 France

Roissy Charles-De-Gaulle FRCDG4 FRCDG4

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

[ France

FRCDG4

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

[ 1 France

FRCDG4

Feed and Food of Non-Animal Origin

Zone de fret 3 - Batiment 3609 - Porte n* 140 BCP
173, rue du Pied Sec

BP 10478

95708 Roissy Ch De Gaulle Cedex

Roissy PED 11 BUREAU DGCCRF FRDGCCRF11 Select

[orgn: T cor ] cotexeac

Once you have selected the authority, click on the green button *

TRACES

TRAde Control and Expert System

€ Select an authority

Country i France (FR)

Role

‘Competence

Authority Name

Rolssy Charles-De.Gaulle FRCDGA

BCP - Border Control Post

Plants

rolssy

Full Address

Zong de fret 1 - Rue du pélican

BP 10111

95701 Roissy Ch De Gaulle Cedax
L BFrance

Select all




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

Confirm authonsation request for Anita France

Optionally, you can provide some additional useful information.

Message

Cancel Send authorisation request

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

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. central competent authorities,
phytosanitary 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 of your request in your profile.



Your Roles

Fiterstass v v 2 v | Requestnew e -
Silvia RFL Test
¥ Responsible for the load (RFL) [ alid | m &

92931 Paris La Defensze Cedex
1 France (FR)

COOPERATIVEAD35 Co
> Responsible for the load (rL) [EZT0
40280 Haut Mauco

1 France (FR)

=1

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

3. VALIDATION WORKFLOW

1. As an authority | want to validate an operator

Remarks:

As BCP user, you have the responsibility to validate the operator with the activity “Responsible for
the load”.

Note: You can only validate Responsible for the load users that are linked to your
authority, no matter the country of this operator.

To validate the operator with the activity type “Responsible for the load”, follow the procedure:

e Click on “Organisations” in the menu and then click on “Operators”

;—f TRACES

TRAde Control and Expert System

Directory

Users
Search, validate, manage roles...

Operators
Search, modify, regisler new
operators.

hosts a future release, to ensure everything
Bodies to Production. This version of the system
Authorities bugs and therefore we provide no guarantees
Manage authorifies, acfiifies or correctness.

Please take note of the following advice:

= Do not rely on this environment to perform training events:
« Do not rely on data entered here remaining over time - the database is

oo b e i)

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




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

Search Operator 7 F New Operator
Search: ‘ | Advanced search »

Country iviti Full Address

= Netherlands  National Company Register 3 Crganic Importer (ORGANIC IMPORTER) 026474 [EE  Avenue Pierre Saul 98
51869799 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.
By using the Advanced Search option

e Once you find the operator you are looking for, click on the Operator to open their details.

Search Operator + New Operator
Search Atvanced searcn>

Identifiers Full Address

L AFrance

National Company Number FR BIO 10 via Savigliano 45

76600 Le Havre

= Germany Hanns-Martin Schieyer- Str. 21-57 P
62220 Mannheim, Universitaetestadt

L3France aa
72500 Vaas

= Austria

Wieningerstraie §

L3 France Rue 1

75116 Paris

e On the right column, click on the check button to validate the Operator’s activity. The activity
that you have validated now has the status Valid. Do not forget to click on the Save button
to commit to the changes. Once you saved the changes, a confirmation message will pop
up.

< Test RFC Paris

Operator Details

Name | TestRFC Paris
Country L1 France (FR)
Region

City 75116 Paris
Address

Coordinates

Operator Identifiers

No identifiers.




£ Test RFC Paris m CLT & Syncronize LS operator [T Y
Suceess: Operator Test RFC Paris was successiully saved.

Operator Delails Operator Aciivities + Add Activity

Name | TestRFC Paris : > Responsible for the load Responsible For the Load (Freight Fonwarden) (<L) [ZZ) 5

Country L1 France (FR)

Region

city 75116 Panis
Address

Coordinates

Operator Identifiers

No identifiers.

2. As an authority or a user | want to validate the role of a user

Remarks

As a superior authority user, you can validate the role of users from a subordinate authority and of
users of operator for which you are the competent authority.

As a user, you can only validate the users that requested a role within the authority/operator for
which you have the administrator rights.

You can only validate Users inside your Authority / your organisation if you are the corresponding
administrator.

To validate the role of a user, follow the procedure:

e Click on “Organisations” in the menu and then click on “Users”

el TRACES

TRAde Control and Exp
TRACES NT > Administration > User:

ﬁCertifcates - m Organisations + |#” Anal

Directory

Users
‘Search, validate, manage roles..

Operators

Bodies

Authorities




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

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

Search Users

Search: ‘ | | Q. Search Advanced search»

Full name |3 Account name Bodies Last Login

Use the Search button to find Users

By using the search bar: you can 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

e Once you find the user you are looking for, click on it to open his details. Click on the check
button to validate the relevant role requested.

e If you want this user to be a “power user” and enable him to validate his colleagues inside
his authority/operator, activate the blue little person icon on the right to give him the
administrator rights for his operator.

Note: the users who have the ADMIN rights are “able to validate users and roles within an
organisation”. Meaning that the user with ADMIN rights can validate their colleagues who
requested a role within the same operator/entity.

User Roles status to display 2 Deleted EEGN 2 Requested IEEY

AIR FRANCE CARGO

+ Plant establishment

= Respensible for the lead
95704 Roissy Ch De Gaulle Cedex
[0 France (FR)

Steve RFL Test
» Responsible for the load

75000 PARIS
[0 France (FR)

e The role that you have validated has now the status "Valid". Do not forget to click on the
green button “Save changes” to commit the changes.



< Manage Steve HELPDESK [l m E——

User details
Usemame  nhelpdst
Domain @ External
First name Steve Fax

Last name HELPDESK Application access " Has access.

User Roles status to display 2 Deleted IECAN 1 Regquesied B4 v m

AIR FRANCE CARGO

« Plant establishment

= Responsible for the load
95704 Roissy Ch De Gaulle Cedax
[ EFrance (FR)

Steve RFL Test
* Responsible for the load

75000 PARIS
[ EFrance (FR)
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