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1. Introduction

1.1. Overview 

The TENtec Information System (Trans-European Network for Transports Technical Database) implements the framework for the Open Method of Coordination (OMC) that intends to establish a common working framework for the Commission, the TEN-T Executive Agency and the Member States, as well as other key-stakeholders provide a common knowledge base for the TEN-T network. TENtec and the OMC will allow the key-stakeholders to have access through its portal to the data stored in the TENtec database and also access to GIS (Geographic Information System) maps., This includes functions for interactive updating. TENtec will also allow public access to reports and maps containing information on the TEN-T network.
The TENtec eSubmission module is the part of the TENtec Information System.allowing the preparation and sending of proposals and questionnaires  electronically. 
2. Application 
2.1. Welcome Page
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Figure 1 Welcome page
The main web page of the eSubmission module contains basic information:

· open call for proposals [A]

· list of open applications [B]

· list of submitted applications [C]

To display the details concerning open/sent applications, click on the application name.

2.2. Listing of errors
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To be able to submit an application, it needs to be fully and properly filled. The link "There is XX errors." is listing these errors.

To see the list, click on the link. It will display the following window with a description of each error.
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2.3.  Create Application

To create a new application, click on the relevant “Open Call for Proposals” list [A].
Detailed information concerning the selected “Open Call for Proposals” is displayed - Figure 2 Call for proposal [A].
[image: image5.png]Call for proposals

Type: e
subtype: ATM (2 Traffc Mansgement) | SE5AR)
Program start year: 2007

Program end vear: 2013

active: v

| |« = |





Figure 2 Call for proposal

Through this web page you can create a new application by clicking on the Create application button [B].
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Figure 3 Create application
The web page consists of three main elements (Figure 3):

· application menu [A]

· application data form [B]

· application operation buttons:

· to save applications [C]

· to save and go to eSubmission module homepage [D]

· to cancel changes made to the application and go to eSubmission module homepage [E]

The application consists of several parts:

· A1- the main application data

· list of applicants

· A3 form

· list of applicants
· list of documents - attachments / annexes to applications

2.3.1. A1 Form

A1 form - Figure 4 A1 Form - contains basic information concerning the application such as:

· name

· priority/horizontal project

· section

· transport mode

· start/end dates

· proposal type

· description (summary)
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Figure 4 A1 Form
2.3.2. Applicants

The 'applicants' section contains the list of applicants - Figure 5 Applicants.
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Figure 5 Applicants
2.3.2.1. Add applicant 

If the application is newly-created this list is empty. The applicant is created by selecting the Add new Applicant button - Figure 6 Add applicant – Legal Entity.

You can then select a legal entity if it already exists in the TENtec database using the search icon [image: image9.png]al



 (See Figure 7) or add a new one. You can also clear the fields by using the clear icon [image: image10.bmp].
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Figure 6 Add applicant – Legal Entity
To find the Legal entity you are looking for, you can use the arrows on the top rigt corner to navigate in the list, or use the search functionality: type a legal name, a street name or a registration number (if you only know part of the name, surround it with %), then select what kind of information you just typed in (legal name, street name or registration number). Then select the legal status of the legal entity you are looking for.
Once you have found the right legal entity, click on its name to select it.
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Figure 7 Add new personel - step 1 – Select a legal entity
Once the Legal entity form is filled, click on Next button to go to the Contact Points form. 
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Figure 8 Add new personel – step 2
Use the search icon [image: image14.bmp] to find an already existing person for the legal entity you just select (works for both the person in charge and the representative). Use the clear icon [image: image15.bmp] to clear the fields (works for both the person in charge and the representative). 
Once you have selected the person in charge, you can use the copy icon [image: image16.bmp] to copy its data for the reprentative. The fields might not be filled but the data should be copied when the application is saved.

The "signature date" field can be filled using the calendar icon [image: image17.bmp] to select a date easily or you can fill it manually depending on your local format date (the current date is displayed as an example).
To add details on the bank account, click Next and the following screen will appear Error! Reference source not found..
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Figure 9 Add applicant - step 3 – Add Bank Account
You can search for an already existing bank account with the search icon or clear the field with the empty icon. 
If you choose an existing bank account the printout icon [image: image19.png]


 should appear on the page. If you are creating a new one, this icon will appear next time you come to this page with the application saved.
Then click on next to go to the next form.
If the legal entity you choose in the first step is a not a member state, you will have to select an approval Member State through the following form (Figure 10).
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Figure 90 Add applicant – step 5 – Approving Member state
If the legal entity is a Member State, you will have to select a Private or Undertaking body which will implement the action through the following form (See figure 11).
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Figure 101 Add applicant – step 5 – Approving Member state
When the Save button is clicked, the Add applicant process is finished - Figure 15 Add applicant – finish - and. The applicant(s) appears in the applicant’s list and the applicant number is visible in the navigation list.
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Figure 15 Add applicant – finish

You should see appear the following icons when you save the application: 

· [image: image23.png]


  : With this icon you can print in a pdf all the financial informations of all the applicants. 

· [image: image24.png]


 : With this icon you can print in a pdf the whole application.
Through the web page - Figure 15 Add applicant – finish - it is possible to:

· edit an applicant [E]
· delete an applicant [X]
2.3.2.2. View applicant

After addiding an applicant - Figure 11 View applicant - the additional menu with the following forms appears [A]:

· A2.1 - Figure 12 View applicant – A2.1 form – Legal Entity

· A2.2 - Figure 13 View applicant – A2.2 form – Person

· A2.3 - Figure 14 View applicant – A2.3 form – Bank

· A2.4 - Figure 15 View applicant – A2.4 form – Organization

· A2.5 - Figure 16 View applicant – A2.5 form - Coordinating Applicant
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Figure 11 View applicant
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Figure 12 View applicant – A2.1 form
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Figure 13 View applicant – A2.2 form
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Figure 14 View applicant – A2.3 form
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Figure 15 View applicant – A2.4 form
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Figure 16 View applicant – A2.5 form

Through the form A2.5 - Figure 17 View applicant – A2.5 form – 2 - the coordinator of the applicant [A] can be selected.
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Figure 17 View applicant – A2.5 form – 2

2.3.3.  A3 forms

The A3 forms are divided into 4 parts: A3.1, A3.2, A3.3 I A3.4 [A]
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Figure 18 A3.1 Form

Through the A3.1 form - Figure 18 A3.1 Form - it is possible to:

· add a member state and regions [B]

· add geographical co-ordinates [C]

· add an activity [D]

· add a milestone [E]

· add the contribution of the action to TEN-T policy [F]

2.3.3.1. A3.1 form

· Add Member State and regions
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Figure 19 Add Member State and regions
Click on Add Member State and regions [A] to display the list of Member States [B]. After selecting the Member State, click on Save [C] to display the list of regions - Figure 20 Member State and regions – 2.
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Figure 20 Member State and regions – 2

Through this page it is possible to:

· delete the selected Member State [A]

· add a region [B] – the form is automatically updated - Figure 21 Add Member State and regions - 3.

[image: image35.png]Member states and regions

Slaskidl]
Poland(PLL<] Doinosiaskie -
Add region





Figure 21 Add Member State and regions - 3
Through this page it is possible to:

· delete the selected region [A]

· add another region [B]

· Add Geographical co-ordinates

Through this form it is possible to add geographical co-ordinates.

There are two formats for writing degrees:

· DMS Degrees: Minutes : Seconds (49°30'00"N, 123°30'00"W) - Figure 22 Add Geographical co-ordinates - DMS
· DD Decimal Degrees (49.5000°,-123.5000°), generally with 4-6 decimal numbers - Figure 23 Add Geographical co-ordinates – DD
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Figure 22 Add Geographical co-ordinates - DMS
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Figure 23 Add Geographical co-ordinates – DD

To add geographical co-ordinates:

· select format DMS/DD [A] – the form is displayed [B]

· fill in the form and then click Save [C] – the co-ordinate appears in the list - Figure 24 Add Geographical co-ordinates;  through the list it is possible to delete a co-ordinate [A]
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Figure 24 Add Geographical co-ordinates

· Add Activity and Milestone

Through this page it is possible to add an activity and a milestone.
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Figure 25 Add Activity

To add an activity click Add Activity [A]. Figure 25 Add Activity is then displayed. To save the activity click Save [B]
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Figure 26 Add Milestone

To add a milestone click Add Milestone [A]. Figure 26 Add Milestone is then displayed. To save the milestone, click Save [B].
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Figure 27 Activity and Milestone

Figure 27 Activity and Milestone displays the activity and milestone lists. Through these lists it is possible to:

· edit/delete an activity [A]

· edit/delete a milestone [B]

· if at least one milestone has been created it is possible to add a milestone to an activity [C]

· Add Contribution of the action to the TENT-T Policy

Through this page - Figure 28 Add Contribution – it is possible to add the contribution of the action to the TENT-T Policy.
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Figure 28 Add Contribution

To add a contribution:

· click Add Decision button [A]

· complete the form [B]

· click Save [C] – the contribution is displayed in the list - Figure 29 Add Contribution 2.
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Figure 29 Add Contribution 2

To remove a contribution click X [A].

2.3.3.2. A3.2, A3.3 forms

Enter data concerning the project in A3.2 and A3.3 forms - Figure 30 A3.2 form – Financial Information, Figure 31 A3.3 form. Then click on Save.
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Figure 30 A3.2 form – Financial Information
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Figure 31 A3.3 form
2.3.3.3. A3.4 form

In A3.4 form - Figure 32 A3.4 form - Details - , select the relevant mode of transport [A]. Enter rhe current and target values [B]. Click Save [C].
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Figure 32 A3.4 form - Details

2.3.4. Commiters

Through this web page - Figure 33 Add Commiter - it is possible to add applicants to enable them to have direct access to the application form.
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Figure 33 Add Commiter

To do this click Add Commiter [A]. The web page to select a user is displayed - Figure 34 Add Commiter – select a user.
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Figure 34 Add Commiter – select a user

Through this web page it is possible to:

· select a user [A]

· add a user to the commiters’ list [B] – the list is displayed - Figure 35 Commiters’ list.
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Figure 35 Commiters’ list

It is also possible to remove a user from the committers’ list [A].

2.3.5. Supporting documents

The Supporting Documents page(Figure 36 Supporting Documents) - includes two tabs:

· the list of attached documents [A] 
· the form to upload a document [B]  
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Figure 36 Supporting Documents
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Figure 37 Upload Document

To upload a document:

· click Upload Document
· select the document to upload using the Browse function [A]
· click Upload Figure 38 Supporting Documents list
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Figure 38 Supporting Documents list

The list contains information on the file's name, upload date, size and who uploaded the document. Through the list it is possible to remove a document [A].  
Click Save and Exit to access the welcome page.

2.3.6. View Application

Through the Welcome page - Figure 39 Welcome page - it is possible to:

· view an open application [B]

· view a submitted application [C]
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Figure 39 Welcome page

To open an application, select its name [B, C].

This opens the proposal in'read-only'.

2.3.7. Edit Application
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Figure 40 View the open application

Through the web page shown above (Figure 40 View the open application) it is possible to:

· edit an application [A] – the Edit Application page is displayed - Figure 41 Edit Application
· submit an application [B]

· delete an application [C]

· cancel an application – to go back to the welcome page [D]

· convert an application into a pdf format [E]
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Figure 41 Edit Application

When an application is being edited, it is locked by the system administrator (default time: 15 minutes). Other users cannot edit this application during this time.   
3. Helpdesk

We invite you to use our helpdesk for any questions relative to the use of our modules or any suggestions or feedback.

Contact Information: 

TENtec Helpdesk

( MOVE-TENTEC@ec.europa.eu
( +32 (2) 297 61 12

( +32 (2) 295 43 49
Commission européenne, B-1049 Bruxelles / Europese Commissie, B-1049 Brussel - Belgium. Telephone: (32-2) 299 11 11.
Office: DM24 8/21. Telephone: direct line (32-2) 2981803. 
E-mail: Sebastien.LIM@ec.europa.eu

