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REQUIREMENTS

1.  What do | need for working with PRIAMOS (Windows requirements)?

PRIAMOS can be accessed via the internet, so an internet browser is required and Adobe Reader is required for filling in
forms.

Supported web browsers (32Bit browsers only. 64Bit Browsers are not supported):
e Mozilla Firefox 2 until Firefox 9.x (Firefox 10 is temporarily unsupported)

e Internet Explorer 6 or 7

o Internet Explorer 8 or 9 (in compatibility mode)

NOTE: By default Windows 7 64Bits comes with both the 32Bit and 64Bit versions of Internet Explorer Only the 32Bit
version can be used with PRIAMOS

Supported PDF programmes:
e Adobe Reader 8.0 or higher

NOTE: Only Adobe Reader is supported. No other PDF applications are supported (Including Adobe Writer)

2. What do | need for working with PRIAMOS (Macintosh requirements)?

Mac computers are not officially supported. However PRIAMOS has been used successfully with Mac computers.

Supported Operating System:
e 0OS X version 10.5.8 (Leopard)

Supported web browsers:
e Mozilla Firefox 2.5 or higher

Supported PDF programmes:
e Adobe Reader 8.1.x

NOTE: The above are only guidelines, but most importantly a compatible web browser and PDF application are required.

It would be advisable to first test with your current Macintosh computer to see if you are successful before
upgrading/changing your browser and/or PDF application.
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REGISTERING IN PRIAMOS

3. Howdol register an organisation in PRIAMOS?

It is required that an organisation is registered in PRIAMOS in order to download the application forms and follow up on any
Grants.

Only one registration per organisation is required as it can be used for multiple applications. Multiple Legal Representatives
and Contact Persons can be linked to each organisation registered in PRIAMOS.

Registering in PRIAMOS:
e  Follow the below link to open the registration form:
https://ec.europa.eu/priamos/register

L)

e Fill in and submit the registration form. (fields marked with a are compulsory)

e On correct registration, a short message will appear on the screen and the form will be displayed empty.

o Onincorrect registration (e.g. a mandatory field not filled), a short message will appear on the screen. The form appears
again, prefilled with your current data. There you can make necessary corrections and submit the registration form again.

e  Once the registration is successfully submitted the registration request will be submitted to the PRIAMOS system. You will
receive a copy of the confirmation email within 15 minutes.

o The registration is then processed manually, please be patient. This can take some time.

e When the registration has been manually processed an email with the login information will be sent to the contact
person's email address.

4. Dol need to register each time | want to apply for a grant?
No, once an organisation is registered in PRIAMOS it can be used for multiple applications.
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WORKING IN PRIAMOS

5. Howdo Ilogin to PRIAMOS?
Only registered PRIAMOS users can login to PRIAMOS.

e Tologin please use following link:

https://webgate.ec.europa.eu/priamos/toto/bc/bsp/sap/crm_ui_frame

! Please note: ONLY LOG IN in English !

e Use the Login name and Password sent to the Contact Persons email address after the registration request has been
accepted in PRIAMOS (We recommend insert this password by copy and paste).
e  You will be requested to change your password during the very first login.

NOTES:

1. Password rules: minimum length of 8 characters, at least 1 lower case letter, 1 upper case letter and 1 digit.

2. While you type the password, please pay attention to the keyboard settings you have. In different national keyboards the keys
are placed differently.

3. If you have a problem with your password, contact HOME-JUST-PRIAMOS-USM@ec.europa.eu . Please indicate your login
name in your email.

6. | have lost my Login name and/or Password and want to login to PRIAMOS, what
must | do?

It is not possible to recover your login name and/or password details automatically. An email must be sent to the USM
mailbox requesting a reset.

To recover your login details:

e Send an email to HOME-JUST-PRIAMOS-USM@ec.europa.eu indicating the following (where possible):
o The name of your organisation

The registration number of the organisation received during the registration procedure

Your PRIAMOS login name

The email address of a contact person in PRIAMOS

O O O

NOTES:

1. These requests are treated manually. You will receive your login name and new initial password by email once your request
has been processed manually. Please be patient.

2. After the password reset, when you first try and login to PRIAMOS you will be prompted to reset your password. This is for
security reasons. The password rules are a minimum length of 8 characters, at least 1 lower case letter and 1 upper case letter
and 1 digit.

7. How do | logout of PRIAMOS?

When you have finished working in PRIAMOS use the "Log Off" option instead of closing your browser window.
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THE APPLICATION

8. Can | make changes to my organisations details, including the Legal
Representatives and Contact Persons in PRIAMOS?

Currently you are able to manage your contact details by your self:

e Login to PRIAMOS

o Click on the "Organizational Data Update" link in the left menu.

o Contact details are at the top. The contact persons and/or legal representatives can be added, modified or deleted. Select
the relevant link from "Navigation” section. The rest of navigation is intuitive.

e Requested changes will be valid after approval by the system administrator and only then will be available in newly
downloaded application forms.

NOTE:

1. Each change request is treated manually. Do not repeat the same submission again. The request will be processed soon
and you will be informed by email. Please be patient.

2. Do not resubmit an application form if contact details have been changed. Your contact details in PRIAMOS system are
always the details last submitted. If necessary you will be contacted.

Applications Organisation Informatic
Agreements Org. Full Legal Mame: DG LIBER
QOrg. Short Name: DG JLS
Organization Mame: DG FREEL
Project Monitoring Logical Sy=tem: Public org
Profit Organization: _ Mo

Org. VAT Number:

Payment Requests

Organizational Data Update

1. Navigation W
Add Legal Reprezentative | W
Add Contact Perzon

WModify L egal Representative
Modify Contact Perzon
Modify Organization Detailz

Delete Legal Reprezentative
Delete Contact Perzon

9. How canldownload a grant application form?
Please save the application form to your local computer before you start filling it in.

Follow the below steps to download an application form:
e  For first time registrants: Click the "Applications" link in the left menu and then click on "Application Forms" link.
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Application

Click to download

Programs application forms
Search / Bl Upload

Applications |A|:||:|Ii|:ﬂtiun Forms Upload Forms

Organizational Data Update Overview Applications

Co-Applicants

o  Forrepeat applicants: Click the "Applications" link in the left menu and then click on "Download Forms" link.

Application

Programmes Click to download
Search / application forms Upload

Applications Download Forms Upload Forms

Overview Applications

Agreements

e In the selection screen, it is recommended to leave the criteria fields empty and simply click on the "Search" button.
Then you will see all application forms available for download.

Search Criteria

Reference * is * L+ -]
Description * g - L+ -]

3 Maximum Mumber of Results 100
Searchl Clear Save Search As [Save
Result List
Beference Description
JLS2008/CFPICI08-1AG call - coal justice, action gramis
JLER2008/CFP/DARPR2008-1 Daphine Il Action grants 2008
JLE/2008/CFP/DPIPOE-2AG Drug Prevention and Infermation 2008
JLS2008/CFPIFRC2008-1 Call for Action Grants FRC 2008-1

e Click on the description (blue text) in the "Description” column of the relevant application form.
e Save the application form to your local computer by clicking on the diskette icon at the top of the application form.

al@ls »0

E| Plsass Fil out the Followi
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10. Not all drop-down boxes are working in my form?

Please make sure that when you log on to the PRIAMOS portal that you only connect in English. Other language versions of
PRIAMOS are not supported. You may however fill in the form in any European language, unless if it is specified in the call text
of the Call for Proposals for which you are applying.

11. | cannot visualise the application form: PRIAMOS freezes or displays a "Please
wait..." messaqge
There are 2 possible causes for the below message:

Please watit...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

A A 64Bit version of internet browser is being used. Please use a 32Bit version of Internet Explorer or Firefox.

B Adobe Reader JavaScript is not enabled. Some versions of Acrobat reader are installed without JavaScript
enabled. PRIAMOS uses dynamic PDF forms so JavaScript must be enabled. You can enable JavaScript when
you go to 'Edit' and then 'Preferences'.

Preferences E|
Cakeqories: Jawascripk
Documents Enable Acrabat JavaScript
Full Screen
General Jawascripk Security
Page Displa
i pay [ Enable menu items JavaScript execution privieges
3D & Multimedia Enable global object security palicy
Accessibilicy
Farms Javascript Debugger
Identity

) [ show console on errors and messages
International

Internet

Measuring (200
Measuring (300
Measuring (Geo)
Multimedia {legacy)
Multimedia Trust (legacy)
Reading

Search

Security

Security (Enhanced)
Spelling

Trust Manager
Units

ak l [ Cancel
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12. | cannot fit the title of the project into the field provided for it in the application
form, what can | do?

The Title field is limited to 40 characters, if your project name is too long to fit then use abbreviations in the name to make it
shorter and include the full title in the Project Summary field.

13. Can | use the same application form to apply for 2 or more projects in the same
call?
No, each downloaded application form can only be used for one project application. Each application form is unique.

NOTE: DO NOT OPEN THE APPLICATION FORM AND SAVE IT MULTIPLE TIMES (i.e. 1 time for each planned project
application). The process of clicking on the Description link to open the application form in your browser must be performed for
each new project application.

Resuilt List

rReferl Download from Descriptan
| LS here for each new [~ JLSRO0BICFP-AGTS1-200
RER et e JLS006/CFP-AGTS1-202
sl T T JLS/2008/CFP-AGTS1-203
JLS/2008/CFP-AGT51-300 JLS200B/CFP-AGTS1-200
Il SEFNNANFRP_ AT AN Il PR FR_ASTS1_ANN

The following are the minimum steps for creating application forms for multiple projects related to the same Call for
Proposal:
o Click the "Applications" link in the left menu and then click on "Download Forms" link.

Search

Applications

Download Forms
Agreements VEDWIEW ADDICAtons

¢ Inthe selection screen, it is recommended to leave the criteria fields empty and simply click on the "Search" button. Then
you will see all application forms available for download.

Search Criteria

Reference - s - oo
Dasgeription v s - L+

Maximum Mumber of Results 100

Search | |Clear Save Search As [ESave

Result List

Beference Description
JLS2008/CFPICH03-1AG call - civil justice, action grants
JLS2008/ CFP/DAP2008-1 Daphine Il Action grants 2008
JLS2008/CFP/DPIPMG- 246 Drug Prevention and Information 2008
JLE 2008/ CFPIFRCA2003-1 Call for Action Grants FRC 2008-1

e Click on the description (blue text) in the "Description" column of the relevant application form.
e Save the application form to your local computer by clicking on the diskette icon at the top of the application form.
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[ I’
= | » !
l E Please fill aut the Fallawi

NOTE: If the same PDF Application form is used for different projects, PRIAMOS understands it as an update to a previously
submitted application and will update the existing application.

14. | have downloaded the application form, but how can | fill in or add annexes?
Editing of the application form has to be done on your local computer and not in the internet browser window.

All annexes to the Application form can be found in the attachments window of the PDF form and can be edited as
follows:
e  Open the relevant application form with Adobe Reader

Click on the paperclip icon on the Application document to open a view of all supplied annexes

File Edit View Document Tools Window Help
(=] " I Asn- [0 o= H = L e sskan

G oot B0 s e s

T

if t EUROPEAN COMMISSION

s DIRECTORATE-GENERAL HOME AFFAIRS
Yoy Directorate B : Immigration and Asylum

Unit B4 : Financial support - Immigration and Asylum

Click on the paperclip to attach any file you want.

Highlight the annex to be edited and save it to your local computer by clicking the E icon
Fill in the annex

o Re-attach the annex using the n icon

o Delete unnecessary attachments using the ﬂ icon
e Attach any extra documents before uploading
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Attachments LSRRIy ®

Options =

|%J.':'.nma}c: Z_Budaget, xls
T_. annex 3_Legal entity,pdf
1 t annex 4_Financial identification, pdf
(@ (W1 Annex Sa_Partner declaration Form,doc
o ;@.ﬁ.nnex Sh_Associake parkner declaration,doc
—' E@].ﬂ.nnexz 6_Co-financing declaration, doc

_EEI' k to vi Annexes and
ick to view annexes attachments

or add attachments within the PDF

NOTE: All attachments have to be inserted directly into the downloaded PDF application form and cannot be uploaded
separately or sent by email.

15. The text | pasted into a Word annex is not fitting in the text box, some is cut off.
How can | fix this?

This issue is common when text is being copied from another document into the annex. The reason for it is that the formatting
of the text is also being copied from the originating document and it is not compatible with the annexes formatting.

To solve this you either need to:

. Type the text manually into the annex
Or
. Paste the text into a text application that has no formatting (e.g. Notepad or Wordpad) and then copy the text again

from this application and paste it into the annex.

16. The relevant authorised signatory and/or contact person is not in the list to
choose from in my downloaded application form, how can | correct this?
How you correct this issue will depend on whether you have already uploaded the application form into PRIAMOS or not.

Application form has not yet been uploaded

If the application form has not yet been uploaded into PRIAMOS vyet then the relevant person can still be added to the form as
follows:

e Login to PRIAMOS

o Add the new legal representative/contact person

o  Wait for the confirmation email from the PRIAMOS USM Team stating the person has been created in the system

o Download the application form once more
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e The newly created person should now be available in the application form

The application form has already been uploaded at least once

In this case the authorising authority and contact person have already been allocated to the application in PRIAMOS. The

person(s) will have to be changed manually by an authorised PRIAMOS user.

Please do the following:

e Login to PRIAMOS

e Add the new legal representative/contact person

o  Wait for the confirmation email from the PRIAMOS USM Team stating the person has been created in the system

e Send an email to the relevant mailbox mentioned in the Call for Proposal requesting a change to the application details of
the relevant person

e NOTE: DO NOT download a new application form and submit it as this will result in a new application and not an update
of the existing application

17. How do | upload the completed application form?
Once you have finished preparation of your application you should save it locally on your computer.

Submit your application into PRIAMOS as follows:
e Login to PRIAMOS
e  Select "Applications" -> "Upload forms"

Programs
o9 . Search Upload
Applications D

Application Formz Upload Forms

Organizational Data Update Overview Applications

Co-Applicants/Co-Benefici...

e Click on the "Browse..." button and select the relevant application form in your local computer
e  Click on the "Upload Form" button

UPLOAD THE APPLICATION FORM J:

Please select the applcation form and the Upload FoD.pmu the form into the system

Fiorm Name | I Browss_ I Upkoad Farm

The only document that can be uploaded is the non-printed, non-signed but filed Priamos PDF apphcation form
You can downkoad this special POF in the menu "Applcation Forms',
Al the other documents have to be attached INTO this special PDF (Adobe POF attachment funclion).

e  Your application will be uploaded into the system and an application number displayed on screen
e Make a note of the application number for future reference
e A confirmation email will also be sent to the Contact Persons email address

NOTE: In case the upload has not been successful an alert message(s) (in red) will appear at the top of the screen. Check the
Errors section of this FAQ document for possible causes and solutions.

18. When |l upload | see " (E) Form check is not ok" on the screen?

Depending on your browser settings part of the screen is hidden. Under the message "(E) Form check is not ok" there are 1 or
more lines specifying which compulsory fields are not properly filled out. The most frequent fields that are forgotten are:
o |IBAN field can not contain any blank spaces
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e Organisation registration number is not filled out
o Not all the lines in the cost table are filled. Please write 0 instead of leaving it blank.

19. | have problems uploading my application form, can | send it by email or a paper
copy by post?

An application submitted by post or by email will not be accepted as unless you have been specifically requested to submit
your application this way by the Unit handling the Call For Proposal.

It is important that you let the Unit handling the Call For Proposal know that you are having problems submitting your application
before the application deadline of the relevant Call For Proposal.

20. How can | control if my application has been correctly uploaded in PRIAMOS?
All applications that have been submitted by an organisation can be viewed with PRIAMOS, as follows:

Login to PRIAMOS

Click on the link "Applications" in the left menu and then "Overview Applications"
A list of submitted applications will be displayed

Click on the application number (in blue) to display the details of an application

Programmes
Search
Applications 2_
Doosnlosd Eorme
Agreements I':l'-.'Er'-.'iE'-.‘.-' Applicationz I

NOTES:

1. If several updates have been uploaded the number in the field "Version" shows which version is currently displayed.

2. In the section "Attachments" you can see the list of your attachments submitted as annexes together with your application.
The number in brackets at the beginning of the name of each attachment indicates the version and when the attachments were
uploaded.

21. | uploaded a new application but it overwrote the details of a different project |
previously submitted, how can | fix it?

The issue originates when the same application form is used for 2 separate applications (i.e. 2 Project submitted using
copies of the same application form).

There are various solutions depending on the circumstances:

Both applications are for projects linked to the same Call for Proposal

In this scenario you have 2 projects and wish to submit 1 application for each project linked to the same Call for
Proposal. The result was when the application for Project 2 was uploaded a new application was not created, instead it was
added as version 2 of the previously uploaded Project 1.

In this case it is recommended to do the following:

e Leave the Project 2 data linked to the first PRIAMOS application

Download a new application form (DO NOT USE THE ALREADY DOWNLOADED FORM)
Fill the newly downloaded form in with the data from Project 1.

Upload the new application as normal

A new application is created

Page 13 of 16



European Commission — DG Home and DG Justice H

The applications are for projects linked to the different Call for Proposals

In this scenario you have 2 projects and wish to submit 1 application for each project but the projects are linked to 2
different Calls for Proposals. The result was that when the application for Project 2 was uploaded a new application was not
created for the intended Call, instead it was added as version 2 of the previously uploaded Project 1 related to a different
Call.

In this case it is recommended to do the following:

e Confirm which Project application belongs to which Call for Proposal

e Check in PRIAMOS that the newest version of the application relates to the correct project for the Call for Proposal. If
not, upload the existing application form containing the data for correct project for the Call again.

o Download a new application form for the Call for Proposal for which you have no application as of yet (DO NOT USE THE
ALREADY DOWNLOADED FORM)

e  Fill the newly downloaded form in with the data from the project that relates to the Call for Proposal

e Upload the new application as normal

e A new application should be created for the correct Call for Proposal

22. s it possible to make changes to my application after | have uploaded it?

Yes, it is possible to change data in an application after it has been submitted as long as the upload is before the deadline date
for the call.

Using the same application used for the original upload for the same project:

e  Open the relevant PDF Application form using Adobe Reader

o Make the changes required, including edits to annexes and attachments

e Upload it as usual

e The application and annexes will be added to those already linked to the application in PRIAMOS. Each will get a new
version number

NOTE: If you do not use the same application form that was used for the initial upload then a NEW application will be created in
PRIAMOS.
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ERRORS

23. In the PDF form attached to the reqistration confirmation email a "#" symbol has
replaced a letter in a word, what is this?

National characters (for example, Cyrillic alphabet is used) can be also used in the registration form. In that case, some
characters are incorrectly displayed in the PDF file in the confirmation email you will receive.

In PRIAMOS the characters are stored correctly. The problem is only in the PDF file and no action is needed from your side.

24. | receive a "Business Server Page (BSP)" error when | access an application form

for downloading, what is wrong?
Sometimes an error is given with the heading "Business Server Page (BSP)", as follows:

Business Server Page (BSP) error

What happened?

Calling the BSP page was terminated due to an éfror.

SAP Note
m The following error text was processed in the system:
BSP exception: Access to URL fsap(bD UbiZiPTEWMC ZkPW 1pbg ==) fbcjbsp feapform_ui_frame/ is forbidden

Your SAP Business Server Pages Team

Mostly this error message is received when accessing an application form for download. The error is caused when Microsoft
Internet Explorer 8 is not in compatibility mode.

Switch IE 8 into compatibility mode as follows:
e Click on the torn paper icon next of the URL selection field
e Your IE8 will be switched to the compatibility mode and everything should work normally

€

Q? whttpsv - @ rRE

25. Why do | get the error " ENTER OTHER CONTRIBUTION OR ZERO "0"" when
uploading my application form?
The reason for the error message is linked to the fields regarding the budget in the application form.

Any field that should have a monetary value in it may not be left blank. If the field is not relevant or does not have a value
then put a "0" (zero) in the field, save the application and try and upload again.
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26. Why do | get the error "Warning error only “a-z A-Z 0-9” are allowed for
attachment and form file names" when | upload my application?

Firstly, control the names of all the attachments to the application form, the names should not consist of any characters besides
"a-zA-Z0-9 _".

If the names of the files are correct the contact the PRIAMOS USM team by email:

HOME-JUST-PRIAMOS-USM@ec.europa.eu

Please include the following in your email:

e The application reference number (if you received one)

o Any other error messages received when uploading

e A complete description of events you leading up to the error

27. Whom do | contact for help if | have a question not addressed above?
For every Call for Proposal there are at least 2 contact points:

PRIAMOS Technical question and issues
For technical questions regarding PRIAMOS contact the PRIAMOS USM Team (for example, error messages when working in
PRIAMOS, lost password, how to download applications, how to add contact persons/legal representatives etc.):

HOME-JUST-PRIAMOS-USM@ec.europa.eu

Queries regarding the Call for Proposal
For questions relating to administrative issues linked to the Call for Proposal there is an email address published in the
guide for applicants and/or on the DG JLS webpage.
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