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Welcome to TRACES NT. This manual contains all essential information
for the user to get started with TNT. It includes the guidelines for
registration and the users & operators management with step-by-step

procedures.
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It is recommended that you have more than 1 user with administrator rights on your account.
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EU login

Each new user needs to create an account linked to the company

The first step is to create your EU login, which is a mandatory security layer.

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

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

TRACES Log In

Do not have an account?

Please log in through the EL Login by clicking on the button below and followy instructions.

7 Legmte Traces _ jour request

e Traces
support

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

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

One account, many EU services Bl

EU Log in Were e O English (en)

6barapcku (bg)
Cestina (cs)
dansk (da) |
Deutsch (de)

eesti (et)

Create an account S——

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 will be the data that appear in the certificates/documents
when you sign it. As the certificate in TRACES NT has a legal value, it is important that you open the EU login
account in the name of a real person, NOT a generic name such as your border control post, operator's name,
or control body.
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For the e-mail address: you are strongly advised to choose your individual professional email address
which will be used to login to TNT. (not a generic company email such as info@whatever.com)

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

Create an account

Help for external users

First name

| |

Last name

| |

E-mail

| |

Confirm e-mail

| |

E-mail language

English (en)

Enter the code

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

Create an account

Once you have sent the request, an email will automatically be sent to you with a link to set your password.
Please LOG OUT of Traces at this point

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

After setting your password Log out of Traces close the browser and then log

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

If you do not receive this automatic email, you can find help on this page:
https://webgate.ec.europa.eu/cas/contact.html
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You will receive an email similar to below: click on the link to set up a new password.

Your password

Authentication Service [automated-notifications@nomail.ec.europa.eu]

Dear

You have been registered in EU Login.

Your email address isf |

To create your password, follow the link below:

this link

You have a maximum of 24 hr, starting from the time that this message was sent, to create your password, but vou are encouraged to do so immediately if
possible. After this time. you can make another request by following the same link: you will then need to re-enter your usemame and confirm your request.

If the above link does not work, you can copy the following address (make sure the complete address is copied!) and paste it into your browser's address
bar:

https://'webgate ec_europa.eu/cas/init/initialisePasswordLogin cgi?

wavf domain=extemal&wavf remember=checked&wavf submit=Select&uid=n0031d34&resetCode=fbEL ¢} 719toGVplsxAwHBJuhNPUxaiCzvlIKi0DkA

Instead of replying to this message. if you have a problem, please follow the help or contact information on the site where you were trying to register.
Note that it may take up to 5 minutes after reception of this mail before the above-mentioned site will recognize your registration.

Sent to you by EU Login
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Request a role

Once you created your EU login, you must 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”.

TRACES Log In

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

Log into Traces I

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

You will be redirected to the EU Login access. Enter your email address or your username.

Click on “Next”.

tracesnt requires you to authenticate

Sign in to continue

tracesnt requires you to authenticate

Sign in to continue

Welcome
Use your e-mail address BCPO1.FR@ec-traces.eu
| (External)
Sign in with 3 different e-mail address?
| Password
Next
|
Y assword?
Create an account o3t yque passward?
Choose your verification method
Or Password

Or use the elD of your country

Iil

Enter your password and click on “Sign in”.


https://webgate.ec.europa.eu/tracesnt/login
https://webgate.ec.europa.eu/tracesnt/login
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If when you have logged in the page displays “Redirecting you to Traces” and does not go
to the Traces website, log out, close the browser and log into Traces again.

When accessing TRACES for the first time, you will see this page:

Click on “Operator”.

IMPORTANT: Do not request access om a now 1ab - this can rosult in dug

Organic Control Body

Authority

Other body
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Requesting a role as an operator

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

Complete the fields requested by the system by inserting “Country” and typing the name of the company
you are looking for.

The “Section” and “Activity type” boxes should be left blank.

Then click on Search.

If your company already exists in the system, tick the small box on the right and then click in the green
button named “Request authorisation”.

€ Select an existing operator

Country (0] Ireland (IE)

Section:
Leave these sections blank
Activity Type

$ Search: ITBA

Address

ITBA (Irish Thoroughbred Breeders Association) Greenhills, » Authorised Entity (aon-peL-soov) (2]
TRACES Mumber. TPA-BD-1 Kill, ¥ Equine establishment (equ-est) [T
Co Kildare ¥ Exporter (0TH-orer) [
W91 FY62 > Importer (oTH-orer) [
W91 FY62 Greenhills, Kill, Co Kildare
i Ireland

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 if you wish to.
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
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Administrator Role - Validating Users

To be completed by company Administrator

27/03/23.

The administrator will need to complete the following steps once your colleagues have requested

authorisation.

Click on “‘Actors’ in the top row: and then click on Users.

IMSOC

TRACES - ADIS - EUROPHYT - iIRASFF

Interceptions ~ @B Dashboards P Geographics + = Ref

Entities

Operators
n: 19/08/2021 09:48:19 +020 SRR R R
Authorities

Controlled locations te
The IMPORT certificate [N .
food and feed originati . . 9
following the accident a Organic control bodies |
U ESEN Gl DRG] Crganic control body management
The IMPORT certificate *20 SRRt AUVt il
and feed originating in thirc et SR S e RU S T b

accident at the Chernobyl njiReSilE=:
now available in the TNT. Tl |
this certificate are those laid

Commission Implementing
(Reg. 2020/1158) ]

Means of Transport

Saare rreate an
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Click ‘Search pending requests’

K IMSOC

TRACES - ADIS - EUROPHYT - IRASFF

)C > Administration > Users > Search

Jocuments + ¢ Interceptions « @ Dashboards ~ &3] Actors ~ @ Geographics ~ £ Reference data ~ |#” Analytics ~ M Publications ~ @ Help ~

Search Users W Search pending requests

Search: Advanced search »

Full name ]2 Account name Bodies Last Login

Use the Search button to find Users.

NOTE: if you are an administrator for more than one operator, you will have an extra drop-down menu, you
must select the appropriate operator from the drop-down menu.

Search Users W Search pending requests

Search: | Advanced search » |

10
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A list of names will appear of individuals who have requested authorisation, click on the individuals name, this
will bring you to their details.

Click the green tick and then click ‘save changes’ on top right had corner.

vVianage = = & Save changes
Liser detads

Usssmami
Domain B+ External Pheone
Full name Fax

Digitad signature Application X Mo sccess,
Usamamag ACCERE

- 3

[ W8 Requesied )

U 1 Ireland (IEX

11
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Giving other users administrator rights

Click on the “Administrator Rights” icon and click ‘save changes’ on top right had corner. (the icon will change

to a solid colour u when selected)

User Rols status o display v v

)
| ¥ Requested [ v

i Bireland (IE)

Remember to click “Save changes”

ERERE

User detads

12
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Delete/Remove a User

As an administrator you can also delete or remove a user.

Click on the drop-down menu “Actors” and select “Operators”.

£l IMSOC

Eurapaan

Comemission TRACES - ADIS - EUROPHYT - iRASFF

IMSOC > Index

[EDocuments ~ @ Dashboard »~ @ Actors ~ & Publications ~ @ Help =

Entities
Welcom: Operators
Last login: | 5 e e
e

Latest Nd anage authorities, activilies
Controlled locations
Create. rch, update controlled

Release Note now available

Individuals 52022 23:00 +0200 CEST
Users ated).

Monday 9/5/2022 evening starting

Certified Driver

Type the name of your company/operator into the search box and click “Search”,

From the companies/operators listed, click on your company/operator’s name.

CES - ADIS - EUROPHYT - iRASFF
h

Documents ~ @ Dashboard ~

Search Operator o |

Search LP TEST only Advanced search » 100/ 49 215 results

@S Actors + & Publications ~ @ Help ~

5 Name Identifiers Activities Full Address n

LP TEST ONLY 0 Direland

NON_ANIMAL ORIGIN_FOOD_AND_FEED IE0@08@ec [ AG House, Kildare Street,

Bt D2 viKi2
Dublin Co. Dublin

m < EriE [ vaic | County Dublin 1e-0 /
Leinster 1e-L

13
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From your company/operator entry click on “Users”, then click on the user you want to delete/remove.

[2)Documents ~ @ Dashboard ~ @5 Actors ~ & Publications ~ @ Help ~ 1

< LP TEST ONLY m R = cave

Last modified by: liam Purcell (TNT GUI)

Operator Details Addresses <+ Add address

Name LP TEST ONLY

Country I 1 Ireland (IE)

Phone v L 016072860 w ﬁ -

Region  County Dublin [1e-0|/ Leinster [1e-L

City Dublin Co. Dublin

Address AG House, Kildare Street, D02 WK12
Operator |dentifiers <+ Add Identifier

Coordinates
No identifiers

¥ Users

Full name Email address.

User Name user email address
Feed and Food of Non-Animal Origin | NON_ANIMAL_ORIGIN_FOOD_AND FEED JEEEeIETL NS lele RNl BT RO ]

m
In the user profile, find the role for your company/operator and click on the “Bin ”icon, then click on
“Save Changes”

Deemain
Full name

Digital signature Applcatin sconsy o Han access

viemame

User Roles stadus 1o daplay v ] - !E ] - m

 Vose 8

> Expocter (oM _Aninal

> Exponer (00) (220

Dubiin Co Dutdn Adrminiatrater n

§ ) otand (IE)

Use of organisation eseal )

Edecronic sedl manager | reguetter

hising of oeganic operater Certiicates ’
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