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PARTICIPANT REGISTER

TheParticipantRegisteris an online web interface offering registration and data update services for
participants via thdResearch and Innovation Participant Patts well as th&ducation, Audievisual, Culture,
Citizenship and Volunteering Participant Portahd theeProcurement Supplier Portal

This userguide is designed to assighe users of theParticipantRegister applicatiovia the Research and
Innovation Participant Portalas well aghe Education, Audievisual, Culture, Citizenship and Volunteering
Participant Portal Please, consult thisther guidein the case oéProcurement SuppliePortal.

TheParticipantRegister enables Participant Portal users to:

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

- managetheir orgarisational 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
- ParticipantRegister vs. Beneficiary Register

The ParticipanRegistetis 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 facilityhieh allows you to complete the data of your organisation, nominate a contact
person forthe organisation provide related documentation and follow up the validation of the organisation
record in the system

This facility is available for both Grandstions 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 Registas the previousiame used whin the Grants
Domain, i.e. Research afducationactions 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 untihis is achieved at all levels, yoould 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 organisatiatata 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 domaianly.

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

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

EACEAHducation Audiovisuabnd 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 éHeéRIORviki, where the process
to register and update your organisation is also coveredull detail but contextualized within the
whole range of Procurement eSolutions

- Why registering my organisation?

Before goplying for research funding (by submitting a project proposal), all organisations (partners) involved in
the project must first be registered with the Commission.
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When an organisatiordoes not have legal personalityhis/her representatives must prove éff 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 carcheck if your organisation is already registered the Participnt PortalParticipant Registgrage.

- Where | can find the Registration Wizard?

Initial registration in theéParticipant Registes the registration ban organisation from the Research Participant
Portal. See also "How to register an organisation"

- What documents should | prepare before registering?
All registration documents will help you fill the data with the correct information.
Once validation vil start,you will be asked to provide supporting documents demonstrate the following:

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

You can provide documents in aofficial EU languagleut you may be asked to provide an English translation

in particularfor documents submitted in languages other than the EU official languages. In case of any doubt,
the ValidationServices has the right to request a certified/legal English translafioa 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 tf@lowing supporting documents in electronic format:
Signed identification document:

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

1 for public bodies :copy of tre 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

1 for businesses and other types of organisati®@MEs (small and mediwsized 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 rastration 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 mbon a seldeclaration through a welbased questionnaire
in the Participant Registesf the Participant Portal. This questionnaire allows you to
determine your status in a usérendly way.
4. If the SME status is an eligibility criterion and based onr¢isalt 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:
A balance sheet, profit and loss accounts, staff heauht expressed in annual work
units- AWU (for your organisation and for linked and partner companies)
A a seltdeclaration, 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 newlplestad
enterprise (e.g. startip companies) that has not yet closed accounts
A adeclaration 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 youare an enterprise whose activity implies a long titnenarket).
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Contact Legal notice | English ~

%

A Research & innovation

ek

European .. . - -
Commission Participant portal - Participant registration

European Commission > Research & Innovation> Participant Portal> Participant Register

m Identification Organisation Contact Summary Success
@ & < & O O

= \Welcome to the Participant's Register

The Registration Wizard will guide you through the process of registration.

Please keep the basic legal information The registration process normally takes about At the end, it will assign and display the PIC
(Registration extract, VAT data) of the organisation 5-10 minutes to complete. The system will (Participant Identification Code) of your organisation
at hand so you can fill in the forms quickly and automatically save the information provided during
correctly registration in case you want to exit the wizard. Your

data will be restored the next time you will access
the Participant's Register

Continue your existing registration?

We found an ongoing registration. Do you wish to continue with the existing registration or start a new one?

- Legal name: test
- Saved at: 11:07:42 22/03/2018

Start a new registration || Next

© European Commission

- Who can register as an organisation?

In the Participant Registeryou can register your own organisation or also an organisation you work for, with
whom you are in a close business radaship or even a different organisatiefy 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 Persomwnf 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 Bgistration process?

The Registration Wizard allows you to obtaiRaxticipant Identification CodeRIC) for your organisation in the
quickest possible way. Participants are only required to register qrihe Participant Registethen 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 participamélated information.

- Who can update/manage organisation's data ?

After completing the registration of an organisation (and getting a PICG¢ffeegistrantrole will be assigned
to the user logged in tolE Loginat the time of registration. The selégidrant 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 allavi® 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 Seljistrant and the Contact person will nbave 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.

- | registered my organisation. Does it need to be validated

After completing the registration of an organisation, this will be displayegbur list of organisations, when
logging in the Participant Portalhis list includes registered organisations, but also other organisations you
used in the pasteven if youid not registerthem:

My Registered Organisations

sy View Organisation m Modify Organisation m Wiew Roles Organisation Proposals
Legend
Organisation Projects [R*8 Contact Organisation m Manage Roles
Show 10 ﬂ entries Search
LEGAL NAME PIC VAT STATUS ACTION
SEDIA MASTER PIC 922821335 DECLARED Hm
Sedia Test picl 922621044 DECLARED vo [mo [ me]
Test 947344002 DECLARED co
T - e 20707 I}
est Registratio 922929286 VALIDATED “.'m
Testing Lear Upgrades 5.9.2 922843063 VALIDATED “.'m
To test the non requested 822804166 DECLARED “.'m

documents non-valid orgs

Showing 1 to 10 of 10 entries. «— PREVIOUS 1 NEXT —

The default status for your organisatiowhen registering itwill 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, gowneither need nomwill be able to get it validatedt this
point. Validation of organisationss triggeredonly if the proposal in which you are participating has been
successfully evaluated for grant agreement.

This means, that you do not need to subumaity documentation for your organisation when registering it
especially sincany documentatiorolder than six months will be rejected when getting validated.
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Navigating in the initial 'metro line' reqgistration

When logging in to th@articipant Registethrough the Participant Portal and starting the organisation data's
update process, a new tab will open in your browser enabling you to access the updatd paddpdate page
is using the restful web services for his URL

The registration process finise®n 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 automaticallyai@rganisation duplicates.

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

This means that usexsan access a specific page of Barticipant Registespplication simply by including the
correct subfolders of the URL in their browser.

https://ec.europa.eu/research/participants/urf/registratiostimmary

Welcome Identification Organisation Contact Summary Success

Identification

Please fill in some preliminary information about your organisation required to check if this organisation has already been registered, as well as to identify any existing
PIC numbers of similar organisations that could potentially match your request.

Legal name 1 e 2 Tele & Company

Establishment/Registration country * Beigium (BE) E‘
Registration number e § .
VAT number * e [ VA l
If the VAT number is not applicable, please check the option below
[T] VAT number not applicable
Website e - o s s e et o e S ey

Saved af: 11:12:30 18/09/2015 m < Prev Next >

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

1 Info tips (2) For each field, when clicking the ic @ , an info tip will appear on your screen providing
a detailed description of the data to be providedfire Participant RegistewVizard.

1 Error messageg3) In case a wrong value is entered or a mandatory field is missing, an error message
will appear in red colour.

1 Saving a draft4) After you complete the initial step in the organisation page of the regfisin
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 tt&ave'button.

1 NavigationThe 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 currentlyropage
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Navigating in the Data update facility

When logging in to thé@articipant Registethrough the Participant Portal and starting the organisation data's
update process, a new tab will open in your browser enabling you to access the yjadpt& he Update page
is usingthe restful web services for his URL

This means that usersan access a specific page of Baaticipant Registepplication simply by including the
correct subfolders of the URL in their browser.
https://ec.europa.eu/research/pgicipants/urf/registration/summary

The modify registration process consists of a series of data input fields and selection lists organised
thematically on a pageNumerated items ranging from 1 to (4ee image beloware 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 'val@' your organisation is undergoing a validation process.

Welcome .. You can edit the data of organisation Testing Lear Upgrades 5.9.2 test PIC: 922843063

Activity log ACt.\\/ity ‘Og H2020 online manual

Organisation There are no recorded actions in the Beneficiary Register

Organisation

Organisation data

Registration information 2
Financial viability 3 6

Legal name | () Testing Lear Upgrades 5.9.2 test v

Business name e

Documents

Testing Lear Upgrades 5.9.2

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

Submit changes Legal status [ ) O a natural person @ a legal person 5 v
(] C non-profit ® for profit
o O private entity ® public bady s
() NGO
Ofncaliiznguagey (<] Bosnian (bs) v
Establishment/Registration country * ;) Croatia (HR) v v
Legalcnny o TRGOVAC POJEDINAC M v
VAT number * ) v
[ VAT number not applicable
Registration number o
Registration date o =
Registration authority o

1 Navigation(1) You can directly movetone 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.

1 Info tips (2) For each field, when clicking the ic @ , an info tip will pop up providing a detailed
description of the data to be provided in tiRarticipant RegistéWizard.

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

1 Submit your change#) When modifying the organisation data using either the input fields or the
selection listsyou will need to click 0 to actually submit your changes

1 Validated value(5) Whenevera field requiring validation hasready 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 thenfi.you just registered your organisatipno Icons will be shown
whatsoever:
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Organisation

Organisation data

Registration information

Legal name * o To test the nen requested documents non-valid orgs

Business name [ ]

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

Legal status O a natural person @ a legal person

O non-profit @ for profit

@ private entity O public body

ONGO
Official language * Afrikaans (af) v
Establishment/Registration country * Greece (EL) v
Legal form KOINONIA ASTIKOU DIKAIOU KERDOSKOPIKI v

VAT number *

[ VAT number not applicable
Registration number

Registration date

Qe CoCcoCoOoCY

Registration authority

Changed value before submitting for validatid6 in the previous imageyWheneveryou make a
change to a validated valwehich requires validatiofi.e., a value for which a green tick is displayed
on the right side), you will sered pencil until you submit your change. This icon indicates that the
change is not submitted, if you leave the screen without clicking orsttemit changedutton, the
change will not be recorded.

Also notice thatwhen having submitted a change, both ttieanged value penciton (6) and theSubmit
changesbutton (4), shown above, will display as 7 and 8 respectively as seen daaw7 is applicable for
validatedorganizatiors, whereas 8 is applicable regardless of the status of your PIC

1

Submitted changed value before validatiqi7) Wheneveryou have submitted a change to a validated
value, you will see a yellow penoixt to it. While submittindhe change, theencil is shown as red.
When refreshing the screen, the pencil turns yellow if change was submitted for validBhisris

once more, onhapplicableto validbeing validatedorganisations.

New update reques{8) Wheneveryou have submitted your changeegardless of the status of your
organisation in theParticipant Registethe Submit change®utton will be displayed as thidew

update requestbutton. While this button is shown, you cannot modify any more fields until you click
it. Once you click ityou will be able to apply new modifications to your PIC data, and you will see the
Submit changesutton again

‘Welcome You can view the data of organisation Testing Lear Upgrades 5.9.2 test PIC: 922843063
Activity log ACthlty ‘Og H2020 online manual
Organisation There are no recorded actions in the Beneficiary Register
LEAR

Organisation

Programme specific
information

Organisation data

I VAT number not applicable
Registration number

Registration date

SME
REQ\SVHUUH information
Financial viability 7
Messages Degsineeh e Testing Lear Upgrades 5.9.2 test s
Documents BTN o Testing Lear Upgrades 5.9.2
8 Describe the legal status of your o by selecting the appropriate options
New updale request Legal status 5] a natural person @® a legal person v
(] non-profit ® for profit
o private entity © public body <
e NGO
Official language ~ e Bosnian (bs) ©
Establishment/Registration country * o Croatia (HR) O v
Legalliorny e TRGOVAC POJEDINAC v | e
VAT number * e v

Registration authority

European CommissiapParticipant Register User'sGuide 23-03-2018) PagelOof 61



When clickindghe icons (no matter if it is a green tick or a yellow/red pentilg "Current declared value" and
"Last validated value" wille displayed in a popupindow. Thecurrent declared value corresponds to the
value of the field which is currently declared or which has recently been modified by theegistrant/LEAR of
the organisation.

The Last validated value corresponds to & kntry field value that has been validated by REAValidation

Services. In case, the field value has not been validated, a warning messageeudf ia yellow under the
field.

Legal form type

Current declared value:
Last validated value:

a legal person

This data needs to be validated by the European Commission.

[DRAFT TEXT] [When the change request is initiated by the participant] Please note that
any changes to data with a document icon must be supported by legal document(s)
confirming these changes. You will not be able to submit your change request without
uploading supporting document(s)

Document(s) submitted in & non-official language of the European Union must be
accompanied by a certified/officialllegal transiation by an accredited body or translator.
Registration or VAT extract must have been issued recently, no more than 6 montns ago

= VAT Extract

« Registration Document
« Law/Decree Extract

= Statutes

« FEL Form public entity
- Other

I Selectdocument

P Upload new document

Contact & Support

Refer theHorizon 2020 Helpdesk for questions regarding organisation registration and data updaiasthe
Research and Innovation Participant Portahd viathe Education, Audievisual, Culture, Citienship and
Volunteering Participant Portahs well as any aspect of European research and th&édgarch Framework
Programmes.

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

Note Procurement: please, visit thee-PRIORwiki where you will findspecificProcurementspecific
FAQsas well as the contact details for bdBupplier Portadnd Procuremensupport
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How to register an organisation?

Accessing the Participant Reqgister

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

Note Procurement: To access the Participante@ister you need to access the Rl@nagement
module within the Supplier Portal. IPase, visit the €°2RIOR wikfor detailed information o the
Supplier Portal solutian

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

Research Participant Portal Welcome Page
1. ClickEEE. You will be asked to log in to yoaU Login account.
Research Participant PortglRegister

2. Clickhe Loginbutton. You will be prompted to authenticate through tE#J loginscreen:

EU L°g|n é‘::"'s; o | English (en)

One account, many EU services

FPFIS requires you to authenticate
Sign in to continue

Easy, fastand secure: download the ECAS app

3. Enter your email address in the field provided, then click theext button.
You will be promptedor your password.
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Sign in to continue

Welcome

S$G2014first@outiook.com
(External)

Sign in with a different e-mail address?

Password

Lost your password?

Choose your verification method

Password

Password

ECAS Mobile App PIN Code
ECAS Mobile App QR Code
Mobile Phone + SMS

Token

Token CRAN

4. Click the arrow beside theasswordfield and select thauthentication method you require from the drep
down menu. In this example, we use "Password"

Onote: 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 retely. For more information, clidkere.

5. Enter your password in theasswordfield.

°Note: For more information on password requiremsntlickhere.
6. Click thesign inbutton.

°If you do not have akU loginaccount, click the Register icon in the upper right corner of the portal menu
list to create a new account. Once logged in, clickHbe to Participatetab.

ION

{RTS  SUPPORT » (Search a Losiv & REGISTER

Horizon 2020 Funding

Starting from 1/1/2014

unding for projects under the following EU programmes:

ch and innovation framework programme
rk programme (FP7) and Competitiveness & Innovation Programme (CIP)
gration and Integration Fund, Consumer Programme, COSME, Internal Security

nd Police, Justice Programme, Promotion of Agricultural Products Programme,
......... A Banancnk Cand fas Fanl 0 Cbant

Accessing th@articipant Register
From the menu on the left, selePrarticipant Register

To make sure that your organisation has not already been registered ifP#ngcipant Registersearch for
organisations by clicki
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https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+authenticate+with+EU+Login
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Search for existing organisations

Find a registered organisation
You may enter a (complete or partial) organisation name {e.g. “Oxford" or *University of Oxford") and optionally select a country. You cannot search by country only. Organisation names are in English or

in the national language.

Name | enter an organisation name Country - v
City enter a ci Registration enter a registration numbe
Number
PIC | enter complete PIC number, €.g. 987654321 VAT | entera VAT numbe
Erasmus | enter erasmus code
Code

Captcha code Basic Search A

E B ==

Find organisations

To find organisations in thBarticipant Registerenter 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

. . . CLEAR
search with different search terms, cli .

When the system finds an organisation matehthe 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:

2 search results for topolino

Show 10 ~ | entries Search
PIC LEGAL NAME crry COUNTRY VAT STATUS ACTION RANK
937799202 ASSOCIAZIONE SPORTIVA Trento T IT01283260220 DECLARED CO 96
TROFEQ TOPOLINO SCI
945172948 Pippo e topoling Rome I SLEEPING o 95
«— PREVIOUS 1 NEXT —

Showing 1 to 2 of 2 entries.

2 search results for topolino

ASSOCIAZIONE SPORTIVA Pippo e topolino
TROFEO TOPOLINO SCI
Rome, IT
Trento, IT VAT :
VAT : IT01283260220 SLEEPING
PIC 937799202 PIC 945172948

SEARCH CRITERIA

Supporting documents for registration
Prior to registration, prepare the relevant documents:

1 Copies of thecertificate on the state registration (for private organisations), law/decree (for public
entities), Treaty (for international organisations)
1 VAT Extract (if applicable)
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1 Copies of Statutes (if entity declares Rprofit status) etc.

Youmayupload thosedocuments once you registereflyou 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 yezan read some useful information on the registratimocess.

If you did not complete your registration in a previous session, you will also see a messatieué your
existing registration? in the middlelower part of the screen. The application will allow to continue with the
previous registration drafby clicking on the next >  button. If there are no registration drafts saved, only the

next > | button will be displayed.

Click orthe “siar a new registration | button to delete the draft and stara new registration. This will delete any existing
draft.

Via theResearch and InnovatioRarticipant Portal

Research & Innovation

Participant Portal - Beneficiary Register

Identification Organisation Contact Summary Success

™ - e - =~ = =)

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

 Please keep the baskc legal information  The regstration process normally takes  Atthe end. 1t will assign and display the PIC
(Registraton VAT data) of the - s (Participant Identfication Code) of your
organisaton 50 you can fil in the organisation

forms quekly and correctly

W2zard. Your data wil be restored the next time
you wil access the Beneficary's Register

Continue your existing registration?

We found an ongoing registration. Do you wish 10 continue with the existing registration o start a new ono?

 Saved at: 10:00:2 07/08/2015

Identification Organisation Contact Summary Success

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration

+ Please keep the bask legal information + The registration process nomally takes about o Al the end, it wil assign and dispiay the PIC
(Registration exiract. AT data) of the organisation 5-10 minules lo compiete. The system wil (Participant identification Code) of your

at nand 5 you can fill n the forms quicky and automtically save the information provided during organisation

comectly. regstraton i Nt 10 &l the WIzard. Your

data will be restore o fime you will access

the Beneficiary's
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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 sessiovas 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 theesgst

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:

m Research & Innovation

Participant Portal - Beneficiary Register

[ Welcome ] Identification Organisation Contact Summary Success

L 4

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

Discarding the previous draft registration:

If you would lke 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
Submitbutton.

Discard Draft?

This will discard your existing draft for . Do you want to discard existing draft?

Identification (Duplicate check)

The Registration Wézd needs todetect if the organisation you are registering ipatential 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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Welcome Identification Organisation Contact Summary Success

Identification

# if this organisation has already boan registered, as el as to identty any exsting

Legal name*
Establishment/Registration counry *
Rogisiration pumber

VAT number *

e ecoo

| VAT number not appicable

Wobsite

Legal Name

Enter the legal name of the organisatitimat must correspond to thefficial legal name in the statute of the
organisation.

EstablishmentRegistration Country
Select the 'Establishment/Registration Country' of the organisation from the-dogm list. Usually this is the
location of the headquarters of thorganisation.

VAT number

Provide the 'VAT number' of the organisation (if availabléd)e 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 thdumadded to goods or servicgsheck "not applicablef you dont 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 Chambe€Cofmmerce

Website
Specify the Website for i€ial communication with the organisation.

Find similar existing organisations

By clicking on next, the system will launch the search and re@snresults, some similar organisations.
If no organisations are found, the registration will congnwith the "organisation data".

If the system detects existing entries matching the search terms that you have entengitidisplay 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 agell as status of the PIC which can range ftdetlared 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 regster, 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 "nextiless you tickhe checkboxconfirming that none
of the listedorganisations corresponds to the one you wish to register.

How to use an existing PIC
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