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Welcome to the user guide for Account Creation on TRACES NT.

This manual contains all essential information on the creation of an
account and logging into TRACES NT.
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Background

The DOCOM module of TRACES NTis now live.

The removal of TRACES Classic 31 December meansthat all intra-EU DOCOMs should now be
delivered viaTRACES NT (TNT)

It is the responsibility of the exporter/transporter/operatorto create and complete the
registration of theiraccount and to ensure their informationis held on the system, as per the
following guidance

IMPORTANT — IT IS RECOMMENDED THAT BEFORE YOU PROCEED WITH GENERATING ANY
DOCUMENTATION, YOU FIRST CONTACT YOUR LOCAL DAERA OFFICE AND SPEAKTO A MEMBER OF
CUSTOMER SUPPORT BRANCH (CSB) WHO WILL BE ABLE TO CHECK IF YOUR DETAILS ALREADY EXISTS
ON TRACES NT. IN THE EVENT THAT THEY DO NOT, CSB WILL BE ABLE TO CREATE THIS RECORD FOR
YOU.

Once ithas been confirmed your details are held on TRACES NT, the following guidance explains what
you must do to create your user account and link this to the details held on TRACES NT in order for
you to then be able to create/access required documentation

Getting Registered with Traces NT

TracesNT is a Free to use service / platform provided by the EU.

Toregisterto use TracesNT you need to have a unique email address. All actions are auditable toyour individual
email user account. You must take care to not share passwords or allow others to use your account.

Step 1 - EU Login Account

Before you can signin to Traces NT you will need to set up an EU Login account using your unique email address.
You can do this at the following link; https://webgate.ec.europa.eu/cas/login
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https://webgate.ec.europa.eu/cas/login

EU Login 0 ‘ English (en)

QOne account, many EU services

Sign in to continue

Enter your e-mail address or unique identifier

Create an account m

ds = Or

Sign in with your elD

Sign in with Twitter

n Sign in with Facebook

Sign in with Goagle

Click on “Create an account”
The following screen will display fill your details in the boxes as required:

Create an account

Help for external users

First name

Last name

E-mail

Confirm e-mail

E-mail language

English (en)

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

‘ Create an account Cancel

<
h

Once fully completed click here on “Create an account” to submit your request. The following message will be
displayed.
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Create an account

Thank you for registering, you will receive an e-mail allowing you to complete
the registration process.

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

® Authentication Service (automated-notifications@nomail.ec.europa.eu) Maon, Nov 15, 2021 9:03 am

To: you Details v

Dear Gordy Lynch,

You have been registered in EU Login.

Your email address is gjlynché6@aocl.com.
To create your password, follow the link below:

You have a maximum of 24 hr, starting from the time that this message was sent, to create your password, but you 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 username 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 browsers address

bar:

https:/ifwebgate ec.europa. eu/cas/initim/134495-AopkUhty 2 7tmSg rwWOSWGIm3zzgDVDpg9ngzzzi7 7 S5 32 lotFHVF GejTsaPM5-8.6.1.c-
dn3p/cas/initiinitialisePasswordl ogin.cgi?

wayf domain=external&wayf.remember=checkediwayf submit=5Selectduid=n0089digiresetCode=J6GZxGOnJaVASNACWAC QAHS0cl agG CoHZVT GmgbBWY C

login

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

Sent to you by EU Login

Once you have createdan account you must activate it by clicking on the link that you will be sent. This link will
expire 1.5 hours after you receive the email. If you have not validated the account by then you will need to start
again.

Make sure to keep a note of the email address and password for your EU login account as these are the details
you will need each time you log into the Traces NT website.
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Step 2 - The Traces NT Website

You can access Traces NT by using the link below;
https://webgate.ec.europa.eu/tracesnt/login

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

TRACES Log In

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

Log into Traces

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

You will be redirectedto the EU Login access. You should log in using the emailaddress and password used to
create your EU login account.

Enter your e-mail address and click on “Next”.

tracesnt requires you to authenticate

Sign in to continue

Use your e-mail address

Create an account

Enter your password and click on “Signin”.
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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

Iil
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automatically default to
password. If you ever have
trouble logging in make sure it is
set to this.




Once you have loggedin the following screen will appear and you will be asked to select a 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 parficular businesses, stores, non-profit orgarisations

Organic Control Body

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

Authority

Cempetent 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?

Request a role asan operator

In order to be able to access and create the correct documentation you must have the role of “Operator”. 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\s 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 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?
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The system will redirect you to a search page as shown below, which will enable you to search for your
details, as these will have already been created on TRACES NT by DAERA. As per the highlighted note on
Page 3 before embarking on this stage check first with your local DAERA office that the details of your
business already exist on TRACES NT.

€ Select an existing operator & Request authorisation

Country No country selection
Section
Activity Type

Search:

Name Address Activities [ ]

Start searching with Search button

In the “Country” field select United Kingdom (NorthernIreland)(XI) as shown here
The fields “Section” and “Activity type” are optional.

€ Select an existing operator & Request authorisation

Country United Kingdom (Northern Ireland) (XI)
Section

Activity Type

Search Your Name or Herd/Flock Number|

<

Name Address Activiies

Start searching with Search button

In the “Search” field enter here your DAERA issued herd/flock number or your name then click on the “Search”
button.
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The system will then provide you with a list of existing operators. Scroll through the returned information to
locate your details. In the example below the required operator details have been located and selected by
ticking the small box on the right and then click on the green button “Request authorisation”.

\

ible for the load (RE Really
> Transporter RTER.

€ Select an existing operator

didn't find the operator you belong
| to? In this case only you might consider
eating a new one using the button

¥ Importer (7)) [[20 abover

United Kingdom (Northem lceland) \
fon Lynch 444 new Street > Exporter (1ve) (223 (=]
BT56 Portrush 2 Type Il authorised transporters (REG-TRANS-AUTH-II)

daited Kingdom (Northern Ireland

Newtownards

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

Confirm authorisation request for Anita France

Optionally, you can provids some additional useful information.

Message

Cancel Send authorisation request

You have now requested to be linked to your company.

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 parficular businesses, stores, non-profit organisations...

@ Need help to find out which kind of organisation you belong to?
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In order to have your request validated contact your local DAERA office again and ask them to action this for
you.

Once completed you will received an automated email confirming you have the necessary access to TRACES NT
as per the example below:

[TRACESNT] ACCESS request granted = E (E

Dear Gordy Lynch, 2

Your request to access TRACES NT has been granted for the following access profile(s):

« Exporter (Gordon Lynch)
« Type Il authorised transporters (Gordon Lynch)

All information on how to use the system is available in the TRACES online help.

If you have any further questions, please contact the TRACES Helpdesk.
Kind regards.
TRACES Team.

hitps://webgate.ec.europa.eu/iracesnt

This is an automatically generated email. Please do not reply.
To contact the TRACES team, please use the following address: b

Accessing Guidanceon Traces NT

DAERA has produced a variety of training and guidance materials for those using TracesNT.

1. DAERATRACES NT information and guidance

You can find useful information and guidance relating to use of TRACES NT including this guide here

2. EU Training manuals

The Traces NT system has been created, andis managed and updated, by the EU. Training manuals are released
periodically and a link to these is provided here. Please note, this link does not appear to open in Internet
Explorer, it is suggested that you use Microsoft Chrome or similar;

https://circabc.europa.eu/ui/group/afSdeeae-af5b-4ae7-9cd2-24df51e9fa72/library/a6a648ff-003e-42ec-a0d8-
450330c4d2c8?p=1&n=10&sort=modified DESC
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