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Preface

Purpose and Scope

The purpose of this guide is to offer a usable and quick reference to the European Commission's
Evaluation tool functionalities and to assist Proposal Evaluators (Experts) with their online
evaluation process in the scope of specific Calls for Proposals ('Calls").

Intended Audience

Proposal Evaluators (Experts) registered in EMI/EMPP and having tasks assigned in the European
Commission's Evaluation tool (SEP).

Links and Resources

Detailed how-to procedures and instructional video presentations on the usage of the SEP Evaluation
tool are available on the following location under 'Expert Evaluation of Proposals':

https://webgate.ec.europa.eu/funding/display/ECResearchGMS/Experts

Information on EU Login is available
here:https://webgate.ec.europa.eu/funding/display/ECResearchGMS/How+to+authenticate+with+EU+Lo
gin

Contact

For technical issues regarding SEP applications, please contact the IT Helpdesk team:
e By email EC-FUNDING-TENDER-SERVICE-DESK@ec.europa.eu
e By phone: +32 2 29 92222

Opening hours: 8:00 - 18:00 (Monday to Friday)
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Logging to the Evaluation Tool

The EU login page

When you attempt to login to the Evaluation Tool, your identity is checked by the EU login system
(The European Commission's Authentication Service), which is widely used to securely authenticate
users in most of the European Commission's electronic systems. The Evaluation Tool uses the same
EU Login account that you have used to register as an Expert in the Funding & Tenders Portal.

e To login click on the link in the Evaluation Invitation email from the EU. You will be prompted
to authenticate through EU Login. Enter your email, click Next and then enter your

password:
Use your e-mail address Welcome
| — — o i haasi
P——— Password
Or Lo your passwond
Choose your ver hicaticon method H
@
me 4D of 1 A

e Click the arrow beside the Password field and select the authentication method you require
from the drop-down menu. In this example, we use "Password". EU Login supports a variety
of verification methods. Using a password is the simplest one. Other verification methods
involve using additional devices that can provide more security.

e Enter your password in the Password field.

e Click Sign in. The Evaluation Tool screen will appear.

For more information about logging in to the evaluation IT tool and password requirements, see
https://webgate.ec.europa.eu/funding/display/ECResearchGMS/How+to+authenticate+with+EU+Logi
n.
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User Interface and functionalities

The Dashboard page

To make it easier for you to manage your assigned tasks, the Dashboard shows all of them in an
organized manner.

The left side shows the number of active tasks on the top, and those tasks you did not accept at the
bottom. To accept the tasks click on the tasks to access the proposal details.

The right side of the screen displayed all assigned tasks by due date and by session. Clicking on the
task will also take you o the proposal details screen.

Use the drop-down menus on the top to display only tasks associated to a specific session or panel.
Confirm your selection by clicking on the Display button:

Dashboard Proposals Documents Active Tasks All Tasks

TaSkS ove WI BW click here to view all Tasks v

Session: | AGRI-Simple-Multi-2017 |- Step: 1

EthSR

All
AGRI-Simple-Multi-2017
COS-EYE-2017

Panel:

EthiR  EthCR

Keywording

AGRI-Simple-Multi-2017 ( 2 tasks in total)

You have a Write IER for proposal Test_011 (608557) to complete

You have a Write CR for proposal Test_010 (608556) to accept

COS-EYE-2017 (1 task in total)

You have a Write CR for proposal Test_002 (608548) to accept
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You can also display only specific task types. Click on the task type you wish to hide.

Dashboard Proposals Documents Active Tasks All Tasks

TaSkS OVEWiEW dick here to view all Tasks v

Session: All |Z| Step:  All

Panel: All Display

vording  Eligibility |IER T€R™ Read Proposal ESR  Expert Ranking EC Ranking EthPR EthIR EthCR EthSR

AGRI-Simple-Multi-2017 ( 2 tasks in total)

You have a Write IER for proposal Test_011 (608557) to complete

COS-EYE-2017 ( 1 task in total)

To clear the filter, click again on the hidden task type of click on Display.

The new assignments which need to be accepted are displayed on the right side, as well as an
overview of amount of tasks by due date.

You can see new comments in accepted tasks, if applicable. They display below New assignments:

Tasks OVErvView cic her t vewai Tasis v

o Active Tasks 4\,
Session: Al Step: Al
Panel Al 1 0 0 0

Keywording Eigbilty IER CR ReadProposal ESR ExpertRanking ECRankng EMPR EtiR ERCR EthSR OVERDUE TODAY THIS WEEK NEXT WEEK LATER

Tasks due today 1om A Alltimes displayed are local for Brussels, Belgium
I

bea2 ( 1task in total)

‘You have a Review ESR for proposal COSME.GAE (606253) to complete . A
New assignments

You do not have any new assignments

Last comments ~

+ on September 12 at 4:04 PM:

Beatriz riposted a comment to the Review £ SR (Proposal 606253 COSME.GAES

~ Accept on behalf: test

The expert dashboard also includes a Remote Consensus Meetings area that displays both the
currently open/ongoing meetings and the Upcoming ones. The status of an Upcoming meeting
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changes to currently open/ongoing ten minutes before the scheduled meeting time. The Join button
also will be displayed 10 minutes before the meeting starts.

Dashboard Proposals Documents Active Tasks All Tasks

Tasks OVEIVIeWw ek here o vew o Tasks v

Active Tasks <4,
Session. | All E| m

L

OVERDUE topAY THISWEEK NEXTWEEK  LATER

All imes. displayed a of Brussels, Belgum

LUPU export comments 1 ( 1 task in total)

You have a Write IER for proposal 1445851324129+test (616093) to complete
Remote meetings
Currently open/ongaing
Remole consensus meeting proposal ACCLIM (panel ENV)
Upcoming

2 day Remote consensus meeting proposal Test SEP (panel LS1)
o Jzat02% Remote consensus meeting proposal ABC (panel CCC)

All times displayed are bocal for Brussels, Belgium

Clicking on the Join button will launch the meeting using WebEx. Check the section about connecting
to WebEx at the end of this manual.

Some meetings are sent with different proposed time slots, and depending on which slots are mostly
selected by most of the evaluators, a final meeting will be scheduled. When this is the case, you will
see the meeting on your dashboard:; click on the Edit your availability button o see the different
options:

Remote meetings
Upcoming meetings with proposed dates

Edit your availsbility ~ Remote meeting for proposal aaaa

All times displayed are local for Brussels, Belgium

Select the time slots that fit you better, you can also leave messages.

Fri Thu
Oct Oct
from: 10:50 from: 10:48

Participants Comments
Cihangir TUNA{Rapporter) o E
Michal KOPYCZOK NA MNA
Tomek JANISZ NA MNA
Beatriz CASADC RODRIGUEZ NA MNA
O O
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If it is not possible to attend during any of the slots, simply click on the Update button (comments
are optional) without selecting any of the slots.

Fri Thu
Ot Cct
from: 10:50 from: 10:48
Participants Comments.
Cihangir TUMNA{Rapporter) o &
Michal KOPYCZOHK X o
. | am availlkle all day on the 18th and again on

Tomek JANISZ X X the 21st
Bestriz CASADD RODRIGUEZ o X
Myself O 0

Later, the Rapporteur will propose a final meeting based on the selections of the evaluators, and you
will be notified via email of this new meeting, as well as it will appear on your Dashboard.

Another feature accessible from the Dashboard is also access to the briefing documents of a
session. To do so, select the session and the panel and click on Display (1).

Then, click on the Supporting Documents icon at the bottom (2). The amount of available documents
is indicated in the icon itself (3).

Actve Tasks %

OVERDUE

Remote meetings

New assignments

Guidance

Managing tasks from the Dashboard
You can access the Proposals Details screen from the Dashboard in order to take an action on your
assigned task.

To accept a proposal, click on the task name to open the Proposal Details screen:
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RESEARCH & INNOVATION

Commission aluation Service

Dashboard | | Proposals ~ Documents  Active Tasks Al Tasks 19 September 2017

Tasks overview i here to vew ai Tasis ~

3 Active Tasks 4\,
Session Al [+ Step: Al
Panel: All - 0 0 0 0

ding Eligiiity 1ER CR  Read Pr R rtRanking ECRanking EthPR EthR EthCR  EthSR OVERDUE TODAY THIS WEEK NEXT WEEK LATER

erdue mm Al times displayed are local for Brussels, Belgium

AGRI-Simple-Multi-2017 ( 2 tasks in total)
You have a'Nrite IER for proposal Test_011 (608557) to comple(el@ Click on the taks New assignments N
to display the
‘You have a Write CR for proposal Test_010 (608556) to accept proposal details » nl Write CR for proposal Test_010 (eosssa)l

(C0S-EYE-2017 (1 task in total) o Write CR for proposal Test_002 (608548)

| ‘You have a Write CR for proposal Test_002 (608548) to accept

When displaying the task details, you can accept the task, work on it and reject it, among other
possibilities.

2 TESTER TESTING

L. RESEARCH & INNOVATION

Evaluation Service

11 October 2017

< Hide task detals and comments

Task Details
A — Individual Evaluation Report - AGRI-SIMPLE Internal Market-2017

Acronym Test 011 Help @
Proposal 603557 o
Documents Part A p: ps
Status ELIGIBLE Expand / Collapse all criteria
Panel Simple-01-2017
Call AGRISimple-Multi-2017
Deadline 13 September 2017 17:00
Task Status Open + Obligation to select an implementing body
Task Owner TESTER TESTING Current status:
+ Normal market rates for implementation by the proposing organisation
Current status:

Threshold: 62 Evaluation progress: 0.00%

+ Operational Capacity
Current status:

Task Comments + Criterion 1- Union dimension
Current score: -/ 20.0 ; Threshold 14; Weight 100%
aSLT Of T commen + Criterion 2 - Technical quality

Current score: -/ 40.0 ; Threshold 24; Weight 100%

+ Criterion 3 - Management quality
Current score: -/ 10.0 ; Threshold 6; Weight 100%

TESTER TESTING (11/Sep 18:16) - This is the first comment under

+ (riterion 4 - Budget and Cost-effectiveness
Current score: -/ 30.0 - Threshold 18: Weight 100%
+ Qverall comments

Expand / Collapse all criteria
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The Proposals page

In the Proposals page you can view the proposals that have at least one task allocated to you. You
can filter by Call, panel, Proposal or Acronym and sort by clicking on the column's arrows.

RESEARCH & INNOVATION

European

Commission Evaluation Service
Dashboard Proposals Documents Active Tasks All Tasks
[&1] Panel Proposal Acronym Search
Ite 8 Reset

Panel Proposal Acronym

All 605134 1

All 805130 1

HEEE
ENE

All 505180 123123

The page provides a visual representation of the task's status:
e TIcon squares with Task Acronyms: W = Write; R = Review; A = Approve; F = Finalize.
e Icon squares Task box Colours: Blue = you own the task; Grey = someone else owns the task.
e Square completely filled in = task submitted.
e Square partially filled in = task in progress.
e Square completely white = task not yet started.

If you click on the icon squares, the system will open the corresponding task page. Hovering over the
squares opens a pop-up window with summary information and buttons for actions you can perform.

4 IER CR IER CR Status
[al[R][w] [R][w] INELIGIBLE
ELIGIBLE
Task: Write |[ER @ ST
Progress: S .
. W ask: Review CR IE
| ;\:‘::?r. ;I)E(S:LEV s Progress:  100%
| Status: Finished g"‘;“er: gg A LE
- ole:
poneline: Status: Finished iE
Total score: | 1.8 S
eadline:
= D G D
ELIGIBLE

10
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The Documents page

In the Documents page, you can select proposals for which you are part of the expert pool and
download the documents of those proposals. If there are different panels, after selecting the
evaluation session, a new filter field displays to select the panel.

Dashboard  Proposals Active Tasks ~ All Tasks

Proposal Documents

Filter by evaluation session:
AGRI-Simple-Multi-2017

Filter by panel:

— all panels -

Select download options

Showing 1 to 2 of 2 entries (filtered from 5 total entries)

Proposals selected for document export: 1/5

Sulection Session Panel
2 AGRI-Simple-Multi-2017 Multi-A-2017
AGRI-Simple-Multi-2017 Simple-01-2017
Show| 10 v |entries

Proposal

608556

608857

Acronym

Test_010

Test 011

7 August 2018

Documents

available documents.
available documents.

Click on the available documents button next to a specific proposal to display the documents for
that proposal. You can click the link(s) under attachments in the pop-up window fo download a
concrete document. A download window opens in a new tab.

Dashboard  Proposals | Documents | Active Tasks  All Tasks

Proposal Documents

Filter by evaluation session:
AGRI-Simple-Multi-2017

Filter by panel
Mult-A-2017 v

Proposals selected for document export 1/5

Available Documents for Download

Proposal number

Proposal acronym

608556

Test 010

Attachments
Select download options
Showing 1 to 1 of 1 entries (filtered from 5 total entries) G
Selection Session Panel Proposal
@ AGRI-Simple-Multi-2017 Multi-A-2017 608556
Show| 10 v | entries

Acronym

Test 010

7 August 2018

Documents

available documents.

Document download

button.

Close

Service Desk: DIGIT-EFP7-S

Dear user, the requested document is being prepared for download. Once the download is completed you may close this window by clicking on the close

8 August 2018

eu [ Tel: +32 2 29 92222

8 August 2018

A

If you wish to download more than one document for a proposal, or the documents for different
proposals, select the proposals and click on the Selw il

button, instead.

11
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Dashboard  Proposals  Documents | Active Tasks  All Tasks 7 August 2018

Proposal Documents

Filter by evaluation session:

Select download options

Showng 110 5 o1 & entres,

Session Panel Proposal Acronym Documents

AGRI-Simple-Multi-2017 Multi-A-2017 608556 Test_010
AGRI-Simple-Mul-2017 Simple-01-2017 608557 Test 011
COG-Step1-2017 Ls3 608514 ERC-COG-116
COS-EYE-2017 COS-EYE-2017-4-01 608548 Test 002

Proposals selected for document export: 3/5

The available documents are automatically selected; click the document type to be selected, i.e. click
the Part B, for instance, to download only the Part B documents. To select different types, hold the
Ctrl key while you click on the document types. The number of documents and the total size of the
zip file are indicating on the top.

Available Documents for Download

Document count 2

Total size of documents 300 B

Status

The files you have requested have been sucesfully
calculated, please selectthe type of document that you
would like to download (by default all types have been
selected)

What type of documents you would like (by default all
have been selected)

i PartA

i PartB

HESK

: Combined PDF proposal

Please choose how the documents will be structured
within the zip file.

Flat list

The documents will be downloaded in a zip file, click on the drop-down list to select how the content
will be organized within the zip file.

Available Documents for Download

Document count 8 A
Total size of documents  625.01 KB

Status The files you have requested have been sucesfully
calculated, please select the type of decument that you
would like to download (by default all types have been
selected).

What type of documents you would like (by default all
have been selected)

Part A
Part B

-
Please choose how the documents will be structured
within the zip file.

By panel
By type of document
By panel and then by type of document

Close

12
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You can select one of these options:

. Flat list: the zip file contains a folder per evaluation session and all the corresponding
files alphabetically ordered within.

. By Panel: the zip file contains a folder per evaluation session and a folder per panel

inside the evaluation folder, and the corresponding documents within.

. By Type of Document: the zip file contains a folder per evaluation session and a folder

per document type, i.e. type A, type B, with the corresponding documents within.

. By Panel and then by Type of Document: This option presents a folder per evaluation
session in the zip file, and then by panel, containing a folder per type of document and
the corresponding files within.

After selecting the options for the zip structure, click on m A new window will open. When

completed, click on the hyperlink "file 1", this will open a new tab, which is just a confirmation of

download. Check the downloaded file via your browser download functionality.

Document count

Status

Available Documents for Download

5

Total size of documents 471.03 KB

The files you have requested have been sucesfully
calculated, please select the type of document that you
would like to download (by default all types have been
selected).

Please click on the links below, to download available
files:

file 1

Close

Document download

button

Close

- ¢ | B0 s mehmen & 5P Evanation

— - - T

Service Desk: DIGIT-EFP7-S O eu/ Tel: +32 2 29 92222

e orsave cutpul.sp from scceptance.ccuropa.cu? open || swe v/ comce

8 August 2018

Dear user, the requested document is being prepared for download. Once the download is completed you may close this window by clicking on the close

13



BB
The Active Tasks and All tasks pages

The Active Tasks page is the default page that you arrive at when logging in fo the evaluation tool.
It displays tasks with status Assigned or Open that you are the owner of.

Dashboard  Proposals  Documents Al Tasks

al Panel Task Proposal Agonym Staus: Threshold Search

Panel Task Proposal Acronym “  Owmer Deadline Status Score Action

All Write IER 605180 123123rm 19 Oct 2016 17:00 Assigned

All Write IER 19 0ct 2016 17:00 Assigned

19.0ct 2016 17:00 Assigned

All Wiite [ER

The All Tasks page displays all your tasks in the session, whether they are Assigned, Open, Finished
or Cancelled. When you access the All Tasks page after you log in, the task list will be empty - you
must filter to select a call, along with any other filters, and then click on Search.

Dashboard Proposals Documents Active Tasks All Tasks 14 April 2017

aall 6 Denel Task Proposal Acongm Stas Ouner Threshold —s

Acronym 4 status Owner Deadline Score

Panel Task

All Write CR 1 Assigned 06 Dec 2016 17:00
All Wiite CR. 1 Open 06 Nov 2016 17:00
All Write [ER 1 Finished 19 Oct 2016 17:00 15
All write IER 1 Finished 19 0ct 2016 17:00 15
All Wiite [ER 123123 Open 19 0ct 2016 17:00
All Write [ER 2 Assigned 19 0ct 2016 17:00

All Write IER

Assigned 19 Oct 2016 17:00

When a task status is assigned, you must first click on either the Proposals ID or Acronym to go to
the Proposal Summary page and accept the task.

Navigate to task forms - The Proposal and Acronym links

Proposal Acronym

These links take you to the Proposal
605926 SygR1400240776746 5umma|~y page

Navigation buttons - The three button names and their functionalities

o B A task is assigned to another task owner, but you can view it, and, if you are a Call or
Panel Coordinator, you can work on it on behalf of the owner.

Edit . .
. : You own this task and must work on it. It takes you to the Task Form page.

. : (also in the task form page for a task that is Assigned, Open or Finished) A pop-up
provides Conflict of Interest or Other reasons to select from

Dedline task ]
Please select the reason for declining:

&1 Conflict of interest

) Other reasons

Selecting either option provides a list of additional choices and comments.

14
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The Proposal Summary page

You will get to the Proposal Summary page where you can see the proposal abstract and consortium,
download Part A, and agree to work on the task or decline.

< Hide task details and comments

Task Details Proposal title 232345923452
Ccall MNFRP-2016-2017-1 Duration 34
Task Write IER Funding scheme CsA Total budget 5,151
Acronym 123123 Activity topic | Objective Total requested EC contribution 1,212
o Resubmission no HNumber of participants 1
Documents Part Submission date 10 October 2016 17:35 Currency Not provided

Ethical issues in the submitted proposal no

Panel Al

Call LUPU comments exp Keywords
Deadline 19 October 2016 17-00 Radiation and Nuclear chemistry, 234c2134¢
Task Status Assigned Abstract
Task Owner 45by34h344
Task Comments Coordinator Contact
Last 4 of 0 comments
Phone: 123421345

| agree to work on this task

Decline | Go to task list
v

I agree to work on this task

I declare that, to the best of my
knowledge, I have no conflict of interest in
the evaluation of this proposal. Please select the reason for declining:

Decline task due to a COI or other reason

() Other reasons

When you click OK agreeing to work on the task, you are taken to the task page. Once a task has
been accepted, the Active tasks page will display an buﬁon next to the Decline button, which

gi

ves you direct access to the task page.

Panel Task Proposal Acronym “  Owner Deadline Status Score Action
Al write IER 605180 123123nr 19 Oct 2016 17:00 Open [ it | Deciine |
Al Write IER 605135 2 19 Oct 2016 17:00 Assigned @

15
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The Task page

The Task page comprises the online Evaluation Report form and the Task Details and Comments
section. The system automatically saves the page every two minutes. Submitting a task saves and
submits it at the same time.

The online Evaluation Report form

The form is specific to each task (Individual Evaluation Report - IER; Consensus Report - CR;
Evaluation Summary Report - ESR and includes the criteria and scoring from the respective work

program templates), you can click on Expand /Collapse all criteria o o * 1o view or hide the criteria.

Individual Evaluation Report - Research and innovation actions/Innovation actions
Help @
Threshold: 10 Evaluation progress: 0.00%
Expand / Collapse all criteria

— Criterion 1 - Excellence
Current soore: - / 5.0 ; Threshold 3; Priority 1

Your score: *

=]

onstrates innovation potential (e.g. ground-breaking objectives, novel concepts and approaches, new products, services or business and organisational models)
where relevant, use of stakeholder knowledge

0/ 4000 characters

+ (riterion 2 - Impact

Current score: - / 5.0 ; Threshold 3; Prierity 2

+ (riterion 3 - Quality and efficency of the implementation
Current score: - / 5.0 ; Thresheld 3; Prierity 3

+ Scope of the proposal
Current status:

+ Operational Capacity
Current status:

+ [Exceptional funding of third country partici international

+ Use of human embryonic stem cells (hESQ)

Curent status:

+ Overall comments

Expand J Collapse all criteria

Print to PDF *rint to DOC

Go to task list

With the action buttons at the bottom of the IER page, the task owner can Save, Submit, Decline,
or Print the Report to PDF or DOC.

With the action buttons at the bottom of the CR page, the task owner can Save, Submit, Decline, or
Print the Report to PDF or DOC, Merge IERs, View Changes and Initialize the task.

Go to task list

16
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e Click Merge |ERs

to view all the IER scores and comments by expert.

Merge Individual Reports

Individual Evaluation Reports - merged view

Scores
By Total score[Impact | Excellence Implementation
ExpersiSss ey 15.00 515 5(5 5/ 5
Expert: J 15.00 5/5 5/5 5/5
Expert 5 15.00 5/5 5/5 5/5
EXpErt: cigam oo ve oeod 15.00| s5/5 5/5 5/5
Expert: cass wwes o 15.000 S5/5 5/5 5/5
Expert: Mitny oo 1500 s/5 5/5 5/5
Expert: ... __ . __. _ .__._A 15.00 515 5(5 5/ 5
Expert: i 15.000 S5/5 5/5 5/5
Expert: —viuiu wme ) 15.000 S5/5 3/5 3/5
Expert: SRR is.00| S5/5 5/5 5/5

= Criterion T - Excellence
Threshold 3

+ Ewpert: . ... ...

+ Ewpert: . ... _._. __.J

+ Expert:. ... ..o oo 3

o Click to start the CR task. A new popup will open where you can select which
Reports to merge (all available ones or selected expert's ones) and how to merge them (use
"Append" if you have already entered comments and want to now merge an expert's report).

Initialise task
Merge options:

© Blank form
@ Mew form with expert's assessments

© Append assessments from reports

Reports to merge:

All available reports
Expert 1 (Not yet available,

Expert 2

Expert 3

Expert 4

Cancel

View changes

e Click
comments in a new popup window.

View cha . o .
The label indicates the criteria comments that have changes from the previous task.

to view the changes between current task and previous task criteria

17
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— Remarks { Wlew changes )

Approve with reservations?
No

If yes, please specify the reasons:

Mot provided

Clicking on the blue label, which will read
Clicking on Current reverts to the current version.

— Remarks [ Wiew changes )

, or , displays the changes.

Approve with reservations?

Mo

If yes, please specify the reasons:

Not provided

IMPORTANT: After you submit the report, the Evaluation Report form will become read-only. You
will still be able o read your assessment or to print it, but you will not be able to modify it.

Individual Evaluation Report Help @
Total score: 68.20% | Evaluation progress: 100%
*  (riteria 1 - S&T QUALITY (Your score 4.0/5 Threshold 3; Weight 25%)
Criteria 2 - TRANSFER OF KNOWLEDGE (Your score 35/5; Threshold 3: Weight 20%)
Your score:
35

Quality of the transfer of knowledge programme Consistency with the research programme

Evaluation is a systematic determination of a subject's merit, worth and significance,
using criteria governed by a set of standards. It can assist an organization to ascertain
the degree of achievement or value in regards to the aim and objectives of an
undertaken project. The primary purpose of evaluation, in addition to gaining insight into

prior or existing initiatives, is to enable reflection and assist in the identification of future
change.

Importance of the transfer of knowledge in terms of intersectoral issues.

Mot provided

Adequacy of the role of researchers exchanged and recruited from outside the partinership
with respect to the transfer of knowledge programme.

Mot provided
Overall Comment*

Evaluation is a systematic determination of a subject's merit, worth and significance,
using criteria governed by a set of standards. It can assist an organization to ascertain
the degree of achievement or value in regards to the aim and objectives of an
undertaken project. The primary purpose of evaluation, in addition to gaining insight into

prior or existing initiatives, is to enable reflection and assist in the identification of future
change.
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IMPORTANT: If you submitted your evaluation report by mistake, or if you want to re-open it,
please contact your Call Coordinator, who is the only person authorised to re-open and administer

your task.

The Task Details
The Proposal Summary page and all the task form pages include a Task Details section from where
you can download the proposal documentation.

= Hide task details and comments

Task Details

Task Review CR
Acronym AcroProp
Proposal 605913

Documents Part A
Part B
-tatus

Panel 1SI1B-02-2014

Call Train the trainers
Deadline 15 June 2014 00:00

Task Status Open
Task Owner

The Task Comments
To facilitate remote consensus communications, the Proposal Summary page and all the task form
pages include a section for asynchronous Task comments.

Task Comments

Expand comments =

Last 4 of 7 comments

(16/May 11:34) - fsf
(16/May 11:35) - asfasd
(19/Jun 10:59) - a
(09/Jul 13:23) - tst

Users are able o start a new conversation by criterion, read and reply to existing comments, mark
comments as read, or click on Refresh to update the list. The total number of unread comments is
clearly indicated and each unread comment is in bold letters.
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Task Comments

Compact comments <

cCi— i Expand / Collapse all comments

Mark all comments as read | Number of d 1

- Other Comments
(06 March 2017 14:07) / (Latest comment: 08 March 2017 16:28)
Accept on behalf: sasfdazf

Reply 4
(08 March 2017 16:28) Mark as read

Thanks for accepting

When entering a Task comment at the Consensus phase, email notifications can be sent to other
users.

Add comment

Please choose people you want to notify.

X X All users of a role:
To start a new conversation, please select a topic:

Excellence, Impact. Implementation, Proposal out of scope, Operation Capacity, 3 Expert
Comments, Other

Rapporteur
Topic: Impact

Specific users:
test

Comment: O Expert)

Send also noetifications

Add comment Cancel

Also at the Consensus phase, users can vote on a Task comment indicating their approval or
disapproval.

- Criterion 2 - Impact - Criterion 2 - Impact

(17 September 2015 13:20) 4= . (17 September 2015 13:20) 4~
test test
€D D €D D

(18 September 2015 16:31) ¢m (18 September 2015 16:31) 4=
test test
St yoters who agree with this comment: Start a new { yoters wha disagree with this comment:
-nane- -nane-

Different colours differentiate between the different users.

(16 May 2014 10:31) / (Latest comment: 16 May 2014 10:31)
Ifaksj;jf

Reply ¢

(19 June 2014 10:59) / (Latest comment: 19 June 2014 10:59)

(16 May 2014 11:34) / (Latest comment: 16 May 2014 11-34)
fsf

Reply
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Summary of Tasks and Actions

From the Proposals page:

Proposal Draft Clicking on the
. . . ra .
evaluation |Write Write |Review |Approve ESR Review |square takes me
tasks IER CR CR CR ESR to: Actions to complete @ the page
Assigned but | [y W El EI IEI
not yet v Proposal Read proposal summary &
started summary page |PartA; Accept or Decline task
Complete online report, Leave
mine someone else's Task comments, Save, Submit
Task page (online|CR: Merge IERs, Initialize, View
Started form) changes, Approve, Disapprove
View online report, Leave Task
comments
Finished El Task page (online|View online report, Leave Task
foarm) comments

From the Active Tasks and All Tasks pages:

Proposal Draft Clicking on the
. - . rd - .
evaluation |Write Write |Review |Approve ESR Review |links or buttons
tasks IER CR CR CR ESR takes me to: Actions to complete @ the page
Assigned but Proposal Acronym
not yet GOGTTE-1 Acro-ECSEL-01-2015
¢ r:d S S Proposal Read proposal summary &
starte
summary page |PartA; Accept or Decline task
Complete online report, Leave
Task page (online|Task comments, Save, Submit
Started m page { e .
form) CR: Merge IERs, Initialize, View
changes, Approve, Disapprove
Task page (online|View online report; Leave Task
Finished = page { P

form)

comments
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Remote meetings

Connecting to WebEx

Launching the meeting from the dashboard
The dashboard displays the future remote meetings on right side.

Tasks OVerview a e s s s

Sosmon | AR & 3 s
3 0 0 0
OVERDUE

o Hig W T WS ATE
WEBEX DEMO w2 Feb2018 ( 3 tasks in total) TODAY THIS WEEK NEXT WEEK LATER
You nave a Write IER for proposal ETH_FE_PRE_NYYY_01 (807182} to accept

Active Tasks =

You hisvs  Write [ER for proposall ETH_FP_ASS_YNNYYN_U1 (807193] to accept

Remgte meetings
You have & Wlte IER for proposal ETH_FP_SCR_YNYYYY_01 [807184) to accept
onsensies mesiing prapassl ETH_FP_ALL YYYNYNY_D1 (panel i1 1)

Tasks due today s ~

WEBEX DEMO 20180207 vl { 3 tasks im total)
niave 2 Write IER for proposal ETH_FF_PRE_NYYY_01 (607192) to ascept New assignments

590  Writs IER for praposall ETH_FP_ASS_YNNYYN_D1 (807193 to accept

You nave 3 Write IER for proposal £ TH_FP_SCR_YNYYYY_01 (S07194) to accept

Those meetings are accessible only 10 minutes by default before the start time, but this parameter
can be modified when setting up the meeting. A Join button will display close to the meeting name.

14 Fotmany 2018

Samin [ S = 3 Active Tasks .,
3.0 0 0
OVERDUE

T — ToDAY THIS WEEK NEXT WEEK LATER
You have s Wirite IER for proposal ETH_FF_PRE_NYYY_01 (60712) to accept s displayed are ocal for Brusssis, Bolgum

You M 5 Wit IER for proposal ETH_FP_ASS_YNNYYN_01 (607193) to accept .
Remote meetings

ou hawe a Wirita [ER for proposal ETH_FP_SCR_YNY'YY_01 (607184} to accopt Curentty opea/ongeing

ot consansizs mestng proposal ETH_FPALL_YYNYRIY_01 (panl it 1)
Tasks due today s ~

WEBEX DEMO 20180207 vl { 3 tasks in total)
1w o Wieke 1ER for proposal ETH_FP_PRE_NYYY_01 (807192 to sccept
New assignments ~
Yeu b o Wit 1ER for proposal ETH_FP_ASS_YNNTYN_01 (07193) to accept . "
o Whito IER for proposal ETH_FP_PRE_NYYY_{ (607182}

You hawve a Write [ER for proposal ETH_FP_SCR_YNYYYY_01 (607184] to accept pea

fo¢ propasal ETH_FP_ASS_YNNYYN_D1 (507193}

© Wtz IER for proposal ETH_FP_SCR_YNYYYY_01 (607184}

ssi ETH_FP_PRE_NYYY_01 (07192

Note: The host is the person who sets up the meeting. If the CallCo is setting up the
meeting, it could be the case that he/she is not present in the remote session. Therefore,
you could see this message when joining in.
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The host has not yet joined the meeting.

OK

Just click on OK. The person joining will be set as presenter, see below how to make
someone else the presenter when all are connected.

Because you're the first person to join the meeting,
you're the current presenter.

If you did not install the software or did not configure your browser before, you will be prompted to
do it when clicking on the Join button to launch the meeting.

When launching WebEx from within the SEP application, the software Cisco WebEx will be executed
on your pc. Therefore, the kind of access you have in your pc will determine if the software can be
executed or not.

Open File - Security Warning @
Do you want to run this file?

@ Mame: ...2HfupB864rjEWm_YjempgOQdiYsw2_webex.exe
Publisher: Cisco WebEx LLC
Type: Application
From: Ch\Users\bekoupo\Downloads', eesc,8683127872...

Bun ] [ Cancel

i T I While files from the Intemet can be useful, this file type can
r patentially harm your computer. Only run software from publishers
= you trust. What's the risk?

You also have the possibility to use the browser, instead of the desktop application.

Using the browser is a good option if you are experiencing issues with the software, you will lose a
couple of functionalities, which are not essential, and you only need the meeting ID. Go to:

https://ecgrants.webex.com/webappng/sites/ecgrants/dashboard/home

In the first screen, enter the meeting ID and click Enter.
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Join a Meeting o

847364629 °

Then enter your name and click on Join Meeting, the meeting will be open in the browser.

< Back to Mesting List

Re)mote consensus meeting proposal test (panel
All

o]
Hosted by PROD Egrants
® 1154 AM - 1254 P | Wednasday, Mar 25 2020
(UTG+01:00] Brusseis, Gapenhagen, Macrid, Paris

Mons S

Join Meeting

Mesting Infermation

If you do not know the ID, you can ask another participant to copy the link of the meeting and send
it to you, you will get the second screen above when clicking on the link:

Cieco Webes Mesings =g
e Edt ghare yie - Heip © Conneced »

D PeiorGara < a &

PG

000006000
i

Regardless of the browser in use, you will be requested to install or allow the Cisco WebEx add-on:
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Firefox

Chrome

European
Commission

| oo

2 g Lo CHU R

Comdision Dsshbosid Evtluwions Seech voers

Tasks OVerview e ser s

Guidance

IEEEI Online quide

“You do nol Hiave ary ASSIGNED and RUNNING ks in pour sessions

Seochpuposss | Dwhbowd | Proposds  Docoments  dcinTusks  AlTuks 75 e

0 Active Tasks
0 0 0

OVERDUE 1auay HIS WEEK HEXT WEEK LATER

AN timos ptayod 1 local for Do, GOgm
Remote meetings

ey opea/ongoing

23 (Mesting No penci Al

All times chsplayed are focalfor Hrusssis, Helgim

New assignments ~

Yot G NGt A BNy new assonmants

A — fEsp——

v
@ @& J® hiipsy/ecgrants webex.com/mc3300/m.do?MTID=mdadc1 52ffc1 dba7 6dd8ed300a635ccO6 AT = IMsiteurl=ecgrants&apl

# Allow ecgrants.webex.com to install an add-on?

You are attempting to install an add-on from
ecgrants.webex.com. Make sure you trust this site
before continuing

Learn more about installing add-ons safely

Don't Allow v

Click Allow or Install to

add Cisco Webex 10 Having rouble?

Add Webex again
Run a temporary application to join the meeting.

Firefox.

| e Pl R ——

c e300 AGHATIE

i A o L AL i 7ETEPAOBAN b U7 GARCIARMK-4T) Py

Follow this one-time process to join a
Webex meetings quickly.

Add

Webex to Chrome

Dt e 10 s o
Run 8 emporary spplcaron 1 jon the mestg,

If you lack admin rights on your machine, executing the add-in can fail. Try first to execute it as "a

temporary application”. Please note; if you are able to execute the plugin, it will have to be done only
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once. If you run it as a temporary application, it will need to be run every time you launch a meeting.
If you are not able to execute the plug-in, even as temporary application, please check in the
following section how to connect via your mobile phone. This can be the quickest solution when the
meeting is imminently starting.

Connecting from your Mobile phone
It is also possible to connect via your mobile phone. First, make sure that you get Cisco WebEx
installed in your device from the Play Store (Android) or Apple Store (iPhone).

= o8O O O %AG4 Gl B0z

After the installation, you have two possibilities to join a meeting:

e Either open the WebEx app, click on the join meeting button (green button) and enter the
meeting ID; then, click the join button (it is placed on the upper right corner)

CE RN -k 2 Il RIRT)

€ Jon Meeting Gl =

242 466 000

Remare cansensus meeting propasal R b A R
oy @ proposa
ETH_FP_ALL_YYNYNY_01 (pane ETH_FP_ALL_YYNYNY_01 (panel

pti1)

842466000 % ewsc. websex com

e Or connect to SEP via a browser within your mobile device; then launch the meeting by
clicking the Join button from the Dashboard, as usual. The meeting will open using the APP in
the device.
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Please, disregard the log in option; unless you have gotten an account by your own means, scheduling
the meeting from SEP did not generated any Cisco accounts.

Using via WebEx (remote consensus meetings)

When launching your meeting from the dashboard on your PC, the main screen shows the following
icons and buttons:

Tisco Viehex Meetings |

lBle Eon Share view Audio Paicipant Meeting Help 5 |cnmgm.
‘IE

Waiting for others to join

1 2 3 a

1. Audio/video connection options. You use these buttons to connect to the conference via
audio and video. By default, when entering the meeting you will be prompted to set the
values for audio and video.

2. The panel and sharing icons. Panels within WebEx are functionalities, they are call panels
because they can get separated in different floating windows as will we see below. They are,
from left to right:

1. Sharing. This functionality allows to share your screen or a specific programme
running on your pc with others. Normally, the presenter shares the screen.

2. Recording. This panel launches an application to record the meeting.

3. Participants. Under this panel you can check the users which are connected to the
web conference, if they are connected using the PC as audio system or they are
calling in from a telephone, and who the presenter is.

4. Chat. You are able to send messages to all attendees via the Chat panel.

3. Other actions such as copying meeting url and managing audio settings.
4. Leave meeting. This button closes WebEx
5. The initials of the presenter.
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6. Your status, only visible if you are using the software and not a browser. Additional icons

display to indicate your means of connection, also visible by the others. o displays when

connecting to audio using your computer and ~ when call it from the phone. This option is
available only if you connect using WebEx, not if you are connecting via a browser.
7. Meeting info. Here, you find all the details of the current meeting.

Audio and Video

When you enter the meeting, you are prompted to select which channel you will use to connect your
audio.

Audio and Video Connection x
%, Select Audio Connection [k Select Video Connection
| ' Will Call In v No Video W
Call using other application 0]

1. Call

+44 2034574333 (United
Kingdom Toll International Dial)

2. Enter this access code:

843 265036 #

3. Enter your Attendee ID:
19#

Close You're ready to connect.

L 0000000

From the possible options, you should select either I will call in or Call using Computer, please do
NOT use any other options.

Audio and Video Connection x

%, Select Audio Connection [Ch Select Video Connection

Preview only

Your wideo is not showing in the meeting yet. &
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In the same window, you can set the video settings.
If you are using the computer to call in, you will able to set up additional options according to your

computer configuration (i.e. headset, etc.). By clicking in More options, you are able to test both the
audio and the mike.

Audio and Vide %

Computer Audio Settings

%, Select Audio Connection

¢]) | Use System Setting (Realtek High [ Test
Call Using Computer e
<]} | Use System Setting (Realtek ... v
0 | Use System Setting (Realtek .. ™ (0 | Use System Setting (Realtek High Definition AL~

Maore options

(] Automatically adjust volume

Once the video and voice settings are set and you called in, the initial icon will split into two, click on
the mike icon to mute/unmute yourself or on the camera icon to manage your video.

For an explanation on additional functionalities such as recording the meeting or sharing the
screen/files, please consult the page in IT How To.
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