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Welcome to TRACES NT (TNT).
This manual contains all essential information to get started with TNT. It
includes step-by-step explanation for the registration and for the
management of users & operators.
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. Create an EU login account

An ELN ogin accoont is required to access the ICG medule of TRAZES. This is a mandatory security layer.

If you do not have an EU login account, you will neec to create it by follzwino the steps cescriked in
this chapter.

If you already have an EU login account, you can skip the steps below and directhy go to chapter 1L

FORE ACCEFTAMCE BETA [deme environment as clayground?: Go to
httes.rwebgate acceptance ec europa.sutracesni-betadlogin ko access the TRACES NT welcame page.

FORH PRODUCTHIM [real documents): Ge o htlpstswebgate.ecedmpd. ewiracesntlogin o aocess the
TRACES WT welcome page.

Mate: These environments are different. Having a rele in ene of them does not mean you have
access Le the other enyironment. Yod will need to have yoor account set up in each environment,
wou want 1o have access ta.

Click zn the link “Request an access” in the box on the rioht side:

Welcome

(i ot have an aocount?

10 Carmo] FeMEnTIDar Four password. {u can S

Yol will be redirected o the ELJ Login registraticn page. In the top right comer, yau have the option o
choose your language:
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Complete all the Fields of the form.


https://webgate.acceptance.ec.europa.eu/tracesnt-beta/login
https://webgate.ec.europa.eu/tracesnt/login

Mate. Flease keep in minc that the data you choose is the data that will appear on the
coruments when you sign them. &s the cocuments in TRACES WNT have a legal value. it is
important that vou register your EV login account in the name of & real person, MOT a generic
nzme such a@s the name of your aatherity or the name of your cperator.

Conceming the e-mail adcress: it is strongly recommended ta choose yedr indlvidaal professional
smail address, |L will be Lused ta login ta THT.

After conpleting all the fields. click on "Create an accaunt”.

Create an account
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Once the request is sent, you will recene an automatic email with & ink allowing vow o set up yodr
password.

Hate: |t might take a couple of minutes to receive the email. Once recerved. you have 30 min to
click on the link before it expires.

IF wou da net receive this adtamatic email, you can find help on this page.
https. hwebgate eCeuropeeurcas contact.html

Congratulaticns, the first step is done anc your EU login accaant is created!

Mate: L will ke possible at 4 later stage to manage waur own account and change the persgnal
data. To de so, once logged in TRACES NT, click on your email address in the top right corner of
the screen and then on “Edit yeur profile”.
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https://webgate.ec.europa.eu/cas/contact.html
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Click on "My acceunt on EU login”.
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Click on "Configure my account’ and modify the data you wish.

My Account
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Do not Forget to chck, on “submit” ta save the changes



Configure my account
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. Activate the two-factor authentication

IF you already activated the two-Factor authentication for wewr EU Login account, wou can skip the steps
belmw and directly ga to chapter 1

To increase system security, as of 24 June 2024, all users will need a twe-Factor authentication to access
TEACES. Far accounts created after that date. the zctivation of the two-Factor authentication needs to be
done after the EU Login creation and before requesting a role in TRACES

Ta do so. please Qo 2 htipsdhwebgate eceuropaeucas and log in with the wsername and password you
use for TRACZES (= ELU Login account]

HWeed more help with the twa-Factor aathentication? Please watch this wideo explaining the set-up of the
two-Factor authentication and consolt the EU Login Help page.



https://webgate.ec.europa.eu/cas
https://audiovisual.ec.europa.eu/en/video/I-231618
https://webgate.ec.europa.eu/cas/help.html
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. Create an account in TRACES NT: request a role

Onece yaar EU lagin creaked, vou nigst reguest 4 role jin TRACES NT in oroer to have access o the sysken,
The role cefines what you can do and see in the system.

The cifferent possible roles for ICG zre the Following,

e Operator — Holder of the goods: The holder of the goods means the person or entity who is
the owner of the goods or who has a similar right of disposal over them or who has physical
control of them.

e Operator — Exemption beneficiary: The “Exemption beneficiaries” means the person or
entity who is defined as trustworthy by its competent authority and therefore benefits from
the exemption of obtaining an import licence or drawing up an importer statement for each
import of cultural goods (e.g. Museum, University, Institutes, ...).

e Competent authority: The user belongs to an official competent authority of one of the
Member States (local, regional, central, custom office, ...).
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Go to the TMT website; htlgsswebngke eceuropa. eurtracesnt'login.

Then click on the green buttcn “Leg in”.

Welcome

o nod hase an accoant?

Please log 10 vough the un gy clioang on the hufion celow ana fmiow Instnictions

IT il Canrc Famamer your PEssennd, pi can

YWou will be redirected to the EU Login access page. Introduce your emal address and click on "Hext”.

tracesnt requires you to authenticate

Sign in to continue

Enter your e-mall address of unique identifier

Intreduce your passward and click on "Sign in”.


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

Sign in to continue

Welcome
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When accessing TRACES MT For the first time, you will see this page where you can cheose your role:

WK i o smss The aopkcalion
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Ciparatar
Organic Control Body

Aoty

Appainted Veterinary Offices

Cither bhody

1. Request a role as an operator “Holder of the goods”

The holder of the goods means the person of entity who =5 the swner of the goods or wha has a similar
right of disposal over them ar who has physical cantrol af them. The haolder af the goods can.

= Register importer statenients for the import of cultural goods (K651
= Submit 2pplications for impert licences for the import of cultural goods (KCGLE
= [Only sees cocuments in which Risfher compeany is mentioned.



To oet the rele of “Holder af the goods® in the system, select “Operator” on the screen below.

IMPCRTANT. Do rd redjussd skt GO @ nes Gl - i Ul in e E el

Organic Control Body
Authority

Appointed Veternary Offices

Other body
ﬁ'.n—d' (LR FE TR Ty il =l ‘a-:'\--i sl |_:I

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

Select the “Country” and tvpe the name of the company in the box “Search”. The fields “Sectlan’ and
“Activity type” are opticnal but can helg you to better filter the resalts (select “Haolder of the goods).
Then click an “Search”.

£ Selact an existing operator

If your compony alrecdy exisis in the system: tick the small box on the dght you can select more than
one company, if needed) and then click on the green butten *Request authorisation”.

14



¢ Select an existing operatol b Dokt woww ezt (8 bt
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A pop-up wandow will appear and you heve the cption to zend more information Loptienal). Click on
‘Send autherization request’

Canfirmy sethannatien regust for OLIVER AQT Ei

You have now requested o be linked to your company.

If your conipony dags not exist in ke systeny you tan create o by clicking on the oreen button “+ Create
A new operator’

HWate: [n order to reduce the pumber of duphcates in TRACES MT. the option Lo create o new
oparatar is only available after you have searched for it

Seciim

achety Tipe

Eewth
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Type the requested infermaton in the bax “Cperator detaile”.

I Mote The mandatory fields are marked with the red star *)

£ Create operator to request being attached to nfeanine 12 Comuin @ wew eamala

Ligergor Lotk Lhpphnr o actry

Chagibes o

L= T

I Mate. You may add multiple addresses by clicking on the green butten ®+ Add addre=ss™:

12
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YU can set the main address by clicking on the star an the tep right corner of the address.

Far the "Holder of the goocs”, the EORI number is a mandatary infammation. Therefare. click on “Add
identIfier” below the Address box and select the tvpe EQRL Make sare to enter a valid format for that
identifier.

YU can find infommation on haw to get an EQRI number by following these two links.

e Economic Operators Registration and ldentification number (EORI)
e EORI National implementation

Operator identifiers

Value

FRAZ346XTRO012305

Format BET2345X7T858012345



https://taxation-customs.ec.europa.eu/customs-4/customs-procedures-import-and-export-0/customs-procedures/economic-operators-registration-and-identification-number-eori_en
https://taxation-customs.ec.europa.eu/system/files/2022-06/EORI%20National%20implementation.pdf

Onze &l the mandatory information Ffilled, vou will be akble ta choose the chapter in the box “Chapter ar
Activity”. Select “Import af cultural goads™

Hate: The chapter depends on the document you need to createfaccess. You can find below the
chapters with their corresponding docoments:

Impart of cultural geods [IZGL, WG5S ICG0), Organie (01}, imparted timber products
IFLEGT), Plants (access to “HED-FP, creation of PHYTS), Fiehing (CATCH), Veterinary |access o
CHED+-A anc CHED-P, creation of IMPORT), Feed and foed of non-animal origin laccess to
CHED-D, Fead |IMPORT), Cther (honzontal roles such as “transporter” and “responsible for the
loac® (to create CHED-A, CHED-F, CHED-D, CHEC-FF.

In the box “Sectlon’ and “Activity’, select "Holder of the goods’. In the box "Activity Address™ select
the relevant address by clicking on the glohe buttan.

“haptar
Ideniifer
Walid From [ =ity cetmsis - +[300 CEST
it = | L
Pubficrien dais =
Bppficaiom dais &
sl |
P ——
Afdreass  cendal soeel 1 I
B 750 Pt
e |
O, Sxanh rcpensihle nfAores
Flann MLl e ¢ FT™ Miile
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Far the role of “Holder of the goods® you do not need to manueally assign a respensible authority, The
syztent will automatically define the responsible aJthorities basec on the gecoraphical data (e an
operatar based in Brussels will be asseciated ko the competent autherity for cultursl goods in that area)

Important note regarding private individuals registering in the ICG

Once the role of “Holder of the goods® selected, a new box “Importer display of data” will appear. If
wou are & husiness entity, or a professional operzker it is very impartant Lz ensure °1 wenk to
cisplay my data in Search” is selected. This will allow to easily reuse the infermation of vour
compary in all your IC5 decuments. This will alse ensure that your czlleagaes can Find your
company in the system and request to Be linkec ko it IF thes aption is not selected then the
corpany will have a single user and become practically not unusable For the fall scope of the ICG
Functionalities cesigned for companies.

IF wou are a private imgarter ar individoal and are in Fact registenng yourself and not a business
cornpany. select the optien * do ng not want to displey my data in search lonly for ICG1° Thak will
ensure data protection of yoar personal data by net allowing them te be visigle from the search
mend of aperatars nor inside 105G decuments by other users (except fer woar supericor cultural good
Competent Authority],

o Operator Group d

Imrpartar displary ol dota

| i ho dkaplay my dats bn s aech (g leas nal opsiraions|

1t Tesd vl Lo o el Finy' Sl i sl | Eobasin oS o |

g ol cpdtursl gunds | SOLDER OF -THE-JOODE F5 A &l NETO crw 16 B

Idarviiae

IHolder of e goods  Hew ¥

Once yaw have filled all the mandatary fields, click on the button “Craate a new operator’.

¢ Creafe operator to request being attached fo ngoustev
Dipesaater Denns g of BiviEy

[ F=

Caerdrp LA Fraacs iFR
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A pop-up window will appear and you have the option to send more information (optienal). Click on

“Send authorization request’.

Confam authorisation reguesl for Test operator

Oiptionally, you c=n prowida some additionad useful informaticn

Mzssaga
o
Email -1
Fhone ]

-areal Serd smifhnnealion roguos |

Once sour request is submitted. whether you requested ta be linked to your exsting company or whether
woll created your company, you will receive the following messaoe on the TRACES homepage:

1
The rmles v requesied are being reviewsd, You nesd 10 sontacl your responsible
AUty or the adminisirabor (nssde yoor Dr[_‘|.‘;||||:1.-|-!|ur'| i order 1o B vaiialed, You
will be fotifed by email as soon as |rlrr'l,' will B2 approved, Pleage nole that TRACES
Helpdess & nod responsibie Tar e vasdalion of your regues] iof actess

Fleaze sei=ct the byppeof amanis=Hon vou're requesiing access for

IMPFORTAMT D0 nol meques] access o & ey 180 - TiE can esull nouplicaled Boreas requesss

Ciparator .
>
Erongr: oo foch pe serimar foprenses. oy nos e G
@ Meed o End oul wishkch &ind of om=nisaSan you belong 1Io7

You will be akle ko see the status of your role requaest ak the bottom of the paoe.
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You will have access to TNT 2nce both stetus of your operatar ANR af your wser reqaest are vahd.

Z. Request a role as an operator "Exemption beneficiary”

The "Exempticn beneficaries” means the person ar entity who is defined as trustworthy by its competent
authority and therefore benefics from the exempticn of cbtaining an impert licence o drawing up an
importer staterment For each import of cultural goods 1e.g. Museun, University, Institates, . .0 The
Exemption heneficiaries can

= Reqgister import staterments for the imezrt of caltural goods WCG5)

= Submit applications For impert licences For the import of cultural goods SICGLI

= Reqgister General descnption when the imperts happen vnder derogatiens far education, science ar
research purgose or safekeeping procedure JICGE)

=  Only sees documents in which his'her company is mentionad.

Ta get the rele of “Exemption beneficiary” in the system, select "Operatar” on the screen belaw:,

L7
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The systent will redirect yod te & search page, which will enable you to search far your cemgany.

Select the “Country” and tvpe the name of the company in the box *Search”™. The fields "Sectlan” and

“Activity type” are optional but can helg yau tz better filter the resalts [select “Exemption beneficiaries”)
Then click on “Search’.

¢ Select an existing operator

if pour compony alfeody exizts in the sstem. tick the small Box on the right vz can select mare than
one company] and then click on the green button “Request autharization”.

L&E



¢ oelect an existing operator
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A pop-up window will appear and you have the option to send mere information loptienal). Click on

“Send autherisation request”.

Liaoimirm pethonmshen nopasi e Andia Francs

Cp k'l piii £ il e aetinmal ol b Fiatindi

Wrsnge
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You have now requested o be linked to your company.

{i your compoony dogs nat cxist in tha systam @ you tan create s by clicking on the oreen butten “+ Create
A new operator’

Mate: [n order to reduce the number of duplicates in TRACES MT, the option to create 2 new
oparatar is only a2vailable afrer you hawe searched For it

19



¢ Select an existing operator

Eeteors Iype

% i

- Ak Ptratms | ]

5 Mo maiching meuks

Type the requested informaton in the bax “Gperator details”.

I Mate. The mandatory fields are marked with the red star ©*)

£ Create operator to request being attached to nfeanine £ Comain w e 2pmaln

Liprrwnr Livimin Lhinpdnr ¢r acinaty

B lrraers

I Mate. Yau4 may add multiple addresses by clicking on the green batton *+ Add address™ :
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Coondinales

Connlinsles

You can set the main address by clicking on the star on the top right cormer of the address.

Once all the randatory information filled, you will be able to cheese the chagter in the box "Chapter ar
Activity”. Select “Import of cultural goeds™

Hate The chapter depencs on the document yvou need to createraccess. Yoa can fing below the
chapters with ther corresgoncing documents:

Impart of cultural geods |IZGL, KGS ICGD), Organie (C010}, imparted timber products
IFLEGT), Planks [access to “HED-PP, creation af PHYTS), Fishing (CATCH), Veterinary |access to
CHED+-A anc CHED-P, creation of IMPORT), Feed and foed of non-animal arigin |access to
CHED-D}, Fead (IMPORT), Cther (honzontal roles such as “transporter” and “responsible fer the
loac” to create CHED-A, CHED-F, CHED-D, CHEC-FFPH.

In the box “Sectlon” and “Activity”, select "Exemption beneFiciary”. In the box *Activity Address®
select the relevant address by clicking on the globe Butbon.

£1
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Far the rele of “Exemptian beneficizry” yow nust manoally assign a competent autherity, This is the
authority which will validate your registration as “Exemprion beneficiary” in the system because they
consider wzur enktity as Lrosteorthy, Accarding ta the repulakion. it is the competent guthority where the
perspective exemption bensticiary is established which should validate the request. We therefore agvise

wou to @s55ign the competent authority with which you work the mest far your import of cultursl goods as
they know you.

As=ign A Besponsible Aothority bo your operatar By clicking on "Search respoansible authorities”.

Search for the competent autharlty yoo wish to assign to your operatar by byping its name. YoJ can also

use the “Advanced search’. Make sare to select an authoricy with Campetence “Import of culturzl
goads”,

Click on “Select” to assign the authority.

£2



Search and assign responsible authorities

Saserh TRt 2 0A m Akl acarch = l

iy = SpaEniEs] o« 8@ Arie CCA - Canral Corgsipn |+
M Country  Address Rele Code Compelbence
Tegl CCAIDG 2 Sineed 1 Ciantral Comgstent ESICG001 ot e
Spsn Spain - 2B0A2 AutFafity m
Mndrid

Neote: The authority thar you assigned to waor operzior will be the one in charge of the
validatian of vour operator only (regquired to access the systemi Yoo will still be able to work
with zll the other authorities For your imports of cultural goods.

Once vou have filled all the mandatary fields and assigned the zuthority, click an the button “Create &
new opsrator’

Create operator o request being attached 1o ngoustev

Chapdnd or poibiiy

A pop-up window will appear and you have the option to send mere information loptienal). Click 2n

‘Send authorization request’.
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Once your request iz subnutted, whether you requested to be linked to your existing company or whether
wou created yadr company, you will receive the fallowing niessage on the TRACES homepage:

1
The rmles v requesied are being reviewsd, You nesd 10 sontacl your responsible
AUty or the adminisirabor (nssde yoor Drg.‘;llllh.l-llur'l i order 1o B vaiialed, You
will be fotifed by email as soon as |rlrr'l,' W e Appraed Flagase nole Thal TRACES
Helpdess & nod responsibie Tar e vasdalion of your regues] iof actess

Fleaze sei=ct the byppeof amanis=Hon vou're requesiing access for

IMPFORTAMT D0 nol meques] access o & ey 180 - TiE can esull nouplicaled Boreas requesss

Ciparator

ECTONSra apemind s 2och e Serimalr Somrases S0y noe-Irmel Grarsaion:

b

@ MNeed fo End oul wiich &ind of anganizason you belong o7

WU will be able to see the status of your role request at the Bottom <f the page

m Imintmates of ancien ol
¥ Teeraptmn brnmlraeees {Emmwm - reeny
VECH} Dareiora
= Hwan IES)

Sibmium of ne user
Ukl

You will have access to THMT ance both status of your cperatar AMD af your user reqaest are valid.
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. Request a role as a competent authority

IF wou are a competent authority wser, click on “Autherity”.

MPORTANT [ Liietpiah] ol Leda ey w iy LAD - Tosk Dl r Jiguw el 1 Curlen ‘sl

Opsarator

Crganic Contral Body

Aty

Appcinted Veterinary Offices

Othar bady

The systent will redirect yod te & page. which will enakle you to search for the authonty entity For which
woul work, Choose the country in the drop-down menu and type the authority namea. The box “Rele’ and
“Competence” are optianal but can help yod to better filter the results (select “lmport of cultural goods”.

Then click on "Search’.

< Select an authority

Select one or mare autharities by Licking the small box an the right hand side

Mate: A competent authanty can have many competencies. IF you select the line with the wrono
competence, yod will not be able to access the documents relevant to you. It is therefore very
important to select the lingls] with the competence corresponding to the field in which you work,
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Please note that you can select as many competences as yad need. Once vou have selected the autharity,
click on the green buttcn “Request autharisation”.

¢ Select an authority
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A pop-up window will appear and you have the option to send mere information loptienal). Click 2n

‘Send authorisaticn requast”.
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Once your reqJest is sent, you will receive the Follzwing message an the TRACES homepage.

1
The rodesy you nequssied ane besng revieweds You need o coniact vour respons e
BTy or The Sem insTear Feitks you prganisatian inander o be sefided Yoo
wl | B rotPed by emal e moon a8 ey wil be sppraved. Flaase noba 1hatl TRACES
Hafpriesk 15 not responsibis o1 1he waloation of jousr reguest for anness.
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Wou will be able to see the status ‘requested’ of wour role at the bottem of the page.
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Wou will have access to TRACES MT ance yadr wser reqaest is validated.
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IV, Validation waorkflow

» As & competent autherity, you are respensible for the velidation of:
0 Operators (Holder of the goods § Exemption beneficiariest that are under your autharity
0 HReguests of users who wish to be linked to operators ancer wadr authority

= As yser of a superor authority 1such g5 CCA or RCA), you are in charge of the validation af users
From subardinate authorities.

0 Central competent authority asers {CC4) can validate users From regional competent
autherities IRCA and lacal authority units IL&UT that are under their responsibility.

0 Reqgicnal competent autharities users (RCA) can validate users from local authority anits
ILAUY and border contral post (BCF) that are under their responsibility.

= As administrater wser lauthorty £ operatard, vou have the administraker rights For your entity, and
wou are therefore responsible for the welidation of your colleagueds) requesting a role within your
autherity or cperaktar.

1. As autharity - | want to validate an operator (entity]

Important: After validating the operator, authonties should also validate the link between the user
and the operater so that they may have access to docaments and operatar information (see . 2.
Az quthonty of aomnistrotor user - | wont ta voligote the role af a usen).

As an autharity wser, yvou have the resgansibilivy to validate the operatars and user accounts that are
under yeur authority. To vahdate an operatar, click on the menu “Actors” and then click on “"Cperators”

You have a Few options to Find the operators that are waiting for walidation.

= By clicking in "Operators to validate” all the operators that are waiking far your validation will
appear in the hst below,
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= By using the search bar. you can type the ngme of the operator vou are lecking for in the search
Field and then chck in “Search”. The result of yvour search will appezar below.
»

Search Operator
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= By using the Advanced Seorch options: you c2n fill the relevant fielss to find the operator.

Search Oparator
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Once ywou find the operator yad are looking for, click onits name or on the small pen icon ta open its
cetails.
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Once vou opened the operater, click, on the check button () to validete the operatar's activiby.
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Do nat farget to click an the “Save” buttan to save the changes Once you saved the changes, a
confirmation message will pop up.

¢ Tesl validation request
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The ackivity that you have validated naw has the status Valid.
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2. As authority or administrator - | want to validate the role of a user

An administratar is respensible for the vahdation of the colleaouels) requesting a role within his cperatar
or autharity.

This is enabled by actevating the “Administrator” button an the user profile. By default the fist aser of an
entity will have the Adnuristrator rights enakled. It can be disabled if needec. It is possible to have as
many administrators as desired For an entity.

: Edit User Steve GOUTHIERE EI=HAs30
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In order to validate the request of a aser, click cn “Actars’ in the mena and then click on “Users”™

Wealcome to TRACES NT My pending

Ted

20t — Ll T

i Sih I

You have a Few options to find users that are waiting for the vahdaticn of their rale:

= By chcking in "Search pending request”: all the users that are waiting for wour validation

will appear in the list belawr.
= By using the search bar: bype the name’email address of the user you zre locking for in the
search figld anc then click in “Seareh”. The result of vour search will appear below.

®» By using the Advaonced Seorch potion

Search Users
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Click an the check Buctan (+) ta vahdate the relevant rele reguest then click on “Save changes’.
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HMate: The cperatar (entity] must be in statas walid to allow users to be linked to it [F 's not the
case, you will need first ro validate the cperatar. then the user reguest.

IF yvou wank a user to be “adminisbratar® and enable him to validate hissher colleagues within his
autherity'operater, activate the blus icon “Administrator” on the rioht, then click on “Save”.

¢ Edit User Steve GOUTHIERE RN,
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V. Operator management

1. How to add an activity to an operator?

The possible activities for an 10 operator are “Holder af the goods® and “Exemption Benefician”.

= As auser linked ta en operator, you can add a new activity toyvour cperatar Click on your email
address at the top right comer of the screen. then click on “EdIE yeur profile”.
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At the battom of the page, click on your operataor ba aEen it.
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Mate. only the users that hzve the administrator rights can manage their operater (adc an
activity, maodify the address, add & contact detailt.

Then click on “+ Add Activity Sectlon”. & new board lin red in the imzge) will cpen ak the bottem of the
paage, ta fill the new activity details:

¢ Les Beaux Arts
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Click on the button “Sawve” on the top right of the screen to submit yoar application The activity has the
ctatus “Mew”.

® A= 5 user linked to an autharity, wou can add an activity te an operatar Search For the operator
throwgh the menu “Actars” and then “operator™. 2nce you find it, click on it 1o open it. Then Follow
the procedure cescribed above,

INBOC » Uner Profie > i

Byttt

Cromimgiiad hovaions

IF the activity wou just added is under wour responsibility. the status of this activiby will
autcmatically have the statas “Walid”.

2. How to reguest an additional rale¥

Click on your email address in the top nght comer and then on “Edit your profile”.
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Click an the green button “Request new rels”.
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Select the role vou wish to add and follow one of the procedures described in 111 {eperator) or 1.2
[autharity).

HWate: The roles of operator and autharity are incompatiblz. IF you already have a role as &n
operakor. you will only hawe the option te request a new role as an aperator. IF you already have a
role as an zuthority, you will coly bave the option to reguest a new role @ an authoricy.

. How to delete an operator?

Only competent authorities are able to delete operators. When an aperator has several activities, the
comgetent adtharity can anly delete the activicy that iz under their responsibility and not the complete
operator. Please Follow the procedare cescriked in 1%.4 For the cetails.

Search For the operator through the menu “Acters” then “Dparators”.

INBOC o Uner Profis » Fili

Augtharbe
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Once wou Find it, click on its name ta cpen the details.

Search Operatod
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Click or the “Delete” button.

¢ Test validation request El s soimmpeim mae
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A pop-up window will appear. select ore of the reasons for deleting an operatar and click on “Frocesd”
Lo save Lhe change.

Confirm

Fizasa confirm you vant to-delate operstor Test walidaton requast Attacksd wsers wll
be immacted 2 wel

Salect your reason for dalatng:

Blacklistad [uplicatad LME dalisted ot approved
Cithar mason Unkriowam
aperator
W Faliin

4. How to delete the activity of an operator?

Only competent guthorities are 2ble to delete the activity of an operatar. They can only delete an activity
that iz under their responsibility. In oroer ke do =0, search For the operator through the meny “Actors”.

IMBOC > User Prafie » Cili
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Once vou finc it. click on it to open the details.
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Mate: when an cperater has only ane activity, vod can anly delete the complete cperatar and not
the activity.

5. How ta delete my role?

Click enyour email address at the top right corner of the screen and then on “Edit your profile”.
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At the battom of the page click on the little bin icon an the right of the rele you want to remove.
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Hate. ‘When you anly have one rale and yeu delete it, yoo will automztically lose 2l access rights
toa TRACES MT. In order to re-osin access, you need to request & new rele. which will nesd to ke
valhdated by the autharises users.
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