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INATrace is a digital open - source solution that puts people first. With the aim of improving the economic 
situation of smallholder farmers, INATrace focuses on the traceability of global supply chains. Better payment 
for producers at the beginning of the supply chain can only be secured if it becomes clear how little they 
receive for the raw material produced compared to other actors.

Data on the supply chain, such as what prices are paid, which processing steps take place and which actors 
are involved, is stored digitally and, if desired, can also be viewed by consumers via a QR code. In addition, 
new functions for recording farmers' field polygons and satellite - based forest monitoring are being developed. 
Thus, the data collected in INATrace can be used to fulfil the due diligence requirements for the new EU 
Deforestation Regulation (EUDR).

Companies in the processing, wholesale and retail sectors are being made responsible for their own supply 
chains with the introduction of the German Supply Chain Act (LkSG) and the EU Regulation on Deforestation -
Free Products (EUDR). Compliance with human rights and the protection of forests is indispensable, especially 
at the beginning of global supply chains. In the market for traceability solutions, which currently is very 
fragmented, INATrace consistently builds on the requirements of those at the beginning of supply chains.

With INATrace, cooperatives have the opportunity to say goodbye to paper or Excel - based systems and make 
their processes fully transparent and digital. They also retain ownership over their data, strengthening their 
negotiating position vis - à- vis buyers of their products.

SustainableAgriculturalSupply Chains Initiative
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INATrace Background

Executive Summary

https://eur-lex.europa.eu/resource.html?uri=cellar:b42e6f40-4878-11ec-91ac-01aa75ed71a1.0001.02/DOC_1&format=PDF
https://eur-lex.europa.eu/resource.html?uri=cellar:b42e6f40-4878-11ec-91ac-01aa75ed71a1.0001.02/DOC_1&format=PDF
https://www.bmz.de/en/issues/supply-chains
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The objective of this user guide is to demonstrate step by step functionalities of all INATrace system modules to 
the users. The following are the specific objectives of this user guide:

System users will understand the general background of INATrace system and how it enables traceability and 
transparency in agricultural value chains.

Users will have a thorough understanding of INATrace and how it accommodates all value chain data.

Users will have guidelines on how to use INATrace.

INATrace at a glance

Sustainable Agricultural Supply Chains Initiative
INATRACE 2.0 USER GUIDE FOR EXPORTERS  |

Objectives

Å It is a digital traceability  tool.

Å It makes agricultural commodities traceable .

Å It enables transparency  among value chain 
actors and to the end - consumers.

Å It allows end consumers to learn and give 
feedbacks about the product.

Å It helps producers  to digitalize their operations 
and have data that they can analyze and 
present.

Objectives+ At a glance
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Chapter 1.

GettingStarted
with INATrace

INATrace is accessible using any modern 
browser (e.g. Chrome or Microsoft Edge) 
through the URL: https://inatrace.org/
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Chapter 1.

GettingStarted
with INATrace

https://inatrace.org/


1.1 Register in the system

Tick this box

Type in your first name

Type in your last name

Type in your email 
address

Insert a password and 
make sure you 

memorize it

Click here

In order to register a user account on INATrace, access https://inatrace.org/en/register  and 
proceed by filling in the registration form below. After filling in all the required inputs, click on 
register and ask your INATrace contact person to approve your account.

INATRACE 2.0 USER GUIDE FOR EXPORTERS  |8

1.1 Register in the system

https://inatrace.org/en/register


1.2 Access to the system

Type in your email address

Insert the password 
of your INATrace 

account

Click here

~Ŋćđ̇ƕőžŭ̇îććőžŊŹ̇ĭîű̇ĆđđŊ̇ƒđŭıĦıđč̇îŊč̇îćŹıƒîŹđč˗̇ƕőž̇ćîŊ̇ćŃıćŀ̇őŊ̇˻qőħıŊ˼̇őŊ̇
https://inatrace.org/  and input your email and password to enter the system.
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1.2 Access to the system

https://inatrace.org/


1.3 Overview of the user interface

Home screen

View product(s)

Quick access to 
workspace of your 
company/ 
organisation 

Workspace 
of your 
company / 
organisation

Your name and your company / 
organisation name

Once you have successfully logged in into the system, the first page you see is the homepage 
(see below). On the same page, there are different tiles and icons that help you perform various 
tasks in the system.
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1.3 Overview of the user interface



[2] Change language

[1] Click here

1.4 Language settings (English, Kinyarwanda, Spanish and German)

To change the system language, click on the menu icon in the top left corner, then click on user 
profile.
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1.4 Language settings 



[3] Select your 
language.

[4] Click on 
save.

On the screen that appears, locate, and select the language of your choice under user language 
then click on save button at the bottom of the page to validate change of language.

12INATRACE 2.0 USER GUIDE FOR EXPORTERS  |
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Chapter 2.

Productsettings

In this part of the system, you are able to view 
general product settings, stakeholders of your 
supply chain and final products (=end-customer 
products). 

NOTE: In case you are the product owner (e.g. 
brand owner), you will be able to modify these 
parts including the design of the B2C page 
behind the QR Code scan in case you use QR 
codes on your products. 

SustainableAgriculturalSupply Chains Initiative INATRACE 2.0 USER GUIDE FOR EXPORTERS   |

Chapter 2.

Productsettings



In order to access the product settings, follow the steps shown below. 

[1] Alternatively, 
click here

[1] Click here
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Here, you can edit the general product settings in case you are the product admin. Note, that these are 
the master settings for your product. Changes here only affect new QR labels, but do not affect already 
existing QR Code labels. You can edit existing QR labels individually.  In case you are not the product 
admin, data input fields will appear greyed out. 

15INATRACE 2.0 USER GUIDE FOR EXPORTERS  |

2.1 General product settings

2.1 General product settings
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2.2 QR Label settings

`Ŋ̇Źĭđ̇º»̇qîĆđŃű̇űđćŹıőŊ˗̇Źĭđ̇ŪŭőčžćŹ̇îčŉıŊ̇ćîŊ̇îčč̇î̇º»̇qîĆđŃ̇Ćƕ̇ćŃıćŀıŊħ̇˻ čč̇`x Çŭîćđ̇qîĆđŃ˼˖̇ãőž̇ƓıŃŃ̇
be asked to add a title and select your end -ćžűŹőŉđŭű̇ŃîŊħžîħđ̇Ħőŭ̇Źĭđ̇6ʼ7̇Ūîħđ˖̇ãőž̇Ŋđđč̇Źő̇˼¸žĆŃıűĭ˼̇Źĭđ̇
label in order to activate it. NOTE: The QR Label will be pre - filled with the master settings from the general 
˻ŪŭőčžćŹ̇űđŹŹıŊħű˼̇űžĆŉđŊž˖̇ãőž̇ćîŊ̇îčĽžűŹ̇Źĭđ̇ıŊĦőŭŉîŹıőŊ̇Ħőŭ̇đîćĭ̇º»̇qîĆđŃ̇ĭđŭđ̇űđŪîŭîŹđŃƕ̇˭đ˖ħ˖̇
individual designs or languages for different target groups). IMPORTANT: The QR Code shown here is NOT 
the QR code to be printed on your product packages, since it does not contain any batch - specific 
information. It holds only the static product - specific information. 

2.2 QR Label settings

[1] Click here

[2] Click here
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2.3 Stakeholders

In the stakeholders section, you can see all stakeholders of your value chain. Note, that only system 
îčŉıŊű̇ćîŊ̇đčıŹ̇Źĭđ̇˻¿ŹîŀđĭőŃčđŭű˼̇űžĆŉđŊž̇őĦ̇î̇ŪŭőčžćŹ̇˭đ˖ħ˖̇îččıŊħ̇ŊđƓ̇ćőŉŪîŊıđű̇Źő̇Źĭđ̇ƒîŃžđ̇
chain). 

2.3 Stakeholders
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`Ŋ̇Źĭđ̇ŃőƓđŭ̇ŪîŭŹ̇őĦ̇Źĭđ̇˻¿ŹîŀđĭőŃčđŭű˼̇űžĆŉđŊž˗̇ƕőž̇űđđ̇Ɠĭő̇Źĭđ̇ŪŭőčžćŹ̇îčŉıŊű̇Ħőŭ̇Źĭđ̇űđŃđćŹđč̇
product are (meaning the companies who can edit a product). A product can have one or several 
product admins. Below, you can upload the data sharing agreement for your value chain which is signed 
by all stakeholders.  

Upload data 
sharing 
agreements here

Save
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2.4 Final products

As a product admin, you can add your final products in this part. Final products are end - customer 
products. In case your company does not manage those, this section is not relevant for you.

2.3 Final products

Click here to add 
a new final 
product

Click here to edit or 
delete a final product. 
NOTE: Do not delete a 
final product in case 
any processes have 
been recorded in the 
system for this final 
product or in case QR 
Codes you are using 
are linked to this final 
product 
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When adding a new final product, you will be asked to enter a name and description, select a measuring 
unit type and select a product label. The product label is your previously added QR label. Make sure to 
publish the QR label before adding it to a final product. In case you are not using QR codes on your 
products, you do not need to add a product label.
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Chapter 3.

Orders

This module allows company users to 
place orders to their suppliers and fulfill 
orders from their buyers. 
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Chapter 3.

Orders



3.1 Place an order to your supplier

Çő̇îććđűű̇Źĭđ̇őŭčđŭű̇űđćŹıőŊ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇îŊč̇
űđŃđćŹ̇˻~ŭčđŭű˼̇Ħŭőŉ̇Źĭđ̇űžĆŉđŊž˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹŃƕ̇Źő̇˻~ŭčđŭű˼̇ŹıŃđ̇îű̇űĭőƓŊ̇ĆđŃőƓ˖̇

[1] Alternatively,  
click here

[1] Click here

22INATRACE 2.0 USER GUIDE FOR EXPORTERS  |

3.1 Place an order to your supplier



In order to place an order to your supplier, follow the steps below.
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[4]Click here

[1] Click here

[2]Click here

[3]Click here



Select your company facility where you want to receive your ordered items. 
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Select the type of order you want to place. Note that if you do not find the right order template here, you 
ĭîƒđ̇Źő̇îčč̇ıŹ̇ıŊ̇ƕőžŭ̇ćőŉŪîŊƕ̇ćőŊĦıħžŭîŹıőŊ̇žŊčđŭ̇ŪŭőćđűűıŊħ̇îćŹıőŊű̇ƓıŹĭ̇ŹƕŪđ̇˻őŭčđŭ˼˖
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Enter all order details. 
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¿đŃđćŹ̇ƕőžŭ̇űžŪŪŃıđŭ˾ű̇ĦîćıŃıŹƕ̇ƕőž̇îŭđ̇őŭčđŭıŊħ̇Ħŭőŉ˖̇ čč̇ćőŉŉđŊŹű̇Źő̇ĦžŭŹĭđŭ̇űŪđćıĦƕ̇ƕőžŭ̇őŭčđŭ̇ıĦ̇
needed or add documents before saving the order. 
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After saving the order, it will appear in your List of orders with the quantity you ordered. The 
ĦžŃĦıŃŃđč̇ŬžîŊŹıŹƕ̇ƓıŃŃ̇űĭőƓ̇˻ʺ˼̇žŊŹıŃ̇ƕőžŭ̇űžŪŪŃıđŭ̇îččđč̇î̇ĆîŹćĭ̇Ħŭőŉ̇Źĭđıŭ̇űŹőćŀ̇Źő̇ƕőžŭ̇őŭčđŭ˖̇̇
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3.2 ŪŪŭőƒđ̇ƕőžŭ̇űžŪŪŃıđŭ˾ű̇őŭčđŭ̇ĦžŃĦıŃŃŉđŊŹ

Once your supplier has allocated the required quantity from their stock to your order, you will see 
Źĭđ̇ĦžŃĦıŃŃđč̇ŬžîŊŹıŹƕ̇đŬžîŃıŊħ̇Źĭđ̇őŭčđŭđč̇ŬžîŊŹıŹƕ˖̇7Ńıćŀ̇őŊ̇˻ ŪŪŭőƒđˣ»đĽđćŹ˼̇Źő̇ŭđƒıđƓ̇Źĭđ̇
batches allocated to your order.  
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ʽ˖ʼ̇ ŪŪŭőƒđ̇ƕőžŭ̇űžŪŪŃıđŭ˾ű̇őŭčđŭ̇ĦžŃĦıŃŃŉđŊŹ



`Ħ̇Źĭđ̇îŃŃőćîŹđč̇ĆîŹćĭđű̇űžĦĦıćđ̇ƕőžŭ̇ŭđŬžıŭđŉđŊŹű˗̇ćŃıćŀ̇˻ćőŊĦıŭŉ˼˖̇Çő̇ŭđĽđćŹ̇őŊđ̇őŭ̇űđƒđŭîŃ̇ĆîŹćĭđű˗̇žŊŹıćŀ̇
the corresponding one(s). NOTE: Approving orders is a mandatory step to make the batches available in 
ƕőžŭ̇ćőŉŪîŊƕ˾ű̇űŹőćŀ̇îŊč̇Źő̇Ćđ̇îĆŃđ̇Źő̇űŹîŭŹ̇ŭđćőŭčıŊħ̇Ūŭőćđűűđű̇őŭ̇Źő̇ĦžŃĦıŃŃ̇ƕőžŭ̇Ćžƕđŭ˾ű̇őŭčđŭű˖̇
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ãőž̇ćîŊ̇îŃűő̇ŭđƒıđƓ̇Źĭđ̇őŭčđŭ˾ű̇ĭıűŹőŭƕ̇Źĭŭőžħĭ̇ćŃıćŀıŊħ̇Źĭđ̇˻ƒıđƓ˼̇ĆžŹŹőŊ̇Ɠĭıćĭ̇ıű̇î̇űĭőŭŹćžŹ̇Źő̇
ƕőžŭ̇ćőŉŪîŊƕ˾ű̇űŹőćŀ̇ƓıŹĭ̇Źĭđ̇ŭđűŪđćŹıƒđ̇ĆîŹćĭ̇ĭıűŹőŭƕ˖̇
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By clicking on a specific line in the history, you will get more details about the respective 
ŹŭîŊűîćŹıőŊ̇čıűŪŃîƕđč̇ıŊ̇Źĭđ̇žŪŪđŭ̇ŭıħĭŹ̇ŪîŭŹ̇őĦ̇Źĭđ̇ıŊŹđŭĦîćđ̇Ŋîŉđč̇˻ŪŭőćđűűıŊħ̇ıŊĦőŭŉîŹıőŊ˼˖̇



3.3 Fulfill an order from your buyer

Çő̇îććđűű̇Źĭđ̇őŭčđŭű̇űđćŹıőŊ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇îŊč̇
űđŃđćŹ̇˻~ŭčđŭű˼̇Ħŭőŉ̇Źĭđ̇űžĆŉđŊž˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹŃƕ̇Źő̇˻~ŭčđŭű˼̇ŹıŃđ̇îű̇űĭőƓŊ̇ĆđŃőƓ˖̇

[1] Alternatively,  
click here

[1] Click here
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3.3 Fulfill an order from your buyer



UőŃŃőƓ̇Źĭđ̇űŹđŪű̇ĆđŃőƓ̇Źő̇ƒıđƓ̇őŭ̇đčıŹ̇îŊ̇őŭčđŭ˖̇6ƕ̇ćŃıćŀıŊħ̇őŊ̇˻đčıŹ˼̇ƕőž̇ćîŊ̇îŃŃőćîŹđ̇ŪŭőčžćŹű̇
Ħŭőŉ̇ƕőžŭ̇űŹőćŀ̇Źő̇Źĭđ̇őŭčđŭ̇îŊč̇ŹĭđŭđĆƕ̇ĦžŃĦıŃŃ̇î̇Ćžƕđŭ˾ű̇őŭčđŭ˖̇
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[3] Select 
˻ƒıđƓ˼̇őŭ̇
˻đčıŹ˼

[1] Click here

[2] Click here



`Ŋ̇Źĭđ̇žŪŪđŭ̇ŪîŭŹ̇őĦ̇Źĭđ̇őŭčđŭ̇ƕőž̇űđđ̇Źĭđ̇Źĭđ̇Ćžƕđŭ˾ű̇ŭđŬžıŭđŉđŊŹű̇ıŊ̇Źĭđ̇˻őŭčđŭ̇čđŹîıŃű˼̇űđćŹıőŊ˖̇
Here, you cannot edit anything.  
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`Ŋ̇Źĭđ̇ŃőƓđŭ̇ŪîŭŹ̇őĦ̇Źĭđ̇őŭčđŭ˗̇űđŃđćŹ̇Źĭđ̇ĆîŹćĭđű̇ƕőž̇űđŊč̇Źő̇Źĭđ̇Ćžƕđŭ˖̇wîŀđ̇űžŭđ̇Źĭđ̇˼ŬžîŊŹıŹƕ̇
ĦžŃĦıŃŃđč˼̇ŉîŹćĭđű̇Źĭđ̇˻ŹőŹîŃ̇őŭčđŭđč˼˖̇`Ŋ̇ćîűđ̇Źĭđ̇îččđč̇ŬžîŊŹıŹƕ̇űžŭŪîűűđű̇Źĭđ̇őŭčđŭđč̇ŬžîŊŹıŹƕ˗̇
the system will clip the last item added and return the excess amount to your stock. You may also 
add evidence documents before you save the order.  
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Add one or 
several items

Add evidence 
documents as 
requested by the 
buyer



After saving the order, you can verify the fulfilled quantity in the list of orders. 
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ãőž̇îŃűő̇ĭîƒđ̇Źĭđ̇ŪőűűıĆıŃıŹƕ̇Źő̇đčıŹ̇Źĭđ̇ıŹđŉű̇ƕőž̇îŃŃőćîŹđč̇Źő̇î̇Ćžƕđŭ˾ű̇őŭčđŭ̇Ćƕ̇ćŃıćŀıŊħ̇îħîıŊ̇őŊ̇
˻đčıŹ˼̇ıŊ̇Źĭđ̇˻ŭđćđıƒđč̇őŭčđŭű˼̇ŪîŭŹ̇őĦ̇Źĭđ̇űƕűŹđŉ˖̇
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˱ʽ˲̇¿đŃđćŹ̇˻đčıŹ˼

[1] Click here

[2] Click here



ãőž̇ćîŊ̇ŭđŉőƒđ̇ıŹđŉű̇Ħŭőŉ̇îŊ̇őŭčđŭ̇Ćƕ̇ćŃıćŀıŊħ̇őŊ̇Źĭđ̇˻Ɣ˼̇ıŊ̇Źĭđ̇˻đƔıűŹıŊħ̇ŹŭîŊűîćŹıőŊű˼̇ŪîŭŹ˖̇ãőž̇
ćîŊ̇îčč̇ŊđƓ̇ıŹđŉű̇Ćƕ̇ŹıćŀıŊħ̇Źĭđ̇ĆőƔđű̇ıŊ̇Źĭđ̇˻ čč̇ŊđƓ̇ŹŭîŊűîćŹıőŊű˼̇ŪîŭŹ˖̇7Ńıćŀ̇˻űîƒđ˼̇îĦŹđŭ̇
checking everything is correct and the total ordered matches the quantity fulfilled. Note that you 
can not edit an order anymore once the buyer has approved your allocated items. 
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Remove items

Add items
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Chapter 4.

Processing Module

The processing module allows users to 
record all activities related to processing 
raw materials or semi-products as well as 
to document transfers from one facility to 
another.
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Chapter 4.

Processing Module



General Note on recording processing actions

Each supply chain is different, đîćĭ̇ćőŉŪîŊƕ˾ű̇ćőŊĦıħžŭîŹıőŊ̇îŊč̇žűđŭ̇ıŊŹđŭĦîćđ̇ıŊ̇`x Çŭîćđ̇îŭđ̇
individual ˖̇Çĭıű̇ıű̇đűŪđćıîŃŃƕ̇Źŭžđ̇ŭđħîŭčıŊħ̇Źĭđ̇ćőŉŪîŊƕ˾ű̇ĦîćıŃıŹıđű̇îŊč̇ŪŭőćđűűıŊħ̇îćŹıőŊű˖

In the following, we show how to document processing actions for an exemplary coffee supply 
chain. 

KEEP IN MIND:
ÅAll processes need to be recorded in a chronological order AFTER you approved the orders 

which were fulfilled by your supplier
ÅYou will need to identify your product batch through all processing steps. The system will 

therefore ask you for an internal lot number which represents the unique identifier for your 
batch . 

ÅMake sure to select the correct output facility, especially in case your product changes the 
location as part of a specific processing action. Example: The input facility for your processing 
action 2 needs to be the same one as your output facility of processing action 1. Otherwise you 
will not be able to select your batch for processing action 2. 
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4.1 Transfers to other facilities

Çő̇ŭđćőŭč̇Źĭđ̇ŹŭîŊűîćŹıőŊ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇
Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹŃƕ̇Źő̇˻wƕ̇űŹőćŀ˼̇ŹıŃđ̇îű̇űĭőƓŊ̇ĆđŃőƓ˖̇

[1] Alternatively, 
click here

[1] Click here
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4.1 Transfers to other facilities



Hover on the tile of the storage where the processing action is to be done. In this example, we click on 
T˻ransfer parchment to hulling station ˼̇Źő̇ŉőƒđ̇Źĭđ̇ćőĦĦđđ̇Źő̇Źĭđ̇ĭžŃŃıŊħ̇űŹîŹıőŊ˖
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[4] Select the transfer action 
at your storage facility

[2]

[1]
[3]



A˻dd transfer action ˼̇Ūîħđ̇îŪŪđîŭű̇ƓıŹĭ̇ŪŭđĦıŃŃđč̇ıŊĦőŭŉîŹıőŊ̇ıŊ̇Źĭđ̇ŪŭőćđűűıŊħ̇îŊč̇ĦîćıŃıŹƕ̇ĦıđŃčű˖̇
The page has two main parts: 
M˻aterial to be recorded ˼̇ŉđîŊıŊħ̇Ūŭőćđűű̇ıŊŪžŹ̇ıŊĦőŭŉîŹıőŊ˗
O˻utputs of this recording ˼̇Ɠĭıćĭ̇ŉđîŊű̇Źĭđ̇ŭđűžŃŹű̇îĦŹđŭ̇ŪŭőćđűűıŊħ

Process 
input

Process 
output
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Follow below steps to document Transfer from storage to processing facility .

[5] Indicate the 
date 

on which the 
transfer is done.

[6] Select 
the input to 
package and 

move.

[8] Type in a unique 
code to identify lot in 
the system.

[7] Select your 
processing facility 
where your batch is 
transported to. 

˱˃˲̇7Ńıćŀ̇˼¿îƒđ˼̇őŊ̇
the bottom of the 
page
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4.2 Processing of semi - products

Çő̇ŭđćőŭč̇î̇ŪŭőćđűűıŊħ̇îćŹıőŊ̇îŹ̇ƕőžŭ̇ŪŭőćđűűıŊħ̇ĦîćıŃıŹƕ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇
Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹ̇Źő̇˻wƕ̇űŹőćŀ˼̇ŹıŃđ̇îű̇
shown below. 
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4.2 Processing of semi - products

[1] Alternatively, 
click here

[1] Click here



Hover on the tile of the facility where the processing action is to be recorded and click on the 
ŪŭőćđűűıŊħ̇îćŹıőŊ˖̇`Ŋ̇őžŭ̇đƔîŉŪŃđ˗̇Ɠđ̇ćŃıćŀ̇őŊ̇˻hulling and sorting ˼˖̇

[4] Select the processing 
action at your processing 
facility

[2]

[1]
[3]
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A˻dd new processing action ˼̇Ūîħđ̇îŪŪđîŭű̇ƓıŹĭ̇ŪŭđĦıŃŃđč̇ıŊĦőŭŉîŹıőŊ̇ıŊ̇Źĭđ̇ŪŭőćđűűıŊħ̇îŊč̇
facility fields. 
The page has two main parts: 
M˻aterial to be recorded ˼̇ŉđîŊıŊħ̇Ūŭőćđűű̇ıŊŪžŹ̇ıŊĦőŭŉîŹıőŊ˗
O˻utputs of this recording ˼̇Ɠĭıćĭ̇ŉđîŊű̇Źĭđ̇ŭđűžŃŹű̇îĦŹđŭ̇ŪŭőćđűűıŊħ

Process 
input

Process 
output
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Follow below steps to document your processing action .
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[5] Indicate the date 
on which the hulling 

action is done.

[6] Select 
the input to 

process. Clip 
your input 

with the 
scissors icon 

in case you 
do not 

process the 
entire input 

quantity

[8] Type in a unique 
code to identify the  lot 
in the system.

[7] Select the 
processing facility (e.g. 
hulling station) where 
this process ENDS

[9] Type in 
cumulative quantity 
gotten at the end of 
this process.

[10] Complete 
additional information 
depending on your 
company settings.

[11] For all processing 
actions which include 
repackaging, the 
quantity for each unit 
(e.g. each sac) has to be 
defined. By clicking on 
˻¸ŭđĦıŃŃ˼˗̇Źĭđ̇űƕűŹđŉ̇
allocates the maximum 
quantity to each unit



\đŭđ̇îŭđ̇űŹđŪű̇őĦ̇˻Adding a proof document ˼̇îŊč̇űîƒıŊħ̇Źĭđ̇ŪŭőćđűűıŊħ̇îćŹıőŊ˖
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[d] 
Confirm

[b] Select the proof 
document type 

[a] Make sure 
the date is 
right

[c] Upload weight note / proof 
of purchase with signature of 
the farmer.

7Ńıćŀ̇őŊ̇˻ čč̇
čőćžŉđŊŹ˼

[e] Save the processing 
action after checking 
everything was 
entered correctly



ÌűıŊħ̇˻ čč̇ŪŭőćđűűıŊħ̇îćŹıőŊ˼̇ĆžŹŹőŊ

ãőž̇ćîŊ̇îŃŹđŭŊîŹıƒđŃƕ̇îććđűű̇Źĭđ̇ŪŭőćđűűıŊħ̇ıŊŹđŭĦîćđ̇Ćƕ̇ćŃıćŀıŊħ̇őŊ̇Źĭđ̇˻ čč̇ŪŭőćđűűıŊħ̇îćŹıőŊ˼̇
button. Then, choose a processing or transfer action and continue the documentation accordingly as 
shown in the previous steps.

[2]

[1]
[3]

[4]

[5]
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4.3 Create QR Codes
In order to create a batch - specific QR Code, you first need to make sure that you have designed your 
º»̇qîĆđŃ̇îŊč̇îččđč̇ƕőžŭ̇UıŊîŃ̇ŪŭőčžćŹ̇ıŊ̇Źĭđ̇˼¸ŭőčžćŹű˼̇űđćŹıőŊ̇˭7ĭîŪŹđŭ̇ʼˮ˖̇xđƔŹ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇
˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇ıŊ̇Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇
čıŭđćŹ̇Źő̇˻wƕ̇űŹőćŀ˼̇ŹıŃđ̇îű̇űĭőƓŊ̇ĆđŃőƓ˖̇
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4.3 Create QR Codes

[1] Alternatively, 
click here

[1] Click here



In order to create a batch - specific QR Code, follow the steps shown here. NOTE that the creation 
of QR code needs to be done before you can document the processing into final product. In case 
you do not work with QR codes on your products, you can skip this step.  
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[4] ¿đŃđćŹ̇Źĭđ̇˻7ŭđîŹđ̇º»̇
7őčđ˼̇ŹŭîŊűîćŹıőŊ̇Ħőŭ̇Źĭđ̇
final product you want to 
equip

[2]

[1]
[3]
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On the left side, select all items which are part of your batch and that should be equipped with the 
űîŉđ̇º»̇7őčđ̇ıŊĦőŭŉîŹıőŊ˖̇¿đŃđćŹ̇Źĭđ̇ĦîćıŃıŹƕ̇îŊč̇đŊŹđŭ̇î̇žŊıŬžđ̇ıčđŊŹıĦıđŭ̇žŊčđŭ̇˻ıŊŹđŭŊîŃ̇ŃőŹ̇
Ŋîŉđ˼̇Źő̇ıčđŊŹıĦƕ̇Źĭıű̇ŃőŹ̇ıŊ̇Źĭđ̇űƕűŹđŉ̇ŃîŹđŭ˖̇ ĦŹđŭƓîŭčű˗̇ćŃıćŀ̇˻¿îƒđ˼̇őŊ̇Źĭđ̇ĆőŹŹőŉ̇őĦ̇Źĭđ̇Ūîħđ˖̇

Select
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`Ħ̇ƕőž̇űƓıŹćĭ̇Źő̇Źĭđ̇˻ ŃŃ̇űŹőćŀ˼̇űđćŹıőŊ̇îŊč̇űđŃđćŹ̇˼¿ıŊħŃđ̇ƒıđƓ˼˗̇ƕőž̇ƓıŃŃ̇ĦıŊč̇Źĭđ̇º»̇7őčđ̇ƕőž̇ĽžűŹ̇îččđč˖̇

[1]
[3]

[2]
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You can either copy the URL displayed or simply click on the QR Code to copy the URL. By pasting 
it into a new browser tab you can verify the information on the B2C page behind the QR code. 



4.4 Processing into final products

Çő̇ŭđćőŭč̇î̇ŪŭőćđűűıŊħ̇îćŹıőŊ̇îŹ̇ƕőžŭ̇ŪŭőćđűűıŊħ̇ĦîćıŃıŹƕ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇
űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹ̇Źő̇˻wƕ̇űŹőćŀ˼̇ŹıŃđ̇îű̇űĭőƓŊ̇
below. 
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4.4 Processing into Final products

[1] Alternatively, 
click here

[1] Click here



Hover over the tile of the facility where the processing action is to start and click on the 
ŪŭőćđűűıŊħ̇îćŹıőŊ˖̇`Ŋ̇őžŭ̇đƔîŉŪŃđ˗̇Ɠđ̇ćŃıćŀ̇őŊ̇˻Roasting Espresso 500g ˼˖̇

[4] Select your final 
processing action

[2]

[1]
[3]
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Follow below steps to document your final processing action .
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[5] Indicate the date 
on which the processing 

action is done.

[6] Select the input 
to process. Make 
sure to select the 

batch with the 
correct unique 

identifier which 
holds your 

previously created 
QR code

[8] Type in a unique 
code to identify the 
batch in the system.

[7] Select the 
processing facility (e.g. 
roastery storage) where 
this process ENDS

[9]  Type in 
cumulative quantity 
gotten at the end of 
this process.

[10] Complete 
additional information 
depending on your 
company settings.

[11] 7Ńıćŀ̇˼űîƒđ˼̇őŊ̇Źĭđ̇
bottom of the page

QR Code
of this batch
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Chapter 5.

Payment 
Module

This module helps system users to 
document transactions related to 
payments to suppliers. NOTE: Direct 
payments to farmers are specified in the 
User Guide for Producers. 
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Chapter 5.

Payment Module



5.1 Record an order payment

Çő̇ŭđćőŭč̇îŊ̇őŭčđŭ̇ŪîƕŉđŊŹ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇
Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇xđƔŹ˗̇űđŃđćŹ̇˻~ŭčđŭű˼̇Ħŭőŉ̇Źĭđ̇űžĆŉđŊž˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹ̇Źő̇Źĭđ̇˻~ŭčđŭű˼̇
tile as shown below. 
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5.1 Record an order payment

[1] Alternatively, 
click here

[1] Click here



Vő̇Źő̇˻~ŭčđŭű˼˗̇ŹĭđŊ̇ćŃıćŀ̇őŊ̇Źĭđ̇˻ čč̇ĆîŃîŊćđ̇ŪîƕŉđŊŹ˼̇button to document a payment to your supplier for 
a specific order.
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[1]

[2]

[3]

[4] 7Ńıćŀ̇˻îčč̇
ĆîŃîŊćđ̇ŪîƕŉđŊŹ˼



Çĭđ̇̇˻New Payment " page will appear with some prefilled information. You fill in all information 
related to the selected payment such as payment purpose, payment type, amount to be paid to 
the supplier company, receipt number and upload a signed receipt as per the below screen. To 
save the transaction, click on save.

[9] Upload receipt / proof 
of payment

[10] Save

[8] Input receipt number

[7]  Define amount paid and 
currency

[6] Select 
purpose of 

payment

[5] Select 
payment date.
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The payment recorded will then be displayed in the list of payments as below.
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[1]

[2]

[3]
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Chapter 6.

All stock 
module

This module allows system users to view 
the batch history as well as to  edit or 
delete incorrectly recorded transactions. 

For coffee value chains, this module also 
allows offering stock items on the Beyco 
green coffee sales platform. 

SustainableAgriculturalSupply Chains Initiative INATRACE 2.0 USER GUIDE FOR EXPORTERS. |

Chapter 6.

All stock module



6.1 View stock and batch history

Çő̇îććđűű̇Źĭđ̇űŹőćŀ̇îŊč̇ƒıđƓ̇Źĭđ̇ĭıűŹőŭƕ̇őĦ̇î̇ĆîŹćĭ˗̇ćŃıćŀ̇őŊ̇Źĭđ̇˻7őŉŪîŊƕ˼̇ıćőŊ̇îű̇űĭőƓŊ̇őŊ̇Źĭđ̇
űćŭđđŊűĭőŹ̇ĆđŃőƓ̇Ɠĭıćĭ̇Ńđîčű̇ƕőž̇Źő̇˻wƕ̇¿Źőćŀ˼˖̇ãőž̇ćîŊ̇îŃűő̇ħő̇čıŭđćŹ̇Źő̇˻wƕ̇űŹőćŀ˼̇ŹıŃđ̇îű̇
shown below. 
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6.1 View stock and batch history

[1] Alternatively, 
click here

[1] Click here
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Çő̇ƒıđƓ̇Źĭđ̇ĭıűŹőŭƕ̇őĦ̇î̇ĆîŹćĭ˗̇ĦőŃŃőƓ̇Źĭđ̇űŹđŪű̇ĆđŃőƓ˖̇`Ŋ̇ćîűđ̇ƕőžŭ̇ĆîŹćĭ̇űĭőƓű̇îű̇˻îƒîıŃîĆŃđ˼̇ƕőž̇
îŭđ̇îŃűő̇îĆŃđ̇Źő̇đčıŹ̇őŭ̇čđŃđŹđ̇Źĭđ̇q ¿Ç̇ŹŭîŊűîćŹıőŊ̇ŪđŭĦőŭŉđč̇őŊ̇ıŹ˖̇»đŉőƒđ̇Źĭđ̇˻ ƒîıŃîĆŃđ̇őŊŃƕ˼̇
ĦıŃŹđŭ̇Źő̇űđđ̇îŃŃ̇ĆîŹćĭđű˖̇`Ŋ̇ćîűđ̇ƕőžŭ̇ĆîŹćĭ̇űĭőƓű̇îű̇˻ŊőŹ̇îƒîıŃîĆŃđ˼˗̇ıŹ̇ŉıħĭŹ̇îŃŭđîčƕ̇Ćđ̇Ūŭőćđűűđč̇
ĦžŭŹĭđŭ̇îŊč̇ƓıŃŃ̇Ćđ̇ĦőžŊč̇îű̇˻îƒîıŃîĆŃđ˼̇ıŊ̇îŊőŹĭđŭ̇ĦîćıŃıŹƕ̇őĦ̇ƕőžŭ̇ćőŉŪîŊƕ˖̇`Ħ̇ƕőž̇Ɠıűĭ̇Źő̇űđđ̇
ıŊčıƒıčžîŃ̇ıŹđŉű̇őĦ̇î̇ĆîŹćĭ̇őŭ̇îŊƕ̇º»̇ćőčđű̇ŹĭîŹ̇ŉıħĭŹ̇đƔıűŹ̇Ħőŭ̇Źĭıű̇ĆîŹćĭ˗̇űƓıŹćĭ̇Źő̇˻űıŊħŃđ̇ƒıđƓ˼˖̇

[1]

[2]

[3]

[5] Click here

[4] Select facility



6.2 Create an offer on Beyco (coffee only)

In order to create an offer on the Beyco sales platform, you need to be a registered user on Beyco 
and also need to have the Beyco integration activated in your INATrace company configuration. 
After that, start the session by following the steps below. 
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6.2 Create an offer on Beyco (coffee only)

[1]

[2]

[3]

[4] Click 
here



69INATRACE 2.0 USER GUIDE FOR EXPORTERS  |

You will be asked to enter your email address and password you used for your registration on 
beyco.nl  îŊč̇ćŃıćŀ̇˻ ŃŃőƓ˼˖̇
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ãőž̇ƓıŃŃ̇îžŹőŉîŹıćîŃŃƕ̇Ćđ̇ŭđčıŭđćŹđč̇Ćîćŀ̇Źő̇ƕőžŭ̇˼ ŃŃ̇űŹőćŀ˼̇űđćŹıőŊ̇őĦ̇ƕőžŭ̇`x Çŭîćđ̇ŪŭőĦıŃđ˖̇
Select here from the drop - sown menu the stock facility where the coffee batches you want to 
offer are currently stored. 
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Next: Select one or several available batches of coffee from your stock that you want to create 
îŊ̇őĦĦđŭ̇Ħőŭ̇Ćƕ̇ćĭđćŀıŊħ̇Źĭđ̇ĆőƔ˭đűˮ̇ŊđƔŹ̇Źő̇ıŹ˖̇ÇĭđŊ˗̇ćŃıćŀ̇őŊ̇˻AƔŪőŭŹ̇Źő̇Beyco˖˼
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7őŉŪŃđŹđ̇Źĭđ̇đŉŪŹƕ̇ĦıđŃčű̇Ɠĭıćĭ̇îŭđ̇ŭđŬžıŭđč̇Ħőŭ̇Źĭđ̇őĦĦđŭ̇îŊč̇ćŃıćŀ̇˻¿žĆŉıŹ̇őĦĦđŭ˼˖̇̇

NOTE: Enter the quantity of
GREEN COFFEE you are
offering here
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Chapter 7.

Dashboard

This module allows system users to view 
aggregated data previously entered into 
the system and export the data. 
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