STATNI TISKARNA CENIN,
statni podnik

Tobacco labelling portal

User's manual for registered users

©) Btate Printing Works of Seconties, 5.0.E. 1722 Taer’s mannal for registered users
1%




STATNI TISKARNA CENIN,
statni podnik

Document history

Date Wersion Comment
8.4 2019 1.0 Baszic Version

Table of Contents

1. INTRODUCTIOMN...

2. APPLICATION WORK METHODS ...
2.1 CIUICK SUMITIANY ..o e s e e e s e n e
B LT U
2 3 Ediing forms e
2.4 Basic confrol elements of the application ...

3. ADMINISTERED OBJECTS OF TPD SYSTEM oo
3.1 Administration of economic entities. .. ...

:-Jl -l-‘h

[T == TS R = = T ]

3.1.1 Administration of assigned economic entities. ..o g

3.1.2 Commencement 0 a registration of @ New BE. ... 9

3.2 Device Administration ... e L
3.3 Device Administration .1
3.3 Device Data Update e 12
3 Creating NEW DBV o e e 12
3.4 Machine Administration ... e 13
0 B = T L= O = T g T L= SO U SO 14

5
3.4.2 Machir Irtualm cIu:Irument e e e 13

4. INFORMATH Prechod na odkaz: Cirl= kRt oo e 16
4 1 Information on Economic Entities e 1B

4 2 Information on devices ._............ eeeremm e e emenenen emeee s nensemmnnennnencs LT
5. END SELLERS EE ADMINISTRATION “BY PROXY™ .. et en e e ensenes LB
5.1 End =sellers’ EE administration by proxy” . ... LB
B.1 Crealing USBI .. oo en e e e L

E18tate Printing Works of Securities, 5.0.E. 1r32 Uszear's mannal for registered nsers



STATNI TISKARNA CENIN,
statni podnik

5.2 Administration of other EE administrators and device administrators .21

ElState Printing Works of Securities, 5.0.E. 3raz Uzer's mannal for registered nsers



STATNI TISKARNA CENIN,
statni podnik

1. INTRODUCTION

The Tobacco labelling portal 1 used for the support of the records and distnbution of tobacco products according
to the Commission Regulation EU no. 2018/574.

The use of the system i3 limited to subjects operating this busimess in the Czech Republic or other EU Countries
and requires an approved registration m the system.

The registration into the system 1z executed by the representative of the registered emtity together with the
regiztering entity, already registered in the system az an economic entity, or an employee of the code 1ssuer) for
CZ, whach 15 the State Printing Works of Secunties, state enterprize.

The Tobacco labellmg portal 15 mtended for registrabion of mamufacturers, distnbutors and end sellers of tobacco
products and for generation of wique 1dentifiers of unit and groups packagmgs of tobacco products.

The application’s access point for registered users is at -/znacenitabalu cz.

J:*':.

R L
oyt

Vitejte v systému TPD ID Issuer

Sysvém ID_lesuer doudi k podpale evidence wroby a distribuce tabdkovgch wrobll podle
nafizeni komise EU £, 20187574,

Poudivini SYSHEmA | cmerens na provnicked S-l.lmfkﬁ'. Etend provorujl uto Sinnost v rdmci
CR nebo | daldich statl EU a podaduje schwalendu registraci v systému

Registrac v systému providi spoledné s& zdstupcem registrovandho subjeltu | registrujic
subjekt, ktery je i v systému registrovin jako Hospodafsip subjekt, plipadné pracovnik ID-
Bsuera fvydavatele kddd) pro CR, kterym |e Stéani tiskdrna cenin, stitnd podnik.

Dalsi informage st uwedeny rde,

From the mformation screen the user will be redirected to the login form of the application, m which he/she enters
the uzer’s name (m the e-mail address formate) and the password.
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After entering the cormrect data the user will see a form with a quck overview and a user menn, matching is'her role
m the application.
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2. APPLICATION WORK METHODS

2.1 Quick summary

The quek summary shows basic mformation on the user administered enfities.

- Economuc entities

- Users

- Ordernng codes for unit and group packagings.
The quick summary is used for a basic onentation and overview especially of tasks in progress, which are in the
user's work imventory. By clicking the summary chart the user will switch directly to the administration of the
entities at hand.
The Qmck summary always uploads the current state from the database, so it 15 always possible to check the work
mventory by repeated upload of the Quck summary from the applicabion’s menn.
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The basic information regarding the logged-in user are shown in the top right-hand comer with further drop-down
menu (click the nser’s icon) for user settings (language settings, password change, log-off).
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2.2 Menn

The application’s menu 13 located in the left hand part next to the access forms, when its width is reduced, 1t will
be hidden and replaced by a standard menu icon.

Options preceded by =" contam sub-memus. The form header meludes 2 tool bar with controls, the list tables
headers mchude tools for sorting, filtering and selection filters.
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In the list forms the user can use also a full-text search.
The activity of the controls depends on the state of the uploaded/selected entities.

2.3 Editing forms

The headers of the editing forms for the admimstration of data on the mdividual objects, administered by the user,
mclhude a smmilar tool bar as the list forms. The mem m the tool bar depends in the state of the processed object
and eventually on the completion of eniries in edited fields.

Upravy hospodéiského subjektu

£ Regenarovat EQ_CODE 1 E
Detail hospodarského subjektu Info
bk HE- Testovac HS Identifikace HS (EC DD: Staws
M4 ARESATES: I

Zev ¥ registru ARES/V Potvrzovaci kéd (EO_CODE):

The required fields in forme are marked with * next to the field tag.
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The applications includes a support for filling out numerical values using list-boxes for selection and checlang of
acceptable values.

Typ Zafipeni * malsabchodni prodeing =
milsto vyrody se sklagem
samostatry sidad
malcebchadnl prodepna

jin [upfesnite)

2.4 Basic control elements of the application

Standard controls, such as buttons mn the tool bars, are available for selected functions of the application
o

- refresh downloaded values

- add record

- save changes

- save entry/changes and add another record

B8 O +

- record detail
- back
- delete record line in the List
Testovaci HS [CZ] o -
- filter with support of the list of downloaded values
. . - switch

o

- llustration of actrve and mactive 1con (button activity dependmg on the data status)

. -
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3. ADMINISTERED OBJECTS OF TPD SYSTEM

3.1 Administration of economic entities

3.1.1 Administration of assigned economic entities.

Sprava Hospodaiskych subjekti

o Wybsere stay - =
este hisvitku sloupce 2de pro slouden A & Q H

Sta Ripgistroredn Kad Nibzey T Stat

-alrﬂr'.'ni 25 3 2019 1679 LESTCIRCGEDYZ Testavaci HS Ll

After selection (confirmation of selected) economic entity in the EE list the user wall be redirected to the form with
EE detail.

Upravy hospodafského subjektu
< o Regisnercval BQ_CODE + ™ <+
Detail hospodarského subjelkiu Info
ARES/MVIES: W
DR S ' Petvrzevaci ki [EQ,CODEK Dutumn mmeplitnnk
AReratamil ndey ML Testik 14eecH
Dabum regivirsie
E-omaall HS: & i_issuer @ alod nat
STAL reqQistrace * i k -
Adresa HE: Drendlebisk 5, 140 00 Praka 4

Adreta v regeitng ARESVIER:  na

+42) 123 456 TED
Piidod.: +420 123 456 789

Tefefion H5:

Wi 1111 D«

Idensif. pro Glely DFHE Idhenitif. pro Glely SPOx

Ky jirrpch vidivatehn
Caindit

-+

LERQIRCCOO00]
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Within the EE administration the user can edit specific fields (limited additionzl editing of basic identification data
Company ID and generated TPE. identification).

The changes can be saved only with vahd enfres.
Within the EE admimstration the user will be shown also other system mformation on the specified object, such as

status, registrations data, assigmed EO-ID identifier and also a EQ-CODE confirmation code for comections
through API or permutted changes of data of authorized end sellers eventually.

Regenerovat EQ_CODE
The admimstrator of a parhcular EE 15 authonzed by the button to regenerate 15
validation code, unless e g. reasonable suspicion anses, that it was obtained by an unauthorized foreign subject.

By a tranzfer of a validation code to another, the authonized EE, it can authonize other existing EE for further
admimistration of itz data.

3.1.2 Commencement of a registration of a new EE

Two EEs take part on the specified registration.
- registering EE
o cregtes a registration request, at least with specification of contact and identification data
- registered EE

o which activates its first admmistrator in the TPD syvstem and validates/complements data on the
registered EE.

The registering EE must be active (registered) EE n the TPD system. The registration is started using the
1con 1n the registering EE detail.

Based on the completion and saving of the registration request for the new EE system

- 1t will generate an informative emal for the registered and registering EE (to the email address specified as
a contact for both EEs), in which the request registration is confirmed

- generztes and sends an email for users, future admimstrator of the newly registered EE, containing and
activation link

based on chickmg it the user actrvates its user account in the system (with EE admmmstrator rights)

subsequently 1t will check the data entered by the registering EE (active notification and system
guidance).

- by confirming the registration data by the registered EE the request for venfication and completion of the
registration 15 passed to the TPD operator

- within the completion of the registration by the TPD operator
o the operator verifies the data mn the request

[

[

o the system aszigns the newly registered EE
* 3 umgue identification m the TPD system (EO ID, which identifies it within the
operational fransactions

* of the confirmation code (EQ-CODE), which 13 used to verfy the zuthorization for
changes (submitted throush public APT mnterface or made by proxy)

-,
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o the system will send the information on the executed registration to the contact emails of the
registered and registering EEs (EE, which started the registrabion), mcluding the specified
wdentification of the created EE (EQ-ID), NS can pick up the confirmation code after logm mnto the
syster, for safety reasons it is not send my email.

Zalozeni nového hospodarského subjektu

<
Detail hospodarského subjekiu Info - Zalodeni
Mizer HS: * Subjekt i rogistraci Zalodenl noviha HS picatfednactim indksa HS
MNaDew registngicing H

Ndzew v registos ARESAIES:
ABemativnl ndney HS: Cuife Dirtum registrace EO A registrugiciten HS:
E-#rimil HS: ¢ subpeit @se nnam .o
Stit registrace; * (T -Ledko -
Adresa HS: Tasase Bullry 156, Kouhm
Adresa v registru ARESAIES:

Tededon HS: s

Pifkfod. +420 123 456 789

e O0001065 DHC:  CID0OO10ER
Identil. pro Glely DPHE kdendil. pro Glety SPO:

Kisdy prepch vydavatedlc

Sedadit +

LECDRO00001 [ ]

1
' Prohladuji, be jem byl k negistraci rmocndn oprivnénoy osobou negistrosandbo subjekiu.

Informace o Zadateli

E-mail pro registrace *  urivaltel@ernamuce I 6555484855
Prikiod. +430 123 456 189
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3.2 Device Administration

Devices are registered with a link to EE, through which 1f 13 also subsequently available for further administration.

Sprava zarizeni

o Tobeazit pouce aktivnl zafizeni [ =+
Hospodifsky subsekt  Testoval HS [LI) '
B & L
S K FiS Kl Tadinerd iR ] SLan
..'ll\.ln-l'u LESTCIRCEEDY S LESTCIMERTEDS Haarea &5, Dodni ferCaemy L
B aktieni LESTL1RCGELIYS LESTL 21T/ MLV Mok 1, Mokt
B aktemi LESTCIRCGEDY2 LESTC2IUMNDAST Sudhi 158, Sudice z

The user 15 assigned devices for the selected EE (EE for which the user has admimstration rights). The user 15
given access to data of the device only of the EE administered by him. EE Filter, for which the device list is made,
1z in the header of the device list, and iz untended especially for other admimistration roles.

3.3 Device Administration

By clicking a specific line or its tag and by pressing a button the user 1s allowed to correct the listin a
permussible scope.
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3.3.1 Device Data Update

Uprava zafizeni

< o B Deaktivovat

Detail zafizeni

Typ Zafipenk * i (ipietnEne) -
Typ zafizeni jind: * Pojlednd prodejna
A riga * Mokrh 1, Mokfry

+400 581 S48 444

Teledon
Prikkad: «400 123 456 789
STaL regivirace; © CZ-Lesho -
Doy shdact o
ldentifiksce D5: OO0 1066

Ky projch wyrdavatedd:
Sedudit +

Py [ |

B Haotooe

Info

Hospodifzioy subpekt-
Kid rafizenk

Datum registrace:

Dahem sreplatndng

3.3.2 Creating New Device

By pressing the button the uzer can assign new device (with a link to the selected EE).
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Mové zafizeni
i . Mistarie =™ E
Detail zarizeni Irvfey
Typ zafizend: * prodejnl sklad - KR o
Al * leremsenboya 4%, 1400 Prahg 4
S—— +42) 458 658 287 :
Pfikiod: +420 127 456 785
SLAT FRgIraoe * €T -Leshon -
Dhafionny shlad:
entlikace DS:
Ky jindpch vyl avatedd
Seladit +

3.4 Machine Administration

Machine administration always takes place for a specific EE and its specific device. The selection of both object
takes place through the selection lists of values, downloaded directly from the DB with the suppart of full-text
search, other user adjustable filters eventually.

Spréva stroji

o Tobrasit pouze askivml stoge [
Hospodifsky subgekt:  Testowac HE [C7) 8 - Zafizeni: =
3 |
L Kitd H K Fiderd K 1 t ¥ =it
Stay B HS Gl palize el STEGHE Vigolbos 5t E D F— - S5id wa
LESTC2MNAETADYS  Hornl 4%, Dol Jirfary  CF
LESTC2LATTMNIY  Miaked 1, Makfiny [

LESTCIIUMNDEST  Suchd 158, Subice CZ
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Sprava stroja

o Zobrazit pouze skt steoje [ - i +
Hoipodifiky subsekt:  Testovaci HS (L) o Zafirent  Sischd 153, Sudeos [CE] [
A & ©
Stav K HS Kid radizen Kod seroje 17 Vyrobee sroje Maodel SN Kapacita
LESTCIRCS&0Y2 LESTC2IUMDIST LESTCRADCKTHEA Fard
@ cesitvovani  LESTCIRCEEDYZ  LESTC2IUND2S7  LESTCISOSKCTW  Fod Siema 20 22aa 3
From the list the user can select the selected record {or double-clicking 1) for up-date eventually by the

_|_

button to add new machine.

3.4.1 Creating New Machine

Novy stroj
{10 B =
Detail stroje Info
Viobce stroje=*  Puch Himpesd alaky dutijekn
‘ - Lafireni:
Witobni fisloc | 12B4S6TES
Kapadta:* 10000 :
s/ Mhod

The mput form creztion of new machine shows also values of the respective EE and device, for which the machine
15 created.

A machime 15 always created with a link to a device, which 15 specified in the machine list header (also on the form
Unique 1dentifier M-ID 15 immediately assigned by creating a new machine, 1dentifying the machine mn the TPD
System.
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3.4.2 Machine Data Update

The machme editmg form also includes further system data on the entering of the machme mito the system, or its
deactivation.

The machme can be updated with limitation to the technical data (assigned M-ID code cannot be changed).

Uprava stroje

< o & Deaktrrowat ]
Detail stroje Info
Wiroboe strage * Ford Hospodidsicy subjekt:
Model * Siemma LG
Zalizeni
Wyrobni Cigh: 553555
. Kibed sbrope:
3
Eapusita: * -
iz Mhod
Datuem registrace: Distum zneplatnéni:
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4. INFORMATION FROM THE REGISTRY

The information from the registry 13 used for checlang, or search of identification of Economic Enfities and its
devices, registered mn the TPD system.

4.1 Information on Economic Enftities

The option Information on Economic Entity allows the users to view EE detail, including its assignment based on
the entry of one of four 1dentification data

- Identifier in the TPD system (EQ_ID)

- Company ID

- VAT No. or identification number 1zzued for the purpozes of VAT

Registr Hospodarskych subjekti
Kidd HS {EC_ITHe K0 DO00108E DIC/DPH

Hospodafsky subjekt o

Alterratrvnd ndoey HS: 2* Franksd Kl M5 §ED_IDE

Addrpry HE: TR 5. amalare:
518 regivtrace

o 1 o
ldeatil, pro Odely DPHE o 1 ldertil, geo leky TP 0:

Prehled zafizeni HS o

Seav Lafinend U -] Adreia Sun [k

B sizeemi LESTLI1ER NIV jired: [pdenahe) Mokrd L. Moy L)
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4.2 Information on devices

The Information on devices is intended for searches of registration or other information on the device, registered in
the system.

Bazed on the entered dewvice code the information om the device iz searched within the system, includng
mformation on its master Economic Entity.

Registr zafizeni

Kl zafirend F D | LESTCTLATTHLY m

Hospodifsky subjeict Fafizeni

Ierificace W5 10 D ey W _ B Pafiend F 0% v Staee Taftomn; _
MkBsy HE: Aedieih

AlrmalnTe ndors BG i Ll pronirece raioend

Agdpiy HE: ' Cindl paipend

KiSd it doglr i Dastacrey st S
Kk [+ = Thatuam regperiaoe Dunam rapdpondnd
Rl s ey IDPH Enali. it dalichy SR

Dutum regitinace Dlrtar, mrieplatrabnd
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5. END SELLERS EE ADMINISTRATION “BY PROXY"

The zystem allows the administration of registered entities of the end seller type by proxy. Such admimistration
requires the administered (registered) economic entity to hand over its identification and assigned venfication code
to the admimstermz EE.

5.1 End sellers’ EE administration “by proxy”

The Information on EE menu allows the users with the EE Operator (administrators of another EE) authorization,
authorized by a registered economic entity for administration of registration data by hand-over of the venfication
code, to perform required modification on the searched EE.

This fimctionality 1s limited to active registered entities of end seller (EE with registered devices only of the type
“retail store”™ or “other™.

Registr Hospodarskych subjekta

Kidd HS {EO_Ie B0 D000 08 DHC/DPR

Hospodafsky subjekt o
b1 T r
o - L.
Alterra i ndrey B ik Kéa S (BO_ICE
Adress HS:
U regitirace
Wik D
ldeeil, pro Glely DPHE 1 lddwritil, g Gdely SPTx

Prehled zafizeni HS & o)

Stav Zadireni t e Auireia S o

.-:I-.'.ﬂ.-'n- LESTCI1ER MLV Jired (e rabie] Molrd 1, Molo'ey L)

After zelecting a registered EE to the EE Fegistry form (search see 5.1) the users with the EE Operator

authorization can, by pressing the 1con next to the “Economic Entity™ text and by entering the comrect
confirmation code (EQ_CODE] of the registered subject.
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Editace ekonomického subjetku

Pro vstup do editace ekonomického subjetku zadejte EQ_CODE
EQ_CODE:
HUHUHUHUHUH] l

Potvrdit

After entering the comect confirmation code of the economic entity (EQO_CODE) of the registered entity, the user
is redirected to the Economic Entity Modification form, containing data of the registered EE and authorization
matching the admmistrator of the EE in question.

The lcon above the hist of EE devices 13 intended for editing a specific registered device (must be selected
L

by clhickmg in the list). The wcon above the list of EE devices 13 mtended to add another device of the

registered EE.

O combinue, in both cases, the user must enter the correct confirmation code (EQ_CODE) of the registered EE.
The device admmmstration 13 limated to the registration of dewvices of the “retail store™ or “other™ types.
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6. USERS

STATNI TISKARNA CENIN,

The system users have three levels of anthonzation.
System administrator — has the lnghest nights with specific imitabions, such 25

- lmitafion to create code requests

- lmmitafion to create regisirations with an authonzation o an exising EE

- Checks and controls the process of processing code generation requests
- Wenfies and approves requests for EE registration in the system

EE administrator — hzs the rights to admimistration of all objects associated with EE

- Cresting requests

- Admimstration of registered entities (EE, devices, machimes), users (proxies and device admimstrators) of

a specific EE)
Device Administrator

- Cresting requests

- Admimstration of registered entiies (devices, machmes and admimistrators (proxies) in the scope of
adminiztered devices).

Sprava uzivateld

o

Stav

i ceaktrecwang
L) b akineat

i aktimi

i aktimi
.al:ln-nl

i aktimi
.al:ln-nl

i onsteny

i Trudeny

i ceaktrecwany

k akirngt

i aktimi
i aktimi

Email futvatelské jména)
onbehall@rocio.ce
opopuspou@gmailoom
ofl @S

ot @fcaSl.cx

LLEL SRS
publcApiClentlIMN
radn dnile@on 500z
radm driileio@hkires.crg
regBehalLiser00® fons0.ce
regteiflseri@ ol
sadsaBgmailoom
sandlerooenipEseznamcs

sdiadsudio@gmailoom

sifing

+ M1 3453678
w20 123 4% 321

+AMG03LIIAEE

608 214 i

+A ) 13 455 bl

+ 4098 TR 321

wd A TESA 2]

+ A P ATIFEET

231 544 342

B & o

Uidmaartelskd roke

Operdior Hospodarsigoh sulbjein
Operdtor Hospodifskych subjeitl
Dperdtor sysbimu

Operitor Hospodisiopch subjeidl
Operdtor Zafizeni (2évodl o skladl)
Operitor Hospodaisiogoh subjeidi
Operator Hespodarskych suljelnd
Operdtor Hospodifskych subjeitl
Operdses Hospoddrskych sulbieint
Operitor Hospodiisiopch subjeidl
Operdtor Hospoddiskgch sibjelnd
Cperdtor Zafizenl (zédvcdl a skdadd)

Operdtor Hospodaisiopch sulbjeldd
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6.1 Creating user

Within the system it 13 possible to create a request for user activation up to the level of founding entity (proxy with
identical nghts as the founding enfity), eventually system admimstrator can add other admimstrators to a specific
EE or specific device of the selected EE.

Vytvoien! novihe ubivatele
- =]

Uikl

i rrad Syt ki pretre it

Bt FaFoard Lrdvesdd o nide

During the creation of EE admmistrators or device administrators 1t is necessary to specify one specific EE or at
least one device of one EE.

Wytvofenl nowdho ukivatele
{ O =]

LiFesatel

i -l (uCvadrE pramct ¢ o
Tritom

Pratrail ke

Profarner Fansen

Ty e S LA rufrend Miory T b

The system ensures a limitation of options for the assignment of authorizations for EE administrators and device
administrators only within a smgle EE.

Authorization settings must be confirmed by saving the settings. While saving the request for creation of a new
user zn email with an activation link is generated and sent. After clicking by the created user the user will be
activated, accompanied by a confirmation email and, m case of EE admimistrators and device administrators, an
mformation email to the EE address, rezarding the creation of a new user and his'her nghts.

During the EE registration the first admimstrator of the EE m question 15 always created, with the ophon to
administer his'her deputies or device administrators of the registered EE.

6.2 Administration of other EE administrators and device administrators

The EE operators administration and device operators administration 15 allowed for the system admmstrators as
well as within the scope of admimistered EE and EE admmstrators.
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In the same manner the EE admimistrator can admimster lnsher depuhies, other EE admimistrators, eventually
device admimistrators of the admimisterad EEs.

The existing users can be, within the system, deactrvated/activated (or the deactivated finally cancelled), change its
phone contacts, or change their authonizations withm the admimstered EE.

The email 1z the basic user’s identification in the system and a change is possible only by cancelling the current
user and creating a new one with identical nghts.

The changes must be confirmed by the icon for data saving.
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