
 

 

  
 
 

 

 

 

 
Participant register 

 
User guide 

 

08/09/2022 

 

 
  



 
 

 
 

 

Table of contents 

 
Participant register ..................................................................................................................... 4 

Organisation registration ............................................................................................................ 4 

The Participant register page in the Funding & Tenders Portal ............................................... 4 

Registration process overview ................................................................................................ 9 

Registration process steps ....................................................................................................12 

Organisation data update ..........................................................................................................16 

The My Organisation(s) page in the Funding & Tenders Portal .............................................16 

The organisation data update screen .................................................................................18 

Organisation data ...............................................................................................................21 

Legal information ...............................................................................................................21 

Authorised users / LEAR ....................................................................................................22 

Bank accounts ...................................................................................................................40 

Financial capacity ..............................................................................................................51 

Messages ..........................................................................................................................58 

Documents .........................................................................................................................61 

SME (Small and Medium-sized Enterprise) ........................................................................70 

The My Task(s) page in the Funding & Tenders Portal ..........................................................73 

 
 



 
 

European Commission - Participant register - User guide Page 3 of 73 

Document history 

 

Version Date Comment 

1 20-08-2021 New document 

2 08-09-2022 Screenshots update in various sections 

   

 

  



 
 

European Commission - Participant register - User guide Page 4 of 73 

Participant register 
 
Participant register refers to the IT service within the Funding & Tenders Portal allowing users 
to register their organisation and perform data updates in order to participate in EU-funded calls 
for funding and calls for tenders.  
 
The Participant register consists of two differentiated parts: 
 

1. Organisation registration 
2. Organisation data update 

 
This user manual provides IT guidance about the Participant register. 
 
For additional information about the Participant register, please consult the Online Manual and 
the FAQs. 
 

Organisation registration 
 
The Participant register page in the Funding & Tenders Portal 
 
Participant register is also the name of the page within the Funding & Tenders Portal where 
users can start the process. 
After having provided the required information in the Participant register, you obtain a Participant 
Identification Code (PIC), necessary to apply for funding and tender opportunities.  
 
To go through the Participant register, you first need to have an EU Login account, to access 
the Portal. 
To create your EU Login account, go to the Funding & Tenders Portal and click on the Register 
button at the top right corner of the screen: 
 

 
 
It will redirect you to the EU Login page, where you can create your account: 
 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/GoAc
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;type=0,1;categories=p_registration;programme=null;keyword=;freeTextSearchKeyword=;matchWholeText=true;period=null;status=0,1;sortQuery=relevance;faqListKey=faqSearchTablePageState
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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Once you have your EU Login account, to access the Participant register page, go to the Funding 
& Tenders Portal and follow these steps: 
 
1. Click on the Login button, at the top right corner of the screen: 

  

 
    
2. Authenticate through the EU Login screen: 
 

 
     
3. Enter your email address in the field provided, and then click the Next button. 
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You will be prompted for an authentication method: 
  

 
     
4. Click the arrow beside the Password field and select the authentication method you prefer 

from the drop-down menu. In the example above, we use the Password option. 
 
5. Click the Sign in button. Once logged in, click on Participant register under the How to 

participate section of the Funding & Tenders Portal menu bar.   
 
 
Once you are in the Participant register page, you have the possibility to see it translated in the 

EU official languages. To do so, click on the language bar button at the top right side of the screen: 

 

 

By doing this, a pop-up window appears, where you can select the language: 
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After clicking on a language option, the page will display in this language. 

Please note that, for the time being, only the pages related to the Participant register process are 

available in the EU official languages in the Funding & Tenders Portal. 

 

In the Participant register page, you have the possibility to perform 2 actions: Search a PIC or 

Register your organisation. 

 

 

To make sure that your organisation has not already been registered in the Participant register, 
search for organisations by clicking the Search a PIC button. Then, search for organisations, 
enter the name or a part of the name. You may restrict results by selecting a specific country or 
expanding the advanced search and applying further filters to the search criteria. Then, click on 
Search organisation to display the matches: 
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Results are displayed at the bottom of the page. To restart your search with different search 
criteria, click the Clear filters button. 
 

 
  
If you do not find your organisation, go back to the Participant register page and click on the 
Register your organisation button. 
 
If you need support anytime during the process, select the Helpdesk & Support Services menu in 
the Funding & Tenders Portal: 
 

 
  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks/contact-form
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Registration process overview 
 
The registration process enables you to enter the required data in order to obtain a PIC for your 
organisation. It consists in 6 steps, as indicated in the progress bar at the top of the screen: 
 

 
 
A small red pointer appears above the step that you are currently in, as well as a crayon drawing 
in the circle icon.  
 
Before starting to go through the steps of the progress bar, you are prompted with a welcome 
pop-up message: 
 

 
 
Click OK to close the pop-up message and start the registration. 
 
If you had started a registration previously, the following pop-up message appears: 
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Click Next to continue this previous registration or Start a new registration to discard the existing 
one and start a new one. If you select this last option, this pop-up message appears: 
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Click Discard to eliminate the draft permanently or Cancel to keep it. 
 
Coming back to the 6 steps screens, you see  tooltips with additional information that you can 
consult for the different fields. 
Also, note that there is a limitation in the number of characters that you can enter per field. The 
character counter is visible at the top right corner of each field and will subtract the entered 
characters amount from the maximum characters amount allowed: 
 

 
 
After you have filled in all the mandatory fields of a step (marked with a red asterisk), click on the 
Next button at the bottom of the screen. By doing this, the data that you have entered will be 
automatically saved and you will move to the following step of the process. 
Click on the Save button to keep the entered data without having to move to the next step. Click 
on the Previous button to move backwards in the progress bar: 
 

 
 
If you don’t fill in a mandatory field, the field becomes red and a message appears under it: 
 

 
 
Each time that you move within the progress bar, an informative pop-up message appears at the 
top right corner of the screen: 
 

 
 
If there is an error during the process, this type of pop-up message appears: 
 

 
 
You can close these pop-up messages by clicking on the small cross at the top right side of them. 
 
The Self-registrant is the person who registers an organisation in the Participant Register of the 
Funding & Tenders Portal.Before the LEAR is validated, Self-registrants can provide the EU with 
requested information and documents about their organisation. Once the LEAR has been formally 
validated (normally after the organisation has been validated by the Central Validation Service), 
the role of Self-registrant is revoked and replaced by the LEAR.  
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Registration process steps 

 
1. Identification 
 
In this step, you must provide the basic legal information of your organisation: 
 

 
 
If you provide a Legal name that is similar to another already registered by another user, the 
following pop-up window appears: 

 

 
 
If any organisation in the list was registered by you, click on the Use this PIC button related to it. 
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2. Organisation data 
 
In this step, you must specify the main contact details and the official language of your 
organisation: 
 

 
 
3. Legal information 
 
In this step, you must select the Legal form of your organisation from the corresponding drop-
down menu. Additionally, you can provide other data: 
 

 
 
 



 
 

European Commission - Participant register - User guide Page 14 of 73 

 
 
 
4. Authorised users 
 
In this step, you have the possibility to add another authorised user as a back-up. This person 
receives the Self-registrant role, the same as you, and is able to make updates or provide 
documents after the registration (see Organisation data update). 
 

 
 
5. Summary 
 
In this step, you can review all the data that you have entered in the previous steps. 
If you need to make a modification, click on the Edit button at the top right corner of each of the 
steps summarized in this screen: 
 

 
 
When you have reviewed the data, click on the Submit button at the bottom right corner of the 
screen. Click on the Print button if you wish to print the data: 
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6. Success 
 
This is the final step of the registration process. In this step, there is a confirmation that you have 
successfully completed the process and you can see the PIC that has been created for you: 
 

 

 
 
Click on the Continue to update button if you wish to update the data of your organisation. 
 
With your PIC number, you can apply already for calls for funding or tenders. 
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Organisation data update 
 
The My Organisation(s) page in the Funding & Tenders Portal 
 
After registering your organisation using the Participant register page of the Funding & Tenders 
Portal, you can view, and update the entered data, upload supporting documents and follow up 
the validation of your organisation, when applicable, via the My Organisation(s) tab of the 
Manage my area menu. 
 
Your organisation has the Declared status after the registration.  
 
Once you have logged in the Funding & Tenders Portal, you see at the left side of your screen 
the Manage my area menu: 
 

 
 
When clicking on the My Organisation(s) tab, a list with all your registered organisations appears 
in the central part of your screen. This list also includes the organisations for which you have been 
appointed as contact in a proposal. 
 
In the Legal name column, your registered organisations are displayed with hyperlinks. If you 
click on any of these hyperlinks, an overview with the main data of the corresponding organisation 
is shown (only if you have registered the organisation, otherwise there is no a hyperlink to the 
organisation page). 
 
The Actions button allows you to modify the data of your registered organisation. Click on the 
Actions button and, then, select the Modify organisation option from the drop-down menu:  
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For organisations that you registered, or in which you have a role to update the organisation data, 
you can use the Edit Organisation roles option to manage the different roles, later on, after the 
organisation has been validated by the Central Validation Service. For information about roles, 
please see Roles and Access Rights.  
 
Note that for organisations for which you have been acting as contact but that were not registered 
by you, you do not have the option to view or modify the organisation data, nor to update the 
roles. In this case, you only have the option to contact the organisation: 
 

 
 
The default status for your organisation, after registering it, will be Declared. Your organisation 
does not need to be Validated if you are not participating in any project already, so a Declared 
organisation can be used in a proposal. Only when a proposal has been selected, this 
automatically triggers a request for validation of your organisation by the Central Validation 
Service. You will receive an email informing that your organisation will go through the process of 
validation and the list of supporting documents that you need to provide. You can upload the 
documents and follow up any messages from the Central Validation Service via the Modify 
organisation option. 
 
When you click on Modify organisation, the organisation data update screen appears: 
 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/HYAc
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The outcome of the registration process is the validation of your organisation (a validated PIC). 
The Central Validation Service will send a confirmation message once the process is completed 
and the PIC is validated. 
 

The organisation data update screen 
 
The organisation data update screen, as you can see in the image above, shows your registered 
organisation name and PIC at the top left corner and, under it, 8 tabs containing the rest of the 
data. 
Click on the name of a tab to display its content, the tab that you have clicked becomes white and 
a blue line appears on top of the tab name to mark in which tab you are. The rest of the tabs 
remain grey. 
 
Some red icons may be visible next to the names of certain tabs: a number icon indicates the 
amount of items pending your action in that tab and a flag indicates a pending action from your 
side. 
To make any modification to your registered organisation data, click on the Edit button that you 
see at the right of the screen for each open tab. Once you have clicked on this button, the 
information becomes editable. 
 
In organisations with the Validated status, a green checkmark at the right side of each field 
confirms that the value has been previously validated. Some of the fields require that you upload 
a document confirming the change that you have made. This is indicated by an informative pop-
up message followed by a red upload icon, appearing at the right side of the specific field: 
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Click on the Submit button at the bottom right corner of the screen to save the changes. If you 
click on the Cancel button, a pop-up message asks you to confirm your choice: 
 

 
 
In organisations with the Declared status, you are able to modify the data in all fields without 
having to provide the supporting documents immediately after, although it is announced in the 
informative pop-up message: 
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Click on Submit changes at the bottom right corner of the pop-up message to save the changes. 
If you click on the Cancel button, your change appears on the screen but is not submitted. 
 
Please note that, after registration, you must maintain the data provided for your organisation up 
to date, via the screens explained in the current section of this manual. It is also important to know 
that it is not possible to provide all the information for your organisation during registration. The 
LEAR information, for example, cannot be provided by you until the Central Validation Service 
starts validating your organisation after registration. In these cases, you will be notified via the 
Funding & Tenders Portal and by email when you can provide this information. 
 
The roles that can update the data of their registered organisations once they are validated are: 
 

 LEAR: the Legal Entity Appointed Representative (LEAR) is the formally nominated main 
responsible for an organisation use of the Funding & Tenders Portal and thus bears the 
final responsibility for all the organisation actions in the Funding & Tenders Portal. LEARs 
have system rights to update their organisation data, nominate/revoke representatives of 
their organisation to electronically sign grant/contracts, nominate/revoke representatives 
of their organisation to electronically sign cost claims/invoices and nominate/revoke 
Account Administrators within their organisation to help them with their work. 
 

 Account administrator: the LEAR may delegate tasks to one or more Account 
Administrators. Though the LEAR keeps the full responsibility, Account Administrators can 
fulfil tasks for their LEAR. An organisation can have an unlimited number of Account 
Administrators. If the organisation nominates a new person as their LEAR, the existing 
Account Administrators remain, but can be revoked by the new LEAR. 
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Organisation data 
 
This first tab contains the basic information of your registered organisation, such as its legal name 
and its contact details: 
 

 
 

Legal information 
 
In the second tab, there is the legal data of your registered organisation: 
 

 
 
There are two types of data in this page: compulsory data, such as the Legal form and 
VAT number fields, as well as additional legal information; and information relevant to 
programmes (Horizon Europe, Digital Europe, etc.). 
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General legal information: 
 

 Legal entity status  

 Legal form 

 VAT number 

 Legal register 

 Registration number 

 Registration date  

 Legal entity type  

 Legal entity qualification  

 Is it a civil society organisation  

 International organisation 
 
Information relevant to programmes: 
 

 International Organisation of European Interest for H2020 (IOEI H2020)  

 International Organisation of European Interest for Digital Europe (IOEI Digital 
Europe)  

 International European Research Organisation for Horizon Europe (IERO Horizon 
Europe)  

 Research organisation  

 Secondary/Higher education establishment  

 Gender equality plan 

 Erasmus Charter 

 FP7 Indirect Cost Method (ICM) 

 Certification data 
 
 

Authorised users / LEAR 
 
In this tab, you can see the authorised users for your registered organisation, as well as the Legal 
Appointed Representative (LEAR) section: 
 

 
 
Click on the Manage roles button at the right of the screen if you need to add authorised users. 
Then, click on the Add roles button at the bottom of the screen: 
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A new screen appears where you can provide the required information: 
 

 
 
Click OK to save the information or Cancel to discard it. 
 
The Self-registrant can add an unlimited number of other so-called Self-registrants, which are 
basically additional contacts with the same role. 
 
Back in the Authorised users / LEAR initial screen, in the LEAR section, you will still not be able 
to nominate a LEAR. This will be possible once the validation of the data that you provided for 
your organisation starts, then you will receive an email notification to let you know that you can 
perform the action, and the Add LEAR button will appear on your screen, as well as a small red 
flag next to the Authorised users / LEAR tab title: 
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Click on the Add LEAR button if you have not allocated the LEAR role yet. The following wizard 
opens: 
 

 
 
Complete the wizard steps by filling in the required fields and clicking on the Next button until the 
end of the process. You can quit the wizard anytime by clicking on the Close button but your 
changes will be lost.  
Alternatively, click on Save to keep the entered data as a draft. A line of information appears in 
the LEAR section. To continue working on the draft, click on Edit, or to delete it, on Discard draft: 
 

 
 
Once you have completed the wizard, a new line of information appears in the LEAR section, with 
the indication Data provided. To modify the data provided in the wizard, click on the Edit button: 
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The LEAR wizard allows you to add or update the required information of the Legal Entity 
Representative (LEAR) of your organisation and consists of the following steps: 
 
1) LEAR EU Login 

 

 
 
This step must be filled with the basic data of the future LEAR. This information will also be used 
to create an EU Login account for the LEAR, should the entered information not be registered in 
EU Login yet. If the email address of the future LEAR has not been registered yet, you have the 
option of inviting them to register: 
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By clicking Continue, an invitation to register is sent to the provided email address. 
You must wait for the LEAR to accept the invitation before you can continue providing LEAR data. 
 
If the entered email address exists in the EU Login database but either the first or the last name 
being provided does not match what has been registered in the database, you need to correct the 
details. It is not possible to use a registered email address with mismatching naming details: 
 

 
 
In this case, you have 2 options: ask the future LEAR to modify their first name and/or last name 
accordingly directly in their EU Login account, or enter a different email address. 
If no problems are found, you may click on Next to continue. 
 
2) LEAR data 

 
The LEAR data screen displays, fill it in accordingly: 
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Click Copy the organisation’s contact details if you want to reuse details of the organisation 
previously provided in the registration process.  
Make sure to enter a mobile phone number for the LEAR, so that the activation PIN for the LEAR 
account is sent by SMS. 
When the data has been provided in the LEAR data screen, click Next to move to the following 
screen. Use Save instead to exit the LEAR wizard saving your changes. 
 
3) Legal representative data 
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Enter the first and last names, and the position of the person who can represent your organisation 
in the Legal representative data step. They will have to sign the original documents required for 
appointing a LEAR. This can be the CEO of the company, the rector of the university, the Director-
General of the institute, etc. 
 
Click Next again to go to the following screen. 
 
4) Documents 
 
In this step, you are prompted to submit electronically both the LEAR Appointment Documents, 
and the Legal Representative and LEAR proof of identities: 
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When applicable, you are provided with a pre-filled PDF document where the data you entered in 
the LEAR registration wizard has been used. Click on the PDF icon to download it, then print it, 
get it signed and upload it again using the arrow button. A red arrow means that the document is 
still to be uploaded. When the document has been provided, the arrow turns yellow. 
Also, when a document has been provided, the time and date of the upload appears, together 
with the name of the file, next to its status. Click on it to display the content, except for the identity 
documents, which cannot be previewed due to privacy reasons. 
 
Note: The templates are prefilled with the information entered in the Participant register, where 
only one Legal Representative can be specified. If more than one signature as Legal 
Representative is needed, the second signatory should write their name and sign below the first 
one. In such a case, the ID documents of all signatories should be combined in a single PDF, 
DOC or JPG file (please note that the ZIP format is not supported) and uploaded as document 
type Legal Representative Identity. 
 
The Submit button is not available until all documents have been provided. If you make 
changes to the previously saved LEAR data and Legal Representative data,  the changes 
will be listed when coming back to the Documents step and the previously uploaded 
documents, except the ID related files, will be removed. This is so because new templates 
will have been generated at this point, containing the updated data, and you need to sign 
and upload the new ones.  

 When finished uploading the documents, click on Submit. Only after clicking this, the 
data will be transferred to the Central Validation Service. Otherwise, any changes remain 
at the level of your PIC and the Central Validation Service will not be aware of any changes 
on the LEAR information of your PIC. 

 
 

LEAR replacement 
 
The process to change the current LEAR is the same as the one to appoint a LEAR. However, 
you need to meet the following condition for you to replace the LEAR in the Participant register: 
 

 You are the current (validated) LEAR of the organisation, or you have been appointed as 
Account administrator for that specific PIC. Otherwise, you will not be able to edit the data. 

 
To replace the LEAR, click on the Replace LEAR button in the LEAR section. You can see that 
the status of the current LEAR is Validated. After editing the LEAR details and sending for 
validation, the status will change into Data provided again: 
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Follow the same steps as you do when you appoint the LEAR for the first time. The appointed 
LEAR needs to have an existing EU Login account linked to their email address, otherwise this 
person will need to create their account first, and you will be able to resume the replacement 
afterwards. 
 
Note: You need to maintain the data of your organisation up to date, and to ensure that there is 
always at least one person able to manage your organisation details in the Participant register. 
However, if you perform changes in your organisation data, including the LEAR, but your 
organisation is not currently involved in any project, validation will probably not occur. As 
explained previously in this documentation, this is not a problem at all; validation is done only as 
long as involvement in grants or procurement requires so. 
 
Nevertheless: 
 

 If you are the current LEAR, you are strongly advised to appoint the replacement LEAR 
as an Account administrator as well. This ensures that they will be able to access the 
organisation data immediately and not need to wait for validation to be completed. 

 

 Please remember that, if the replacement LEAR is not an Account administrator, they will 
not have access to the organisation data until they have been validated: as noted, this 
may not happen immediately. It is possible to appoint more than one Account 
administrator, ensuring this way that your organisation data can be updated when needed. 
 

 

LEAR recovery 
 
LEAR and Account Administrators are the only roles which are able to make changes, upload 
documents and follow up communications with the Central Validation Service for a valid 
organisation. 
 
In situations where the existing LEAR is not available anymore and there are no Account 
Administrators to be able to access the update page of an organisation, the organisation could be 
blocked to perform the required actions within the context of a Grant Agreement or Procurement 
Contract. 
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In those situations, you will be able to nominate a LEAR without accessing the update page of 
the organisation in the Participant register by following these steps: 
 

1. Access the FAQ in the portal and launch the LEAR recovery wizard screen: 
 

 
 

2. Enter the PIC number of your organisation. Then click on the Request button. 
If you do not know the PIC, make a search for the organisation here. 
 

  

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq/12257;categories=;programme=null;actions=;keyword=
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register-search
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This functionality is available only if: 
 

 The organisation has the Validated status. For any other status, you need to follow the 
standard procedure and you will not be able to use this functionality. 
 

 No LEAR recovery request exists for your organisation already. 
 
If the criteria is met, you will receive further instructions via email. Once you receive the 
email, see LEAR Recovery for further instructions. 

 
Note: If there is a LEAR recovery action already for that organisation, only the person who initiated 
the LEAR recovery action will be able to follow up the request. If you are that person, when trying 
to launch a LEAR recovery action again for the same organisation, you will be taken to the LEAR 
recovery wizard. 
 
After requesting the LEAR recovery, you will receive an email with further instructions. Please, 
use the link from the received email within 3 days, or the request will expire and you will need to 
make a new request. 
 
Undertake the following actions to complete your request: 
 

1. In the email you receive, click the link to access the wizard: 
 

 
 

2. Click Add LEAR to access the wizard: 
 

 

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/PwCI
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/tIGW
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/tIGW
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/tIGW
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3. In the following screen, provide the details of the LEAR as registered in EU Login. It could 
be your own EU Login details, or someone else's. 
 
If the email address is not registered yet with EU Login, you will have the possibility to 
send an invitation email to the future LEAR to register first (the system will send it 
automatically after clicking Next). You cannot finish the LEAR appointment until the 
person registers.  
 
If the provided email address and name combination exists in EU Login but there are 
differences between your input and the EU Login data, you will be invited to correct the 
details. 
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4. In the following screen, enter the LEAR data and click Next: 
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Pay attention to the mobile phone (last field). When being nominated as LEAR of an 
organisation, your account as LEAR needs to be activated. For such an aim, you will 
receive an activation PIN code. Providing a mobile phone number allows you to receive 
the PIN code via SMS. 
 
For more information about LEAR activation, please click here. 
 

5. Enter the details of the Legal Representative data and click on Next: 
 

 
 

6. In the final screen, provide the LEAR documents. You click on the pencil on the right to 
upload each document, and then, browse to select a document from your computer (1), 
and confirm the selection by clicking on Upload (2). These are the different documents 
you need to provide: 
 

 The LEAR appointment document. Download the template, sign it, and then, scan 
the signed copy and upload it via the red pencil button on the right. 

 The LEAR identity document. If the Legal Representative is not the same as the 
LEAR, you will need to upload the identity of each one separately. 

 Download the Declaration of Consent to the Terms and Conditions of the 
Funding & Tender Portal, sign it, scan it and upload the signed copy. 

 Finally, upload a Legal Representative authorisation. 
 
When you upload a document, the pencil will turn yellowish instead of reddish. You can 
download the document to check if it is the correct one by clicking on the hyperlink on the 
left of the pencil button, except for the ID documents, which cannot be previewed. 
 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/faq;categories=;programme=null;actions=;keyword=LEAR/11979
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The category Other documents is used only if the Central Validation Service requests 
you to provide more documentation, you do not need to upload any document under this 
category when submitting your request for the first time. 

 
When all documents have been uploaded, click on Submit and then on Yes when being 
asked if they are uploaded under the correct document type. 

 
You can save as draft, but a draft will expire if not submitted within 10 days after saving 
it, and you will have to initiate a new request. 
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7.   Back in the wizard, you will see that the status of your request is Submitted. 
You can modify the details by clicking on the Edit button. 
 

 
 
Please note, try to avoid editing unless there is an error to correct or if you are requested 
by the Central Validation Service to do so, since each time you edit and submit, the 
validation of the LEAR will be triggered from the start point. 
 
Once the request is sent to validation, you can access the wizard through the link you 
received via email. To get in contact with the Central Validation Service: 
 
1. Click on the Create a new message button. 
2. Specify your subject and write the message. 
3. Click on Send. After sending, you can always follow the answers by going back to the 

recovery wizard (use the link in the email your received or via My Notification(s) in 
the Funding and Tenders Portal).   

 
The Central Validation Service can also get in contact with you. Access the wizard by 
clicking the link you received by email, and click on the arrow to open the message. Use 
Reply within the message to send your answer. 
 
If you need to upload additional documents or substitute one of the submitted documents, 
you need to do it using the wizard. Close the message and then click the Edit button to 
open the wizard. 
 
Follow the wizard again, and upload the documents by clicking the pencil icon. 
To replace a document, click the yellow icon, browse for the new document (1) and click 
on Upload (2), this will replace the previous document. Do not forget to click on Submit 
again when you are done, otherwise the change will be saved only as a draft but 
Validations Services will not be notified that the document has been replaced. 
For an additional document, use the category Other documents. 
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When the new LEAR has been appointed, please see Access management of your 
organisation to read the information about how to manage the access to your organisation. 
Ensuring that you keep an Account Administrators for your organisation will prevent that 
you end up in a situation where nobody can maintain the organisation data again. 

  

https://webgate.ec.europa.eu/funding-tenders-opportunities/x/b4DO
https://webgate.ec.europa.eu/funding-tenders-opportunities/x/b4DO
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Bank accounts 
 
The organisations will need to register a bank account in the EU system in order to receive the 
payments when they are involved in a funding procedure. Please note that you do NOT need to 
provide a bank account when registering your organisation, it becomes necessary only when the 
organisation is participating in a project. 
 
In the Bank accounts tab, you can add the bank account of your registered organisation. Click on 
New bank account to register the bank account: 

 

 
 
You will be presented with 4 steps, where you have to provide different input regarding the bank 
account data. After you provide the required supporting documents, you submit the bank account 
for validation. Once validated, you will be able to select the bank account in other systems where 
you need to provide a bank account (for example, in SyGMa): 

 

 
 
Complete the wizard steps by filling in the required fields and clicking on Next until the end of the 
process. Clicking on Next automatically saves the entered data and allows you to move to the 
following step. If you cannot finish completing a step at that moment, click on Save as draft, at 
the bottom central part of the screen, or on the Cancel button, at the left, if you wish to close the 
wizard without saving the changes. 
 
You can save your Bank account validation request in any of the wizard steps by clicking on Save 
as draft. A pop-up message will open up informing that the data will be saved as draft, but the 
data will not be sent to the Central Validation Service until you click on Submit in the last step of 
the wizard: 
 



 
 

European Commission - Participant register - User guide Page 41 of 73 

 
 
If you have clicked Save as draft, a new line of data with the Draft status appears in your Bank 
accounts main page. 
 
Click on Edit to continue working on your draft or on the Bin button to delete it: 
 

 
 
Note: The New bank account button is not available if there is an existing bank account in the 
Draft status. If you do not wish to submit the existing draft, please delete it using the Bin button. 
Then proceed to encode a new request. 
 
The Bank accounts wizard guides you to fill in the bank account details. At the end of the process, 
you are requested to upload 1 supporting document and submit it for validation. Please note, 
some of the details (account holder name, bank name, account number, etc.) need to appear in 
the supporting document for it to act as evidence for validation. 
 
After submitting your request for validation, the LEAR is informed via email of the 3 possible 
scenarios. Please note that no notification is sent to the LEAR until the request is actually 
undergoing a validation process: 
 

 The entered bank account has been approved. 

 The entered bank account has been rejected. 

 A corrective action is needed, which can consist of updating data or uploading a new 
supporting document. The LEAR is informed in the email of what the required actions are. 

 
Tip: You can submit more than 1 record. However, only a draft can exist at a time. 
 
The Bank accounts wizard consists of the following steps: 
 
1) Bank account details 
 
The first step asks you to fill the Bank account information: 
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The Account name is usually the one of the account holder, but the account holder may have 
been registered differently at the bank. Populate this field to reflect what is visible in the provided 
supporting document(s). 
 
If the entered country is non-EU, the system will ask you to provide the Account number and the 
BIC/SWIFT code. The SWIFT code that you need to enter has to have up to 8 numbers, so if 
your SWIFT code is 11 characters long, for instance, you need to enter just the first 8 characters. 
 
Only if the entered country is Canada, Australia/New Zealand or the United States, you will need 
to fill in an additional field, which corresponds to the CA transit code, AU/NZ BSB code or the 
United States ABA code. 
 
2) Account holder’s details 
 
In this step, provide the Account holder’s details: 
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3) Upload documents 
 
In this step, you upload the supporting document for the provided account:  
 

 
 
A recent bank statement, not older than 6 months, can be used as evidence for validation. Please 
make sure to hide any private information, such as amounts or movements, but ensure that the 
date of one of the transactions is not older than 6 months, or that there is proof in the document, 
which accounts for the document not being older than 6 months.  
Also, please ensure that the following details are clearly visible in the provided document: 
 

 Name of the bank 

 Account Name 

 IBAN/Account number and additional codes, if applicable 
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In the unlikely situation in which you do not happen to have a bank statement as document proof, 
you have as an alternative the possibility to upload a financial identification form that the 
Participant Register will generate using the provided data. You will need to have it stamped by 
your financial institution, then scan it and upload it into the system. Financial identification forms 
that are not stamped by the bank will be rejected. Click the link at the bottom of the screen to 
download the form. 
 
To upload the documentation: 
 
1. Click on Add new document: a new window pops up. Use the Choose files button to locate 
and select your document (the maximum size per document is 6 megabytes), then click the 
Upload button: 
 

 
 
Once the document is provided, the name of the file displays under the Uploaded documents 
section and the Upload document button disappears. Click on the name of the document to 
review it and make sure that the content is clearly visible: 
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Only one document is allowed per request. If you wish to upload several documents, you need to 
combine them in a single PDF, DOC or JPG file (please note that the ZIP format is not supported). 
 
Use the Bin button to delete a provided document. The Upload document button becomes 
visible again, once the previously uploaded document is removed. 
 
Finally, click on the Next button. 
 
4) Confirm and submit 
 
In this step, you see a summary of the data previously entered in the wizard: 
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If you need to modify any of this data, click on the corresponding Edit button. 
 
At the bottom of the screen, tick the checkbox to confirm that the document is readable and meets 
the requirements explained above. If the checkbox is not ticked, the Submit button will not be 
available: 
 

 
 
Click the Submit button and then on OK in the pop-up window to confirm the submission of the 
data: 
 

 
 
The record will be displayed in the Bank accounts section, with the status Data provided. You can 
View the content by clicking on the related button, but you cannot edit it anymore nor cancel it 
until the Central Validation Service has reviewed the request: 
 

 
 
In the Documents tab, you are able to see the document that you uploaded in the wizard: 
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Once the Central Validation Service has reviewed your request, if they need additional information 
about it, you will see the corresponding message in the Messages tab. Click on View to open the 
message: 
 

 
 
You receive an email with the same message too, informing that a follow-up is needed and the 
reason for it. 
Also, you see a red flag icon on the Bank accounts tab and your record line with the Follow up 
status: 
 

 
 
Instead of the View button, an Edit button is available, and there is an envelope button in the Info 
column. Click on the envelope button to see the details of what is being requested to be modified: 
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Click on Edit to perform the requested action and submit again in the last step of the wizard. The 
Central Validation Service is notified by the system that the modifications are done and they will 
resume the validation of your request. 
 
If the request is rejected, you are also notified via email of the reason of rejection. In the Bank 
accounts tab, the rejected requests are listed. Click on the corresponding envelope button in 
order to check the reason of the rejection: 
 

 
 
If the request is approved, you see the Validated status next to the related bank account record. 
 
You also see a message in the Messages tab confirming that your bank account registration is 
completed. Click on View to open the message: 
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You can modify some information after the bank account has been validated. To do so, click 
on Edit. Once you have resubmitted the bank account with the modified information, the Central 
Validation Service will assess it again. 
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Financial capacity 
 
In this tab, you can manage the financial data of your registered organisation: 
 

 
 
You need to wait until the Central Validation Service requests you to provide this data.  
At that moment, you are notified via the usual communication channels: you receive an email and 
a message in the Messages tab of your organisation data screen in the Funding & Tenders Portal: 
 

 
 
Then, in the Financial capacity tab (marked with a red flag), you can access the Financial Capacity 
Assessment (FCA) wizard. Click on Edit: 
 

 
 
This will redirect you to the step 2 of the wizard, Closing date: 
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Select a date in the calendar functionality or, optionally, mark the checkbox. Then, click on Next. 
 
Specific case: If your organisation has no approved financial statements (i.e, it concerns a recently 
created entity) you must select “This organisation does not have any closed financial statements 
yet”. You will then obtain guidance on the documents to be provided and you must follow the 
steps described above for the upload of the financial information. In this case, the final checklist 
will be disabled and you will be requested to provide a justification about why the full set of 
document requested by the Central Validation Service cannot be provided. 
 
In the following step, Upload documents, click on + Add new document: 
 

 
 
A pop-up window appears, where you can upload the requested documents: 
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Click on Choose files to locate and select the documents that you need to upload (the maximum 
size per document is 6 megabytes). Then, select a Document type from the drop-down menu 
and, optionally, add closing dates for these documents and a description. 
 
If you upload a declaration on the validity of the accounts, you can use the document type 
“External Auditor’s report”. 
 
Click on Upload: 
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The document that you have uploaded appears at the top of the window, with the Draft status. 
This means that it has been correctly uploaded, click on Add document to finalise this task. 
If you need to add more documents, upload them one by one following the steps just described. 
 
Once you have finished uploading the requested documents, you see this screen in the wizard: 
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Here, you have an overview of the documents that you have uploaded.  
 
If you need to delete any of them, click on the corresponding Bin button, and to add documents, 
click on + Add new document. 
If you don’t have the requested documents, click on + Reasons to provide an explanation. 
 
Specific case: If your organisation has already closed annual accounts that were provided to the 
Central Validation Service, but the annual accounts for the most recent year are still not finalised 
(i.e. data for 2018 is already provided, but on 30/09/2020 your annual accounts for the financial 
year ending on 31/12/2019 are still not approved). In such case, you are requested to select the 
closing date (i.e. 31/12/2019 from the foregoing example) and provide justification why these 
accounts are still not available by using the + Reasons button. Equally, in your justification, you 
are requested to provide an estimation by when these accounts are expected to be available. 
 
Then, click on Next. 
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In the final step of the wizard, Confirm/Submit, you have an overview of all the provided data. 
You can still change the data by clicking on Edit closing date, Edit documents and, optionally, 
Reasons. 
 
Then, click on the 3 declarations checkboxes and, finally, click on Submit. 
 
Back in the Financial capacity main screen, you see the record line for the data that you have just 
provided, with the Data provided status, and the red flag has disappeared next to the tab name: 
 

 
 
Click on View if you want to check the already provided data. 
 
 

 
Once the Central Validation Service has reviewed your request, they may require additional 
information or documents. In this case, you will receive the corresponding message in the 
Messages tab and, in the Financial capacity tab (marked with a red flag), the View button will 
change into Edit: 
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Click Edit and repeat the steps to upload the required documents. 
 
When the Central Validation Service has validated the data, in the Financial capacity tab you see 
the record line for the data that you have provided, with the Validated status: 
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Messages 
 
This tab is dedicated to the communication between your registered organisation and the Central 
Validation Service: 
 

 
 
Click on the New message button at the upper right part of the screen to create a new one: 
 

 
 
Fill in the required fields and click on the Send button, at the bottom right side of the window. 
Click on the Close button to quit the window without saving the changes. 

Back on the Messages landing page, the tray icon  is the indicator for the received messages, 

while the paper airplane icon  is the indicator for the sent messages. 
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Click on the View button of the Actions column to read a message. The messages that have been 
already opened by you will have an open envelope icon on the right and a light grey tray icon on 
the left, whereas the messages that have not been opened yet will have a closed envelope with 
a red flag icon and a dark grey tray icon, respectively, and the overview text will be in bold. 
 
When viewing a received message, you also have the possibility to read it in another EU official 
language by clicking on the link Portal Reference Documents page: 
 

 
 
By clicking on this link, you are redirected to the Reference documents page of the Funding & 

Tenders Portal. 

In this page, select the programming period and the programme that you are interested in from 

the filters dropdown menus at the left of the screen. Then, select the document that you wish to 

see in another EU official language and click on the arrow button to open the translated document: 
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Documents 
 
In this tab, you can see the uploaded documents for your registered organisation and upload new 
ones, if necessary: 
 

 
 
You can see the status of each document in the Status column. The different status: 
 

 Requested: it means that the Central Validation Service has asked you to provide a 
document via the usual communication channels, in order to perform the validation of 
specific data. 
 

 Replaced: it means that you have replaced a previously provided document. 
 

 Received: it means that the Central Validation Service has received the document that 
you have provided to them. 

 

 Accepted: it means that the Central Validation Service has accepted the document that 
you have provided to them. 
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If you wish to upload a document that has not been requested yet, you can do so by clicking on 
+ Add new document. A pop-up window appears, where you can add your file and select its type 
from a drop-down list: 
 

 
 
You can upload as many documents as you want but a single file cannot exceed 6 megabytes. 
For each document you upload, you can provide a description, a type indication and other details 
when available. 
 
The Self Registrant / Contact person (and later, the LEAR, once appointed) can read and 
download existing documents for the respective organisation. Existing documents cannot be 
deleted once uploaded to the system. 
Multiple documents must be uploaded one at a time, taking into account the appropriate document 
type. 
 
Please note that uploading a document in the Participant register will trigger the generation of an 
AL ID code. This code is included in the top right corner of the document and will be used by the 
Central Validation Service as a reference for the requested data to be provided. 
 
Under the Actions column, click on the Upload button to provide a requested document. A pop-
up window will appear, click on Choose files and select your file from its location: 
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Alternatively, drag your file from its location and drop it into the Select files area. Click on the 
Upload button to complete the action. Otherwise, click on the Close button to quit the window 
without saving the changes. 
 
Back in the Documents overview tab, under the Actions column, click on the Edit button if you 
need to replace an already provided document. A pop-up window will appear. In it, you see the 
currently provided document name at the upper left side of the window, in dark blue.  To replace 
this document with a new one, click on Choose files and select your file from its location. 
Alternatively, drag your file from its location and drop it into the Select files area. The new 
uploaded document name will appear in green, in the centre of the window: 
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Click on the Upload button to complete the action. Otherwise, click on the Close button to quit 
the window without saving the changes. 
 
Important: documents that cannot be uploaded via this tab 
 
The following document types cannot be uploaded via this section, and they need to be uploaded 
using the appropriate tab / task in each case: 
 

 LEAR documents:  LEAR Appointment documents, LEAR/Legal representative identity 
documents, Declaration of consent to the terms of use of the Portal, Legal Representative 
authorisation document types can only be uploaded via the LEAR tab. Please note, this 
section is available only if applicable. For any issues regarding LEAR documentation, 
please contact Validation Services using the messages section on the left. 
 

 Financial documents: balance sheet, profit loss accounts, Balance sheet - Profit loss 
accounts combined, Business plan document, Income Tax, List of Debts, External Auditor 
Report and State Guarantee document types are to be preferably uploaded in the 
Financial capacity tab when requested (some of the document types are only available 
when uploading them via the Financial capacity tab). Please note, this section is available 
only if applicable. 

 

 Bank statements: bank statements can be provided only via the Bank accounts tab using 
the specific wizard to register the bank account. 
 

 Ownership/Control assessment documents: some calls require that the organisations in 
receipt of grants or other contracts are NOT controlled from outside the European Union. 
If requested, you will need to provide a set of documents through a specific task, which 
will appear in the My Task(s) section of the Portal. 
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Please note: some tasks require you to upload personal identity documents both via this tab and 
other tabs or wizards. In order to ensure that this data is secure and handled according to the 
regulations on personal data in force, please make sure that any such documents are uploaded 
after selecting the correct file type: “Identity Document (ID)“. 
 
 
Ownership / Control Assessment 
 
As part of the 2021-2027 Multi annual Financial Framework (MFF), some calls require that the 
organisations in receipt of grants or other contracts are NOT controlled from outside the European 
Union. Through the ownership control assessment, the Central Validation Service will use the 
information (data and documents) provided by the participant organisations to conclude on the 
organisation ownership control situation. The outcome of the assessment will be then made 
available to the service in charge of the grant/tender awarded to your organisation. 
 
Request of documents for the assessment 
 
In the Participant Register, there is no reference to the ownership control data until it is requested 
by the Central Validation Service. You will receive an email, also visible under the My 
Notification(s) section of the Funding & Tenders Portal and under the Messages tab in the 
Participant Register: 
 

 
 
There will be also a corresponding new task under the My Task(s) section. You will upload the 
documents by clicking on the task: 
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Step by step to provide the required documents 
 

1. Access the task Request for "Ownership/Control" document. 
 

Access the My Task(s) section in the Portal and click on the name of the Request for 
“Ownership/Control” document task.  

 

 
 

To access the task and upload your documents, click on the name of the task and 
disregard the Actions button. 
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2. Upload the required documents. 
 
Click on the + Add document button: 

 

 
 

A pop-up window will appear: 
 

 
 

Click on the Choose files button or drag and drop the required document. Once done, 
the name of your document will appear in green under the Choose files button. You can 
only add one document at a time: 
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Select an option from the Document type drop-down menu. Additionally, you can provide 
a Description in the related field but this is not mandatory. Then, click Upload. At any 
time, you can click Close to get back to the previous screen. 

 
3. Submit your documents. 
 

Once you have uploaded the documents, you see the following screen: 
 

 
 

In this screen, you can see the record of the document that you just uploaded. Click on + 
Add document until you have uploaded all the required documents listed in the message 
that you have received. Use the comments field to justify if one or several of the requested 
documents are not available. 

 
If you need to delete an uploaded document, click on the Bin button next to it. If you click 
Cancel, you will lose any uploaded document. 

 
When you have uploaded all the required documents, click on the Submit button. If the 
submitting is successful, you will see the confirmation message on the screen: 
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If the Central Validation Service needs further supporting evidence, they will send you a 
new request to provide the documents following the same process as the one described 
above. 

 
If the Central Validation Service does not contact you any more about this matter, this means 

that the assessment has been concluded for your organisation.  
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SME (Small and Medium-sized Enterprise) 

In this tab, you can declare your organisation as SME. Please note that there are two ways to 
declare the status: 

 For funding opportunities where the SME status is NOT a requirement to participate: 

In this case, a self-declaration is enough. You can declare the status when registering the 
organisation (see Provide the Legal information). You can change your status at any time. 

In the SME tab, scroll down in the page and click on Edit self-declaration to change the value. 
After selecting Yes or No, click on the Submit button to save your choice or on the Cancel button 
to discard it. 

 

 For funding opportunities where the SME status is a requirement to participate: 

In this case, a self-declaration is not enough and you can be blocked in the Submission system if 
your organisation does not qualify as SME.  

You need to run the SME self-assessment. Click on Start SME self-assessment to start the 
assessment, or if you already started and assessment, which has not been submitted yet, click 
on Continue SME self-assessment to resume.  

 

https://webgate.ec.europa.eu/funding-tenders-opportunities/display/IT/Registration+steps#Registrationsteps-ProvidetheLegalinformation
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For full details on the assessment, see SME wizard — Step by step. 

 

 
The provided declarations display as rows in the SME data section: 
 

 
 
  

file:///C:/funding-tenders-opportunities/pages/viewpage.action%3fpageId=9863607
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Click on the Eye button if you want to view the result of your SME self-assessment declaration: 
 

 

Special case: mid-cap enterprise 
 
In some cases, organisations may self-declare as mid-cap. For this scenario, you will be required 
to complete the SME self-assessment first. 
 
The first requirement is that your organisation does NOT qualify as SME. If this is the case, when 
submitting the results, you have the option to specify if it would fall under the mid-cap 
categorisation or not: 
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The My Task(s) page in the Funding & Tenders Portal 

 
When the Central Validation Service requests you, as Self-registrant and/or LEAR, to provide 
required documents, these requests are available here: 
 

 In the organisation data update screen, indicated with a red number icon next to the 
Documents tab. 
 

 In the My Task(s) page, from the Manage my area menu: 
 

 
 

In the My Task(s) page, each request of a document is considered to be a task for the user. You 
have the possibility to filter these tasks using the filter on the left side of the page. To open the 
filter, click on the arrow close to Filter. 
 
After clicking on the arrow, you see the different filtering options: you can make a search using 
the textbox or use the checkboxes Claimed by me and Urgent. When a filter is applied, it appears 
as a tag next to Selected criteria, at the top of the tasks list. To remove the applied filters, click on 
Dismiss all under Selected criteria, or click on the cross of each filter tag: 

 

 
 
You can sort the tasks in your list by date order with the Create date desc button and refresh the 

list with the Refresh button, at the right side of the screen. 

To perform a task, you need to click on the task title. This brings you to the specific tab of the 
organisation data screen where you need to upload the required document. 
 


