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Quick Guide — Onboarding procedure for the
user and organisation

DETEC eGovernment portal

This Quick Guide describes the onboarding procedure for you as a user and your organisation. It
describes how to:

onboard as a user

enter your organisation

request rights for any existing organisations
add permissions at a later date.
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0 Part 1: How does the first login to the DETEC eGovernment portal work?

Once you register as a user, you are taken to the DETEC eGovernment portal. Accept the terms
of use here and launch the guided tour of the portal.

All the main features of the portal are explained as part of the tour. You can cancel the tour at any
time after starting it.
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https://www.uvek.egov.swiss/en/faq_00/register-login

After the guided tour, you can complete your user data so as to facilitate future communication

and the processing of services.

Step 1. Personal detalls

Create your personal details

To use the DETEC eGovernment Portal's services, you must enter the following
data on your personal user. Al information about your organisations will be
recorded afterwards.

not indicated X v

Johnn; v English v

onboardingtest13@gmx.ch N

The first name, last name & e-mail address were taken from the login data and can
only be changed via elAM.

You can optionally add the following information about your persenal user.

witzerland, CH, +41 X v

X v Telephone number ®

Correspondence language
Future communication with your organisation will be in this language.

o o EN

Cancel m

Step 2 - Correspondence address

Enter your address

When entering the correspondence address, a validation service from the Swiss
Post is used. You can deactivate the validation service with the checkbox below.

@

Additional line 2

“switzerland, CH, +41 Ko

Was the address not found or do you want to enter an international address?
Then select the following checkbox to deactivate the automatic suggestions.

te address valid

ions

‘ Cancel ‘ ‘ Previous Page

Your current permissions are displayed in the last step. If nothing is displayed here, go to Part 2.

Step 3 - Autno

Existing authorisations
The following organisations are registered on the DETEC eGovernment Portal and

you already have the necessary authorisations for them.

Eidgendssisches Departement fiir Umwelt, Verkehr, Energie und
Kommunikation (UVEK) (Kochergasse 10, 3011 Bern, CHE)

You have the following authorisations for | Autherisation level
the organisation mentioned above Administrator

Ifthis is empty, that means you are not authorised for any organisation registered

on the Portal.
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Part 2: How do | create a new organisation?

In the top navigation bar, under 'My organisation’, select the 'Create organisation' service.

We recommend you enter your organisation using the UID and add further information in organi-

sation lines 2 and 3 (such as your department, division, team, etc.).

Address from UID

 following data is imported from the UID Register

If you get a message saying that your organisation already exists in the DETEC eGovernment

portal, go to Part 3.

Step 1-Organisation data

The information on the form is invalid or incomplete.

© With this UID, an organisation already exists in the DETEC eGovernment Porsa
Here you can enter your organisation and the communication channels. The
mandatory fields are marked with a *

We recommend that you create your organisation using the UID number. If you do
not know your UID, you can search for it in the UID register (www.uid.admin.cn)
and copy it

CHE-288.910.965] ®

We recommend that you use the Request organisation rights service to request the
rights from the appropriate administrator.

Do you wish to create this organisation again? If so, select the following checkbox.

Yes, create organisation again

Detailed
Caneel Complete
information

However, if you nonetheless wish to enter your organisation again, select 'Yes, create organisa-

tion again' to create a new organisation under the same UID.

In this case, make sure to enter additional information in organisation lines 2 and 3, such as your
department, division, team, etc., so that other users will be able to recognise your organisation

correctly.
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Part 3: An organisation with my UID has already been created in the DETEC eGovernment
portal. How can | obtain permissions for this organisation?

In the top navigation bar, under 'My organisation’, select the 'Request organisation rights' service
and enter your organisation's name.

Is your organisation (organisation name, organisation line 2, organisation line 3 as well as the ad-
dress, postcode and town) shown in the search results?

Yes 2> Select the permission level you require and complete the service. In the comment box, tell
the administrator why you are requesting this permission. The organisation's current administrator
will receive a message with your request and process it.

Step 1- Request organisation rights Step 1 - Request arganisation rights
Search for an organisation by beginning to enter the name in the field. Search for an organisation by beginning to enter the name in the field.
Eidgenossisches De v @ Eidgenossisches Departement fur Umwelt, Verkehr, Energie und Komm..X ~ | ®

Eidgenossisches Departement fur Urmwelt, Verkehr, Energie und

Kommunikation (UVEK) (Kochergasse 10, 3011 Bern) Desired authorisation role
SEIECLUTE UESITEU dULONTSAUOT Tole Select the desired authorisation role.
Authorisation level * - Juthorisation level *

Administrateur

Detailed Collaborateur
cancel
information e

No, the organisation does not match > Create a new organisation as described in Part 2.

Part 4: For which organisation do | already have permissions?

Go to 'My permissions' to check which organisations you are already authorised to access.
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Access our services online. Do you have any questions?
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