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CHAPTER 1: INTRODUCTION

The European Commission's Online Submission Service (hereinafter referred to as 'Submission
Service') is designed to automate the documentation submission process for organisations and
individuals interested in submitting proposals for funding under various EC program initiatives.

Document Scope and Structure

The purpose of the Proposal Submission Guide is to describe how beneficiaries can prepare and
submit a Proposal using the Submission system. The document also provides additional reference
information about the Service, as well as troubleshooting and configuration advice.

The following sections of information are available:

CHAPTER 1: INTRODUCTION provides information and links to the relevant resources, a high
level description of what you will need to prepare prior to your submission, a list of user
actions, and contact and support information.

CHAPTER 2: SUBMITTING YOUR PROPOSAL THROUGH THE ONLINE SUBMISSION
SYSTEM provides step-by-step guidance on how to submit your information using the
Commission's online system.

CHAPTER 3: REFERENCE GUIDE TO SCREENS, ROLES & ACCESS TO USER ACTIONS
describes the screens and the basic tasks you can perform using the system, as well as a
description of the user roles in the system.

APPENDIX A: TROUBLESHOOTING, COMPATIBILITY & CONFIGURATION ISSUES
provides general information on common issues and solutions relating to system compatibility,
configuration, and troubleshooting.

APPENDIX B: REGISTRATION provides instructions on how to register a new account with
the European Commission Authentication Service (ECAS).

APPENDIX C: CALLS WITH SPECIFIC CONTACT ROLES contains examples and guidelines
related to rare cases with calls that require specific contact roles in the proposal submission
process.

The GLOSSARY section contains descriptions of the most common specialised terms that you
might come upon in this document.

European Commission - Proposal Submission Service — User's Guide (04-11-2016) Page 7 of 124



The Proposal Submission Process

Learning about the EC Grant Proposal Process

It is very important that you familiarize yourself with the overall research and innovation grant process
by first consulting the HOW TO PARTICIPATE page on the Participant Portal. There you will find a
wealth of information including the Horizon 2020 Online Manual, numerous Reference Documents, the
Beneficiary Register, a Financial Capacity Self-Check, as well as important information on the
participation of Micro, Small and Medium Enterprises (SMES). Please read through all these resources
prior to starting your Submission process.

Proposal Submission Preparatory Checklist

In preparation for your online application submission process, you must go through the following
steps:

1. Decide on the funding opportunity that you want to apply for. Funding Opportunities are
categorised as Work Programmes, Calls, Topics and Types of Actions. Programmes are listed
under the Horizon 2020 title.

2. Select your Partners. Most calls require a consortium of three organisations. Relevant
information can be found on the Participant Portal.

3. Register as a user in ECAS (the European Commission Authentication Service). For
instructions also see Appendix B at the end of this document.

4. Your organisation and your Partner organisations must register in the Beneficiary Register
through the Participant Portal and receive a Participant Identification Code (PIC). Additional
information is available in the Beneficiary Reqister Manual.

Quick Steps to the Online Submission Process

The following basic user actions are involved in the online submission process. Refer to Chapter 1 for
the detailed step-by-step procedures.

1. Login to the Participant Portal and Select your Topic

2. Create Draft of your proposal

3. Manage Your Related Parties

4. Edit Proposal draft form, download templates, complete all required information, upload files
and submit your proposal

5. Following submission, you can re-edit, download or withdraw your proposal (except for
continuously open calls where you can only download the proposal)

6. Invite Partners to the process

Accessing Your Draft and Submitted Proposals
You can access your saved proposal drafts as well as your submitted proposals at any time, from the

your proposals from the My Organisations page in the Participant Portal using the
button for the organisation.

Contact and Support

For questions on any aspect of grant applications and the EU Research Framework Programmes,
including beneficiary registration and data updates, please refer to the Horizon 2020 Helpdesk.
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http://ec.europa.eu/research/participants/docs/h2020-funding-guide/index_en.htm
http://ec.europa.eu/research/participants/portal/desktop/en/funding/reference_docs.html
http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
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http://ec.europa.eu/research/participants/data/support/manual/urf.pdf
https://ec.europa.eu/research/participants/portal/desktop/en/proposals/index.html
https://ec.europa.eu/research/participants/portal/desktop/en/organisations/index.html
http://ec.europa.eu/research/index.cfm?pg=enquiries

For any IT-related problems that you might experience with the Submission system, please contact
the Research IT Helpdesk.

Once you have started the submission process, additional contact information is available at the
bottom of the submission page.

CHAPTER 2: SUBMITTING YOUR PROPOSAL THROUGH THE
ONLINE SUBMISSION SERVICE WIZARD

Once you have your ECAS username and password, your PIC and your Partners' PICs, you can start
the submission process by logging in to the Participant Portal and using the European Commission's
online Submission Service Wizard.

USER ACTION #1: Log In & Select Your Topic

To log in, perform the following steps:
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1. Go to the Participant
Portal: http://ec.europa.eu/research/participants/portal/desktop/en/home.html

(A-Z) Sitemap About this sste Contact Legal Notice | English ¥

X RESEARCH & INNOVATION

Participant Portal

European Commission > Research & Innovation > Participant Portal> Home

HOME FUNDING OPPORTUNITIES HOW 7O PARTICIPATE EXPERTS SUPPORT ~ “

Horizon 2020 Funding

Starting from 1/1/2014

On this site you can find and secure funding for research & innovation projects under the following EU programmes:

* 2014-2020 Horizon 2020 - research and innovation framework programme

*® 2007-2013 7th research framework programme (FP7) and Competitiveness & Innovation Programme (CIP)

Non-registered users Registered users

search for funding ® submit your proposal

read the H2020 Online Manual & download the e sign the grant
legal documents

* manage your project throughout its lifecycle

check if an organisation is already registered
contact our support services or check our FAQs

{OW TO

PARTICIPATE

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF

2. Click the Login button. You will be prompted to authenticate through the ECAS login screen:

European Commission - Proposal Submission Service — User's Guide (04-11-2016) Page 10 of 124


http://ec.europa.eu/research/participants/portal/desktop/en/home.html
http://ec.europa.eu/research/participants/portal/desktop/en/home.html

EU Login (P | Engish (en)
One accotmtmapy®U selvices

research requires you to authenticate

Sign in to continue

Welcome back

Costin-Paul LUPU@ext.ec_europa.eu

Sign in with a different e-mail address?

Authentication method

Passward

Password

Lost your password?

About EU Login  Cookies Privacy Statement Contact Help Powered by

______./
— == European
European Union  EU insttutions 50.1gna | 14 ms = == Commission

3. Inthe ECAS login screen enter your ECAS user name and password, then click the Login
button.
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!Ul_o!ln W23 .

Sign in to continue

Sign in to continue

Use your e-mall address

[ jean . dupond@ec europa eu

Create an account

To select a call topic, perform the following steps:

1. Once logged in to the Participant Portal, you will need to select the Call Topic for which you will
submit your proposal.

oNote: A Programme comprises many Calls and each Call can have one or more Topics. A
submitted proposal is always for one Topic.)
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2. Click on Funding Opportunities.

HOME I FUNDING OPPORTUNITIES I HOW TO PARTICIPATE
I 1

EU Programmes 2014-2020
Search Topics
Call Updates B A
calls B A

3. EITHER, Click on a Call category. You can filter the Call results list in the following ways:
To sort the results by type, select from the respective options at the top of the page.The
example shown in the image below is for Horizon 2020.
To sort the results by status, select from the respective options below that (Forthcoming, Open
or Closed).

To search by a key word, type a relevant word in the Filter a call field to search by, and click
the Filter button.

You can also sort your results by (Planned) Opening Date, Deadline, Call title, and Call
identifier.

Calls for Proposals

e Horizon 2020 Advanced search for topics
Calls for tenders on TED

Excellent Science
European Research Council (ERC)
Future and Emerging Technologies (FET)
Marie-Sklodowska-Curie Actions
Research Infrastructures

Industrial Leadership
Leadership in enabling and industrial technologies (LEIT)

Information and Communication Technologies -
Status #|Forthcoming #|0pen Closed Filter a ca FILTER
Sort by (Planned) Opening Date Deadline Call title isiCall identifier
Societal Challenges Societal Challenges
The Young Generation in an EU Prize for Women Innovators Water Innovation: Boosting its value
Innovative, Inclusive and H2020-WIPRIZE-2015 far Europe
Sustainable Europe H2020-WATER-2015-two-
H2020-YOUNG-SOCIETY-2015 stage
Deadlines: 28/05/2015 Deadlines: 20,/10/2015 Deadlines: 21/04/2015
Opening Date: 10/12/2014 Opening Date: 10/03/2015 Opening Date: 10/12/2014

The corresponding calls will appear at the bottom of the page.
Societal Challenges

The Young Generation in an
Innovative, Inclusive and
Sustainable Europe

H2020-YOUNG-SOCIETY-2015
Deadlines: 28/05,/2015
Opening Date: 10/12/2014

Click the call to open it, then click the appropriate topic.
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Topic:YOUNG-3-2015: Lifelong learning for voung adults: better policies for ¢

Topic:¥YOUNG-4-2015: The voung as a driver of social change

Or

Click Search Topics to search directly for a specific topic. You can filter your results by
selecting the programme or the status. You can also enter keywords in the Find a topic field
and click the Search button. You can also sort your results by (Planned) Opening Date,
Deadline, Call title, and Call identifier.

EU Programmes 2014-2020 270 | Keyword Search: | Fing a topic SEARCH |
SearchTopics Results  If you don't find your topic, you can also use the free text search.
Call Updates & Programme [] H2020 [J RFCS [l COsSME [} 3rd HP [] Cons Prog
calls 8
H2020 Status [# Forthcoming # Open [J Closed
Research Fund for Coal & Steel
— Sort by ®)(Planned) opening date Deadline Topic title Call identifier
casmi
3rd Health Programme
Topic: The young as a driver of social change:YOUNG-4-2015
e TR e 1e Young Generation in an Innovative, Inclusive and .
Consumer Programme Call title: Sustainable Eurone Status: m
call identifier: H2020-YOUNG-SOCIETY-2015 Deadline: 2205
FP7 & CIP Programmes 2007-
2013
N Topic: Lifelong learning for young adults: better policies for growth and inclusion in
Calls PIC Furope:YOUNG-3-2015
P The Young Generation in an Innovative, Indusive and .
call title: Sustainable Europe Status: m
call identifier: H2020-YOUNG-SOCIETY-2015 Deadline: 220%
Other Funding Opportunities
The corresponding topics will appear at the bottom of the page.
I Topic: The voung as a driver of social change:YOUNG-4-2015
- The Youna Generation 1N an Innovative, Incusive and
Call title: - Status:
Sustainable Europe m
. . . 28-05-
Call identifier: H2020-YOUNG-SOCIETY-2015 Deadline: 5015

In both cases, the Call description page appears.
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4. Click the Submission Service tab, then click the START SUBMISSION button.

Topic: The young as a driver of social change YOUNG-4-2015

Topic Description Topic Conditions & Documents Submission Service

To access the Electronic Submission Service of the topic, please select the type of action that is most relevant to
vour proposal from the list below and click on the "Start Submission’ button. You will then be asked to confirm your
choice of the type of action, the topic for the call, as these cannot be changed subsequently in the submission system.
Upon confirmation you will be linked to the correct entry point.

To access existing draft proposals for this topic, please login to the Participant Portal and select the My Proposals page
of the My Area section.

Type of Action Research and Innovation action [RIA]

Topic The young as a driver of social change - YOUNG-4-2015

USER ACTION #2: Create Draft of your Proposal

You are now in the Online Submission Service wizard.

Carry out the following steps:

1. Enter your organisation's PIC. If you do not have the full PIC number, you can search by
name or select from a previously associated organisation.
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LOGIN

FUNDING SCHEME

CREATE DRAFT

PARTIES EDIT PROPOSAL

SUBMIT

Step 3

Create a Draft Proposal

H2020-MSCA-COFUND-2015

USER NAME
=epsub USER

TOPIC
MSCA-COFUND-2015-FP

Create a Draft Proposal

Please enter the following information to create a draft proposal. Please note that fields marked
with a star (*) are mandatory.

Your organisation

PIC* @ |928603803

WM3CA-COFUND-FP

SUBMISSION DEADLINE
01 | October 2015 17:00:00 CET
ﬂ days left until closure

Configuration OK
Download Part B

TYPE OF ACTION ‘

0

Templates

@

Visit our 'H2020 Online Manual’ @&

Visit our "How to" user guide

926603893 A:

Short name* @ | ASCONIT CONSULTANTS

tifique Tony Gamier LYO

Organisations you have been previously associated with. Click to select.

PIC: 934608096
test_registration_esc_tolis
fgdfg

gdfgdgfdg, HR

PIC: 952487039
FRAUNHOFER UK RESEARCH LIMITED

Cathedral Street - Univeristy of Strathclyde 347
GLASGOW, UK

VAT: GB1316846530

Search for your organisation PIC

Your Role
Please indicate your role in this proposal
@:‘ Main contact

0 Contadt person

Your Proposal

Please choose an acronym for your proposal. It will appear also in the "General Information”
section of the submission form Part A and can also be updated there.

Please restrict acronym to latin characters

Acronym® | -

Short Summary (max. 2000 |
characters)*
Character count:

-

m
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2. Entering the PIC will automatically populate the name field and highlight the address, as
shown in the picture below.

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL
® ® ® ® & ®
Step 3 Create a Draft Proposal -

Create a Draft Pmposal Please enter the following information to create a draft proposal. Please note that fields marked

with a star (*) are mandatory.

H2020-MSCA-COFUND-2015
. s;;s:uh_USER Your organisation
;;S.:CA-COFUND-ZME»FP IF‘lC* © 928603893 I Short name* @ |ASCONIT CONSULTANTS
;S:Ci'-\-:COFLINIj-FP 928603893 ASCONIT CONSULTANTS ace Henry Vallée, Parc scientifique Tony Gamie

7960677 RCS Lyon

| October 2015 17:00:00 CET Organisations you have been previously associated with. Click to select.

days |eft until closure

o
-

PIC: 934608096 PIC: 952487039
test_registration_sac_tolis FRAUNHOFER UK. RESEARCH LIMITED

figdfg Cathedral Street - Univeristy of Strathclyde 347

gdfgdgfdg, HR GLASGOW, UK
Configuration OK (V] AR GRS e
Download Part B i Search for your organisation PIC 3
Templates =
Visit our How to’ user quide & Your Role
Visit our'H2020 Online Manual' & Please indicate your role in this proposal

9 Main contact

Contact person

Your Proposal

Please choose an acronym for your proposal. It will appear also in the "General Information”

section of the submission form Part A and can also be updated there.

. Please restrict acronym to latin characters
Acronym
anly

Short Summary (max. 2000 T

characters)y*

Character count: i

next ==

cancel ® Version: 20150407-1444 - Senice Desk DIGIT-EFP7-SEP-SUPPORT@ec.europa.eu (+32 (2) 29 §2222)

Note: In case the entered PIC is incorrect, the following error message appears:

Errors

The information you have entered is incomplete or invalid. Please review the following error
messages:

A valid PIC is required
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3. Select your role: Main contact or Contact person:

Your Role

Please indicate your role in this proposal

@ mMain contact

! Contact person

Your Proposal

Flease choose an acronym for your proposal. It will appear also in the "General Information” section of
the submission form Part A and can also be updated there.

Please restrict acronym to latin characters
Acronym® R3W anlv !
I I onty
Short Summary (max. 2000 Summary
characters)*
Character count. 7

next = =

You would typically select the top-level role (Main contact for most calls) for the Proposal
Coordinator organisation during the initial proposal draft creation. If you select the Contact
person role (or another role if the call uses specific roles — see below), make sure to add
the top-level role (Main contact) in the next steps before you submit your proposal.

Note: For more information about roles in the system, see section Roles: Proposal
Coordinator, Partner, Contact Person in this document .

IMPORTANT: Most calls use the standard Main contact and Contact person roles for the
Proposal Coordinator organisation. However, some calls (e.g. H2020-MSCA-IF-2014 and
ERC-2014) may require more specific roles, such as Principal Investigator, Main Host
Institution Contact, Researcher, Supervisor, Applicant, etc. Calls of this type are pre-
configured accordingly and their proposal submission forms contain special sections to
address the specific roles and the respective data as needed. Likewise, the Proposal
Submission Wizard for these calls will display the respective role options, as configured for
each call. For more information about calls with special roles, see Appendix C: Calls with
Specific Contact Roles at the end of this document.

4. Fillin the Acronym field.

5. Fillin the Summary field.
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6. cliok I

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT
® & ® © & ®
Step 3 Create a Draft Proposal i

Create a Draft Proposal Please enter the following information to create a draft proposal. Please note that fields

marked with a star (*) are mandatory.
H2020-5CC-2016-2017

USER NAME

Sarah Remana EDWARDS
TOPIC
SCC-02-2016-2017

TYPE OF ACTION ]
o Organisations you have been previously associated with. Click to select.

Your organisation

PIC* @ | Short name* @

PIC: 964494475

IBM Danmark
NYMOLLEVEJ 01
KONGENS LYNGEY. DK
VAT: DKG5305218

DEADLINE (Brussels Local Time
08 | march 2016 17:00:00
ﬂ days |eft until closure

Check Config

Download Part B
Templates

Search for your organisation PIC

Your Role

(«

Please indicate your role in this proposal
Visit our How to' user guide &

Visit our H2020 Online Manual® @ ®)  Main contact

) Contact persan

Your Proposal

Please choose an acronym for your proposal. It will appear also in the "General Information"
section of the submission form Part A and can also be updated there.

Please restrict acronym to latin characters

"
Acronym | e

Short Summary (max. 2000 |
characters)*
Character count:

Note: When you add a partner organisation with a validated PIC to your proposal, this
action will be communicated to the LEAR automatically. Whenever a LEAR is informed
about the involvement of their organization, you as the person who added the organisation
will see the warning message shown in the figure below:
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Warning

Please be aware that the Legal Entity Appointed Representative
(LEAR) for the PIC you have chosen will be informed automatically
about the involvement of his/her crganisation in your proposal.
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You will be presented with the following Disclaimer — click to accept it and

decline

proceed, or to decline it and cancel the proposal submission.

Submission and Evaluation of Proposals Assent Disclaimer

Please read and accept this disclaimer to proceed with the creation of your draft proposal:

Proposal pre-registration data

1. In order to plan the evaluations, the Commizsion services need access to a limited amount of information about
your draft proposal (the =0 called pre-registration data) prior to call deadline. The pre-registration data is limited to:
call, topic, type of action, Participant ldentification (PIC) code of the participating organisation(g), project acronym,
short summary and - where applicable - panel and keywords. Neither the Part B nor any annexe(s) form part
of the pre-registration data that can be accessed by the European Commission services before the
call deadline.

2. You do not have to list sensitive/confidential information in the *Short Summary’ (entered on Step 3). Where
relevant, sensitive/confidential information can be added to the "Abstract' field in the Part A administrative form at a
later stage in the submission process; this Abstract is not included in the pre-registration data. Therefore, please
provide as the "short summary® the relevant information (keywords, non-confidential information) for the planning of
the evaluation.

@ | agree that the pre-regisiration data becomes available lo the European Commission services prior to call
closure.

© 1 wish that the pre-registration data does not become available to the European Commission services prior
to call closure. (Applicants are advised o vse this option only in well justified cases, as it hinders the planning
of the evaluation process and the timely processing of proposals).

Part B

3. File format: For the Technical Annex (part B) you must use exclusivety POF ("portable document format”™,
compatible with Adobe Acrobat version 5 or higher, with embedded fonts). Annexes might have an obligatory page
limit. Pleaze check for the number and type of mandatory or optional annexes for the callin the relevant call
documentation. Annexes with excess pages where page limit applies, will receive a watermark upon upload to the
system. Users will receive a warning when trying to submit an annex with excess pages.

4. Time constraints: Preparation and uploading of the PDF formatted technical annex may take some time. You
should ensure that this has been completed in time, well before the call closure deadline.

Submission
5. Proposals must be submitted prior to the call closure deadline. Likewise, modifications to proposals or uploaded
attachments are also reguired to be submitted prior to the call closure deadline or they will not be taken into
account. Proposalz may be submitted or withdrawn at any time prior to the call closure deadline. There is only ever
one version of a submitted proposal, as submission over-writes the previous version.

Perzonal Data

6. We wil process personal data in accordance with Regulation No 45/2001 and according to the "notifications of
the processing operations” to the Data Protection Officer (DPO) of the Commizsion/Agency (publichy accessible in
the DPO register). Read more on the Legal Notice of the Paricipant Portal.

accept decline
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8. The following message confirms that your draft proposal has been created. You will also
receive a confirmation email.

Draft proposal Creative 1 created x

Dear sepsub USER,
You have successfully created a draft proposal Creative 1
for the call H2020-MSCA-COFUND-2015.

You can continue editing your draft proposal now or access
it at a later time (before the deadline 2015-10-01 17:00:00
Brussels Local Time) from the Participant Portal by
accessing the My Proposals tab.

An email containing this information has been sent to this
email address: sepsub.user@gmail.com (which 1s associated
with your ECAS account nuseseps).

|
[ Go to My Proposals [ ] Continue with this proposal

9. Click Bt with this proposal to proceed to the next step.

To postpone this action for a later time and return to your list of proposals in the Participant
Portal, cIick[ Go to My Proposals IZ'J
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USER ACTION #3: Manage Your Related Parties and/or Edit Contact Details

In this step you can add, remove, and manage additional partner organisations and their
contact persons (roles). You can also edit the contact person's details of the main
organisation.

1. Goto Step 4 - Manage your Related Parties, as shown in the picture below:

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT

o - ® @ 9 o
Step 4 Parties ]

Manage Your Related
Parties

In this step you as coordinator should manage and review the participants of your proposal.
Only you as coordinator can edit the elements on this screen.

H2020-MSCA-COFUND-2015 Note: Your changes will be applied only after you click the "Save Changes” button.

[ A
USER NAME Number of participants: 1 (7]

{1 Cooranaor o

MSCA-COFUND-2015-DP

# ASCONIT CONSULTANTS sepsub USER - Main contact s 0

UHAEE ST ASCONIT CONSULTANTS

6-8 espace Henry Vallée, Parc scientifique Tony Gamier,
69366 LYON, FR

PIC: 928603893

MSCA-COFUND-DP

ACRONYM
Test

Change Organisation Contact LEAR
693120

SEP-210282093

FINAL ID
DRAFTID

SUBMISSION DEADLINE
01 october 2015 17:00:00 CET

g days left until closure

El=l@Ees

Configuration OK 0
Download Part B $
Templates =

Visit our 'How to' user guide z

Visit our 'H2020 Online Manual' @

2. The following message presents the Consortium Eligibility requirements for the minimum
number of participants.
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Consortium eligibility

Call requires at least 3 participant(s) from different EU member states or associated countries, currently you have 1.

Note: Before you can invite a Partner, your partner must have a PIC (see the Submission
Preparatory Checklist section above).
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3. Click Wasalitablia® as shown in the picture below:

Add partner

Search for an organisation

Please enter the PIC of the organisation. If you do not know it, you may enter a (complete or partial)
organisation name (e.g. "Oxford" or "University of Oxford"). Entering additional information like
country/city usually leads to better results. You may also search based on VAT number of the
organisation in international format (e.g. "GB123456789")

test

4. Enter your Partner organisation's name and click .

This will give you a list of organisations matching the term in the search field: Make
sure to select an organisation with a valid PIC from the list of search results. You can
recognise validated organisations by the 'validated' status message displayed below
the organisation's details.
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Add partner

Search for an organisation

Please enter the PIC of the organisation. If you do not know it, you may enter a (complete or partial)
organisation name (e.g. "Oxford" or "University of Oxford"). Entering additional information like
country/city usually leads to better results. You may also search based on VAT number of the
organisation in international format (e.g. "GB123456789")

bmw

Search results for bmw

BMW Car IT GmbH

Petuelring 116

Munchen, DE
DECLARED

944816376 [EHED

AH Zeisler GmbH

Schittelgrabenring 9
Waiblingen, DE
DECLARED

use[cO

Border, Midland and Western
Regional Assembly

041888722

BMW Motoren Gmbh.

Hinterbergerstr. 2
Steyr, AT
DECLARED

N
930047544 [EBED

Bayerische Motoren Werke
Aktiengesellschaft

Am Juliusturm 14-38

Berlin, DE
DECLARED
o4s435640 [MEBHED

BUNDESMINISTERIUM FUER
WIRTSCHAFT UND TECHNOLOGIE

| search il clear il cancel

A®OIEITPATOYAAKH E.N.E

Katsimidi 60

Thessaloniki, EL
DECLARED

use|cO]

FUNDACIO BARCELONA MOBILE
WORLD CAPITAL FOUNDATION

Avinguda Reina Maria Cristina
Barcelona, ES
DECLARED

950565566 (R

EEMWEBSOURCING SAS
RUE AMELIE 4

949907033

The Square Scharnhorststrasse 34-37 TOULOUSE, TR
Ballaghaderreen, IE BERLIN, DE (VALIDATED]
955542345 [ERER) 999834776 [MHE) 999689470 [EAER)

More results were found. You can:

« refine your search above
» view the complete search results m

Click here to register your organisation for a Participant Identification Code (PIC)

use

5. Select your Partner organisation and click the button. This will make the Add

Contact window appear.

6. Click on the question mark in the window read the rules
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Add partner

For the primary coordinator contact and the first participant contact, the information supplied here is
pushed into the administrative forms

In the forms it is read only, you must return here if you wish to edit it (press "back” on Step 5)

The email address is mandatory; it is used to both grant access via the ECAS system and to send an
email invitation

You cannot change the email address - please delete the contact and re-add if necessary

Please ask the contact if they have an existing ECAS account and use the corresponding email where
possible

If they don't have an ECAS account then use the email they supply to you, an ECAS account will be

created and an email sent to the contact with details on how to validate

7. Select the appropriate project role of the Partner Contact:

Add contact

i TEST

Please enter the contact name and details: @

Project Role ¥ Main contact

. Contact person -
Access rights full access)  + |
First Name * I

Last Name * I

Email Address * |

* required field
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8. Select the access rights that you want to grant to your Partner contact. Only the person
assigned the Main Contact role and having full access rights can submit an application.

Add contact x®

i TEST

Please enter the contact name and details: o

Project Role Main contact :

Access rights ¥ Participant contact {full access)
Team member {read-only access)
First Name * T

Last Name *

Email Address *

* required field

Note: Once you grant full access rights to a Contact person, he/she will not be allowed to
alter their own access level to 'read-only' — this can only be done by you in your role of the
Proposal Coordinator (or by another user with full access rights).

9. Fillin the fields and click OK

Add contact %
.
i TEST
Please enter the contact name and details: e
Project Role Main contact :
Access rights Participant contact {full access) =
First Name * tester
Last Name * tester

Email Address * |tester@tester.com

* required field

Ok cancel I

Note: If the Contact person does not have an ECAS account yet, the system will use the e-
mail provided for that contact to send them an invitation and grant ECAS access.
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10. You will see the second contact appear in the Partner section

¥ Y Partner ] e B
’ TEST test test - Main contact , EB ﬂ
TEST

TEST, TEST TEST, DE

PIC: 847464088

Repeat the same steps for the remaining Partner organisations.

Note: The Proposal Submission System checks automatically if the first and last
names of the contact match the name details of the user currently logged in the
active ECAS session. Adding a contact with a name that does not match the user
name registered in ECAS will give you a warning message

The mismatching name details will then be circled in red colour. If you receive such
a message (as shown in the figure below), review your first and last names as they
do not match the information registered along with the email address in your ECAS
account. In case you wish to change your registered name in the Proposal
Submission System, you will have to make these changes in your ECAS account.

Edit contact

ili UNIVERSITY OF DURHAM

Flease edit the contact name and details: @

Project Role

Access rights | Coordinator contact (full access) v |

First Name * Il\«'\c'ojteh r

Last Name = |KUBICKI

Email Address * | | wojciech }u bicki@ext.ec.europa.eu

* required field

4
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Warning

The details provided upon proposal creation Wojteh KUBICKI do not match
the information registered in your ECAS account Wojciech KUBICKI.

To change your registered name for the account, please go to ECAS.
Note: Changes to your name applied on Step 4 - Parties screen of the

submission system are available only in this system. Please do not use
shared accounts!

You can perform the following actions for an existing partner organisation using the buttons described
below:

¥ Y Parver ) contzct JI[D]E)
' DEN EELDER E Polly Procter @n contact

VAN DER SCHANS ERNST
MOLENACHTERD! 1.3, 5325 KL WELL GLD, NL
PIC: 950374185

Change Organisation | Contact LEAR I

1. ﬂ Delete participant
Click this button to delete any participant except the coordinator.

2. @ Partner information
Click this button to see more information about the partner company.

3. @ Add contact
Click this button to add a new contact to an existing partner company.

4. # Edit existing contact
Click this button to edit an existing contact by clicking the pencil icon (5).
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8 Delete existing contact
Click this button to delete an existing contact.
Note: You cannot delete a contact when this user is currently logged in.

@ contact information

Click this button to see more information about the company contact. The
name field will expand to show the email address and phone number of the
contact.

Change Organisation

Click this button to replace the existing organisation (PIC). Coordinator
contacts with full access rights can now change the coordinator organisation
or the partner organisation. Clicking the Change Organisation button will
open the PIC search pop-up window, where the user can search for, and
select, another organisation.

Click this button to contact the LEAR of an organisation.

11. Once you have completed this task, click on and then click on to go to

User action #4.
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Note: At this point, the system will automatically generate emails to all the Partner contacts. The
emails include all relevant information and links to access the proposal. The Access rights granted to
each Partner contact will determine the level of access that the contact will have.

Improved notification system for deleted contacts

When a contact is deleted from the list of contacts from an organisation, their access rights to a
proposal will be revoked. As a result, this person will no longer be able to view or edit the proposal. If
you can no longer view or edit proposals that you were previously able to work on then it is very likely
that your profile was deleted from the list of contacts resulting in a revocation of access rights.

If this happens, you will be informed by email that your access rights to a particular proposal have
been revoked.

Europa / Research / Participant Portal notification

Dear SirMadam,

Your access rights to proposal FoF-05-2014 (SEP-202538876) were revoked by the the coordinator of
the proposal. You can no longer view or edit the proposal

With kind regards,
European Commission - Participant Portal Submission System team

This email has been auto-generated. Please do not reply to this account. Your email will not be read. For
any inquiries please contact the SEP helpdesk (+32 (2) 29 92222 or DIGIT-EFP7-SEP-
SUPPORT@ ec.curopa.cu)

Promoting a Partner Organisation to Coordinator Status

Current coordinators (with full access rights) can now swap roles with a partner organisation. Any
partner organisation that has provided details of a main contact can be promoted to the coordinator
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role. Please note that swapping roles will not be possible if the call requires a fellow coordinating
organisation.

Step-by-step procedure:
1. Create a draft proposal with coordinator and a partner organisation.
2. Ensure that partner organisation has a main contact.

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT

@ o - @ & ®
Step 4 Parties

Manage Your Related
Parties

-

In this step you as coordinator should manage and review the participants of your proposal.
Only you as coordinator can edit the elements on this screen.

H2020-MSCA-COFUND-2015 Note: Your changes will be applied only after you click the "Save Changes" button.

USER NAME .. .

sepsub USER Number of participants: 1 7]

1] Gooranator o

MSCA-COFUND-2015-FP o —
' IBM sepsub USER - Main contact ﬁ’ﬂ

PEEORCCTION IBI SVENSKA AB —

MSCA-COFUND-FP Kista Allévag 60, 164 92 STOCKHOLM, SE, , Bla Test - Contact person i< )

PIC: 935226479

Creative 1

Change Crganisation Contact LEAR

DRAFT ID | SEP-210275332

SUBMISSION DEADLINE
1 | October 2015 17:00:00 CET

days left until closure

E=lEEemE

|
|
|
ACRONYM ]
|
|
]

Configuration OK 0
Download Part B 0
Templates =

Visit our How to” user guide @

Visit our 'H2020 Online Manual @

Save Changes

3. Drag and drop partner organisation and replace it with the current coordinator organisation.
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Number of participants: 2 Add Partner 7]

Y Coonanaton o e
'# UNIVERSITY OF DURHAM Wojciech KUBICKI - Main contact rali]
UNIVERSITY OF DURHAM
STOCKTON ROAD THE PALATINE CENTRE, DH1 3LE Jaroslaw CYNK - Contact person
DURHAM, UK
PIC: 999866010
Change Organisation drag and drop
7Y P FS oot J)
! IVF SPAIN Adrian Maczuga - Main contact

IVF SPAIN, S.L. —
Avda. Ansaldo, 13, 03540 Alicante, ES Tomasz Janisz - Contact person ¢ 30
PIC: 927852531 —

Change Organisation

4. Confirm the changes to both roles by clicking the ERMEREEIFSEEREPFENEEIN button.

Change coordinator

By replacing your current coordinating organisation (UNIVERSITY OF
DURHAM) with IVF SPAIN you will effectively reduce your control over this
proposal (you will not be allowed to manage the whole consortium, upload
Part B attachments and submit the proposal anymore).

All coordinating rights will be passed to the following persons - please make
sure that at least one of them has active access to the proposal:

Adrian Maczuga - Main contact
Tomasz Janisz - Contact person

Do you want to process? (all changes will still need to be confirmed at the
end by pressing the "Save changes" button)

Yes, change coordinating organisation

4
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Number of participants: 2

] Goorinator_ Y Coniact [
VF SPAIN Adrian Maczuga - Main contact

IVF SPAIN, S.L.
Avda. Ansaldo, 13, 03540 Alicante, ES Tomasz Janisz - Contact person ﬂ
PIC: 927852531

Contact LEAR

7Y Parver A=Y o o
# UNIVERSITY OF DURHAM Wojciech KUBICKI - Main contact + 0

UNIVERSITY OF DURHAM

STOCKTON ROAD THE PALATINE CENTRE, DH1 3LE Jaroslaw CYNK - Contact person 4 1]
DURHAM, UK

PIC: 999866010

Contact LEAR

The former partner organisation has now been promoted to coordinator status. The contact persons of
both organisations will also receive e-mails informing them that a transfer of access rights has taken
place (as shown in the two figures below).

Europa / Research / Participant Portal notification

Dear,

Wojciech KUBICKI replaced the current coordinating organisation of the proposal FoF-05-2014 with one of the
partners (see details below). Please note that from now on vou will have partner-level access only to the proposal.

Proposal acronym - FoF-05-2014
Created on ©2015-08-11 14:30:34
Draft proposal ID - SEP-202538876
Call -H2020-FoF-2014
Type of action cRIA

Topic - FoF-05-2014

Previous coordinating organisation - UNIVERSITY OF DURHAM (PIC: 999866010, located in DURHAM, UK)
New coordinating organisation - IVF SPAIN. SL. (PIC: 927852531, located in Alicante, ES)

With kind regards,
European Commission - Participant Portal Submission System team

This email has been auto-generated. Please do not reply to this account. Your email will not be read. For any inquiries

please contact the SEP helpdesk (+32 (2) 29 92222 or DIGIT-EFP7-SEP-SUPPORT (@ ec.curopa.eu

My Motifications

Europa / Research / Participant Portal notification

Dear,

‘Wojciech KUBICKI replaced the current coordinating organisation of the proposal FoF-05-2014 with one of the
partners (see details below). Please note that from now on you will have full coordinator-level access to the proposal.

Proposal acronym :FoF-03-2014
Created on 22015-08-11 14:30:54
Draft proposal ID - SEP-202538876
Call - H2020-FoF-2014
Type of action cRIA

Topic - FoF-03-2014

Previous coordinating organisation : UNIVERSITY OF DURHAM (PIC: 999866010, located in DURHAM, UK)
New coordinating organisation ~ :IVF SPAIN. S.L. (PIC: 927852531, located in Alicante, ES)

‘With kind regards
European Commission - Participant Portal Submission System team

This email has been auto-generated. Please do not reply to this account. Your email will not be read. For any inquiries
please contact the SEP helpdesk (+32 (2) 29 92222 or DIGIT-EFP7-SEP-SUPPORT @ec.europa.eu)
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Error Message For Profit Organisations when Searching for an Organisation -
Solution

For a number of calls within the Horizon 2020 Program, organisations need to be validated as 'for profit'.
Otherwise, the error message below will be displayed and will block the organisation from submitting a
proposal for certain calls:

PIC search x

Find your organisation

You may enter a (complete or partial) organisation name (e.g. "Oxford” or "University of Oxford™).
Entering additional information like country/city usually leads to better results. You may also search
based on VAT number of the organisation in international format (e.g. "GB123456789")

924923616 | [cancel]
Errors

The information you have entered is incomplete or invalid. Please review the following
Error Messages:

SME eligibiity waming &=

SME status: each applicant to this call must be a small and medium-sized enterprise
{SME) according to the SME Recommendation 2003, You received this warming message
because your PIC does not fulfil this critenion. This could be due to one of the following
reasons: (1) You did not complete the SME self-assessment, (2) your PIC was validated
in the past as SME NO (SME definition criteria were not met), and (3) or your PIC was
validated as SME more than 2 years ago.

For all these cases, either the self-registrant (if the PIC s not yet valid) or the Legal
Entity Appointed Representative, LEAR (if the PIC is already validated), can enter the
Beneficiary Register and fill in the SME self-Assessment. To perform the SME self-
assessment, select in the Beneficary Registry the SME tab under the programme
specific section and then update or prepare a new self-assessment. Should you need to
contact your LEAR, a search functionality is provided on the Beneficiary Register page
upon performing a PIC search.

[F«MWW«MWW ecach applicant to this call has to be
registered or vahdated as a for-profit entity in the Beneficiary Register of the Participant
Portal. You received this warming message because your PIC does not fulfil this for-profit
aﬁeﬂoo.?hbomﬂdbeduetomddnefollowhgm: (1) you did not register your
entity as for-profit, (2) you registered your entity as non-profit entity, (3) your entity
was validated in the past as non-profit. For case 1 and 2, please go back to the
Beneficiary Register and update your data accordingly under the programme specfic
section, For case 3 the Legal Entity Appointed Representative (LEAR) of your entity has
to request a revision of the non-profit status via the Beneficiary Register.

Search results for 524923616

Please follow this procedure step by step in order to have your organisation appear as a For Profit one and
be allowed further through the submission process:

Go to the Participant Portal and click on the Modify Organisation action button to modify the existing
information and select the program as shown below:
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el e - £
Shav 10 [w| wetnes
LEGAL NAME rc

Freccs universty 1

Organcsaton hotesse
Eurcpeenne

2. Click the Organisation data link. The Organisation data section is displayed.
3. Select the for-profit option button, then click the Submit changes button.

i

Organisation

Organisation data

Legal Address
Contact information
LEAR

H2020 and FPT
SME

Financial viability

Messages

Documents

3

Submit changes

Organisation data

Registration information

Legal name *

Business name

e
e

Organisation hotesse Europeenne

olsiness name

Describe the legal status of your organisation by selecting the appropriate options

Legal status

Official language *
Establishment/Registration country *
Legal form *

VAT number *

Registration number
Registration date
Registration authority

Nace code

Legal Address

Qo0 Q CeOoQCCOCRR

@ a natural person @ a legal person
© non-profit 2
@ private entity © public body
Onso
French (fr)
Belgium (BE)
AKTIENGESELLSCHAFT

VAT number

VAT number not applicable

not applicable
01-01-1999
not applicable

--Select one—-

4. Click the Legal Status link. The Legal Status section is displayed.

=]
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5. Select the for-profit option button, then click the Submit changes button.

Legal Status

Non profit
Public body
International organisation

Organisation

LEAR International organisation of European interest

I H2020 and FP7 Higher or Y

Research organisation

Certification

SME

Financial viability

FP7 Indirect Cost Method (ICM)
Me

eoQooQQCO

Non profi§ @ For profit 2

Private company @ Public entity

Yes @ No
Yes @ No

Yes @ No
Yes ® No

Yes @ No

© ©

© 6 0 O

If you are registering your organisation for Horzon 2020 participation, this information is not rejevant and the "Not Applicable’ vaiue defined by

defauit can be left as such. If you are registerning for FP7 participation, you can use the dropdown to define the relevant FP7 Indirect Cost

Documents
3 Method for your organisation

Submit changes Indirect costs method *

6. To make additional changes to the organisation data, click the New Request button:

Organiéaiiun
LEAR

H2020 and FPT
SME

Financial viability

Messages

Documents

e

Actual Indirect Costs

PR
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USER ACTION #4: Edit and Complete Proposal Draft Form, Download Templates and
Complete all Required Information, Upload Files, Validate and Submit your Proposal

This step is the core of the submission process. Click on Y or, to access a previously saved draft
proposal form, go to the MY AREA > My Proposal(s) page in the Participant Portal (you must be

logged in) and click @ in the ACTIONS column for the respective proposal, as shown in the picture
below:
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RESEARCH & INNOVATION

Participant Portal

European Commission > Research & Innovation > Partiopant Portal > My Proposals
HOME FUNDING OPPORTUNITIES HOW TO PARTICIPATE EXPERTS SUPPORT ~

My Organisation(s)

My Proposals H2020 ONLINE MANUAL

My Project(s)

This page provides a hist of all proposals relating to you as a participant, as follows:

My Notification(s)

My Expert Area * proposals you have intisted or submitted as 8 Coordinator/Principal Investigator, or
e proposals you have contnbuted to as a project participant

You can view, edit or download your draft or submitted proposals, depending on the proposal status and the deadline

of the relevant call,

\ties, to the page of the call or topic that you want to apply

To start prepanng a new proposal, go to Funding
for, and enter the electronic submission system.

LEGEND Edit Oraft View Draft a View Submitted Delate Proposal

Show 10 [v| entries Search
-4 - FUNDING PROPOSAL . REMAININ
PROGRAM CALL SCHEME 10 ACRONYM STATUS G TIME ACTIONS
#2020 RIA SEP-2101424 SA Draft (44]
>
Showing 1 to 1 of 1 entries. | « PREVIOUS 1 NEXT — |

HORIZON 2020 RESEARCH OM EUROPA CORDIS OLAF

The following picture shows Step 5 of the Online Submission Wizard:
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LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT

Step 5 Edit Proposals' Forms [
Edit Proposal

In this step you can edit the administrative forms and upload the proposal itself. 7]

H2020-MSCA-COFUND-2015 [ WARNING: This proposal contains changes that have not yet been submitted. ..

USER NAME
sepsub USER Administrative Forms
TOPIC

WSCA-COFUND-2015-FP Edit will open the forms in Adobe Reader. e

edit forms view histary print preview

TYPE OF ACTION
MSCA-COFUND-FP

Creative 1 Part B and Annexes

DRAFT ID | SEP-210275332
In this section you may upload the technical annex of the proposal (in PDF format only) and
any other requested attachments. 7]

5o

SUBMISSION DEADLINE
01 | October 2015 17:00:00 CET

days left until closure

=D B e i =

|
|
|
ACRONYM ]
|
|
]

Configuration OK

Download Part B 0
Templates =

Visit our How to” user guide @
Visit our 'H2020 Online Manual® @4

-

The Action Buttons of the Wizard

The action buttons shown in the picture above are described in the table below
Button Description

Click to open the PDF form that you want to complete.

view history Click to view in detail the list of all system and user actions. This function enables:

e the Proposal Coordinator to verify that partners have updated their forms
e Partners to verify that the coordinator has submitted the proposal in a timely
fashion.
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Button Description

print preview Click to open or download and save the proposal locally on your computer.

Download Part B . P . .

Templates L/ Click this button to download templates before the draft proposal is created. Click to
download the latest proposal requirements package, in a readily editable (RTF)
template.

Once completed, you must convert the proposal template into a PDF file.

upload Click to upload the respective file.

The upload process for the complete set of files can take between a few seconds
and a few minutes, depending on the speed of your Internet connection. When the
upload is complete, the system displays a confirmation message and creates the
respective entry in the history log.

Please check the requirements for uploading your files below.

4.1. FAMILIARISING YOURSELF WITH THE WIZARD AND THE FORM

Click the first @ button at the top of the screen to read the general help instructions for editing
proposal forms, as shown in the picture below
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Edit Proposals' Forms

* You may return to this step from the "My Proposals" section of the
Participant Portal.

* Submit your proposal as early in the process as possible - you can
update and resubmit an improved version many times before the call
closure

* Submitting a proposal will overwrite any previous versions of this same
proposal - this process is irreversible

» Any changes made here to the proposal will not be available to the
Eurcpean Commission/service in charge unless resubmitted before the
call closure.
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Click the @ button in the Administrative Forms section to read the help instructions for editing the
administrative forms of the proposal, as shown in the picture below:

Administrative Forms

* As coordinator you have the rights to edit all sections of the
administrative form, participants can only update their relevant sections
- including the budget form.

* Note that participants and other coordinator contacts may also update
the form while you are editing it, with the last-saved having priority

* Always re-check the content for correctness prior to submission

* Data which is pre-populated in the administrative forms from the
Beneficiary Reqgistry is read-only and cannot be changed. If you
consider that a change is necessary then please follow the existing
procedure to request an update via Participant Portal.

* The forms will open in Adobe Acrobat - the configuration panel on the
lower left of the screen indicates your system's readiness for this
If you have a browser/OS combination which offers an Adobe Acrobat
browser plug-in, then the forms will open within this browser session
If your browser/0OS does not support a plug-in then the forms will open
in a separate Adobe Acrobat window
Please click the "help page" in the Configuration widget on the left for
more information and help
Extra guidance can be found inside the form as 'ghost text' in the data
fields, guidance text when you position the mouse on the data item and
expandable help text denoted by a '?' box.
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Click to start editing the forms.

Please see the Compatibility and Troubleshooting section at the end of this document for more information on your
browser displaying the form in the open browser window or download it to your downloads file. If it is downloaded,
you can work on the downloaded file offline. THE DOWNLOADED FORM HAS A TIME STAMP FROM THE
COMMISSION'S SERVERS AND IT EXPIRES 2 HOURS AFTER IT IS DOWNLOADED .IF YOU DO NOT
COMPLETE, SAVE AND CLOSE THE FORM WITHIN 2 HOURS, YOU MUST DELETE THE OLD FORM,
RETURN TO THE WIZARD AND DOWNLOAD A NEW COPY OF THE FORM. The images below display the form
inside the browser window. Whether displayed in a browser window or downloaded to work offline, the functionality
of all buttons. fields. and the entire process are exactlv the same.

The form may not auto-fit the size of your currently open window, as shown in the picture above.

Submissicn of Proposals - Mozilla Firefox

B https://ec.europa.eu/research/participants/submission/eforms/secure/editform?draftid=SEP-210140911 Etticket=5T-3553390- pGtBv7JAMgszhwCsAcsDiml 7

Forms M
| [EBE=] o ®0Ew|0® el B W

g
& R Directorate-General for Research and Innovation
Horizon 2020
1 Call: H2020-EUJ-2014

Topic: EUJ-1-2014
Type of action: RIA
Proposal number: SEP-210140911

m

Proposal acronym: RSW

Table of contents

lsecton e |

1 General information ‘

2 Participants & contacts . -

‘ m 3

European Commission - Proposal Submission Service — User's Guide (04-11-2016) Page 46 of 124



You may need to adjust your window size, or the form size, or both: When adjusting the window size,
the form opens on top of the Submission Wizard.

'l
X e Geewral for Rewearch and Save And Close

Horizon 2020
Call: H2020-EUJ-2014

Topic: EUJ-1-2014
Type of action: RIA

Proposal number: SEP-210140911

Proposal acronym: RSW

Use the zooming (+/-) buttons to zoom in or out of the form.

Alternatively, you can specify the percentage ratio in the % drop-down list: either select a pre-defined
percentage from the drop-down list (i.e. 150%) or type the desired percentage directly into the field.

You can also move the mouse cursor to the top of the form and move the form as needed.
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What You Need to Know about Completing the Form
Who Can Fill In the Form?

The Main Contact (or the top-level role for calls with specific contact roles — see Appendix C at the end
of this document) is the only person that can complete the form, including the budget table and all
other administrative details. Partners can preview the form and edit their contact detail information.

Click the hasiiediisd button to access the forms.
Read-only Fields

The list of participants and contact persons, the Participant Identification Code (PIC) and the
respective summary data of the participants (shown in blue in the form) are read-only fields. To modify
the list of participants or contact persons, please go back to Step 4. To modify the legal data of the
organisation, please read more about it in this Data Update section.

Guidance in the Form

If you click on the question marks in blue, you can read more information about the question or
section.

Each box of the form contains a short text with guidance on the format, the length and required
information. That text appears when you bring your cursor over the top of the box. Once you click on
the text or start editing the information, it disappears automatically.

Navigation in the Form

To view the different sections in the form, you may either use the scroll bar or click on the blue "Show"
buttons as seen in the Table of contents.

Validation

The form has built in checks and gives error or warning messages in case fields are not completed.

Please click the button to check your data. Errors and warnings will be listed at the end of
the form. Error fields will be highlighted in yellow, whereas fields with warnings will be highlighted in
red. Errors mean that mandatory information is missing (such as the Proposal Title) and the proposal
cannot be submitted until these errors are corrected. Warning messages do not block submission, but
they indicate missing information that may be important for the proposal. Ideally, these warning
messages should be addressed by correcting the information provided. By clicking on the "Show"
button, you can easily get back to the respective fields to correct them.

Saving of the Data

Before closing the form, click the button. The save and close function does not validate
the information in the form, so it works even if the form is not completely filled in. This will take you
back to Step 5, where you can upload the Technical Annex and any additional documents.

You may return to edit the form as many times as you wish before the closing date of the call . Any
changes saved on the form need to be resubmitted in order to be received by the European
Commission and considered for evaluation.

Technical Requirements

The configuration check tool, located on the bottom left-hand side of the submission system,
automatically verifies if your system configuration complies with the minimum requirements.
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Action Buttons within the Form
Two action buttons in the PDF form help you find and verify the information easily.

Button Description

Validate Form When you click this button, all data fields in the forms will be validated against a
set of rules.

The system assesses if the available data is valid, checks the data formats,
performs computations, and checks interlinked data for consistency.

Any issues found in the form are reported at the end of the PDF form.

Save And Close Click to save the completed administrative form and close it for editing.

You can save your form data even if the form is not completely filled in - you can
edit it at any moment prior to the deadline. Save and Close does not validate the
data.

4.2. EDITING AND COMPLETING THE FORM

To start completing the form, scroll down or click the blue &5 putton to navigate to the respective
section of your form. This is primarily an administrative form that should include general information,
administrative data of participating organizations, budget information by partner, and also Call-specific
information.

e e R SO
—Tl -, .
Forms t
__Iug:;\_, Q ;vv - N . :1’:‘: o’
mfvm £
—'W
(O]
— oo G e Ssah e [ tvem L soe e e}

-
=
o
=

Thw abeatios R s e Bt 5 T e e vy B S s 5 e d— -
e S = e 12 04 b st 0 T8 e S P8 A i d
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4.3. FORM VALIDATION, SAVE AND CLOSE

You must click the button to make sure that your application meets the administrative

requirements. The form will run a self check and prompt you in case of errors or warnings, as shown in
the picture below:

Validations

The following warnings will not block submission of your proposal, but
may affect its eligibility during evaluation:

Eligibility warnings

= Call requires at least 3 participant(s) from different EU member states or associated countries,
currently you have 1.

Close

The validation errors are shown in the picture below ...

European Commission - Research - Participants
m Proposal Submission Forms

== Directorate-General for Research and Innavation Table Of Contents § Validate Form

|.P‘tpnm”ﬂ SEP-210137892 Acronym  Creativel |
Validation result

Section Description

Dedlaration Decl. is m
Dedlaration Declaration acceptance missing m
Dedlaration Declaration acceptance missing m

... are highlighted in the body of the form.

European Commission - Research - Participants
m Proposal Submission Forms

=3 Directorate-General for Research and Innovation Table Of Contents § Validate Form

|mpnm¢m SEP-210137892 Acronym  Creativel

Declarations

1) The coordinator dedares to have the explict consent of all applicants on their participation and on the content of
this. proposal.

2} The information contained in this proposal is correct and complete.

3} This proposal complies with ethical principles (including the highest standards of research integrity — as set out,
for instance, in the European Code of Conduct for Ressarch Integrity — and induding, in particular, aveiding
fabrication, falsification, plagiarism or other research misconduct).

O ':I'Dlal_

When all errors are corrected, the validation test will confirm that there are no errors.

European Commission - Research - Participants
H Proposal Submission Forms

=== Directorate-General for Research and Innovation Tahle Of Contents § Validate Form

|napnsn¢m SEP-210137892 Actonym  Creativel |

Validation result

There are no validation errors.
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When all issues are fixed, click the save And Close button. Your form has now been saved on the

Commission servers, but it is not yet submitted. Your proposal submission takes place next.
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4.4. PART B - DOWNLOADING AND COMPLETING THE ANNEX FORMS

Download Part B i
Click on Templates

editable RTF file.

to download the latest proposal requirements template in a readily

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT
[ ® ® @ @ ®
Step 5 Edit Proposals' Forms [

Edit Proposal

In this step you can edit the administrative forms and upload the proposal itself. o

H2020-MSCA-COFUND-2015 { WARNING: This proposal contains changes that have not yet been submitted. ..

USER NAME
sepsub USER

Administrative Forms

TOPIC

MSCA-COFUND-2015-FP Edit will open the forms in Adobe Reader. e

edit forms view history print preview

TYPE OF ACTION

M5CA-COFUND-FP

|
E |
< |
. crasve 1 ] Part B and Annexes
€ |
=

DRAFT ID| SEP-210275332
In this section you may upload the technical annex of the proposal (in FDF format only) and

any other requested attachments. 2]

SUBMISSION DEADLINE
October 2&15 1? 00:00 CET

® o

days left

Configuration OK 0
Download Part B

Templates

Wisit our How to’ user guide Q
Visit our 'H2020 Online Manual' @

-

The template describes the information that must be included in your application and how to structure
that information. You will need to complete this package as thoroughly as possible. You may want to

also check with Enterprise Europe Network and your National Contacts Point for Assistance (see the

Support menu of the Participant Portal). It is important that you remain within the file size and page
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limits that a proposal may have. Once you have completed your proposal based on the downloaded
template, you must convert it into a PDF file, which you will then upload as an Annex form of the
proposal. This is referred to as Part B of your proposal.
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4.5. UPLOADING THE ANNEX FORMS

When you complete the annex forms, you must prepare them for uploading.

A number of limitations and requirements are in place for each of the forms, depending on the call —
such as, page size and page limit, document size limit, minimum font size, PDF format conversion
issues, etc.

Make sure that you first familiarize yourself with all the specific annex form limitations and
requirements in the documentation available in the respective call's information package on
the Participant Portal.

The breach of certain limitations, such document size limits, could result in failure of the
upload — as aresult you may need to amend the documents and upload them again. If you
exceed the page number limit, you will be still able to upload the document but all of the
excess pages will contain a watermark.

Your proposal will be considered ineligible if any one of these formal requirements is not met.

The pictures below show a sample Part B form template with detailed instructions on the front page,
including limitations for the page limit, font size, and margins:
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Page Layout References Mailings Review View Developer Quick tips

lewRom -[12 -| A" A [ Aa- | ) | i T EE 4aBbCcl AaBbC A4aBbBC AaBbCcL { Ay

|
U - abe x, X* | A Av == Emphasis | THeading1 Heading2 | Heading3 | _ g:l’alnge
| es ~

Proposal template
(technical annex)

Research and Innovation actions
Innovation actions

Please follow the structure of this template when preparing your proposal. It has been designed to
ensure that the important aspects of your planned work are presented in a way that will enable the
experts to make an effective assessment against the evaluation criteria. Sections 1. 2 and 3 each
correspond to an evaluation criterion for a full proposal.

M\ First stage proposals: In two-stage submission schemes, at the first stage vou only need to

complete the parts indicated by a bracket (i.e. } ). These are in the cover page, and sections 1 and 2.

a Page limit: For full proposals. the cover page. and sections 1. 2 and 3. together should not be
longer than 70 pages. All tables in these sections must be included within this limit. The minimum
font size allowed is 11 points. The page size is A4, and all margins (top. bottom, left. right) should
be at least 15 mm (not including any footers or headers).

The page limit for a first stage proposal is 15 pages.

If you attempt to upload a proposal longer than the specified limit, before the deadline vou will
receive an automatic wamning, and will be advised to shorten and re-upload the proposal. After the
deadline, any excess pages will be overprinted with a ‘watermark’, indicating to evaluators that
these pages must be disregarded.

Please do not consider the page limit as a target! It is in your interest to keep vour text as concise as
possible, since experts rarely view unnecessarily long proposals in a positive light.

5: 2689  English (UK)

In the process of completing your annex forms, and prior to uploading them, make sure that your
documents comply with the above-mentioned requirements and recommendations, as generally
outlined below.

1. PDF conversion issues and checks.

Before you start the conversion to PDF, clean up your document - accept all tracked
changes, delete internal review notes or comments, check for any formatting issues,
and so on. The document to be converted to PDF must only contain the final, "clean”
content.

Check that your PDF conversion software has successfully converted all the pages of
your original document (e.g. check for any problems with page limits, tables, graphics
or footnotes).

Check that your PDF conversion software has not cut down pages with landscape
orientation to fit them into portrait orientation format.

Check that captions and labels have not been lost from your diagrams.

Embed all fonts in the PDF file (math symbols, non-Latin alphabet text, etc.).
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2. Limitations in document page number, font size, and page margins. Each form
template, depending on the specific call, may impose certain limitations in the document
formatting with regard to the maximum number of pages in the document, the
minimum/maximum font size allowed, and/or the minimum margins you must allow for in
the page layout.

Always make sure to check and apply the guidance for the specific call, available on the
Participant Portal, as well as the instructions at the beginning of the annex form templates
for each specific call.

If you attempt to upload an annex form that contains more pages than the specified limit,
you will not get an error message during the upload process. However, when you attempt
to Validate the uploaded document, the system will display a warning message, advising
you to shorten and re-upload the proposal in order to allow for it to be qualified as eligible -
as shown in the picture below:

Validations

The following warnings will not block submission of your proposal, but
may affect its eligibility during evaluation:

Eligibility warnings

Close

If the number of pages in one of the uploaded documents still exceeds the allowed limit and
the deadline has not yet expired, you will receive an automatic Eligibility Warning advising
you to shorten and re-upload the proposal, as shown in the picture below:

Eligibility warnings

Your propossi wes submitted with the following eligiddity warnings:

Eligibility warnings

applicants states that the decument should contain no more than 15 pages

1f you bebeve that your proposal s ehgible aven with these warnings, then you may entér an

explanation below - this will be passed 10 the el gitvlity committee

1000 characters left
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After the deadline, any excess pages will be overprinted with a ‘watermark’, indicating to
evaluators that these pages must be disregarded, as shown in the picture below:

The fourth step: managing other participants to the
proposal
B e R i e R
o A e parScApants T v IO A bearch Reviton o e 8 I e 1 e 1 e e K
AN e 2 S aBereh sl S ) gy P S W e ket Ve e T
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o Detete 2 partopant The 50000 & 0petnn © M JAAORIT Eaepl Tu i are Anen
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3. Document file size. The allowed file size of annex forms may be limited, too. Check the
guidance documentation available in the call's information package on the Participant
Portal.

When the document file size exceeds the allowed limit, the system will display an error
message immediately during the upload process, as shown in the picture below:

Upload has failed

maximum file size exceeded

4. Graphical resolution. Use a maximum resolution of 300 dpi for all graphics and text
(photocopy quality). This can dramatically reduce the PDF file size.

5. Printer-friendliness.

o Proposals will be printed out in black-and-white colour on plain A4 paper. If you have
used other colours in your annex forms, make sure that they are correctly interpreted
and visible as nuances of grey in the output PDF file.

o Ensure that printing is done at 300 dots per inch and that no scaling is applied to make
the page "fit" the window. Print a test copy of your PDF files before uploading them.

6. Document file name and security.
e Ensure that the annex forms file names contain alphanumerical characters only (A-Z, O-
9).

¢ Do not protect the uploaded files with a password.

7. Post-upload verification. Once you upload your files, check their quality - download them
to check whether the file transfer was successful and if the file is complete. If not, make the
necessary corrections and upload again.

Note: Make sure that the files you upload can be opened and printed without any problems! If
the Commission encounters a problem when opening or printing a file you have uploaded as
part of a proposal, the complete proposal will be considered ineligible.
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Once the downloaded templates have been completed and are ready to upload:

1.

Click the button for the respective document in Step 5 of the Submission
Wizard.

LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT
@ = € o  J @
Ste P 5 Edit Proposals' Forms i
Edit Proposal

In this step you can edit the administrative forms and upload the proposal itself. 7]

H2020-5CC-2015 WARNING: This proposal contains changes that have not yet been submitted. .

USER NAME

FLEDEE Administrative Forms

TOPIC
SCC-01-2015 Edit will open the forms in Adobe Reader. e

TYPE OF ACTION

*A

ACRONYM
This is a test

Part B and Annexes

DRAFT ID | SEP-210274840
In this section you may upload the technical annex of the proposal (in PDF format only) and

EzlgEe

SUBMISSION DEADLINE any other requested attachments. @
05  May201517:00:00 CET
Technical Annex upload CORDIS__FP7__Un_|_Entity_Appoi._pdf
days left until closure Section 1-3 - - Entity_Appol...pd Sk @ o
Technical Annex CORDIS__FP7_Uni_ently_Asked_Qu.._pdf ® 0
) Section 4-5
Configuration OK
Optional annex 3: (7]
Download Part B J Ethics - Supporting
Templates = Bocumeli)

Visit our 'How to' user guide z‘

Visit our 'H2020 Online Manual' @
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2. Select the file to upload from the File Upload window. If your file has blank spaces in its
name, the system will upload it filing the blank spaces with

3 Liyrqdes » Documents » MyDocuments » Documents

[Organize ¥ New folder =~ 0l ®

|

W Favorites Documents library
Bl Desktop Documents
B Downloads
4. Recent Places

Arrange by: Folder v

Name Date modified Type

'#3 Technical_Annex_Section_1-3.pdf 25/02/20141253  Adobe Acrobat D, |

m

4 Libraries
"< Documents
it
"9 Local Documents - no backup
J‘ Music
¥ My Documents
=/ Pictures
B videos

1™ Computer v el m »

File pame:  Technical_Annex_Section_1-3.pdf v [AH Files (*.") 'J
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3. Click | 9pen A confirmation message will appear:

The following file has been successfully uploaded:

workflows.pdf o.zme

Note: If the file uploaded is not in a valid PDF format, an error message will appear instead
of a confirmation mail.
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4, Click Close . The uploaded file will be shown in the list and a green check mark & will

appear next to it,

as shown in the picture below:

LOGIN FUNDING SCHEME

CREATE DRAFT PARTIES EDIT PROPOSAL

SUBMIT

Step 5

Edit Proposal

H2020-SCC-2015

USER NAME
sepsub USER

TOPIC
SCC-01-2015

TYPE OF ACTION
1A

ACRONYM
This is a test

DRAFT ID | SEP-210274840

SUBMISSION DEADLINE
05  may2015 17:00:00 CET

E=iEEesn

days left until closure

Configuration OK

Download Part B J
Templates =

Visit our 'How to' user guide &

Visit our 'H2020 Online Manual' @

Edit Proposals' Forms

In this step you can edit the administrative forms and upload the proposal itself. 7]

-

WARNING: This proposal contains changes that have not yet been submitted. ..

Administrative Forms

Edit will open the forms in Adobe Reader. e

Part B and Annexes

In this section you may upload the technical annex of the proposal (in PDF format only) and
any other requested attachments. 7]

Technical Annex CORDIS__FP7__Un__|_Entity_Appoi.pdf @

Section 1-3

Optional annex 3:

Ethics - Supporting
Document(s)

Technical Annex CORDIS_FP?_Uni...ently_Asked_Qu...pdm (7]

5. Optionally, you can an uploaded file and replace it with a new file.
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4.6. VALIDATE AND SUBMIT YOUR APPLICATION

To make sure that your application meets the requirements click the S&E5858 putton. In order to make
your application meet the requirements of partners, file sizes, number of pages, etc, you will be
prompted to correct any errors that have been detected in the forms. Any errors will be displayed as
indicated below:

Validations

Your administrative form (Part A) is blank, please edit, enter the necessary

content, save and then validate.

Close

A

European Commission - Proposal Submission Service — User's Guide (04-11-2016) Page 64 of 124



Validations

 Your proposal cannot be submitted until the errors below are
corrected:

Part A Form

Call specific questions view errors (2)
Declaration view errors (1)

General Information view errors (5)
Participants and contacts view errors (3)

o Plaase go back to Step 4 to enter this information: Contact address of the Host Institution - First name is 3
required field

 Please go back to Step 4 to enter this information: Contact address of the Host Institution - Lastnameis 3
required figld

e Please go back to Step 4 to enter this information: Contact address of the Host Institution Email is 3
required figld

Principal Investigator view errors (9)
Part B and annexes

Mandatory Part B is missing

7} The following warnings will not block submissions of your proposal,
but may affect its eligibility during evaluation:

Part A Form

Budget view warnings (2)

Call specific questions view warnings (5)
Declaration view warnings (4)

Ethics view warnings (1)

General Information view warnings (1

Participants and contacts wview warnings (11)

Principal Investigator view war

Each error detall line is a link to the respective section of the form or to STEP 4. For example, clicking
the link "Please go back to STEP 4" will take you back to STEP 4,where you can fill in the missing
information.

When all errors and warnings are corrected, click the button again to make sure you have

not missed anything. Once you get the No Errors validation screen, click on . Your proposal has
now been submitted and the system displays a message to confirm that the proposal has been
received.
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The Submitted status will also be shown on the My Proposals page of the Participant Portal. The
Proposal Coordinator will also receive a submission confirmation e-mail, including details about the
submitted proposal. Note that the e-mail could end up in the spam folder or get blocked by the anti-
spam software of your organisation, so make sure that you check your inbox regularly.

The submission is completed when the Proposal Coordinator clicks m and receives an email
confirming that the proposal has been received. Uploading the Annex documents in itself does not
finalise the submission process. Therefore, we advise you to upload your proposal as early as
possible. There is a serious risk that you will not be able to submit it on time.

You can upload your Annex documents or submit your proposal as many times as you wish prior to
the call deadline, but it is strongly advised not to wait until the last few days to do so. Each time you

upload a new Annex document, you must click Mto save your changes.

USER ACTION #5: The 'Proposal Submitted' Page

Reaching Step 5 means that your proposal has been successfully submitted and therefore sent to the
European Commission services for evaluation.

In Step 5 you can carry out the following actions, as indicated in the picture below:

Step 6 Your proposal has been successfully submitted
Submit )
Your proposal was submitted on: 31 March 2016 at 11:12:00 (Brussels Local Time)
HP-FPA-2014 as part of the HP-FPA-2014 call, before the deadline of 30 April 2016 at 17:00:00 (Brussels
‘ Local Time).
USER NAME Your project ID is 646605. This number is important and will be used as future reference during
osCech kg the evaluation process.

ECC-01-2014 .
Revisit your Proposal

: You may edit your proposal and re-submit at any time before
;e;?;rﬁpusal the deadline of 30 April 2016 at 17:00:00 (Brussels Local

= g Time) by clicking the "re-edit proposal" button.

FINAL I | 618605

LTt ——— A digitally signed and time-stamped version of the latest
30 | Apriizo1s 70000 submitted version of your proposal can be viewed/down-
\ loaded. Note: this can take from a few seconds to several
hours depending upon system load. Please contact the Service
Desk if it is not yet available 72 hours after a call closure.

Check Config b ] ) )
You may withdraw the proposal at any time prior to call closure.

Visit our How to’ user guide &' In doing so it will not be passed to the evaluation stage.

Visit our 'H2020 Online Manual' @&

Revise (Re-edit) the Proposal

If you need to revise your proposal, click the button to go back to Step 5.

The Proposal Coordinator may continue to modify the proposal and submit revised versions
overwriting each preceding one right up until the deadline.
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Note: This option will not be available to you if you attempt to revise a proposal which was submitted
for a continuously open call.

Download Submitted Proposal Package

After submission of the proposal, it is advised to download your proposal in order to check that it has
been correctly submitted.

A digitally signed and time-stamped version of the latest submitted version of your proposal
can be viewed/downloaded.

PDF Download

The digitally signed PDF is not yet ready, please try again later.
Note that at times of heavy system load this can take several
hours. On the day of the call closure, it will typically only be
available after closure and it can take up to 72 hours.

Click the button to download your proposal.

Note: Depending on the volume of proposals submitted, this can take from a few seconds up to
several hours. Please contact the Service Desk if it is not yet available 72 hours after call closure.

Withdraw Submitted Proposal

If the proposal is withdrawn, it will not be considered for evaluation. However, the system will keep the
proposal draft and the withdraw action may be reversed by re-submitting the proposal before the
specified deadline. You will have to enter a reason for the withdrawal.

When a proposal is withdrawn, a message is displayed on the screen, as shown in the picture below.
The system also sends a submission confirmation e-mail to the Proposal Coordinator, including the
details of the withdrawn proposal. Note that the e-mail might get lost in your spam folder or get
blocked by the anti-spam system of your organisations, so make sure that you check for it as needed.
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Note: You will not be able to access this option if you attempt to withdraw a proposal, which was
submitted for a continuously open call.

To complete this action, click withdraw proposal .

PARTNER ACTIONS
To be added, a partner must have both access to ECAS and a PIC. When the Proposal Coordinator

clicks ERCRSEREEN i Step 4, an automatic email will be sent to all the Partner contacts with the
proposal related links.

Once the Partners enter the electronic submission system, it will display Step 5 of the submission
process where the button enables them to access the electronic administrative forms and
the rest of the proposal package as their participation requires.

To access the consortium contact details, they will need to click the button — thus going back
to Step 4 of the submission process.

Completing the forms

When the PDF form is opened, the partner will have to verify or fill in their administrative form and
make sure to correct any validation errors. To check for validation errors, partners must use the
VALIDATE FORMS button located at the bottom of the page.
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CHAPTER 3: REFERENCE GUIDE TO ROLES, SCREENS &

ACCESS TO USER ACTIONS

Roles, Proposal Coordinator, Partner, Contact Person

The roles that are available in the system are the Proposal Coordinator, Partners, and Contact
Persons (optionally). The Proposal Coordinator and each of the Partners have a Main Contact and
can optionally have one or more additional Contact Persons. Depending on the proposal you
participate in, you might act on behalf of one or more of these roles and your current role will
determine the actions you will be able to carry out and the information that you will be required to
provide.

Proposal Coordinator. The Proposal Coordinator acts as the single point of contact between
the participants and the Commission for any given proposal. The Proposal Coordinator is
generally responsible for the overall planning of the proposal; for building up the consortium
that will do the work, and (s)he is always the first participant. Note that for some calls, only one
participant is needed and the participant will be the Proposal Coordinator of the given proposal
by default.

Note: A Proposal Coordinator can promote a partner organisation to Coordinator status via
a drag-and-drop function as long as this partner organisation provided details of a main
contact. Once this change has been implemented, all contacts of both organisations will be
notified of the change in access rights. When swapping roles with a partner, the original
coordinator contact(s) lose(s) the full editing and submission rights for the proposal. This
functionality is not available for ERC/MSCA calls.

Partner. If you are a Partner to a proposal, you will be invited by the Proposal Coordinator to
fill the administrative forms that contain the contact and address details. Most of the fields will
be pre-filled with information already provided to the Commission services in order to save time
and to ensure better data quality.

Contact Person. Optionally, a Proposal Coordinator or a Partner may decide to delegate
some of the work involved in filling in or reviewing parts of the proposal submission forms to
one or more additional Contact Persons. You can grant each Contact Person full access rights
or read-only access to the forms data. A Contact Person will only be entitled to edit/view the
parts of the proposal that his/her organisation is responsible for.

Note: A Contact Person with full access rights cannot change their own access rights level to
'read-only' — this can only be done by the Proposal Coordinator or another user with full access
rights.

However, a contact person with access rights to a proposal will be notified whenever they
are deleted from the list of contacts pertaining to an organisation. When an entire
organisation (including all of their contacts) is deleted, all contact persons will receive an email
informing them that their access rights to this particular proposal have been revoked.

Calls with Specific Contact Roles. Most calls use the standard Main contact and Contact
person roles for the Proposal Coordinator organisation. However, some calls (e.g. ERC-2014
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and H2020-MSCA-IF-2014) may require more specific roles, such as Principal Investigator,
Main Host Institution Contact, Researcher, Supervisor, Applicant, and so on. Calls of this
type are pre-configured accordingly so that the proposal submission forms for them contain
special sections to address the specific roles and the respective data as needed. Likewise, the
Proposal Submission Wizard for these calls will display the respective role options, as
configured for each call. For more information about calls with special roles, see Appendix C:
Calls with Specific Contact Roles at the end of this document.

Changing Main Contact Information

Only one Main Contact is allowed for each organisation. However, for business reasons, you may
need to change the Main Contact person details after the initial Main Contact assignment. For
example, you can edit the Main Contact details of the existing person, or you can assign an existing
Contact Person as the Main Contact replacing the original one, or you can first delete the Main
Contact and then add a new one, etc.

When the information about the existing Main Contact changes (or when you delete it), the system
will display a confirmation prompt warning you that you would lose the previous Main Contact data. If
you change an existing Contact Person as a Main Contact, or if you add a new contact person in the
Main Contact role, the previous Main Contact will automatically become a Contact Person — the two
roles will be reversed.

In addition, all changes in the Main Contact details will be automatically reflected in the Administrative
Form.

Role Rights
The following table highlights the differences between a Proposal Coordinator and Partner actions:

Yes No

Yes No
Yes No
Yes Yes
Yes Yes, with full rights only row for

organisation that user belongs to

Yes Yes, with full rights, only for
organisation that user belongs to

The Timeline around the Deadline

Proposals can be submitted multiple times before the call deadline specified in the information
package of the call, available from the Participant Portal. Calls deadlines are fixed and will
normally not be extended. Only the most recently submitted version will be evaluated, whereas
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each newly submitted version overwrites the previous one. After the call deadline, the proposal
can no longer be modified and no further participants can be invited. Practise the proposal
submission procedure well before the deadline to ensure a risk-free submission of your proposal
and proper correction of errors and warnings.

After the deadline, the proposal remains available in read-only mode and can be accessed by the
coordinator and the proposal participants before the deadline.

The Online Submission Wizard: Screens and Access to User Actions

The electronic submission system screen is composed of the following elements:

A progress bar banner showing the proposal completion progress.

Buttons for the available actions.

The ID card of your proposal — shown on the left-hand side of the screen. The information
displayed there is completed as the user progresses. You can click on the Acronym, ID, PIC,
and Contact tabs.

Configuration status check tool — it is displayed in the bottom left part of the screen. In the
visual example below, the configuration complies with the minimum requirements.
Navigation buttons available in the bottom right corner of the screen.

The most important pages of the online submission wizard are briefly described below.
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SER NAME
. sepsub USER
. EE-08-2015

SUBMISSION DEADLINE
04  June 2015 17:00:00 CET
u days left until dosure

[ WARNING: This proposal contains changes that have not yet been submitted. .

LOGIN FUNDING SCHEME CREATE DRAFT SUBMIT
® ® @ @ e —
Q) -
Step 5 Edit Proposals' Forms
Edit Proposal @ In this step you can edit the administrative forms and upload the proposal itself. @
H2020-EE-2015-2-RIA

Administrative Forms

Edit will open the forms in Adobe Reader. @

editforms

Part B and Annexes

In this section you may upload the technical annex of the proposal (in POF format only) and
any other requested attachments. @

Configuration OK

Download Part B
lfemplates

Viskt our 'How to' user guide

Vist our 12020 Oniine Manual

Mandatory Part B Section upload
1-2-3
Mandatory Part B Section upioad
45

9
Optional annex with title

i ‘Ethics-Supporting

(3 Document(s)’

73

73

Progress bar

Proposal ID card

o > 0o e

Action buttons

<< Step 4 - Paries

Proposal information panel

Configuration status check tool

Wizard Step 3: CREATE DRAFT

European Commission - Proposal Submission Service — User's Guide (04-11-2016)

Page 72 of 124



The picture below shows the CREATE DRAFT screen of the wizard:
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LOGIN

FUNDING SCHEME

CREATE DRAFT

PARTIES

EDIT PROPOSAL

Step 3

Create a Draft Proposal

EIT-KICS-2016

E1 4 |y 2018 17:00:00

days left until closure

Configuration OK

Download Part B
Templates

R

@

Visit our 'H2020 Online Manual'@

Visit our "How to' user guide

Create a Draft Proposal

Please enter the following information to create a draft proposal. Please note that fields marked

with a star (*) are mandatory.

Your organisation

SusMmIT

Pc-@ |

Short name* @ ’

Organisations you have been previously associated with. Click to select.

- PIC: 985234213
TEST REGISTRERING
Test
Trondneim, NO
VAT NiA

PIC: 528503833
ASCONIT CONSULTANTS

6-5 espace Henry Valide. Parc scientiique Tony Gamier

LYON. FR

PIC: S34508058
test registration_eac_tolls

e
9aRgoging. HR

@

-~

Search for your organisation PIC

Your Role

Please indicate your role in this proposal

4

@ Mancontact

Your Proposal

Please choose an acronym for your proposal. It will appear also in the "General Information™
section of the submission form Part A and can also be updated there.

Q_5| |
—

Please restrict acronym to latin characters

Acronym® only

Short Summary {max. 2000
characters)®
Character count:
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Enter your organisation Search criteria

Select a previously associated organisation

Click to start the organisation Search procedure
Select your role Main contact or Contact person
Enter proposal acronym

Enter proposal short summary

Click the Next button

NoOokwNE

Wizard Step 4: PARTIES
The picture below shows the PARTIES screen of the wizard:
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LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT

s @ & @ L ®
Step 4 Parties A

Manage Your Related

In this step you as coordinator should manage and review the participants of your proposal.

Parties Only you as coordinator can edit the elements on this screen.
H2020-JTI-FCH-2016-1 Note: Your changes be applied only after you click the "Save Changes" button.
USER NAME 1 o : o
sepsub USER Number of participants:

TOPIC . s _op 2po
EOILDNAE016 ‘@ | Consortium eligibility |
) Call requires at least 3 participant(s) from different EU member states or associated countries, currently you ’

TYPE OF ACTION
FCH2-RIA

have 1. 2
N oomaa o6 [5)
ACRONYM ‘

122 EST REGISTRERING sepsub USER - Main contact om

Test, 9000 Trondheim, NO
PIC: 968234213

DEADLINE (Brussels Local Time} e _
03 | May 2016 17:00:00 ge Org Contact LEAR

days left until closure

DRAFT ID | SEP-210353803

Check Config

Download Part B ¢
Templates s

Visit our 'How to' user guide @&

Visit our 'H2020 Online Manual' @

Click to add a new Partner

Click to open Help instructions

Warning on the required number of participants
Add contact

Contact info

Edit contact

More info

Next button

Edit participant information

©CoNoO~WNE
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Wizard Step 5: EDIT PROPOSAL

The picture below shows the EDIT PROPOSAL screen of the wizard:

LOGIN

FUNDING SCHEME

CREATE DRAFT

PARTIES

EDIT PROPOSAL SUBMIT

&
Step 5

Edit Proposal

EIT-KICS-2016

USER NAMKE

sepsub USER

OPIC

EM-Food

OF ACTION

o
m

o

KIC:!

ACRONYM

test

DRAFT ID | SEP-210354086

DEADLINE (Brussels Local Time

14 | July 2016 17:00:00

J

days left until closure

Ll Eer >

Edit Proposals' Forms

In this step you can edit the administrative forms and upload the proposal itselfr

P

{ WARNING: This proposal contains changes that have not yet been submitted... ]

Administrative Forms

Edit will open the forms in Adobe Reade

3
P

Part B and Annexes

In this section you may upload the technical annex of the proposal (in PDF format only) and
any other requested attachments

A Declaration of honour

B1 Proposal

Configuration OK

Download Part B

¥
Templates 2

Visit our ‘How to’ user guide @
Visit our 'H2020 Online Manual' @

B2 Estimated financial
recourses

C Motivation and
Commitment Declaration

€

=0

(&)

Uploaded file pdf @
Proposal_file pdf @
®

10

%
5 © o o]

11 ¥

1. Click to open general help instructions for editing proposal forms
2. Click to open specific help instructions on forms editing
3. Action buttons
4

Click to open specific help instructions on uploading documents
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Click to download latest proposal requirements package
Click to upload required document

Click to delete an uploaded document

Indication if the required document was uploaded

. Indication if a required document is missing

10. Document upload help

11. Navigation and action buttons

©Ce~No O
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Wizard Step 6: SUBMIT

The picture below shows the SUBMIT screen of the wizard:

Step 6 Your proposal has been successfully submitted
Submit ]
Your proposal was submitted on: 31 March 2016 at 11:12:00 (Brussels Local Time)
HP-FPA-2014 fs pe:rjtrnf tr;e HP-FPA-2014 call, before the deadline of 30 April 2016 at 17:00:00 (Brussels
ocal Time).

USER NAME

Your project ID is 646605. This number is important and will be used as future reference during
Wojciech KUBICKI

the evaluation process.

TORIC

ECC-01-2014

Revisit your Proposal

CONS-FRA

You may edit your proposal and re-submit at any time before
the deadline of 30 April 2016 at 17:00:00 (Brussels Local
Time) by clicking the "re-edit proposal” button.

ACRONYM

Test proposal

FINAL ID
DRAFT ID

616605

SEP-238330351

TYPE OF ACTION ‘

A digitally signed and time-stamped version of the latest
submitted version of your proposal can be viewed/down-

\ loaded. Note: this can take from a few seconds to several

‘ hours depending upon system load. Please contact the Service
Desk if it is not yet available 72 hours after a call closure.

DEADLINE (Brussels Local Time
30 | April 2018 17:00:00

days left until closure

E:lEEe

Check Config ¥ ] ) )
You may withdraw the proposal at any time prior to call closure.

Visit our How to’ user guide &' In doing so it will not be passed to the evaluation stage.

Visit our 'H2020 Online Manual' @&

The Participant Portal: Screens and Access to User Actions

The Research and Innovation Participant Portal is your entry point to the Online Submission Service. It
allows you to carry out the following actions:

e Familiarize yourself with the overall research and innovation grant process by first consulting
the HOW TO PARTICIPATE page on the Participant Portal.

Decide on the funding opportunity that you want to apply for.

Select your Partners — check Partner information in the Beneficiary Reqister.

Register as a user in ECAS.

Register your organisation and your Partner organisations in the Beneficiary Register.

Login to the Participant Portal and Select your Topic to access the Online Submission Service.
Use the MY AREA > My Proposals / My Organisations pages to access your draft and
submitted Proposals.
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https://ec.europa.eu/research/participants/portal/desktop/en/home.html
http://ec.europa.eu/research/participants/portal/desktop/en/funding/index.html
https://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
https://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
https://ec.europa.eu/research/participants/portal/desktop/en/proposals/index.html
https://ec.europa.eu/research/participants/portal/desktop/en/organisations/index.html

Participant Portal: Before You Log In

Create an ECAS account or, if you already have an account, log in to your ECAS account. Before
logging in, familiarize yourself with the grant process, the funding opportunities and check Partner
information.

(A-Z) Sitemap About this sste Contact Legal Notice | English

m RESEARCH & INNOVATION

European

Commission Pal’tl(ipant Portal

European Commission > Research & Innovation > Participant Portal> Home

HOME FUNDING OPPORTUNITIES HOW 7O PARTICIPATE EXPERTS SUPPORT «

Horizon 2020 Funding

Starting from 1/1/2014

On this site you can find and secure funding for research & innovation projects under the following EU programmes:

* 2014-2020 Horizon 2020 - research and innovation framework programme

* 2007-2013 7th research framework programme (FP7) and Competitiveness & Innovation Programme (CIP)

Non-registered users Registered users
e search for funding ® submit your proposal
e read the H2020 Online Manual & download the e sign the grant
legal documents * manage your project throughout its lifecycle

check if an organisation is already registered

contact our support services or check our FAQs

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF

€ Europ2an Communities

Participant Portal: The ECAS Login Screen

When you click m, you will be prompted to log in through the ECAS login screen, as shown in
the picture below. This screen appears in the same window and after login (or registration) you will be
redirected to the Home page of the Participant Portal.
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E U Log i n (P | Engishen)

One account, many EU services

research requires you to authenticate

Sign in to continue

Welcome back

Costin-Paul LUPUEext ec europa.eu

Sign in with a different e-mail address?

Authentication method

Password

Password

Lost your password?

About EU Login - Cookies  Prvacy Statement  Contact  Help Powered by

European
Commission

_ =
European Union  EU institutions 501-gna| 14 ms = ..

Participant Portal: The ECAS Login Domain Selection Screen

Once logged in, your personalised MY AREA tab appears. Here you can access your Organisations,
Proposals, Projects, Notifications, and Experts.
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Participant Portal: The HOW TO PARTICIPATE Page

This page is your main source of information as you prepare for submitting your proposal. It allows you
to:

Register your and your Partners' organisations in the Beneficiary Register
Read the H2020 Online Manual and a number of Reference Documents
Carry out a Financial Capacity Self-Check

Check the conditions regarding SME Participation
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European

Commission

European Comr

H2020 Online Manual

s

Reference Docume

Seneficiary Register I

Financial Capacy Seif-Check

SME Participation

(A-Z) Skemap About this site Contact Legal

m® Portal > Funding

EXPERTS SUFPORT =

How to participate

The first steps to prepare your proposal and apply for EU research funding, Learn
how to find b sutable Call for proposals or project partners and how to submat

your proposal
The following gusdance services faclitate your participation

H2020 Online Manual: step-by-step online guide through the Portal processes

from proposal preparation and submission to reporting on your on-going project

Reference documents: ibra al documents, gudance notes, and

additional reference material for H nd FP7

search for slready registered organisations and theirr PICs

Financial viability self-check tool allows y simulating the financ
ganisaton

SME participation: dedicated H2

FIND FIND CREATE REGISTER SUBMIT

acall partners your account your organisation a proposal
() (2} ©. 0. (5)
Al AL AL

Step | - Find a suitable Call for Proposals H2020 ONLINE MANUAL

The Commission publishes on the Participant Portal all the Calls of its research and innovation programmes H2020, and
you can search calis from pravious programmes (FP7 and CIP). In addtion you can find information about same
addtional calls in the Other Funding Opportunties section. If you apply for the first time and do not know yet the
programmes, it is useful to read the H2020 Online Manual. It helps you choose the most suitable programme for your
area and profile, Besides, you can search according to your research topsc with key woeds and set filters in the calls list,

Your Natonal Contact Pos

t can alzo help you find the most sutable call for your profile. SMEs are in addton supported

se Europe Network,

Step 2 - Find project partners or apply as an individual | H2020 ONLINE MANUAL

Collaborative projects: most of the EU funded projects are collaborative projects with at least 3 organisations from
different EU Member States or Assocated countnias. Vanous partner search sarvices help you to find organisations that
would ike to particpate in the proposals. You can aiso post your collaboration offers there.

Individual rescarcher or team: [t i5 also possible to submit your proposal as an individual researcher, team or

organssation, Such cpportunities are mainly funded under the H2020 European Research Council (ERC) grants and the
Marie Sklodowska-Curie actions (MSCA), and individual SMEs can apply to the H2020 SME instrument.

Step 3 - Creote an account on the portal  H2020 ONLINE MANUAL

To fill in the required forms and submit them electronically to the Commussion, you first need to create an account on the
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Participant Portal: The BENEFICIARY REGISTER Page After Login

The Beneficiary Register page is accessible via the HOW TO PARTICIPATE page. It allows you to:
e Search through the registered organisations database and check if your desired Partners'
organisations are already registered in Participant Portal.
e Start (or Resume) the organisation registration process via the Beneficiary Register.

(A-Z) Sitemap About this site Contact Legal Notice | English ¥

RESEARCH & INNOVATION

European

Commission Participant Portal

European Commission > Research & Innovation > Participant Portal > Organisation Search

HOME FUNDING OPPORTUNITIES HOW TO PARTICIPATE EXPERTS SUPPORT ~

My Organisation(s)

My Proposal(s) Beneficiary Register H2020 ONLINE MANUAL

My Project(s)
My Notification(s)

My Expert Area The Commission has an online register of the beneficiaries participating in the EU research and innovation

or education, audiovisual and cultural programmes. This allows consistent handling of the beneficiaries' official
data and avoids multiple requests for the same information.
H2020 Online Manual
If you want to participate in a project proposal, your organisation needs to be registered and have a 9-digit
Participant Identification Code (PIC) that is the unique identifier of your organisation and will be used as a
reference by the Commission in any interactions.

Reference Documents
Beneficiary Register

Financial Capacity Self-Check

Is your organisation already registered? Search PIC
SME Participation

As you have to register your organisation only once, please see first if it has already been registered.

0

If you did not find your organisation in the register, you can start its registration below.
Register your organisation

Please note that you need to have a valid ECAS account to start registering your organisation or update its data. Login

in the Portal or create your account, if you are a new user.

Please keep the legal data of your organisation at hand. You may check the information that will be necessary
for the registration in the user manual. To start registration, click on the button below.

You can quit the registration process at any time; the data entered can be saved as a draft and you may continue
your registration at a later time. Save the already entered data by clicking on the Save draft button at the bottom
of the reqistration tool before you quit it.

After providing all the necessary details, click on the Confirm button to submit your registration. You will receive a
PIC number that should be used in any interactions with the Commission in the future.

If you did not finalise the registration, you can continue it later on My Organisations of the My Area section.
Incomplete, draft registrations are automatically deleted after one year.

You can modify your organisation data also on the My Organisations page of the My Area section.

Once your data has been validated by the Validation Service team, only the Legal Entity Appointed
Representative (LEAR) (or the persons with an "Account Administrative" role for this organisation) will be able to
request the modification of the data and provide the corresponding supporting documents on the My Organisations

page of the Participant Portal.
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Participant Portal: The FUNDING OPPORTUNITIES Page
The Funding Opportunities page is your access point for searching and selecting Calls for proposals.
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European Commission > Research & Innovation > Participant Portal > Funding Opportunities

HOME = FUNDING OPPORTUNITIES = HOW TO PARTICIPATE EXPERTS  SUPPORT w

English ~ ‘

My Organisation(s)
My Proposal(s)

My Project(s)

My Notification(s)

Funding Opportunities

H2020 ONLINE MANUAL

Find the European Union funding opportunities and search for new or closed calls,

grouped by the following programmes:

My Expert Area

Horizon 2020 - EU research funding from 2014

Horizon 2020
Calls (3]

Search Topics =
Horizon 2020

Call Updates (3]

Other EU Programmes
2014-2020

Research Fund for Coal & Steel

e —

Horizon 2020 is the new EU funding programme for

COSME

3rd Health Programme research and innovation running from 2014 to 2020
with a €80 billion budget. The first calls for proposals
for Horizon 2020 were published on 11 December
2013. Its simplified rules and submission and grant
management tools should facilitate participants' tasks.
For practical guidance, see the H2020 online manual.

Consumer Programme

FP7 & CIP Programmes

2007-2013 )
H2020 supports SMEs with a new instrument that runs
Calls &) throughout various funded research and innovation
fields, so it should be easy for SMEs to find
Call Updates &

opportunities in many calls.

H2020 also aims to enhance EU international research
I cooperation so there are more opportunities for Third
Country participation.

I Other Funding Opportunities

Having built H2020 around the main societal challenges
like an ageing population, food security, energy
efficiency, the EU attaches high importance to embed
socic-economic sciences and humanities into the work
programme.

Another important priority of the Commission is to
ensure gender is embedded in the design of Horizon

2020 project proposals.

FP7 and CIP - previous programmes

Participant Portal: The CALLS Search & Selection Page

Seventh Framework Programme (FP7)
Competitiveness and Innovation Framework Programme (CIP)

other research and innovation programmes

COSME

Programme for the Competitiveness of Enterprises and
SMEs (COSME) will run from 2014 to 2020, with a
planned budget of €2.3bn. It will facilitate SME access
to finance, create supportive environment for business
creation, help small businesses operate outside their
home countries and improve their access to markets.

3rd HEALTH PROGRAMME

The Third Health Programme will run from 2014 to
2020, with a planned budget of 449 million EUR. It will
support actions that complement, support and add
value to the policies of the Member States to improve
the health of EU citizens and reduce health inequalities
by promoting health, encouraging innovation in health,
increasing the sustainability of health systems and
protecting Union citizens from serious cross-border
health threats.

CONSUMER PROGRAMME

The Multiannual Consumer Programme 2014-2020 has
a planned budget of 188 million EUR. It will support
actions that ensure a high level of consumer protection,
that empower consumers and that place the consumer
at the heart of the internal market.

Other Funding Opportunities
This page lists additional research activities, initiatives
executed by several Member States or joint

programmes, co-funded calls, thematic opportunities,
and intergovernmental actions.

Call updates

The page displays the latest updates to the calls, like

The CALLS search & selection page for the selected Programme contains a filtering/search panel at
the top of the page and a result list of Calls (depending on your filtering criteria) in the form of clickable
boxes situated below. If you tick a specific Call box, you will be directed to the Call Details page for

that Call. The picture below shows a list of Horizon 2020 calls.
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Participant Portal

European Commission > Research & Innovation > Participant Portal > Calls
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e Horizon 2020
My Project(s)
My Notification(s
Y (s) Excellent Science Type
My Expert Area [F] European Research Council Proposal
[[] Future and Emerging Technologies | Tender
D Marie Sklodowska-Curie actions Status
Horizon 2020 [[] Research infrastructures @ Open
Industrial Leadership = | d
Calls & Leadership in enabling and industrial technologies(LEIT) Close
z [T] Access to risk finance @ Forthcoming
Search Topics
[F] innovation in SMEs -
Call Updates 8 Filte FILTER
Filters only programme and call titles and IDs, for extended search go to the Search Topics page.
Other EU Programmes
2014-2020
Sortby & Title © call1ld @ Publication Date © Deadline Date
Research Fund for Coal & Steel - = = £
COSME
Societal Challenges
3rd Health Programme EU-Japan Research anr.! . Prize - Innovation SOFT MOBILITY for GROWTH 2014-2015
Development Cooperation in Net -Innovation- H2 MG- 5 s
Futures TRATERS 2 3
Consumer Programme
Pub.Date: 07/0: Pub.Date: 07/01/2014 Deadiine: 16/04/2014
FP7 & QP prOgrammeS Societal Challenges Societal Challenges Societal Challenges
2007-2013 MOBILITY for GROWTH 2014-2015 MOBILITY for GROWTH 2014-2015 MOBILITY for GROWTH 2014-2015
calls 8 a H2 MG-2 Single A 2 MG 4_TwoStages
Call Updates B
Other Funding Opportunities Societal Challenges Societal Challenges Societal Challenges
MOBILITY for GROWTH 2014-2015 MOBILITY for GROWTH 2014-2015 GREEN VEHICLES 2015
H2 MC _SingleSt M _SingleSt 4 H2 5

-
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Participant Portal: CALL Details - TOPIC Selection for a CALL
When you select a Call to submit a proposal for, you must select a Topic in the Call description tab

that opens.
These tab pages provide detailed information about the selected Call. To proceed to proposal

submission, select a Topic from the list.
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European Commission > Research & Innovation > Participant Portal > Opportunities

HOME  FUNDING OPPORTUNITIES HOW TO PARTICIPATE EXPERTS SUPPORT ~

My Organisation(s)
My Proposal(s)

My Project(s) EU-JAPAN RESEARCH AND DEVELOPMENT COOPERATION IN NET FUTURES
My Notification(s) H2020-EUJ-2014
My Expert Area Publication date 2014-01-07 Deadline Date 2014-04-10 +17:00:00 (Brussels local time)
Budget €6,000,000 Main Pillar Industrial Leadership
Status [ Open | 03 reference 0] C361 of 11.12.2013

Horizon 2020
Calls (3]

Search Topics

Call Updates 8

Call description Call documents Get support Subscribe to Notifications

Other EU Programmes
2014-2020 lcan summary

Research Fund for Coal & Steel

COSME [The coordinated call by the Ministry of Internal Affairs and Communications of Japan (MIC) can be found at
http://www.soumu.go.jp/menu_news/s-news/01tsushin03_02000065.html

3rd Health Programme
[The coordinated call by the National Institute of Information and Communications Technology of Japan (NICT) can be

Consumer Programme Ifound at http: vw.nict.go.jp/collabo/commission/20140107kobo.html|
FP7 & CIP Programmes Call updates
2007-2013

Calls « 2014-01-2314:11:55

Call Updates 8

The submission session is now available for: EUJ-1-2014(RIA), EUJ-2-2014(RIA), EUJ-3-2014(RIA),
EUJ-4-2014(RIA)

Other Funding Opportunities

[Topics and submission service

e EUI-1- 4: Technologies combining big data, internet of things in the cloud

e EUJ-2-2014: Optical communications

e EUI-3- 4: Access networks for densely located users

e EUJ-4-2014: Experimentation and development on federated Japan - EU testbeds

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF
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Participant Portal: Accessing the Submission Service for a Selected Topic

After you select the Call and the specific Topic, click to start the Proposal
Submission process in the Online Submission Wizard, which will open in a new window (see the

previous section for a more detailed description of these screens).
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European Commission > Research & Innovation > Participant Portal > Opportunities
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My Organisation(s)

My Proposal(s)

My Project(s) EU-Japan Research and Development Cooperation in Net Futures
My Notification(s) H2020-EUJ-2014
My Expert Area Publication date 2014-01-07 Deadline Date 2014-04-10 17:00:00 (Brussels local time)
Total Call Budget €6,000,000 Main Pillar Industrial Leadership
Status Open 0] reference 0] C361 of 11.12,2013

Horizon 2020

Calls ()]
Topic: Technologies combining big data, internet of things in EUJ-1-2014
Search Topics the cloud
Call Updates 8
Topic Description Topic Conditions & Documents Submission Service

Other EU Programmes

2014-2020 : ; ; ) ;
To access the Electronic Submission Service of the call, please select the type of action that is most relevant to your
Research Fund for Coal & Stee| proposal from the list below. You will then be linked to the correct entry point.
COSME To access existing draft proposals for this call, please login to the Participant Portal and select the My Proposals page

of the My Area section

| 'Research and Innovation actiiv]g START SUBMISSION

3rd Health Programme

Consumer Programme

FP7 & CIP Programmes
2007-2013

Calls

Call Updates

Other Funding Opportunities

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF
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The Submission Service tab is your access point to the Online Submission Wizard.

Select the Type of Action from the drop down menu (usually there is just one Action) and then click
on the START SUBMISSION button to go to the Online Submission Wizard.

Participant Porta: MY ORGANISATIONS Page After Login

Log in and go to your personalised MY AREA tab, where you can access your Organisations and
perform different actions related to them — view or modify organisation details, view proposals for
these organisations, view roles, and view projects.

(A-Z) Sitemap About this site Contact Legal Notice | English +
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European Commission > Research & Innovation > Participant Portal > My Organisations

HOME  FUNDING OPPORTUNITIES HOW TO PARTICIPATE = EXPERTS  SUPPORT w m

My Organisation(s)
My Proposal(s) My Organisations H2020 ONLINE MANUAL ‘

My Project(s)
My Notification(s)

My Expert Area To access and manage your organisation data online, you must have registered the data initially or been
nominated as a Legal Entity Appointed Representative (LEAR) or an Account Administrator (appointed by the
LEAR). As a Financial Statement Authorised Signatory (FSIGN), you can have a view of your organisation data.
LEARs and Account Administrators can view all the roles of their organisation, nominate and revoke roles, as

well as access the list of projects and proposals.

My Registered Organisations

R view Modify View View \ View
LEGEND Organisations m Organisations Proposals a Roles Projects

Show 10 B entries Search
NAME - PIC G VAT 3 STATUS G ACTIONS
Sciant Associates Ltd. 949682381 BG0123456 DECLARED @
Shoving 1 to 1 of 1 entries. | « PREVIOUS i 1 i NEXT — |

Do you want to continue the registration of your organisation to receive a PIC?

If you started the registration of your organisation in the Commission register some time ago, but did not finalise it -
your organisation has not received a PIC number yet - you will not be able to see it above in the section My
Organisations. Please continue its registration by clicking on the button that leads you to the registration tool. You may
check the information that will be necessary for the registration in the user manual.

CONTINUE REGISTRATION

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF
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Your personalised MY AREA tab — click My Organisations to see a list of your registered (or draft)
organisations (organisations that you have a role with).

In the list of your organisations, you can use the View Proposals action button in case you have draft
or submitted proposals for that organisation.

In this visual example, the registration process for the organisation in the list is not yet complete, so
the system provides an option to continue the organisation registration process.

Participant Portal: The MY PROPOSALS Page After Login

After you log in, you will be able to use your personalised MY AREA tab, where you can access your
Proposals — drafts or submitted ones. The visual example below shows a proposal list with two draft
proposals:

In the list of proposals, each proposal will have a specific set of action buttons available depending on
its state, as described in the LEGEND area above the list.

(A-Z) Sitemap About this site Contact Legal Notice | English ~
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Participant Portal

European Commission > Research & Innovation > Participant Portal > My Proposals

European
Commi

EXPERTS = SUPPORT =

FUNDING OPPORTUNITIES = HOW TO PARTICIPATE

HOME

My Organisation(s)

My Proposal(s) My Proposals | H2020 ONLINE MANUAL

My Project(s)
My Notification(s)

This page provides a list of all proposals relating to you as a participant, as follows:

My Expert Area * proposals you have initiated or submitted as a Coordinator/Principal Investigator, or

e proposals you have contributed to as a project participant

You can view, edit or download your draft or submitted proposals, depending on the proposal status and the deadline

of the relevant call.

To start preparing a new proposal, go to Funding Opportunities, to the page of the call or topic that you want to apply
for, and enter the electronic submission system.

LEGEND a Edit Draft View Draft W View Submitted a Delete Proposal

Show 10 B entries Search
FUNDING PROPOSAL REMAININ
PROGRAM CALL SCHEME 1D ACRONYM ~ STATUS GTIME ST
H2020 H2020- SEP-2101424 SA Draft [34] (D)
EUI-2014 22
H2020 H2020- SEP-2101425 ASD Draft (34] (D)
EU3-2014 43
Shoving 1 to 2 of 2 entries. | — PREVIOUS 1 | NEXT— |

]
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APPENDIX A: COMPATIBILITY & TROUBLESHOOTING YOUR
SYSTEM CONFIGURATION

Mandatory System Requirements

The electronic submission system of the European Commission is a web application, so you will need
a working Internet connection to use it. Although the system has been tested with a set of typical
reference configurations, it is not guaranteed that the system will be fully functional on your computer.
The system provides a diagnostic window that will warn you about some possible incompatibilities.
To use the electronic submission system, ensure that your computer configuration complies with the
following mandatory system requirements:

Component Mandatory requirements

Adobe Reader Version X or above, all previous reader installations must be removed prior to
installing the latest version

Adobe Acrobat X Pro needs to be updated to the latest version (10.1.15).

Internet ADSL Line, 512 Kbps or faster
connection

Memory RAM - 512 MB of more
Screen Minimum 1024 x 768 of higher
resolution

JavaScript JavaScript must be enabled
Cookies Cookies must be enabled

Pop-up blocker No effect

User ID Valid user ID with the Commission (ECAS account)
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Recommended system configuration

The following table shows the operating systems and browsers actively supported by the system, as
well as the Adobe Reader version required for each configuration.

Operating system Internet browser Adobe Pro or Acrobat Reader

Windows Vista & 7  Internet Explorer from8to 11  Version X or above
Firefox 3.6 or above
Chrome from 10 to 44

Windows Vista 10 Firefox 40 Version X or above
IE 11
Chrome until 44

Mac OSX Safari 5 or above Version Xl

Linux Firefox 28.1 Version 9.5.5

(Xubuntu 14.04)

Note: The use of mobile devices for online submission of research proposals is not supported.

Troubleshooting Your System Configuration

The primary compatibility issue concerns the seamless viewing and editing of the pdf forms inside

your browser window once you click . Your browser will either display the forms in a
window or download them to your computer (after downloading them, you will be able to open
them in Acrobat Reader X or XI and complete them. Whether you work on the form inside your
browser window or with Acrobat Reader after downloading them, the end result is the same. In
either case, as described in User Action 4 above, once you click Validate, the form will perform a
check and provide you with the corresponding notices, When you click Save and Close the
information will be sent to and saved on the Commission's servers. REMEMBER: THE
DOWNLOADED FORM HAS A TIME STAMP FROM THE COMMISSION'S SERVERS AND IT
EXPIRES 2 HOURS AFTER IT IS DOWNLOADED .IF YOU DO NOT COMPLETE, SAVE AND
CLOSE THE FORM WITHIN 2 HOURS, YOU MUST DELETE THE OLD FORM, RETURN TO
THE WIZARD AND DOWNLOAD A NEW COPY OF THE FORM.
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LOGIN FUNDING SCHEME CREATE DRAFT PARTIES EDIT PROPOSAL SUBMIT

Step 5 Edit Proposals' Forms I
Edit Proposal

In this step you can edit the administrative forms and upload the proposal itself. e

H2020-SCC-2015

USER NAME

any other requested attachments. 7]

SUBMISSION DEADLINE
05 | may 2015 17:00:00 CET
E days left until closure

Technical Annex Section workflows. pdf

RS \.| Administrative Forms
TOPIC
SCC-01-2015 | Edit will open the forms in Adobe Reader. 7]
. TYPE OF ACTION |
. ACRONYM |
YEAH A TEST
/ Part B and Annexes
FINAL ID|€90721 |
LU lrfjEsseainr il | In this section you may upload the technical annex of the proposal (in POF format only) and

1-3
Technical Annex Section Technical_Annex.pdf
4-5
Configuration OK @
Optional annex 3: Ethics -
Download Part B Supporting Document(s)

Templates

Visit our ‘How to' user guide @

Visit our "H2020 Online Manual ﬂ

-

<< Step 4 - Parties
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The bottom left side of your wizard will indicate whether your system is configured to display the
form directly in your browser window:

Cenfiguration unconfirmed

T You're using Firefox 21 on

Windows. Adobe Reader is
not installed or not
enabled.. Under these

,L conditions, all PDF forms will
— have to be downloaded on
your computer in order to be
edited.

Configuration OK V)
Download Part B

Templates

Visit our ‘How to’ user guide QT 0 For moee informalion, go ta
o - } the help page, or read the
Visit our 'H2020 Online Manual' @ Starter Manual.

Configuration OK: your system meets the minimum requirements and all PDF forms will open
directly in your browser.

Configuration unconfirmed: your browser does not meet the minimum requirements and all PDF
forms will be downloaded and opened offline, outside your browser.

What to do if your system configuration is not OK?

1. Make sure you have the correct version of Adobe Reader installed (see compatibility section
above) and set up as your default PDF handler. If you have an older version of Adobe Reader,
uninstall it before installing the new version. To download Adobe Reader, go to Adobe Reader
Download and follow the instructions.

2. Most browsers have their own built-in PDF viewers. If your browser's built-in PDF viewer is not
allowing you to properly open, view and edit the Administrative form in step 5, it is
recommended that you disable your browser's PDF viewer and instead use the corresponding
Adobe Reader plug-in. This way you will be able to open up, view and edit the form within the
browser. As stated above, you can also complete the form offline and then save it to the
Commission servers,.

The following instructions explain how to enable the Adobe Reader plug-in for the supported
browsers and operating systems.
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On Windows

Internet Explorer 7, 8 and 9

The steps to enable the Adobe PDF plug-in vary depending on your version of Internet Explorer.

Select Tools and click Manage Add-ons.

o (Or select Tools > Internet Options, click the Programs tab, then click Manage Add-
ons.)

In the Show pop-up menu, select All Add-ons.

o (In some versions the option reads: Add-ons That Have Been Used by Internet
Explorer.)

Scroll to the section of add-ons for Adobe Systems and select Adobe PDF Reader.
If the status of Adobe PDF Reader is set to Disabled, click the Enable button.
Click OK to confirm.

Firefox 3.6 up to 18

Select Tools and click Options.
Click the General tab, then click Manage Add-ons.

Click the Plug-ins tab (purple/blue icon). (The layout of this dialog box differs depending on the
version.)

Find and select Acrobat or Adobe Reader:

If the Disable button is displayed (as shown above), the add-on is enabled and no action is
required.

If the Enable button is displayed, click Enable.

Firefox 19 and above

Please note that Firefox 19 and above has a built-in PDF viewer. You will need to enable the
Adobe PDF reader plugin.

Click Tools and then click Options
Select Applications
In the Content Type column, find Adobe Acrobat Document and click to select it

In the Action column, click the corresponding drop-down arrow and select "Use Adobe Acrobat
(in Firefox)".
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Options
= [=<="] [l
e ==
J ol it | g Es -
General Tabs Content ~ Applications  Privacy  Security  Advanced
Search »
Content Type + Action
[@ 3GPP2 Movie (video/3gpp2) B Use QuickTime Plug-in 7.7.4 (in Firef.. =
@ AAC audio (audio/mpd) B Use QuickTime Plug-in 7.7.4 (in Firef...
@ AAC audio (audio/x-mda) & Use QuickTime Plug-in 7.7.4 (in Firef... =
@ AAC audio (protected) B Use QuickTime Plug-in 774 (in Firef...
@ AAC audio book B Use QuickTime Plug-in 774 (in Firef...
@ AC3 Audio & Use QuickTime Plug-in 774 (in Firef...

] Adobe Acrobat Document l Use Adobe Acrobat (in Firefox) - ]

"% Adobe Acrobat Forms Document (a... [ Use Adobe Acrobat (in Firefox)

=] Adobe Acrobat Forms Document (a... [ Use Adobe Acrobat (in Firefox)
| Adobe Acrobat XML Data Package F... [ Use Adobe Acrobat (in Firefox)

@ AMC Movie & Use QuickTime Plug-in 774 (in Firef...
@ AMR Audio & Use QuickTime Plug-in 774 in Firef.. _
l oK ] I Cancel I [ Help

Google Chrome

Google Chrome uses the Chrome PDF Viewer as the default application to open PDF files. In
order for the system to open up the PDF eForms within the browser you must disable Chrome
PDF viewer

e On your browser type chrome://plugins
o the Plug-ins page will be displayed

e Disable Chrome PDF Viewer

¢ Enable Adobe Acrobat plug-in

Older Google Chrome version plugins page:
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% Plug-ins

€ - C A Ochrome/plgns

Far quick access, place your bookmarks here on the bookmarks bar, Import bookmarks now. .,

Plug-ins

Plug-ins (7)
Flash (2 files) - Version: 11.0.1.142

Shockwave Flash 11.011
Disahle

Java (2 files) - Version: 5.0.290.11
MPRuntime Script Plug-in Library for Java(Tht) Deploy

Dizahle

Adobe Acrobat - Version: 9.4.5.236
Adobe PDF Plug-In For Firefox and Metscape "9.4 5"
Dizahle

Remoting Viewer
Dizable

Native Client
Dizable

Enable @

Default Plug-in - YYersion: 1
Provides functionality for installing third-party plug-ing

Dizahle

w A

Details

Latest Google Chrome version plugins page:
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&« C [ chrome://plugins

Plug-ins (15)

Adobe Flash Player (2 files) - Version: 11.7.700.203
Shockwave Flash 11.7 r700

Disable D Always allowed
Windows Media Player - Version: 1.0.0.3
np-mswmpg

Disable |:| Always allowed

Chrome Remote Desktop Viewer
This plugin allows you to securely access other computers that have been shared with you. To use this plugin you must first insta

Disable O Always allowed

Microsoft Office (2 files) - Version: 14.0.4730.10140
Office Authorization plug-in for MPAPL browsers

Cisable |:| Always allowed

QuickTime Player (7 files) - Version: 7.7.3 (1650.64)
The CQuickTime Plugin allows you to view a wide variety of multimedia content in Web pages. For mare information, visit the Quig

Disable O Always allowed
Mative Client
Disable D Always allowed

Enable

Adobe Reader - Version: 10.1.4.33 Download Critical Security Update
Adobe PDF Plug-In For Firefox and Metscape 10.1.4

Disable O Always allowed
Google Update - Version: 1.3.21.145

Disable |:| Always allowed

Java(TM) (2 files) - Version: 5.0.270.6 Download Critical Security Update
Mext Generation Java Plug-in 1.6.0_37 for Mozilla browsers

=1

Manage your settings to use the offline form with Chrome

Adobe plugin support for Google Chrome ends with version 45. Plug-in support will also be
discontinued for Microsoft Edge. Because of this, it will no longer be possible to work with Part A
forms online. It will, however, still be possible to work in the offline mode. This section aims to
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facilitate the configuration of Chrome and Adobe to be able to work in offline mode. You can,
however, still work with the offline forms using Adobe Acrobat X Pro in version 10.0.0. All
screenshots shown in this section feature the Adobe Acrobat Reader 10 or higher.

It is advised to work rather in online mode using alternative browsers that support the Adobe
Reader plugin rather than working in the offline mode. You can find the list of browsers supported
in the "Minimum Technical Requirements" page.

Important information for users working in the online mode:

You may use previous versions of Chrome (version 43 or 44) when working in the online mode. To
work in the online mode, you will need to update Adobe Acrobat X Pro to the latest version
(10.1.15).

Please note that you will have to update Adobe Acrobat X Pro to the latest version
(currently: 10.1.15) and check your Firefox settings accordingly as shown in the figure
below.

‘rmm«ﬁnm‘ 2 3% options x OB
(‘ &) Firet about:preferences®applications

Applications
P
& Applications PP e Sy -
wirD I'U.'HI:H JUUIIU.dUU‘U/IIZ)}L‘(}, s U.\L‘\(H‘LRHH:L’P‘ILK_;‘III 0 unruecion) %

2. MP3 Format Sound (audio/x-mpeg) B Use QuickTime Plug-in 7.7.7 (in Firefox)

@ MPEG-4 video B Use QuickTime Plug-in 7.7.7 (in Firefox)

& Podcast : L' Preview in Firefox

& Portable Document Format (PDF) B Use Adobe Acrobat (in Firefox) -

@ QuickTime Movie B Use QuickTime Plug-in 7.7.7 (in Firefox)

@ Session Description Protocol (application/sdp) B Use QuickTime Plug-in 7.7.7 (in Firefox) B

@ Session Description Protocol (application/x-sdp) B Use QuickTime Plug-in 7.7.7 (in Firefox)

B Video Podcast £ Preview in Firefox

& VLC media file (aiff) (audio/aiff) B Use QuickTime Plug-in 7.7.7 (in Firefox) =
?

Open a new tab in your browser and go to Tools > Options > Applications and select 'Use
Adobe Acrobat in Firefox'.
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You can download the latest version of Adobe Reader here:
https://www.adobe.com/support/downloads/product.jsp?product=1&platform=Windows

o Set Adobe Reader as default PDF viewer in your system

If Adobe Reader XI (or X) is not set as PDF viewer in your system then perform the following
steps:

Open Adobe Reader and navigate to Edit -> Preferences:

b5ald922 - o
File I:EI View Window Help
Hg
Select All Ctrl+ A
Deselect All Shift+Ctrl+A

Copy File to Clipboard

i[@]i Take a Snapshot

Check Spelling 4

Q End Ctri+F

Advanced Search Shift+Ctrl+F
Protection »
Accessibility »

Manage Tools

Preferences... Ctrl+K
I,
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Select <General> and press <Select as Default PDF Handler>:

" R— .
TR _

Categories: Basic Tools

Commenting [] Use single-key accelerators to access tools
f Documents Create links from URLs

Full Screen

and tool select text & images
Make Hand tool read articles

Page Display

[ Make Hand tool use mouse-wheel zooming
30 & Multimedia [] Make Select tool select images before text
A ibili
A;;zs:Olnlﬁyr;e Services || Show online storage when opening files
Email Accounts Show online storage when saving files
Forms
Identity || Use fixed resolution for Snapshot tool images: 72 pixels/in l’\\i
Internet
JavaScript
Language

Scale for screen resolution (restart required): @ Auto-Detect () No Scaling

Measuring (2D
Measuring (3D)

Measuring (Geo) Warnings

Multimedia (legacy) [7] Do not show edit warnings Reset All Warnings
Multimedia Trust (legacy)

Reading

Reviewing Messages from Adobe

zaarch Show me messages when 1 launch Adobe Acrobat Reader DC
ecurity

| Security (Enhanced) [T Don't show messages while vi g a document

Signatures

Spelling Application Startup

Tracker

[] Use only certified plug-ins Currently in Certified Mode:  Ves

Trust Manager
Units
Usage Information

Select As Default PDF Handler

.

h _— e e = = = == e 4

In Adobe Reader XI and X also the following popup window appears. Select Adobe Reader Xl MUI
(or X) and press <Apply>.

E ™
Select Default PDF Handler [

Selecting the default PDF handler will change the#DF application used for
Windows shell operations and POF filles viewed.in a weh browser.

Some changes may not occur until the System is restarted. This operation
may take more than a minute.

Select Adobe Product:

Adobe Reader XI MUI -

-

If the <User Account Control> popup window appears then press <Yes>.

Double Click any PDF file stored locally in your PC and check whether it opens in Adobe Reader.
If not, restart your system.
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e Disable Chrome PDF Viewer

The configuration shown below concerns Chrome version 45 and is expected to work from
Chrome version 42 to version 46.

If you received the following warning message, then disable your browser's PDF viewer following
the steps described below.

Open Chrome browser and navigate to "chrome://plugins/"
Disable Chrome PDF Viewer.

€« C A [ chrome:/plugins

Plugins

Plugins (4)
Chrome PDF Viewer (2 files)

Name: Chrome PDF Viewer
Version:
Location: chrome-extensiony//mhjfbmdgcfbbpaeocjofoh
Type: BROWSER. PLUGIN
Disable
MIME types:  MIME type Description

applicatien/pdf

Name: Chrome PDF Viewer
Description:  Portable Docume)

Version:

Location: internal-pdf-viewer

Type: out-of-process)

MIME type: Description File extensions

application/x-google-chrome-pdf Portable Document Format  .pdf
Disable Abways allowed to run

Restart your computer.

Safari 5

e Choose Action menu > Preferences and click Security. (The Action menu is near the upper-
right corner of the Safari window, and looks like a gear.)

e Make sure that the "Enable plug-ins" checkbox is selected

Safari will by default display PDF files using the Adobe Reader plug-in.
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Security G |

A fd @ S [ QL & O

General Appearance Bookmarks Tabs R55  AutoFill Security Privacy Bxtensions Advanced

Fraudulent sites: Warn when visiting a fraudulent website
Web content: Enable plug-ins
Enable Java
Enable JavaScript
Block pop-up windows

Ask before sending a non-secure form to a secure website

Opera 19

The latest Opera version will not display the pdf forms inside the browser. It will automatically
download them in your download folder. You will need to open and work on them using the Adobe
Reader or Adobe Pro application. When you are ready to click on the embedded Validate Form
link or on the embedded Save and Close link, make sure your computer is connected to the
internet, so that the information can be automatically validated or uploaded and saved to the
Commission's servers.
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On OS X

In OS X, the latest versions of Adobe software, Acrobat 10.1.x or XI and Reader 10.1.x or Xl
support viewing of PDF files only inside the Safari browser. Other browsers, such as Firefox,
Chrome and Opera, are not supported. We suggest you use Safari.

If Safari does not display PDF forms in the browser window, uninstall all older versions of Adobe
Reader and download the most recent one. First close Safari and then install Reader. Launch
Safari to open the PDF files inside the Safari window. If you install Adobe Reader 10.1.x without
first closing Safari, Safari will not display the PDF file inside its browser window until it is re-

launched. For further help, please see http://helpx.adobe.com/acrobat/kb/troubleshoot-safari-plug-
acrobat-x.html

These are the respective error messages on the bottom left side of your wizard window for Firefox,
Chrome, Opera and Safari

Configuration unconfirmed Configuration unconfirmed Configuration unconfirmed

(-1 4 " "

= L‘;iﬁiiﬂi f{f:ﬁﬁf e "I You're using Chrome 33 on ? You're using Chromne 32 on
(11,0,6,0) is installed, but “~ Mac. Adobe Reader is not Mac. Adobe Reader is not
your browser is not installed or not enabled. installed or not enabled.
configured property (another Under these conditions, all Under these conditions, all
Elifﬁ;?:%eﬁs?.'”ugn'ﬂéf i‘nf:elo PDE forms will have to be PDF forms will have to be
conditions, all PDF forms wil downleaded en your downloaded on your
have to be downloaded on computer in order to be computer in order to be
your computer in order to be edited. edited.
edited. ) .
For more information, please For more informat?on’ please For more InfDﬂnat!F}n, please
consult the Uses Gisda. consult the User Guide. consult the User Guide.

Configuration OK ™

"I You're using Safari 7 on

‘7 Mac. Adobe Reader
(version 11,0,6,0) is
installed.

For more information, please
consult the User Guide.

The PDF viewer browser plug-ins for Firefox, Chrome and Opera will not work because the form
format is not supported by the plug-ins, and it will not display. These browsers will automatically
download the form to your download folder and you will be able to complete it offline.

Setting Adobe reader in Safari 7 and above

Trust the PDF plug-in globally

1. Select Safari > Preferences > Security > Manage Website Settings.
2. From the left panel, select Adobe Reader or Adobe Acrobat.

3. From the When visiting other websites pop-up menu, choose Always Allow.
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Security |

w7 7 s B B G |

General Tabs AutoFill Passwords | Security | Privacy MNotifications Extensions Advanced

Fraudulent sites: Iﬂ Warn when visiting a fraudulent website
The Google Safe Browsing Service is unavailable.
Mo updates have occurred in 9 days.

Web content: IET Enable JavaScript
Iﬂ Block pop-up windows

Internet plug-ins: IETAIIow Plug-ins | Manage Website Settings... | IZ\'} ) |

Adobe Flash Player

Version 16.0.0.305 Adobe Reader [
P Allow websites to use this plug-in with the settings below: _
Version 11.0.10 [

QuickTime I
SharePoint Browser Plug-in

“fdobe Reader” does not support the highest level of security for
Safari plug-ins.

Websites using this plug-in may be able to Ask I'
documents and data. Block
Allow !

When visiting other websites v Allow Always

Plug-in is Unsafe

To open the form, Adobe reader must be set as the default PDF reader.

Setting Adobe reader as the default PDF viewer
1. Inthe Finder, select a PDF, and choose File > Get Info
2. Click the arrow next to Open With
3. Select either Adobe Acrobat or Adobe Acrobat Reader
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K | *. Copy of support85-batch...

K@ Copy of support85-ba... 89 KB
/~  Modified: Today, 2:03 PM

» General:
» More Info:
» Name & Extension:
» Comments:
¥ Open with:
Adobe Acrobat Reader DC (delaun) B

Use this application to open all documents
like this one.

Change All...

4. Click the Change All button

K ) ") Copy of support85-batch... ]

IZa Copy of support85-ba... 89 KB
7~ Modified: Today, 2:03 PM

» General:

» More Info:

» Name & Extension:
» Comments:

¥ Open with:
B8 Adobe Acrobat Reader DC (default) [

Use this application to open all documents
like this one.

Change All... |

5. When asked if you want to change all similar documents, click Continue
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Troubleshooting Document Structure

You receive the following message: "The European Commission digital signature (eReceipt) of the
submitted proposal is not validated" after downloading your submitted proposal.

The following procedure is only applicable for Windows operating systems
After downloading the submitted proposal:

* Click the signature located at the table of contents page

* Click 'Signature Properties..."' in the Signature Validation Status window

sarmevaionsans |

& Signature validity is UNKNOWN.,
2. - The Document has not been modified since this signature was applied.
[ - The signer's identity is unknown because it has expired or is not yet valid.

l Signature Properties... l [ Close J

* In the Signature Properties window click ' Show Signer's Certificate...'
- e e

Signature validity is UNKNOWN.
.~ Wi

Signing Time:

Reason: Acknowledgment of Receipt

Validity Summary

The Document has not been modified since this signature was applied.

The certifier has specified that Form Fill-in, Signing and Commenting are
allowed for this document. No other changes are permitted.

The signer’s identity is unknown because it has expired or is not yet valid.
Signing time is from the clock on the signer's computer.

Signature was validated as of the current time:

Signer Info

There were errors building the path from the signer’s certificate to an issuer
certificate,

Revocation checking was not performed.

Show Signer’s Certificate...

Advanced Properties... | ‘ Validate Signature ‘ { Close

o

» Select 'Trust' tab and Click 'Add to Trusted Identities' in the Certificate Viewer window
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Certificate Viewer

This dialog allows you to view the details of a certificate and its entire issuance chain. The details

chains were issued by a trust anchor.
Show all certfication paths found
Battimore CyberTrust| | Summary | Details | Revocation| Trust | Policies | Legal Notice
Postecom CS3
i\ ereceiptefpl.e
Trust Settings
This centificate is trusted to:
« Sign documents or data

&  Cenify documents

K Execute dynamic content that is embedded in a
certified document

K Execute high privilege JavaScripts that are embedded in
a certified document

R Perform privileged system operations (networking,
printing, file access, etc.)

‘ Add to Trusted Centificates...

The selected certificate has errors: Not time valid
I‘ The path validation checks were done as of the current time:

" Validation Model: Shell

correspond to the selected entry. Multiple issuance chains are being displ none of the i

* Click 'OK" to confirm in the Acrobat Security pop-up window

-
Acrobat Security

[E)

the change.

settings. Are you sure you want to do this?

l If you change the trust settings, you will need to revalidate any signatures to see

By directly trusting the signer's identity you are overriding all inherited trust

| o

I [ Cancel
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* The Import Contact Settings window should be displayed

Import Contact Settings [ ]

e —

Certificate Details
Subject:  ereceipt.efpl.ec.europa.eu
Issuer: Postecom CS3

Usage: Sign transaction, Encrypt keys, Encrypt document, Key Agreement

Expiration:
Trust
A certificate used to sign a document must either be designated as a trust anchor or
chain up to  trust anchor in order for signature validation to succeed. Revocation
checking is not performed on or above a trust anchor.

V| Use this certificate a5  trusted root

I signature validation succeeds,trust this certificate for:

] ] o)

* Tick 'Use this certificate as a trusted root' and click OK (note: ticking 'Certified documents' is not

required)

* In the Signature Properties window click first'Validate Signature' and then 'Close’

-

= Signature validity is UNKNOWN.
X Signing Time:
Reason: Acknowledgment of Receipt
Validity Summary
The Document has not been modified since this signature was applied.

The certifier has specified that Form Fill-in, Signing and Commenting are
allowed for this document. No other changes are permitted.

The signer’s identity is unknown because it has expired or is not yet valid.
Signing time is from the clock on the signer’s computer.

Signature was validated as of the current time:

Signer Info

certificate.

Revocation checking was not performed.

Show Signer's Certificate...

Sy . ==

There were errors building the path from the signer’s certificate to an issuer

{

Advanced Properties...

I Validate Signature II Close

* The Commission digital signature or eReceipt should be validated

Ewrcpean
Commission

Signature valid

ggiul'y signed by ereceipt.efpl.ec.ouropa.eu
te:
Reason: Acknowledgment of Receipt

=

ESEARCH >
[ N
\NW““:"“ \
WP .
PATORIAL 7
£~ RECEPT
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APPENDIX B: ECAS REGISTRATION

To use the Online Submission Service, you need to have a personal user account with the
European Commission Authentication Service (ECAS).

To create an ECAS account, follow the instructions below.
Note: For additional information, see the H2020 Online Manual.
ECAS registration steps:

1. Go to the Participant Portal:
http://ec.europa.eu/research/participants/portal/desktop/en/home.html

(A-Z) Sitemap About this site Contact Legal Notice | English ¥

RESEARCH & INNOVATION

Commission Participant Portal

European Commission > Research & Innovation > Participant Portal > Home

HOME  FUNDING OPPORTUNITIES  HOW TO PARTICIPATE = EXPERTS  SUPPORT =

Horizon 2020 Funding

Starting from 1/1/2014

On this site you can find and secure funding for research & innovation projects under the following EU programmes:
* 2014-2020 Horizon 2020 - research and innovation framework programme

* 2007-2013 7th research framework programme (FP7) and Competitiveness & Innovation Programme (CIP)

Non-registered users Registered users

search for funding * submit your proposal

read the H2020 Online Manual & download the o sign the grant
legal documents

* manage your project throughout its lifecycle

check if an organisation is already registered

contact our support services or check our FAQs

= = ; [
WHAT'S NEW? FUNDING HOWTO WORK AS AN MY PERSONAL INFORMATION
OPPORTUNITIES PARTICIPATE EXPERT AREA AND SUPPORT

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF

‘ © European Communities
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3. The ECAS Sign Up screen appears:
Create an account

Help for external users

First name

Last name

E-mail

Confirm e-mail

E-mail language

‘ English (en)

Enter the code

[T By checking this box, you acknowledge that you
have read and understood the privacy statement

Create an account

All fields in the registration form are mandatory.

Optionally, click the link [Help for external users] if you need additional instructions.

4
5. Choose a username and enter it in the Choose a username field.
6. Enter your First name and your Last name.

7

Enter your E-mail. When registration is complete, a confirmation email will be sent to this
email address.

oo

Enter your e-mail address again in the Confirm e-mail field. You will receive an error
message and you will have to enter the email again if it does not match the e-mail address
provided in Step 3.

9. Select the E-mail language that you want the European Commission to use for e-mail
communication with you.

10. In the Enter the code field, enter the five characters shown in the blue box above the field.
For security reasons, the characters are not displayed clearly and may not be copied from
the blue box.
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If you cannot read the characters in the blue box or if you enter them but you receive an
error message, try the following:

a. Click Eto reload a different character combination and enter it in the Enter the code
field.

b. Click > to hear an audio recording of the characters. You will need to use your
computer speakers or headphones — make sure you have adjusted the volume to a
comfortable level.

11. Click the privacy statement link under the Enter the code field and read it in the window
that opens. If you agree with it, close the privacy statement window and select the
respective check box under the Enter the code field.

.
12. Click .

13. If you have not provided the required information in the fields, or you have entered a wrong
code or an email address in an incorrect email format, the system will prompt you to go
back and correct the errors before you can sign up.

14. The following message will appear to confirm that your account has successfully been
created:

Sign Up

Thank you for registering, you will receive an e-mail allowing you to complete the registration process.

15. The system will send you a confirmation email to the email address you provided in the
sign-up form. Open the email and click the activation link provided to activate your account.
The link will expire after 90 minutes.

Note: Make sure to check your spam folder if you cannot find the confirmation email in your
inbox.

16. Enter a valid password following the instructions on the screen.

17. The following message confirms the creation of your account:

Successful login

You are now logged in to ECAS.

To stop the automatic single sign-on, click Logout or close all browser windows.

European Commission - Proposal Submission Service — User's Guide (04-11-2016) Page 113 of 124



18. To log in to your new account, go back to the Participant Portal:
(http://ec.europa.eu/research/participants/portal/desktop/en/home.html) and click

a8 Login
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APPENDIX C: CALLS WITH SPECIFIC CONTACT ROLES

Most calls use the standard Main contact and Contact person roles for the Proposal Coordinator
organisation. However, some calls may require more specific roles, such as Principal Investigator,
Main Host Institution Contact, Researcher, Supervisor, Applicant, and so on. The call roles are
specific to the call. Calls of this type are pre-configured accordingly, so that the proposal
submission forms for them contain special sections to address the specific roles and the respective
data as needed. Likewise, the Proposal Submission Wizard for these calls will display the
respective role options, as configured for each call.

Call: H2020-MSCA-IF-2014

Contact roles:

e Researcher (one person with this role is mandatory for the proposal submission)

e Supervisor (one person with this role is mandatory for the proposal submission)
e Contact

The following picture shows the Step 3 screen for the H2020-MSCA-1F-2014 call:

LOGIN FUNDING SCHEME CREATE DRAFT PARTIE
Step 3 Create a Draft Proposal
Create a Draft Proposal Please enter the following information to create a draft proposal. Please note that fields marked
with a star (*) are mandatory
H2020-MSCA-IF-2015
pEA Your organisation
| viscair-uis-EF PIC* @ Short nsme* @
MECAEES Organisations you have been previously associated with. Click o select
10  Szptember 2015 17:00:00 PIC: 356171778 PIC: 545471156
pss Europaan Offics Skeliehiea kommun
“ days left until closure Q}ﬂfzé Z?ﬁ;ﬁgggﬂ 5
VAT: SE212000254301
PIC: 535616272 - 526143573
Configuration OK V Central Washington Uniersity
TR d PL MARS CURIE SKLODCWSKIE) 5 400E .,I‘Iu?fa!;‘\'-!y
LUBLIN, PL Sllensburg, US
Download Part B 4 VAT PL7120103592
&
Templates PIC: 342338608 PIC: 539050502
Laboraton Victora SRL SRAINOMIX LIMTED
sit our ‘How o e @ Mia Glan Safsts Vico 20 PRAMA HOUSE 257 BANBURY ROAD SUMMERTOWN
Pisiol, IT OXFORD, UK
3 Z! VAT: 01459130474 VAT: G5139551493
Search for your organisation PIC [Eag]
Your Role
Please indicate your role in this proposal
@) Researchar
(O Supandsar
O contact
Your Proposal
Please choose an acronym for your proposal. it will appear also in the "General Information’
section of the submission form Part A and can also be updated there
. " Please restrict acronym to latin characters
Acronym Y
only
Scientific Panel* [Please select v
next >>
cancel (%) Version: 20150826-1621 - Service Desk: DIGIT-EFF7-SEP-SUPPORT@ec europa.eu (+32 (2) 28 02222)
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IMPORTANT: Make sure that you have assigned the mandatory Researcher role before you
submit the proposal. You can add only one Researcher - if you need to re-assign this person to
another role/e-mail and then assign another person as a Researcher, you must first change the
current Researcher role to Contact person before you can add a new Researcher.

Note: Once you have added the Researcher role, the remaining contact roles will only be
displayed when you add or edit another contact role.

Call: ERC-2014-CoG (call with Fellow contact roles)

Contact roles:

e Principal Investigator (one person with this role is mandatory for the proposal submission)

¢ Main Host Institution Contact (one person with this role is mandatory for the proposal
submission)

e Contact person

The following picture shows the Step 3 screen for the ERC-2014 call:
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LOGIN

FUNDING SCHEME

CREATE DRAFT PARTIES EDIT PROPOSAL SUBRMIT

Step 3

Create a Draft Proposal

H2020-MSCA-IF-2015

MSCA-F-2015-EF

TYPE OF ACTION

MSCA-IF-EF-ST

u days left until closure

Configuration OK 9
Download Part B

Templates

Visit our ‘How to’ user guide

Visit our 'H2020 Onfine Manual’

DEADLINE (Brusssis Local Tima)|
10  September 2015 17:00:00

Create a Draft Proposal

Please enter the following information to create a draft proposal. Please note that fields marked
with a star (*) are mandatory.

Your organisation

PIC* @ | Shortnsme* @ |

Organisations you have been previously associated with. Click fo select.

PIC: $56171778 PIC: 545471156
EPSS European OfMcs Skelis=a kommun
Av. Elngtein 1 Traggardsgatan &
Bruxates, 5E Skalened SE
VAT: SE212000254301
PIC: 935618272 PIC: 525143973
UnHLudin Central Washington Uniersity
PL MARSI CURIE SKLODCWSKIE) 5 400 E Universly Way
LUBLIN, PL ,US
VAT PL7120103632
PIC: 342338608 PIC: 539050502
Laborator Victorla SRL ERAINOMIX LIMITED
M3 Gian Sattista Vico 2ic PRAMA HOUSE 257 BANBURY ROAD SUMMERTOWN
Pistola, IT OXFORD, UK
VAT: 01450120474 VAT: G5139551493

Search for your organisation PIC

Your Role
Please indicate your role in this proposal

®) Researchar

O supanisar

O Contact

Your Proposal

Please choose an acronym for your proposal. it will appear also in the "General Information”™
section of the submission form Part A and can also be updated there.

Please restrict acronym to latin characters

Acronym* , only

Short Summary (max. 2000 ’
characters)*
Character count:

Scientific Panef* [Pleasze select v
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Note: The following limitations regarding the assignment and reassignment of contact roles
apply:

e There can only be one Principal Investigator role assigned to a proposal for a call. This
means that if you initially created a proposal for a call as a Contact person assigned in
Step 3 of the submission wizard, and you then add a Principal Investigator contact role,
you would not be allowed to change the Contact person role to Principal Investigator
because the latter role already exists.

¢ If you create a proposal for a call as a Contact person assigned as the initial contact in
Step 3 of the submission wizard, and you then add a Main Host Institution contact to
the proposal, you will be able to change the Contact person to Main Host Institution
after a confirmation prompt that the main contact would change, as shown below:

Confirmation x

Are you sure you want to change the role of the
person? Only one main contact person is allowed.
Any previous data related to that contact will be
deleted in the form.

Ok Cancel

Note: 'Main contact' in this context means Principal Investigator contact or Main Host Institution
contact.

Note: Once you have added the top-level contact role (Principal Investigator), the remaining
contact roles will only be displayed when you add or edit another contact role.
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GLOSSARY

Term

Definition

Applicant

Generic term for any person/organisation that prepares and/or submits a proposal. There are two types of
applicants:

e  The proposal coordinator

e The partner
The "Proposal Coordinator" role is allowed to register and to submit the proposal, while the 'Partner' role is
only involved in the preparation of the proposal.
Synonyms: Partner

Beneficiary

A beneficiary or "beneficiary of the European Union funds" refers to the legal entity that signs a grant
agreement and/or procurement contract (i.e. the grant beneficiary and/or contractor) with an "entity managing
EU funds". Depending on the management mode this entity may be the European Commission, a beneficiary
country, an international organisation, or a Community or national agency.

Subcontractors or suppliers as well as partners/consortia members of the beneficiaries are not concerned.
(http://ec.europa.eu/europeaid/work/funding/beneficiaries_en.htm)

Synonyms: participant

Broader term: partner

Beneficiary Register

An electronic system that enables organisations to register their details once and then use this registration for
one or more participations, thus eliminating the need to provide the same information for multiple proposal
submissions. The Web interface of the Beneficiary Register is accessible from the Beneficiary Register page
of the Participant Portal:
http://ec.europa.eul/research/participants/portal/desktop/en/organisations/register.html

The Beneficiary Register also provides an organisation search tool where you can check if your organisation
has already been registered as a participant.

Call

An invitation to third-parties to submit a proposal in order to get funding. Calls cover specific research areas
and are always issued in the context of a Work Programme.

All calls are announced in the EU's Official Journal and are published on the FP7 section of the CORDIS
website.

Call for proposals

The European Commission publishes calls for proposals. It is an official invitation to submit a project proposal
for a specific area of a framework programme by a specific date. Calls specify very clearly what is required in
the Work Programme. Calls for proposals are officially published in the European Union Official Journal and
on participant portal.

1-stage calls
For most calls, you submit a full proposal by the given deadline.

2-stage calls
Some calls have a 2-stage submission procedure, as follows:

v/ Stage 1: You submit an outline proposal (standard maximum 15 pages, unless otherwise specified in
the respective work programme, and on the proposal template in the submission system). This is
evaluated against criteria set out in the call/topic.

Note: For continuously open calls, your stage-1 proposal will be evaluated as soon as itis
received, and there will be a closure date for submitting your full proposal in stage 2. Proposals
submitted for continuously open calls cannot be re-edited or withdrawn.

v/ Stage 2: If your proposal passes stage 1, you will be invited to submit your full proposal within a
given period. If required by the relevant work programme, at this stage you will also receive the
stage-1 Evaluation summary report (ESR).

v" Rejected proposals: If your proposal does not pass stage 1, you will be informed of this in writing,
along with the evaluation summary report.
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Consortium agreement

The Consortium Agreement provides the legal basis for the internal relationship and responsibilities among
the beneficiaries, and must be consistent with the provisions of the Grant Agreement. The Consortium
Agreement is mandatory for all projects unless specifically excluded by the terms of the call for proposals.
Such agreements do not affect the rights of the Commission/REA arising from the Grant Agreement and the
corresponding obligations of the beneficiaries vis-a-vis the Commission/REA

Consortium

A Consortium is a group of Participants, one of which is identified as the Proposal Coordinator in the proposal
submission. The Consortium is represented to the Commission by a nominated Proposal Coordinator Contact,
who is normally an employee of the Proposal Coordinator Organisation but who acts on behalf of all for most
aspects of the project.

In the context of a running project, the following constraints shall hold:

e There shall be exactly one Proposal Coordinator Contact within each Project Consortium.

e The Coordinator Contact identified in the Project proposal shall be a person, nominated from within
the Coordinator Organisation, to be recognised by the Commission as the primary point of contact
between it and the Consortium.

e Each Partner in the Consortium shall nominate a Partner Contact as its representative in the Project,
who shall also be identified to the Commission.

e LEARSs in the Consortium may revoke the Partner Contact representing their organisation in the
Project.

Deadline

For each particular call, this is the moment after which proposals cannot be submitted to the Commission. At
this point the Submission system closes for the respective call. Deadlines are fixed and strictly enforced.

ECAS

The European Commission's Authentication Service - it is the system for logging in to a whole range of web
sites and online services run by the European Commission. Once you use ECAS to log in to a Commission
website, you will not need to identify yourself again for other Commission websites until you browser session
expires.

Entry into force date

It is the date when the grant agreement enters into force.
In general, this is the date when the last party has signed the grant (it can be the coordinator or most
commonly the Commission).

ERC

European Research Council

Ethics issues

Ethics issues are to be addressed by project proposals that involve the collection/experimentation with
humans (including clinical trials), and/or human tissue, the collection or processing of personal data, human
surveillance and intervention of any kind of experimentation with animals, genetic information, etc. Proposals
that raise research ethics issues or those that do not address them adequately are usually identified by the
scientific evaluation as needing additional attention by an Ethics Screening and/or Ethics Review Panel (ethics
screening and ethics review are parts of the ethics review process).

Ethics in H2020 is important throughout the project lifecycle, from the concept and the initial design until the
dissemination of results.

If there are ethics issues associated with or raised by a project, the applicants must describe how these will be
dealt with in Annex | to Grant Agreement.

Finalize GPF

For the GPFs to be finalised and correctly sent to the Commission/REA, three forms have to be signed
manually:

One Form A2.5, 'Our Commitment,' per beneficiary has to be signed by the authorised representatives
of the coordinator and each participant;

Form A2.6, 'Data Protection and Coordination Role,' has to be signed by the coordinator's authorised
representative;

Form A4, '‘Bank Account,' must bear the bank stamp and the signature of the bank representative (if the
account is not already validated by the Commission/REA, which will be checked by the Project Officers) as
well as the account holder's signature, with date.

The finalised GPFs are submitted to the Project Officer in one unbound copy on white paper with original
signatures.

Host Organisation

The target organization of a Marie Currie (MC) proposal, an institution where the work described in the
proposal will take place, and the organization that will be receiving funding associated with the proposal. (Also
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see: Fellow)

Indirect cost method
ICM

It is the method for determining indirect costs (the so-called ICM). Please note that the choice of an ICM for a
legal entity depends on its legal status and accounting methodology and it is usually valid for the entire
duration of FP7. In FP7 all departments, faculties or institutes which are part of the same legal entity must use
the same system of cost calculation (unless a special clause providing for derogation for a particular
department/institute is included in the GA).The choice of the ICM should be carefully assessed.

If a change of the ICM is required, it will have an effect only on future grants with the exception of the
correction of mistakes, further details are given in the Amendments Guide.
(ftp://ftp.cordis.europa.eu/pub/fp7/docs/amendments-ga_en.pdf).

Legal Entity Appointed
Representative

The LEAR is a person nominated in each legal entity participating in Research (H2020, FP7) programmes.
This person is the contact for the Commission related to all questions on legal status. He/she has access to

LEAR the online database of legal entities with a possibility to view the data stored on his/her entity and to initiate
updates and corrections to these data. The LEAR receives a Participant Identification Code (PIC) from the
Commission (see below), and distributes this number within his/her organisation.

Operator Internal user responsible for the management of the application and of the operational call.

Panel Review

When there are insufficient funds to award grants to all proposals that achieve a qualifying score in the
evaluation, a review panel will:

v' review the scores and comments for all proposals within a call to check for consistency across the
evaluations

v if necessary, propose a new set of marks or revise comments, and resolve cases where evaluators
were unable to agree

The panel may comprise experts from consensus groups, hew experts, or a combination of the two. There
may be one panel covering the whole call or several panels covering different parts of the call. Each panel will
be responsible for one or more ranked lists, as defined by the indicative budget and call conditions set out in
the work programme.

The panel will recommend a priority order for proposals with the same score, using the procedure given in the
work programme.

Part A

This is the part of a proposal deals with administrative data. It is completed using the web-based electronic
Submission system.

Part B — Template
download and
submission

This is the part of a proposal that explains the work that must be carried out and the roles and aptitudes of the
participants in the consortium. This part is uploaded to the electronic Submission system as a PDF file.

Part B template

The template documents are intended to provide you the topics that you will need to expand upon as part of
the supplied by the Commission and are downloadable in step 4 of the Submission wizard. They are in RTF
format consisting of a template of all chapter headings, forms and tables required to prepare a proposal Part
B.

Participant

The Participant (short form of 'Participating Legal Entity') is a legal entity that has registered, or has a
registration application pending, to participate in current or future proposals for research projects. A Participant
must be validated (corporate) as a legal entity, uniquely identified within the Participant database by its
Participant Identification Code (PIC).

Participant registration is made through the Beneficiary Reqister on the Participant Portal and subject to a
rigorous validation process that may last several weeks.

Ideally, a LEAR is identified to be responsible for provision and maintenance of the Participant's legal and
financial data. However, until a LEAR is identified and validated, this data may be maintained by the person
who initially registered the organisation.

Also named 'Proposal Project Participant’

A "participant” is a legal entity taking part in an indirect action (i.e. a specific FP7 project

undertaken by one or more participants) and having the rights and obligations defined by the

Grant Agreement entered into with the European Commission (on behalf of the European

Union). [from the Guide to Intellectual Property Rules for FP7 projects v.3)]
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Partner

Individuals and legal entities such as companies, consortia, universities, university departments, etc. are
allowed to submit proposals requesting financial support. The 'Partner' assists the Proposal Coordinator in
preparing the proposal.

To avoid the existing confusion, a difference is made between a Partner Contact and a Partner Organisation.
The Partner Contact is either an individual or empowered individual of an organisation having the
responsibility to assist the Proposal Coordinator in the submission of a proposal.

The Partner Organisation is the organisation to which the Partner Contact belongs or is linked to, and/or that
has given the Partner Contact the responsibility to assist in the preparation of a proposal.

Any company, university, research centre, organisation or individual, legally established in any country, who
participates in a collaborative project (known as an indirect action) provided that the minimum conditions laid
down in the rules for participation in a research programme have been met, including any additional conditions
laid down by specific programmes or individual work programmes. E.g., Beneficiary, 3rd party, researcher,
principal investigator (for ERC projects)

Participant Identification
Code

The Participant Identification Code (PIC) is a 9-digit unique identifier for every validated organisation.
Participants will not have to submit their legal and financial information (and supporting documents) each time

PIC they submit a proposal or negotiate a grant agreement, but just their PIC.
Participant Portal The Research and Innovation Participant Portal is the single entry point for interaction with the research
PP Directorates-General of the European Commission, it hosts a full range of services that facilitate the

monitoring and the management of proposals and projects throughout their lifecycle, including calls for
proposals, and access to the submission and evaluation of proposals service.

If you want to participate in a project proposal, your organisation needs to be registered with the Commission.
Registration is available from the Participant Portal Beneficiary Register page where you can check if your
organisation is already registered; if not, you can start the registration process on the same page and you will
be redirected to the Beneficiary Register to complete the process. The same process applies for beneficiary
registration data updates — you access your organisation from the Participant Portal My Organisations page
and from there you can go to the Beneficiary Register to update your organisation data.

If your proposal is successful, you will also need to know about the following (see the H2020 Online Manual
available from the Participant Portal):

e the checks carried out on the information you provide on registering

e appointing a representative (LEAR)

e the checks that may be carried out on your organisation's financial viability

Project start date

The relevant provisions of the Grant Agreement determine the start date of the project. This may be the first
day of the month following the entry into force of the Grant Agreement, a specific fixed date as negotiated or a
date to be notified by the coordinator within [x] months from entry into force of the Grant Agreement. Where
the Consortium requires a specific fixed start date for the project that precedes the entry into force of the Grant
Agreement, full details regarding the justification for the request should be given in writing to the Project
Officer prior to the finalisation of Annex | to the Grant Agreement and of the GPFs. The Commission/REA may
refuse this request if no sufficient and acceptable justification is provided.

Costs can be incurred from the start date of the project but not before. Where the start date of

the project precedes the entry into force of the Grant Agreement, future beneficiaries take the

risk that the Grant Agreement might not be signed. In such a case, costs will not be

reimbursed by the Commission/REA.

Proposal

A set of documents submitted by third-parties in response to a particular call, in an effort to get funded by the
EC after evaluation.

The main elements of a proposal are the administrative forms and the proposal text.

Proposal is a proposed project.

Proposals are submitted following a call for proposals by consortium/partners with the goal to be selected and
funded by the Commission.

Proposal
In order to get EC funding for a project, applicants have to write a complete and detailed proposal describing
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the objectives, planned activities and relevance with the corresponding Call's Activity(-ies). Proposals are
individually evaluated by a team of independent experts. Only the very best project proposals will get funding.

A description of the planned research activities, information on who will carry them out, how much they will
cost, and how much funding is requested"”

Proposal Coordinator

Individuals and legal entities such as companies, consortia, universities, university departments, etc. are
allowed to submit proposals requesting financial support. The 'Proposal Coordinator' leads the submission
process of the proposal and is the only applicant recognised by the Commission.

To avoid the existing confusion, a difference is made between a Proposal Coordinator Contact and a Proposal
Coordinator Organisation.

The Proposal Coordinator Contact is either an individual or empowered individual of an organisation having
the responsibility to request financial support via the submission of a proposal.

The Proposal Coordinator Organisation is the organisation to which the Proposal Coordinator Contact belongs
or is linked to, and/or that has given the Proposal Coordinator Contact the responsibility to submit a proposal
to request financial support.

The coordinator is a specific role of a beneficiary.

The coordinator is the main driver and responsible for the project and normally it is the one communicating
directly with the Commission.

The coordinator submits the periodic reports and requests for amendments.

It is usually the beneficiary responsible for redistributing the funds among further beneficiaries participating in
a common project.

Also named 'Proposal Project Coordinator'
Broader Term: Beneficiary, Partner

Proposal ID An identifier assigned to a proposal after it was submitted. Once a proposal is funded, its Proposal ID
becomes its Project ID
REA Research Executive Agency

Security aspect letter
SAL

Security Aspects Letter (SAL): “a set of special contractual conditions, issued by the contracting
authority, which forms an integral part of a classified contract involving access to or generation of EU
classified information, and that identifies the security requirements or those elements of the classified
contract requiring security protection”, as defined in section 27 of Commission Decision 2001/844/EC,
ECSC, Euratom.

In the case of a proposal involving classified information (background and/or foreground), a Security Aspect
Letter (SAL) and its annexed Security Classification Guide (SCG) must be part of the proposal.

Security classification
guide
SCG

The SCG will cover:

— The level of classification of background and foreground;

— Which participant will have access to what information;

In addition, the following documents will be requested:

— A copy of the Facility Security Clearances (FSC) (or the FSC requests). The validity
of the FSC will be checked by the European Commission' Security Directorate
through the appropriate formal channel with the National Security Authorities

(NSAs) involved;

— Formal written authorization by the relevant security authorities to use the classified
background;

Security considerations

Security issues may be an important component of the research proposal evaluation procedure, especially in
the FP7 Security Topic. All proposals received by the Commission/REA should clearly describe the security
issues raised by the proposal, if any, and how they will be addressed in order to be in conformity with national,
European and international regulations. For further references see Appendix 4 in negotiation guidelines.

Synonym: security issues

Security considerations

A security-sensitive RTD action is an action that may need to handle classified information.
A "security considerations" flag will be associated with a proposal:
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flag

» when the applicant declares a proposal as sensitive;

« if the expert evaluators, the Commission, or members of the relevant "Programme

Committee" (except for the Security Topic) detect or suspect any of the following conditions:

— Classified information is, or may be, used as background information

— Some foreground is planned to be classified

Whenever a "security considerations"” flag is associated with a proposal, the circumstances of the planned
work will be further scrutinised according to the procedures for security scrutiny.

Security scrutiny

Special procedures will apply to security-related research, due to the sensitive nature of the subjects
addressed, and the particular capability gaps that need to be addressed to protect Europe’s citizens. RTD
actions will be classified if they are considered as sensitive.

These procedures will apply to all RTD actions under the theme 'Security' in the Specific Programme 'Co-
operation'. They apply to other themes if so specified in the relevant call.

Special clause (SC)

A special clause is inserted in the Grant Agreement and is applicable where required.

Stage

A sequence of a submission and an evaluation procedure.
A call for proposals can follow a one-stage or two-stage procedure.
For one-stage calls, proposals are directly evaluated after being submitted.

For two-stage calls, the proposal coordinator submits a short proposal that is evaluated; successful proposals
are invited to submit a full proposal. The nhumber of stages in the procedure and the type of proposal that is to
be expected for each stage are configurable items.

Step A round in the evaluation procedure. The evaluation of a proposal might be performed in one or two (or even
more) steps. A first evaluation step may be based on a limited set of evaluation criteria, while another
subsequent step may be based on the remaining evaluation criteria.

Submission The formal act to submit a proposal to the Commission via a web based application. Proposals can be

modified and submitted several times as long as the call has not been closed. After call closure the
submission is prohibited and proposals are locked. Eligible proposals are thereafter made available to the
evaluation system.

SEP IT System

The Participant Portal Proposal Submission and Evaluation System.

Types of Action

Horizon 2020 calls can have different types of action (funding schemes).
The type of action specifies:

v the scope of what is funded

v the reimbursement rate

v specific evaluation criteria to qualify for funding
See the H2020 Online Manual for more information.
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