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PARTICIPANT REGISTER  
The Participant Register is an online web interface offering registration and data update services for 

participants via the Research and Innovation Participant Portal as well as the Education, Audio-visual, Culture, 

Citizenship and Volunteering Participant Portal and the eProcurement Supplier Portal. 

This user guide is designed to assist the users of the Participant Register application via the Research and 
Innovation Participant Portal as well as the Education, Audio-visual, Culture, Citizenship and Volunteering 
Participant Portal. Please, consult this other guide in the case of eProcurement Supplier Portal.  

The Participant Register enables Participant Portal users to: 

- register their organisation in order to participate in EU-funded research & innovation and education, audio-
visual, culture, citizenship & volunteering programmes 

- manage their organisational data in the Update mode 

Before starting your registration, we kindly advise you to read these frequently asked questions (FAQ) to help 
you better understand the registration process. 

FAQ 

- Participant Register vs. Beneficiary Register 

The Participant Register is the facility of the European Commission you use to register your organisation. This 
facility consists of two parts, a registration wizard at the end of which you obtain an identification code called 
PIC, and an Update facility which allows you to complete the data of your organisation, nominate a contact 
person for the organisation, provide related documentation and follow up the validation of the organisation 
record in the system. 

This facility is available for both Grants actions and Procurement procedures. Depending on the kind of 
action/procedure you are involved in, the name which can appear in the application itself, as well as in the 
support documentation, can be different. Beneficiary Register was the previous name used within the Grants 
Domain, i.e. Research and Education actions, whereas PIC Management is the name that you could encounter 
within the Procurement Domain. In both cases the tool involved will be renamed in the coming months as 
Participant Register, but until this is achieved at all levels, you could find cases where one of those different 
names is in use. 

The tool works the same for all cases, and this guide, even if conceived for Grants, can also be used as guide on 
registering and updating your organisation data in any of the possible cases. However, depending of the 
domain which concerns you, you will launch the Participant Register from a different portal. Please launch it, 
always, from the portal corresponding to your domain, only: 

Grants (Research and Innovation, H2020 and other Grant Actions): 

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

EACEA (Education, Audiovisual and Culture Executive Agency): 

https://ec.europa.eu/education/participants/portal/desktop/en/home.html 

Procurement:  

https://webgate.ec.europa.eu/supplier_portal 

For more concrete information about procurement, please visit the e-PRIOR wiki, where the process 
to register and update your organisation is also covered in full detail but contextualized within the 
whole range of Procurement eSolutions.  

- Why registering my organisation? 

Before applying for research funding (by submitting a project proposal), all organisations (partners) involved in 
the project must first be registered with the Commission.  

https://webgate.ec.europa.eu/fpfis/wikis/x/jwgJDg
https://ec.europa.eu/research/participants/portal/desktop/en/home.html
https://webgate.ec.europa.eu/fpfis/wikis/x/jwgJDg
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When an organisation does not have legal personality, his/her representatives must prove they have the 
capacity to undertake legal obligations on behalf of the organisation and that the organisation has financial and 
operational capacity equivalent to that of legal persons. 

You can check if your organisation is already registered on the Participant Portal Participant Register page. 

- Where I can find the Registration Wizard? 

Initial registration in the Participant Register is the registration of an organisation from the Research Participant 
Portal. See also "How to register an organisation" 

- What documents should I prepare before registering?  

All registration documents will help you fill the data with the correct information. 

Once validation will start, you will be asked to provide supporting documents to demonstrate the following: 

1. legal name 
2. legal form 
3. legal address ς address of head office or, for individuals, their habitual residence 

You can provide documents in any official EU language but you may be asked to provide an English translation, 
in particular for documents submitted in languages other than the EU official languages. In case of any doubt, 
the Validation Services has the right to request a certified/legal English translation. The supporting documents 
have to be recent at all times. A VAT or VAT exemption document cannot be older than 6 months. 

During validation, you will be required to provide the following supporting documents ς in electronic format: 
Signed identification document: 

¶ for individuals ('natural persons'): copy of valid identity card or passport AND if the person is VAT 
registered, an official VAT document 

¶ for public bodies : copy of the resolution, law, decree or decision establishing the public body; or, 
failing that, any other official demonstrating its status as a public body AND if the body is VAT 
registered, an official VAT document; if not, proof of VAT exemption may be requested 

¶ for businesses and other types of organisation SMEs (small and medium-sized businesses): 

1. copy of any official document (e.g. official gazette, register of companies, etc.) showing the 
legal name, address and national registration number 

2. copy of the VAT registration document (required only if the organisation is VAT registered 
and the VAT number does not appear on the above official document). If the organisation is 
not VAT registered, proof of VAT exemption must be provided. 

3. SME status will be validated based on a self-declaration through a web-based questionnaire 
in the Participant Register of the Participant Portal. This questionnaire allows you to 
determine your status in a user-friendly way. 

4. If the SME status is an eligibility criterion and based on the result of the SME questionnaire, 
you may request the Validation Services to confirm this status. In this case and in case of ex 
post checks or audits, the following documents will need to be submitted:  
Á balance sheet, profit and loss accounts, staff head count expressed in annual work 

units - AWU (for your organisation and for linked and partner companies) 
Á a self-declaration, including a bona fide estimate (in the form of a business plan) 

made in the course of the financial year in case you are a newly established 
enterprise (e.g. start-up companies) that has not yet closed accounts 

Á a declaration of the investment made and the likely expected return to demonstrate 
that, despite the lack of turnover, your enterprise is engaged in an economic activity 
(if you are an enterprise whose activity implies a long time-to market). 

http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
http://europa.eu/about-eu/facts-figures/administration/
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- Who can register as an organisation? 

In the Participant Register, you can register your own organisation or also an organisation you work for, with 
whom you are in a close business relationship or even a different organisation - by declaring a different contact 
person (registration "on behalf of another organisation"). 

In case of registering on behalf of another organisation, you are asked to provide details for the relevant 
Contact Person of the organisation being registered. The Contact Person must be formally associated with the 
organisation as they will be contacted during the validation process and prior to the appointment of the LEAR 
for the organisation. 

- What is the result of the Registration process? 

The Registration Wizard allows you to obtain a Participant Identification Code (PIC) for your organisation in the 
quickest possible way. Participants are only required to register once ς the Participant Register then assigns a 
unique (PIC) that can be used for all future communication and interaction with the European Commission and 
its Agencies. The use of a single PIC for each organisation helps to avoid redundant requests for information 
and facilitates the update of participant-related information. 

- Who can update/manage organisation's data ? 

After completing the registration of an organisation (and getting a PIC), the Self-registrant role will be assigned 
to the user logged in to EU Login at the time of registration. The self-registrant is allowed to access the PIC in 
the Participant Portal and update organisation's data. 

If a Contact Person, different from the person registering the PIC has been indicated during registration 
(registration "on behalf"), also this user will be allowed to update Organisation's data. After the Validation of 
the Organisation, a Legal Entity Appointed Representative (LEAR) will be appointed and approved for the 
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respective organisation. From that moment, the Self-registrant and the Contact person will not have access 
anymore to the PIC. The LEAR will be able to appoint an account administrator who will have access to the data 
management of the PIC. 

- I registered my organisation. Does it need to be validated? 

After completing the registration of an organisation, this will be displayed in your list of organisations, when 
logging in the Participant Portal. This list includes registered organisations, but also other organisations you 
used in the past, even if you did not register them: 

 

The default status for your organisation, when registering it, will be "declared". Your organisation does not 
need to be validated if you are not participating in any project.  

Even if you are submitting a proposal for a call, you do neither need nor will be able to get it validated at this 
point. Validation of organisations is triggered only if the proposal in which you are participating has been 
successfully evaluated for grant agreement. 

This means, that you do not need to submit any documentation for your organisation when registering it, 

especially since any documentation older than six months will be rejected when getting validated.   
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Navigating in the initial 'metro line' registration 

When logging in to the Participant Register through the Participant Portal and starting the organisation data's 
update process, a new tab will open in your browser enabling you to access the update page. The Update page 
is using the restful web services for his URL 

The registration process finishes on completion of six steps which follow a logical sequence: Welcome, 
Identification, Organisation, Contact, Summary and Success. During the identification step 2, of the registration 
process, the new wizard employs a heuristic method to automatically detect organisation duplicates. 

The Registration Wizard is using the restful web services for his URL 

This means that users can access a specific page of the Participant Register application simply by including the 
correct sub-folders of the URL in their browser.  

 https://ec.europa.eu/research/participants/urf/registration/summary 

 

 

¶ Mandatory fields (1) You are required to fill in all the mandatory fields (marked with a red asterisk *). 
It is recommended to provide as much information as possible in all other input prompts. 

¶ Info tips (2) For each field, when clicking the icon , an info tip will appear on your screen providing 

a detailed description of the data to be provided in the Participant Register Wizard. 

¶ Error messages (3) In case a wrong value is entered or a mandatory field is missing, an error message 
will appear in red colour. 

¶ Saving a draft (4) After you complete the initial step in the organisation page of the registration 
process, you can save a draft of the registration data submitted up to that point and resume the 
registration at a later time by clicking on the 'Save' button. 

¶ Navigation The following buttons facilitate your navigation through the Registration Wizard: click 
'Next'/'Prev' to go to the next / previous registration page. You can only proceed to the next step if 

you have completed all the mandatory fields in the currently open page.  
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Navigating in the Data update facility 

When logging in to the Participant Register through the Participant Portal and starting the organisation data's 
update process, a new tab will open in your browser enabling you to access the update page. The Update page 
is using the restful web services for his URL 

This means that users can access a specific page of the Participant Register application simply by including the 
correct sub-folders of the URL in their browser. 
https://ec.europa.eu/research/participants/urf/registration/summary 

The modify registration process consists of a series of data input fields and selection lists organised 
thematically on a page.  Numerated items ranging from 1 to 4 (see image below) are applicable for the data 
update tool regardless of the status of your PIC. Numerated items ranging from 5 to 7 are only applicable, and 
visible, if the status of your organisation is 'valid', or your organisation is undergoing a validation process. 

 

 

¶ Navigation (1) You can directly move to one of the several section of the page by scrolling down into 
the page. You can also use the menu in the left of the screen where a vertical line helps you select the 
appropriate section. 

¶ Info tips (2) For each field, when clicking the icon , an info tip will pop up providing a detailed 

description of the data to be provided in the Participant Register Wizard. 

¶ Mandatory fields (3) You are required to fill in all the mandatory fields (marked with an asterisk *). It 
is recommended to provide as much information as possible in all other input prompts. 

¶ Submit your changes (4) When modifying the organisation data using either the input fields or the 

selection lists, you will need to click on  to actually submit your changes. 

¶ Validated value (5)  Whenever a field requiring validation has already undergone a successful 
validation process, you will see a green tick next to the field. Note that fields no requiring validation 
will no display any icon next to them. If you just registered your organisation, no Icons will be shown 
whatsoever: 
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¶ Changed value before submitting for validation (6 in the previous image)  Whenever you make a 
change to a validated value which requires validation (i.e., a value for which a green tick is displayed 
on the right side), you will see a red pencil until you submit your change. This icon indicates that the 
change is not submitted, if you leave the screen without clicking on the Submit changes button, the 
change will not be recorded.  

 

Also notice that, when having submitted a change, both the changed value pencil icon (6) and the Submit 
changes button (4), shown above, will display as 7 and 8 respectively as seen below. Item 7 is applicable for 
validated organizations, whereas 8 is applicable regardless of the status of your PIC: 

¶ Submitted changed value before validation (7) Whenever you have submitted a change to a validated 
value, you will see a yellow pencil next to it. While submitting the change, the pencil is shown as red. 
When refreshing the screen, the pencil turns yellow if change was submitted for validation. This is, 
once more, only applicable to valid/being validated organisations. 

¶ New update request (8) Whenever you have submitted your change, regardless of the status of your 
organisation in the Participant Register, the Submit changes button will be displayed as the New 
update request button. While this button is shown, you cannot modify any more fields until you click 
it. Once you click it, you will be able to apply new modifications to your PIC data, and you will see the 
Submit changes button again. 
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When clicking the icons (no matter if it is a green tick or a yellow/red pencil), the "Current declared value" and 
"Last validated value" will be displayed in a popup window. The current declared value corresponds to the 
value of the field which is currently declared or which has recently been modified by the self-registrant/LEAR of 
the organisation. 

The Last validated value corresponds to the last entry field value that has been validated by the REA Validation 
Services. In case, the field value has not been validated, a warning message will appear in yellow under the 
field. 

 . 

Contact & Support 

Refer the Horizon 2020 Helpdesk for questions regarding organisation registration and data updates via the 
Research and Innovation Participant Portal and via the Education, Audio-visual, Culture, Citizenship and 
Volunteering Participant Portal as well as any aspect of European research and the EU Research Framework 
Programmes. 

Refer to the Research IT Helpdesk for any IT-related problems that you might experience with the Research or 
Education Participant Portals. 

Note Procurement: please, visit the e-PRIOR wiki where you will find specific Procurement specific 
FAQs, as well as the contact details for both Supplier Portal and Procurement support. 

  

http://ec.europa.eu/research/index.cfm?pg=enquiries
http://ec.europa.eu/research/participants/api/contact/index.html
https://webgate.ec.europa.eu/fpfis/wikis/x/hIszCQ


European Commission ς Participant Register ς User's Guide (23-03-2018) Page 12 of 61 
 

How to register an organisation?  

Accessing the Participant Register 

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

Note Procurement: To access the Participant Register you need to access the PIC-Management 
module within the Supplier Portal. Please, visit the e-PRIOR wiki for detailed information on the 
Supplier Portal solution:  

https://webgate.ec.europa.eu/fpfis/wikis/x/R6VGC  

Research Participant Portal - Welcome Page  

1. Click . You will be asked to log in to your EU Login account. 

Research Participant Portal ς Register  

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

 

3. Enter your email address in the field provided, then click the Next button.  
You will be prompted for your password. 

http://ec.europa.eu/research/participants/portal/desktop/en/home.html
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4. Click the arrow beside the Password field and select the authentication method you require from the drop-
down menu. In this example, we use "Password" 

 

Note:  EU Login supports a variety of verification methods. Using a password is the simplest one. Other 
verification methods involve using additional devices which can provide more security. These are mainly used 
by the staff of EU institutions when working remotely. For more information, click here. 

 

5. Enter your password in the Password field. 

 

Note:  For more information on password requirements, click here. 

6. Click the Sign in button. 

If you do not have an EU login account, click the Register icon in the upper right corner of the portal menu 
list to create a new account. Once logged in, click the How to Participate tab.  

 

Accessing the Participant Register  

From the menu on the left, select Participant Register.  

To make sure that your organisation has not already been registered in the Participant Register, search for 

organisations by clicking .  

https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+authenticate+with+EU+Login
https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+authenticate+with+EU+Login
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Search for existing organisations  

 

Find organisations 

To find organisations in the Participant Register, enter the partial or complete name of your organisation and 

click the .button. You will also be asked to fill in a randomly generated captcha code. To restart your 

search with different search terms, click .  

When the system finds an organisation matching the search term(s) you entered, it will display the results in 
one of the following two ways, as can be seen in the two screenshots below:  

 

 

Supporting documents for registration  

Prior to registration, prepare the relevant documents:  

¶ Copies of the certificate on the state registration (for private organisations), law/decree (for public 
entities), Treaty (for international organisations)  

¶ VAT Extract (if applicable) 
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¶ Copies of Statutes (if entity declares non-profit status) etc. 

You may upload those documents once you registered if you wish, but you will not be asked to provide them 

until your organisation undergoes a validation process.  

Welcome page 

In the first page of the Registration Wizard you can read some useful information on the registration process. 

If you did not complete your registration in a previous session, you will also see a message "continue your 
existing registration?" in the middle-lower part of the screen. The application will allow to continue with the 
previous registration draft by clicking on the  button. If there are no registration drafts saved, only the 

 button will be displayed. 

Click on the  button to delete the draft and start a new registration. This will delete any existing 

draft. 

Via the Research and Innovation Participant Portal 

 

Via the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal 
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How to continue with a previous registration  

If the system finds a previous unfinished registration (draft), it will give you the option to proceed with your 

incomplete registration. Such drafts exist because you did not complete your ongoing registration which can be 

due to many reasons: your session was interrupted, you were logged out of your EU login account or computer 

by mistake or simply because you decided to continue your registration at a later point. In all these cases, a 

draft of your ongoing registration is automatically saved by the system.  

 The Welcome screen briefly outlines how to use the registration wizard and offers the possibility to complete a 

previously started registration via the 'Continue' button, as shown below: 

 

Discarding the previous draft registration:  

 If you would like to start a new registration, click the 'Start a new registration' button 

 

You will be requested to confirm that you want to delete the previous registration draft by clicking on the 

Submit button. 

 

Identification (Duplicate check) 

The Registration Wizard needs to detect if the organisation you are registering is a potential duplicate in the 
system. For this purpose, you are asked to fill in five data fields that enable the system to match existing 
database entries against your search criteria. 
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Legal Name 

Enter the legal name of the organisation that must correspond to the official legal name in the statute of the 
organisation. 

Establishment/Registration Country 
Select the 'Establishment/Registration Country' of the organisation from the drop-down list. Usually this is the 
location of the headquarters of the organisation. 

VAT number 
Provide the 'VAT number' of the organisation (if available).  The VAT number is a unique number given to every 
organisation that pays Value Added Tax (VAT). In the European Union, the VAT is a general, broadly based 
consumption tax, assessed on the value added to goods or services. Check "not applicable" if you don't have a 
VAT number.  

Registration Number 
Enter your 'Business registration number' of the organisation (if available). This is a unique code identifying 
your organisation, ordinarily provided by the Chamber of Commerce. 

Website  
Specify the Website for official communication with the organisation. 

Find similar existing organisations  

By clicking on next, the system will launch the search and return, as results, some similar organisations. 
If no organisations are found, the registration will continue with the "organisation data". 

If the system detects existing entries matching the search terms that you have entered, it will display them in a 
list as shown in the picture below. 
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List of registered org anisations 

If you recognise any of the listed organisations as yours, you can select the relevant organisation by clicking its 
name. This will open the detail view that includes several key identifiers such as address, VAT number, national 
registration number, PIC as well as status of the PIC which can range from 'declared' to 'validated'. 

 

 

 

Ignore proposed duplicates and continue registration  

If the details of the selected organisation do not correspond with the data of the organisation that you would 
like to register, just tick the box at the bottom of the similar organisation's list . This will allow you to proceed 
to the following step. 

Important: The system will not allow you to click on "next" unless you tick the checkbox confirming that none 
of the listed organisations corresponds to the one you wish to register. 

 

. 

How to use an existing PIC 
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