
Authority Role 

If you are an Authority user, select “Authority”. Search for your Authority (select Country, Role 

(CCA, RCA, LAU, BCP etc), and the competence  Veterinary), tick the small box on the right-hand 

side, followed by the green button “Request authorisation”. 

 

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 (COI) etc. 

 

Therefore, if you select the wrong competence (e.g. for Organic), your request will be sent to the 

colleagues of the corresponding BCP dealing solely with Organic, and they will most likely not 

validate your request as they do not know who you are. 

You can be linked to the same BCP for more than one competence, if necessary, by selecting more 

than one competence. 

 
  



Once you have selected the Authority, click on the green button “Request authorisation”. 

 

Then this pop-up window appears: 

 

Click on the button “Send authorisation request”. 

Note: By clicking on “Send authorisation request” you are making a request to a European 

Commission Administrator or to the Admin User of the CCA to be linked to that authority. 

  



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

 

You will then be able to see the status of your request. 

 

If you are an Operator or Authority, once the person responsible in your company or authority will 

validate your request, you will be able to work in the system.  

  



Validation steps  

Remarks 

You can only validate Operators in your country (except for Responsible for the load). 

“As an Authority I want to validate an Operator (=Organisation):” 

You can only validate those Responsible for the load that are linked to your authority.  

Note:  the country of the operator does not have any effect on validation. 

Click on Organisations  Operators 

 

Use the Search Bar or Advanced Search option to find the Operator. You can also see the list of 

Operators waiting for your validation by clicking on Operators to Validate. 

 



 
Click on the Operator to open their details.  

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 Be aware that you still need to click on the Save button to 

commit to the changes. 

 

 



“As an Authority or an Operator I want to validate a User:” 

Remarks 

You can only validate Users of an organisation for which you are the competent authority. 

A superior Authority can validate users from a subordinate Authority. 

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

administrator. 

Click on Organisations  Users 

 

Use the Search bar or Advanced search option to find the User. You can also see the list of users 

waiting for your validation by clicking on Search pending requests. 

 

  



Click on the User to open their details.  

 

Click on the check button to validate the relevant role requested. If you want this User to be able to 

validate their colleagues inside their authority or organisation, activate the blue icon on the right to 

give them the administrator rights for this organisation. 

The role that you have validated now has the status Valid Please be aware that you still need to click 

on the Save changes button to commit to the changes. 

 

Once the changes have been saved, the profile of the user should look like this: 

 



Tip: You can always “delete” or “pause” the operator, by ticking the small icons next to the 

“check”. 

Note: it is possible to give the “Administrator role” to a user linked to a company or 

authority: this will allow him/her to validate the requests of his/her colleagues. To do so, 

enable the button on the right (it will become blue).  

 

  



 


