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APPLICATION’S PRESENTATION

The app is conceived to allow you to drop your declarations and manage
their diffusion on the public web site www.pep-ecopassport.org, as well as on
partners’ data bases.

The site is available at this URL: http://www.pep-ecopassport.org

The following guide presents you all the different aspects of the web app:
The creation of your company account

The registration of declarants

Your dashboard

The submission of a PEP

The modification of a PEP

The publication of a PEP

You can contact the technical contact (Wag Interactive) by mail
(ov@waginteractive.fr) or by phone (01 44 75 50 50).



2. CREATION OF A COMPANY ACCOUNT

2.1. Crgaﬁon of the account’s manager «Company The person declared as wrCompany administratom is the company account
administratom manager. He is the one who manages the declarants’ accounts. After the
company’s account registration is completed, you are able to create as many

Filling in this first form allows the the P.E.P. Association to process your demand. declarants’ accounts as needed.

After they accept it, you will receive an e-mail including the link to complete

your inscription. After P.E.P. Association has validated your demand, you will receive an e-mail

including a link enabling you to complete your registration.

" Home > Subscribe a company
De . no-reply@waginteractive.net
Objet : Your PEP database account is active
You request 1o declars & company Date : 30 avril 2014 12:10:46 HAEC
Pleasa fill this form, your request will be examinated by the PEP adminstration. A olivier mareou <contact@waginteractive fr>

ou will receive an answer by email with a link 1o fil the last form to finish your subscription

Dear olivier marcou,

‘You have registered your company "waginter” on the PEP database. Your account is now active, please continue your registration.

Company information Company administrator information Please fill the registration form : hitp Jipep.waainteractive.netindex.php?
id=21&tx pepmanagement pepcompany®:5Beompany®.5D0=81&t pepmanagement pepcompany?5Baction%5D=endCreatedtx ¢
B3aedall7e1924404cdiead

Institution * First Name * First Name
Reminder :
Institution type * LastMame * | Last Name Your login : contact@wadginteractive.fr
Any questions ?: contact@pep-ecopassport.org
VAT Number intra- Email * Emal
community * Best regards, P.E.P. Association
Password *
Address *
Re-type password * Re-type password
Country * Afghanistan B
Phone * Phone . .
Postal code * You need only follow that link to access the proper page. On this page, you
s Mobile | Mobil have fo identify yourself. Enter the login and the password that you have
' .. [ already declared and you will be led to a screen showing you the blue button:
wabsits "Complete your registrafion”. Click on it.

Please enter here the ward m l I g
as displayed in the picture. n o
This is to prevent

BPAMMIND. ¢ o) can't read the word, click here.

O Cancal




CREATION OF A COMPANY ACCOUNT

The second form allows you to transmit company information which is used to
register part of your PEP.

My PEP Listing My Board Declare a PEP

Tha PEP ol yoar company <an manfion dffnar iradsmark. in ander i lsciisis ssch PEP. plarss complats rrformutions balkow b sach irdsmark of yoar
coaaTy
Plaxsa B fim barrm i sy nubacriplion for B Company © SgRTCE wa

= Home > My Board

Siziun Wuvsisciarer ( PEF

senufacturerafioie ips | Union i #|  Traseomensaion @ Marukicurs PEF mambar e Mandlackier
urion PEF Member

The statistics

e a——— Genfleation eode® | WAGH (Fouriatiors siphateicalcoda] | Vartly | Asalabls
PEPs on validation walting list Tradmark®  waQinGRCIRG
eare: Total saenrolatiily * | Inbemet

Writer 0 1 W

Biling contac e "

Advance User 1

Fraraise © | Josul
Total PEP 0 Lestrame*  Licomplabie
Draft i
= Emal®  cmiPwvagntsmciie fr
Submitted 0
Fhone 33583634353
Registration in progress i
Eiling adiss © | W0 passage o chantier
Registered 0
Refusad o Giyy™. |parta
Registered and billed Ap- | A2
Registered and payed Coutry® | France

o s i s i




CREATION OF A COMPANY ACCOUNT

2.2. Creation of the user «writern

For a company account, three profiles exist:

B The "company administrator” profile, who detains both company accounts
management rights and user accounts creation rights.

B The "Advanced user” profile, who is able to create, delete, modify or submit
a PEP for validation. He can also see all his company’s PEPs.

B The “Writer” profile, who can create and modify his own PEP, see all his
company’s PEPs and submit a PEP to the “Advanced user”.

To access the form to create profiles, select “my board” from the menu bar
and "manage user account” from the pull-down menu.

= Home > My Board > Manage user account

Previous

User(s) account  Type Location Show Edit Delete
olivier marcou Company administrator Advance User ® rd
olivier marcou Advance User 10 passage du chantier paris ® rd W
olivier marcou Advance User 10 passage du chantier paris - rd I
First Name * olivier Address ” 10 passage du chantier
Last Mame * marcou City " paris

Function * testeur Phone * 33668634358

Email * om@waginteractive.fr Mobile 33668634358
Save
Back to list



CREATION OF A COMPANY ACCOUNT

2.3. Declare your trademarks

The choice “Manage Trademarks” in the tab “My board” allows you to declare
the tfrademarks of your PEPs. Then, all users will be able to register a PEP, using
frademarks already entered (see screen 2)..

My PEP Listing My Board Declare a PEP
= Home > My Board > Manage Trademark
Trademark Show Edit Delete
Wag Interactive ® e i
The PEP of your company can mention differents trademarks. In order to facilitate each PEP, please complete informations bellow for each trademark of your
company.
Trademark * Email *
Sector of activity * Phone
Billng contact title = QOMrQ Mrs Billing adress *
Firstname * City *
Lastname * Zip*
Country * Afghanistan v
Create New
)
Association P.E.P = 11-17 rue de ' Amiral Hamelin - 76783 Paris cedex 16 + France links | Terms and Conditions | site plan

During the declaration process you must attribute a trademark via the tab
"Administrative information”. The pull-down menu lists the frademarks that
have already been created.

General informations Bill of material Environmental impacts Files Administrative informations Distribution agreement

Contact name technical matter *

Contact name account matter *

Accredited verifier *
Writter name *
Submitter name *
Ordern®

File arder PDF (_Chaisissez un fichier ) Aucun fichier choisi

Corporate Name *

Trademark * [ e —I
balbal
Etna
MP




DECLARATION OF A PEP

To access the declaration profiles, click on the desired choice from the menu
bar.

eco
PASS
PORT

Declare a PEP

< oo Sameer PSS foaa Sk 2613 SE A SEASEL LT 1

* [ Proane ssect n procet clmafcation
* | Piosaa adact a categery
[ Plans st o famiy

* [ Please aclect a ackition

Form fields indicated with a * will be required at the end of this testing phase.

3.1.

3.2.

Free entry mode

Form fields indicated with a * are required. You have to fillin all the different fags
before submitting your PEP to the person in charge (“Super user” or “Advanced
user”) for an in-house validation. To enter may enter the information in any
order.

Import Excel files mode

You can import your PEPs from an Excel file. To achieve this, click on the desired
choice in the menu bar:

Download XLS model  View example

Import (XLS)

An import tfemplate is at your disposal. Download it in order to follow the file’s
structure.

You need to import one Excel file per PEP. The import form asks you to select
the type of PEP you would like to declare: «PEP-PCR ed2» ou «PEP-PCR ed3»
template.

When the importation mode and the Excel file are selected, you have to click
on the import button to launch the process.

During the import, the file structure is checked. The import is denied if the file is
incompatible.

Date of publication * MMAYYYY
Date of issue MMAYYYY
S e ————
PEP-PCR-ed3 !




DECLARATION OF A PEP

3.3. Choosing the administrative controller

The distribution agreement tag allows you to select your PEP validator among
a list displayed in a pull-down menu. This list is managed by the PEP association.

Administrative controller * [EEEEsli Al |

Test -

3.4. Save or Save and submit

Two validation buttons are available: “save” and “save and submit”

B The “save” button saves in draft mode.

B The "save and submit” button allows you to save your PEP and submit it
at the same fime. In this case, your PEP is automatically checked and its
submission is denied if a mistake is detected. Those mistakes are immediately
reported in a pop up window, as shown in this example:

Alert

t a product classification]
+ [Rer number wrong format]
+ [plastic + metal + other should be equal to 100

Close

If your PEP is accepted, after your submission, you will automatically be led to
your dashboard. This message will appear above your dashboard:

Your new Declaration was created.



YOUR DASHBOARD

On your dashboard, you are able fo see all your PEPs as well as all your
company'’s PEPs.

Your rights on these PEPs depend on your profile (see the summary table of
rights according to profiles).

The list is sorfed according fo the dates of submission.

PEP

Declarant
PEP Number & w Sub.Date & | giaus Trademark & w Designation &  Standard name
~ Y
A
T O SCGA-2012-003- March 2014 Submitted to validation SOMFY Disjoncteurs TestElodie @
VB-FR divisionnaires
[0 | @ SCGA-2012-005- January 2014 | Rejected Etna Portiers audio rere @
V1-TU
@ | @ SOML-2014-001- April 2014 Submitted to validation balbal TEST Disjoncteurs Volga @
V3-FR TRADEMARK divisionnaires Ophelie
@ | @ SOML-2014-001- Apri 2014 Submitted to validation Etna test Réseaux de distribution | Volga @
V1-FR d'énergie Ophelie
D  © SOML-2013-004- | April 2014 Registred Etna Divers Volga ®
VI-FR Ophelie @

The status column shows your PEPs’ state of advancement. The possible status
are:

B Draoft

B Rejected

B Submitted for validation
B Registered

Once you've submitted a PEP to your Advanced user for further approbation,
you'llreceive a mail summing up your demand. A copy of this mail is sent to the
Advanced user and the Company administrator’s profiles, the PEP’s validators.

During the PEP’s validation phase, you cannot modify your PEP any more.



MODIFICATION OF A PEP

Two types of modifications are possible :

B the minor modification, without any new validation from the administrative
controller required,

B fthe major modification, which supposes an entire validation process as well
as a deposit by Pep.

It is the registrant to decide which type of modification must be made for a
Pep. This Pep must have the «Registredy status to be subject to modification.

To switch the PEP in modification mode, two action must be taken:

1) First, click on this picto (only if you have a compagny administrator or an
advances user's profile).

Your choice H

PEP Number Sub. Date Sistus Trademark PEP Designation e Tnama Declarant
(-1-] -] oo o0 1]
O  © somL-2011-006- Registred Etna Plagues sysio Interrupteurs / sectionneurs Volga @
V1-FR Ophelie ]
O  © SOML-2015-001-  May2015 | Registred MP cubyko interrupteur va & vient IP55 Coffrets saillie Volga ®
V4-FR Ophelie 7

2) Then a new form will open, allowing you to select a type of modification.

EEEEER RO  Minor modification ]
modification * Major modification

This form also allows you to choose the writer in charge of the modification and
leave him a comment if you wich.

Your validation will automatically send an email to this selected person,
informing him of the modification request.



