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Introduction

The Participant Portal is an Internet portal for the participants to the 7th Framework Programme (FP7) and
the Competitiveness and Innovation Programme (CIP). Its ultimate aim is to become over time the
participants' gateway and single entry point to interact with the Research programmes of the European
Commission.

It provides a consistent and coherent set of online services in order to facilitate the participants’
interactions with the Research Directorates-General of the European Commission and improve operations
and data quality. It will eventually host a full range of web applications that facilitate the monitoring and
the management of proposals and projects throughout their lifecycle.

This document describes how to access and use the Participant Portal (PP).

Typographical convention

Hyperlink or email address
[Button]

“Tab"

Figure Or Table

<Field> or <Column>

Participant Portal's main actors

The different types of users defined for the Participant Portal are organised by roles and are globally
described as follow":

e Public : Any person that goes to the PP URL

o Registered User:
A user that has registered himself and has received credentials for logging on.
A registered user can be a natural person or a member of a legal entity.

A member of a legal entity can have one of the following roles:

= Researcher:
Person who directly or indirectly interacts with Framework Programme information

»= Organisation Member : User who acts on behalf of an entity

= Self registrant : user who self-registered an organisation in the Unique
Registration Facility

= Legal Entity Appointed Representative (LEAR):,
possibly delegating updates of company information and other capabilities to other
representatives of the organisation, called "Account Administrators" (AA) under the
Participant Portal:

e Account Administrator (AA): the Account Administrator is appointed by the
LEAR in order to provide support with the management of the organisation
data.

» Project/Proposal Participant :
Member of an organisation who participates in a project or a proposal

e Primary Coordinator Contact:
Coordinator of a project/proposal who is the first point of contact between a
Consortium? and the European Commission.

! Thorough descriptions of the available roles are given in sections 2.5.1 (Legal Entity Appointed Representatives
and account administrators) and 2.7.3 (Roles of a Project).
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e Participant Contact:
Primary point of Contact for an organisation within a Consortium

e Coordinator Contact:
a Participant Contact who belongs to the same organisation as the Primary
Coordinator Contact.

e Team Member:
Has minimal read-only rights to project resource information. For the majority of
users the role represents a project team member.
They can be designated by a Coordinator or Participant Contact of the same
organisation

e Task Manager:
Extends the Team Member role with the capability to perform submit, update
and delete actions. Like the Team Member, they can be designated by a
Coordinator or Participant Contact of the same organisation.

e Financial Signatory:
a person nominated by the LEAR or the Account Administrators (on behalf of
legal representative) that will be entitled to sign the financial statements (form-
C) for the beneficiary of a project.

Depending on their role(s), users will receive different rights regarding the access to the hosted services.

Participant Portal's main services

The Participant Portal has been created to cover the whole lifecycle of the projects: proposals submission,
evaluation, grant agreement negotiations and submission of periodic and final reports during project
implementation, administrative support to the experts...

Currently, the Participant Portal is the gateway to access

- the Unique Registration Facility (URF), allowing organisations registration and data
management

— the FP7 Negotiation Facility (NEF), facilitating the negotiation process

— thereporting tools (NEF, SESAM, FORCE) to submit the technical and financial reports
— the Funding database

— the FP7 Documentation (Documents)

— the Notification service

— the Legal and Financial Viability (LFV) simulation tool

— the proposal system services

— the expert database

System requirements for using the Participant Portal

The participant portal operates on-line, without saving anything on the computer. The recommended
minimum system requirements are:

e a computer with a minimum 1.2 GHz processor and minimum 1Gb RAM;
e an Internet connection, preferably 1Mb/s or higher;

e a screen with a minimum resolution of 1024 x 768;

2 A Consortium is a group of Participants (or Beneficiaries) formed in pursuit of a Project.
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e Internet Explorer 8.0 (or above) or Firefox 8.0 (or above). Other web browsers may work but have
not been tested. Note that for security reasons your browser may request to identify the Participant
Portal website and the ECAS system as "trusted”. Once added as trusted, we recommend that you
restart your browser session. If you encounter issues with previous versions of browsers we
recommend that you first upgrade to the minimum browser version indicated before contacting the
helpdesk;

e Windows (XP, 7), Mac OS X 10.7 (Lion). Other operating systems may work but have not been
tested.

Where can the participants get support?

A Frequently Asked Questions section is available on the Participant Portal.

The users looking for help with the Participant Portal and its underlying services should use
The contact form http://ec.europa.eu/research/participants/portal/page/contactus.

For issues related to the registration and login using the European Commission's Authentication Service
(ECAS), participants can visit this website https://webgate.ec.europa.eu/cas/help.html or send an e-mail to
DIGIT-USER-ACCESS@ec.europa.eu.

For questions related to the Framework and similar RDG Programmes, the participants are invited to
contact the Research enquiry services via the following link: http://ec.europa.eu/research/enquiries.
The FP7 Help Desk can also be contacted by sending an e-mail to EC-FP7-IT-
HELPDESK@ec.europa.eu.
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1 HOW TO ACCESS THE PARTICIPANT PORTAL?

Except for a few services, such as Documents, Funding, LFV simulation tool or the PIC search function,
access to the Portal and its underlying services requires an ECAS account.

1.1 European Commission's Authentication Service

ECAS is the European Commission's Authentication Service.

It provides a single sign-on across a large number of Commission information systems: once you have
authenticated yourself to ECAS, you do not have to re-enter your credentials (username and password)
within the same browser session.

Protected information systems request ECAS to supply the current user's identity — if you have already
been authenticated, it does not ask you to do so again (provided that you have not disabled the use of
cookies in your browser).

ECAS authentication is available only with applications that have been specifically adapted to use it.
These applications request ECAS to authenticate you on their behalf and do not authenticate you directly.
This means that when you use your ECAS password, it will always be on a distinctive page belonging to
ECAS, even though you may have typed in the application's address, not that of ECAS. Never enter your
ECAS password on any other page.

Do not divulge your ECAS password to anyone - there is no reason for anyone else, including system
administrators and support staff, to ask for it or know it.

1.2 ECAS Registration

If you are a new user please register on the ECAS. The creation of the ECAS account is free and easy.
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1. To create your ECAS account, go to the Participant Portal home page:
http://ec.europa.eu/research/participants/portal. (see Figure 1: Participant Portal home page)

| Home I Funding I Documents | My Organisations | Experts I Support |

LOGIN WELCOME

Welcome to the Participant Portal
a LOg'm The Participant Portal is your entry point for electronic administration of EU-
funded research and innovation projects, and hosts the services for

managing your proposals and projects throughout their lifecycle.
Currently the portal covers mainly actions under the 7th EU-Framework
Programme for Research and Technological Development {F| the future,

Reaister your account |
NEED HELP?

© Freguently Asked Questions
(NEW) Experts area (Quick

What does it offer today?

info)

© User manual ~ You can search for FPT calls for proposals and submit your < You can search for the unigue identifier of your organisation,
(MEW) Electronic proposal proposals. register your organisation or provide updates of your
submission user manual . Depending on your role in projects and organisation, you can organisation's data.

© Fresentations view information on projects, negotiate your grant agreement, ~ Depending on your reles in projects and organisations, you
(NEW) Submiszion of manage amendments, submit financial and scientific reports can assign or revoke access rights to organisation and project
proposals or review projects. data for other persons.

© Contact the Helpdesk o Ifyou are interested in participating as an expert for the

European Commission, you can join the database of
\_ J independent experts for European research and innovation
Forthcoming functionalities

Participant Forial Exdernal User o Expert evaluators will be able to manage the administrative details related to their work as peer reviewers.

Group 1211112012 & The currently separate electronic proposal submission system will be replaced by a new system integrated in the portal.

© Veb-streaming and Web . Direct access to FP7 related information and documentation.
forum (detailz )

Participant Portal ¥3.3.1 .

(Uwzul:;z} How does it work? Are you a new user? +

® Area dedicated to experts.
{evaluators of research While some basic functions After login, the actual On that new page, the blue When you go into the
proposals, reviewers of 1 are available for anonymous homepage will be replaced arrows are the processes 4 | details of an organisation,
projects etc.) users, the core functions of by a new one displaying all that are authorised for your project, role etc... a new

project management are onhy the processes your user profile and they will give contextual menu will guide
available to registered users. profile can access. you access to several lists, you through the additional
Participant Portal V3.3 (06/2012) If you are a registered user like the list of organisations, actions.
© Area dedicated to experts you can use the login button. ;l:gjj:;tsétrcl.).\fas of your

© Registration of muttiple
organisations on behalf of

others & o
EEL ~eSear (=}
@ Print, export and copy f
functions

© New action buttons in My
Organisations and My Project

tabs k J

Figure 1: Participant Portal home page

2. Then click on the [Are you anew user?] and then on "This link" (see Figure 2: Register as new user).

-~

How does it work? Are you a new user? —

4

Figure 2: Register as new user

3. The ECAS User Registration Form opens: please fill it in using your individual professional e-mail
address in the relevant fields (Figure 3: ECAS User Registration Form). It allows the system to
identify you and credit you with the right access and services.

Please avoid using your email address as Username; this could cause issue if your email
address is modified.
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4. Select the privacy statement acknowledgement checkbox, copy the security code into appropriate
text area and submit the form for processing.

Contact | Szarch | Legal notice | Privacy Statement | English v|

¥ a® | External
European Commission Authentication Service (ECAS)

EUROPA > Authentication Service > Sign Up

Is the selected domain correct? External Chenze 1

Login New password Sign Up Help
ECAS a ( authenticates your identity on )
European Commission websites

Sign Up

Help for external users

Choose a username

First name *

E-mail *

Confirm e-mail *

Last name * | |

E-mail language * English {en) {gll

~] ‘ Audio version

Enter the code * | |

O privacy statement: by checking this box, you acknowledge that
you have read and understood theprivacy statement *

* Required fields

Last update: 17/01/2012 (2.2.0-m) | 5ms |

Figure 3: ECAS User Registration Form

5. The confirmation screen indicates that within a few minutes you will receive an email allowing you
to complete the registration process. Note that the process must be completed within 1h30
after your original request!

6. Go to your mail box. You will see that the European Commission Authentication Service has sent
you a message to initialise your password. Open it and click on the link indicated in the e-mail: you
will be redirected to the Password initialisation page of ECAS (Figure 4: Password initialisation
page of ECAS).
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| Contact | Search | Legal notice | Privacy Statement | English (en) _"]

. External

. European Commission Authentication Service (ECAS)

EUROPA > Authentication Service » New password

Is the selected domain correct? External Change it

Login New password Sign Up Help

ECAS a ( authenticates your identity on )
European Commission
websites

New password

Please choose your new password.

Username | Narendil |

New password * | |

Confirm new password * | |

Passwords cannot include your username and must contain at least 10 characters chosen from at least three of the
following four character groups (white space permitted):

* Required fields

» Upper Case: Ato 2

» Lower Case: ato z

» Numeric: 0 to 9

» Special Characters: |"#$%& ()*+,- /1 <=>?@[\]"_ {|}~

Examples: clauPjyvoz BYFLaXDe$l uhvaPgQHI3

[Generate other sample passwords]

Last update: 17/01/2012 (2.2.0-m) | 90 ms |

Figure 4: Password initialisation page of ECAS

On the password initialisation page create and initialise your password.

Click on the [submit] button. The ECAS password initialisation success page will appear: your
ECAS password was successfully initialised.

9. You can return to the home page of the Participant Portal. It is now possible to log on.

Please note that your ECAS credentials are strictly personal and confidential and should not be
shared! They will allow you to access different services and data that might be critical for your

organisation.

1.3 Log on to the Participant Portal

1. Go to the Participant Portal home page: http://ec.europa.eu/research/participants/portal

2. Inthe login box click on the login link (see Figure 5: Login box )
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LOGIN

Register your account |

\—

Figure 5: Login box

The login page (ECAS authentication) appears (Figure 6: ECAS Login page):

o \Whenever you login, please make sure that the selected domain is “external”. Should
another domain be selected, please change it by clicking on the use a different domain
link.

o Enter your <Username> (if you have created one) or your <email address> and your
<password>, and click on the [Submit] button.

e You are then redirected to the secured environment of the Participant Portal.

Contact | Search | Legal notice | Privacy

v External
European Commission Authentication Service (ECAS)

EUROPA > Authentication Service > Login

Login New password Sign Up

ECAS a Login not reqistered ver
authenticates your identity on
( European Commission websites )

research Usemname or e-mail address
requires you to authenticate

Password

More options... p

= Required fields

Last update: 17/01/2012 (2.2.0-m) | Sms |

Figure 6: ECAS Login page

3. Now that you have logged on to the Participant Portal, you are identified as a user (Figure 7:
Login box)
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LOGIN

Christian HUWAERT [l

In additicn to logging cut, you
must close all your browser
windows to avoid any
unauthorised access

T ——

Figure 7: Login box

Depending on your role, you will be able to access different services.

1.4 Log out from the Participant Portal

In the login box of the Participant Portal click on the [Logout] button (Figure 7: Login box)

This will end your session in the Participant Portal and close all the applications accessed via
the Participant Portal and supported by the ECAS authentication (URF, NEF, SESAM, and

FORCE).

Participant Portal User’s Guide (06-12-2012) — Release 3.5 Page 13 of
78



2 HOW TO USE THE PARTICIPANT PORTAL?

2.1 Roles

2.1.1 Role basics

Every user will benefit from different rights, crediting them with access to specific information and

services.
Once a user has been authenticated, the list of actions that can be performed in a FP7/CIP project context

depending on the user's role is displayed (see Figure 8: Home Page after login).

_| Home I Funding I D t: | My Organisati I My Proposal I My Projects I My Roles | Hotifications | Experts | Support |

LOGIN

& Shn — Manage Organisations —Others————————————

Gill FOXIE [

In addition to logging out, you
must close all your browser
windows to avoid any
unauthorised acoess

Manage roles
and delegations

\, < —Identify Opportunities

© Freguently Asked Questions
(MEW) Experts area (Quick

info}y

© User manual
(NEW) Electrenic proposal
submission user manual

© Presentations
(MEW) Submissicn of
proposals

© Contact the Helpdesk

\, J

Participant Portal External User
Group 12M11/2012

—Proposals

— Negotiations
© Web-streaming and Web
forum (details}

Participant Portal W¥3.3.1
(07/2012)

© Area dedicated to experts
(evaluators of research
proposals, reviewers of
projects etc.)

Participant Portal V3.3 (08/2012) r— Grant Execution

© Area dedicated to experts

© Registration of multiple
organigations on behalf of
others

Periodic

reporting

© Print, export and copy
functions

© HNew action buttons in My

Organisations and My Project
tabe Manage
scientific

® Improved My Roles and FPT i
Calls tabs

read more [

\, v

FﬂEﬂ_ \ o

Figure 8: Home Page after login

"Table 1 — Processes" below describes the processes indicated in this graphical representation.
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The columns are:

e PROJECT LIFE CYCLE STAGE
e SERVICES related to the stage

ROLES: The roles for which the services are available.

PROJECT LIFE CYCLE
STAGE

Organisation
management

Identify
opportunities

Negotiations

Grant execution

SERVICES

Search for an
organisation

Register an organisation

Manage registered
organisation data, upload
documents (until
validation)

Manage organisation
data

LFV Simulation

Read FP7 related
documentation

Search for a call
Browse and/or manage
Negotiations

Browse and/or manage
Grants®

Browse and/or manage
Amendments

Browse and/or manage
financial periodic and
final reporting

Browse and/or manage
deliverables and final
reporting

ROLES

Any

Any

Self-Registrant

LEAR, Account Administrator,.
Logged or not logged users
Any

Any

Participant Contact, Coordinator Contact, Task
Manager, Team Member.

Participant Contact, Coordinator Contact, LEAR,
Account Administrator ,Task Manager, Team
Member

Participant Contact, Coordinator Contact, Task
Manager, Team Member

Participant Contact, Coordinator Contact, Task
Manager, Team Member

Participant Contact, Coordinator Contact, Task
Manager, Team Member

Horizontal
processes

Manage roles and
nominations
Manage notifications
Support

Any role

Any role
Any

Table 1 — Processes

% LEAR, Account Administrator and Team Member can only browse some information
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2.1.2 Identify your roles

Every user will benefit from different rights, crediting them with access to specific information and
services. These rights are related to the role(s) the user plays within an organisation (as a LEAR or
Account Administrator) and/or a project (as a Coordinator, Participant, Representative, Task Manager or
Team Member). You can identify your role(s) by following these instructions:

Log on to the Participant Portal
Select the "My Roles" tab.

If you have one or more organisation role(s) (i.e. LEAR or Account Administrator), a list of each
organisation for which you have these roles will be displayed in the "Organisation Roles List"
section.

The list consists of the Participant Identification Code (PIC), the name of the organisation and the
role you are playing (Figure 9: My Roles).

4. If you have one or more project role(s) (i.e. coordinator, participant, task manager, team member,
reviewer or rapporteur, EC Project Officer), a list of each project for which you have these roles will
be displayed under the Project Roles section.

The list consists of the Acronym of the project, the project identification number, the funding
programme to which the project belongs, your role in the project (if you have multiple roles in the

project, there will be one line per role).
My Proposals | My Project ficaticrns Experts Support

Home
List of the roles existing for your username in your organisation. You can nominate or revoke the account administrator(s) for your

arganisation by following the Roles link in the "My Crganisation’ tab.
Refresh (3

Funding | Documents | My Organisations

ORGANISATION ROLES LIST

Showing 1 to 4 of 4 entries

\

show | 10 |E| entries Copy | Excel Search:
Print
PIC - Organisation Name e Role te
957456349 STICHTING STODT PRAKTIJKCENTRUM VOOR GEAVANCEERDE TECHNOLOGIE Self Registrant
999646693 COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH Account Admin.
09993580648 UNIVERSITY OF NAIROBI Account Admin.
999850648 UNIVERSITY OF NAIROBI Financial Signatory

7

PROJECT ROLES LIST

Show | 10 E| entries Copy  Excel Search:
Print
Acronym = ProjectlD e Program Role < PIC <

AgroCos 245336 EPT Task Manager 999919845

ARASCOM 222620 T Task Manager 999619533

CESSDA-PPP 212214 FP7 Coordinator Contact 999856989

DEMASET 218264 FP7 Task Manager 9999584059

Showing 1 to 4 of 4 enfries

\ 7
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Figure 9: My Roles

Refresh . . .
Select the icon in order to refresh the memory cache; it allows reloading the most recent
data.
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2.2 The list search/filter box

You can use the Search box to filter out any list displayed by the participant portal. Simply start typing the
word to filter on and the list will dynamically adapt itself in order to show you only the relevant lines.
The filtering is done on all the fields of the table.

Search:

Figure 10: The search/filter box

2.3 Search for an organisation and retrieve its Participant Identification
Code
It is possible to check if an organisation has already registered by retrieving its PIC. However the search
module provided on the Participant Portal will only retrieve the name and PIC of validated or under

validation organisations. So if you have just registered your organisation, your PIC will not be displayed
until the validation of your registration request has started.

Under the "My Organisation” tab, select the "Search" tab
The search Legal Entity module appears (Figure 11 - Search Legal Entity)

There you can check whether your organisation has already registered and if so, retrieve the PIC
that has already been assigned. It is obligatory to complete either the <legal name> field or the
<VAT number> field with at least a three character string. The other search fields can be left blank
(Figure 12: Search Results)

4.
Note: if searching for a legal name in the national language does not yield results you might try with a
translation in English

Organisations | Register | Search Legal Entity | LFV Simulation

LEGAL ENTITY SEARCH

In crder to find Bn orgenisation use this search cption to retrieve more results. Y'ou may enter an arganisation name or s significant part of it {e.g. Acme
University), or 8 VAT number.

pr—r— Cowen

Click here to register your organisation for a Participant [dentification Code (PIC)

\ P
Figure 11 - Search Legal Entity

Note: When your search returns too many results only the first 200 are shown. You should refine your
search criteria
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| Organisations | Register -ﬁ Search Legal Entity | LFV Simulation |

LEGAL ENTITY SEARCH

In order to find an crganisation use this search option to retrieve more results. You may enter an crganisation name or s significant part of it {e.g. Acme
University), or 8 VAT number.

[ DISNEY

havrces s Conce

Search results for DISNEY

THE WALT DISNEY COMPANY THE WALT DISNEY COMPANY
LIMITED (SWITZERLAND) GMBH
QUEEMN CAROLINE STREET HOESCHGASSE
LONDON, UK ZURICH, CH
WAT : GB539293808 WAT - CH279815
Registration no. : 00530051 Registration no. ;
Stafus | VALIDATED ELlse e e
PIC 972874208 PIC 992654060

Click here to register your organisation far a Participant Identification Code (PIC)

" v

Figure 12: Search Results

This feature is also available when you are not logged in (but there is an additional field to be filled for the
security code).

As explained in section 2.2, you can use the Search box to filter out any list displayed by the participant
portal.
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Any user (logged in or not) has the ability to perform a simulation related to the legal and financial viability

2.4 Using the LFV Simulation tool

(LFV) of his organisation. This simulation tool does not save the data on any server of the European
Commission. The data is lost when the tool is closed.

If the user is not logged in then a verification code is asked before launching the ratio's calculation.

Just go on the "LFV Simulation” tab and click on the [Go to LFV simulation] button in order to launch the

LFV simulation tool (see Figure 13: LFV simulation tab).

In this tool (see Figure 14: LFV Simulation tool ), you have to enter balance sheet data (assets and
liabilities) and data related to profit and loss account.

When done, you can launch the financial viability simulation by clicking the [Calculate] button. If you are not

logged in you have to fill the verification code first.

Organisations | Register | Search Legal Entity | LFV Simulation

LFV SIMULATION

The Commission services provide this user-friendly electronic tool for applicants so that they could simulate their financial viability

check for their own information. The result simulation provide non-binding indications; they do not pre-empt the results of a
formal financial viability check by the Commi i

If a formal financial viability check by the Commission senices is required for a participation in a project, either the LEAR of your
organisation will be invited to submit data via the Portal or the Commission officer will inform you what steps should be followed.

The simulation tool uses the ratios described in the "Rules on verification of existence, legal status, operational and iinancial capacity’
document (hitp:/fcordis.euro

Go to LFV Simulation

Figure 13: LFV simulation tab
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-Profit and loss account

Turnover 0.00)
+ Variation in stocks +/- 0.00
+ Other operating income 0.00
= Operating income 0.00
Costs of material & consumables 0.00
Other operating charges 0.00
Renumeration and charges(Staff costs) 0.00
= Gross operating Profit or Loss 0.00
Depreciation and value adjustements on non-financial assets 0.00
= Net operating profit 0.00
+ Financial income and value adjustements on financial assets 0.00
Interest paid 0.00
Similar charges 0.00
= Profit/loss on ordinary activities 0.00
* Extraordinary income 0.00
Extraordinary charges 0.00
Taxes on profits 0.00
= Profit/loss for financial year 0.00

=)

Financial viability Simulation

Indicators Value Qualification Quote Concise More-in-depth
Quick Ratio

G.0. Profit Ratio

Profitability (1)

Profitability (2)

Solvency
Noteworthy value's Results
Equity Flags

Figure 14: LFV Simulation tool

2.5 Register an organisation

In the past, participants had to provide the Commission with their organisation legal and financial
information every time they submitted a proposal or negotiated a contract. This is simplified in FP7.

Participants can register their organisations data ONCE. This will generate a Participant Identification
Code (PIC), which defines their organisation’s details and status, to be used in the process of electronic
proposal submission and negotiation.

Registering an organisation will allow you to receive its Participant Identification Code (PIC). Using a PIC
for your organisation has several advantages which are fully explained in this FAQ entry.

Use the search facility to check if an organisation has already a PIC.
If you do not find a PIC for your organisation you have to first register as an ECAS user.

With your ECAS password you can register your organisation as Self Registrant.

Log on to the Participant Portal, under "My Organisations" tab click on the "Register" sub-tab (see
Figure 15: Register steps).

Follow the steps described below:
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STEP 1. Search
Check if your

Use the search facility to check whether your Organisation is
organisation is already registered or in the registered
process of being registered (see section 2.4).

STEP 2. Self-Register your organisation in

PP
Redister your organisation using your ECAS o Is your

Y : 9 gy N Organisation
account details. ;

- . Self-Registered ?
After providing all the necessary details, press l

the [CONFIRM] button to submit your

registration information to the | Validation .
. Self-Register youk
Servicess (VS). @ Organisation ¢ YES
If you wish to suspend the registration
process at any point, the data entered may be l
saved as a draft by clicking the [Save Draft]
button. You may then resume your Is your
registration at any time. Organisation
Yés_ Registered
as Draft ?

STEP 3. Modify your Self Registration

STEP 3a

_ If you saved your data as draft it is Modify / Delete NO
still possible to modify or delete your self- Your
registration. Self Registration l
or
STEP 3b
CVT started
If you have already submitted your |_ the Validation ?
registration and if VS has not started the NO
verification process that will eventually lead to YES
the appointment of a Legal Entity Appointed
Representative (LEAR), it is still possible to
modify your self-registration and/or upload
additional documents. Modify Your
or Self Registration
@ Upload documents
STEP 3c Upload Documents

If VS has already started the verification
process, you can no longer modify your self-
registration data but you are still able to
upload additional documents

When your data has been validated by the CVT, you, as
self registrant, will no longer be able to edit the data
related to your organisation. From this point on, the
organisation data may be maintained only by the LEAR.

After identification, the VS begins a verification process that will eventually lead to the appointment of a
Legal Entity Appointed Representative (LEAR). During this period, the data that you have declared about
your organisation can no longer be modified. You will however still be able to upload up to 10 Mb of
additional supporting documents.

Once uploaded, these documents cannot be withdrawn or modified, except by the validated LEAR.
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When your data has been validated by the VS, you, as self-registrant, will no longer be able to edit the

data related to your organisation. From this point on, the organisation data may be maintained only by the
LEAR.

For the self-registration, you are re-directed to URF. (See Figure 16: URF — Self Registration).
You can find more information in the URF user's manual.

W&-'—Eu,@w_:, I Documents I My Organisations I Experts | Support |
\

| Register | Sear91 Legal Entity I LFV Simulation |

RE(:15 IER NEW ORGANISATION

Register an organisation

The Commission has a central register of the organisations participating in
the EU research and innovation programmes. This allows consistent

Data update

Why register?

You register your organisation once, and the data will be available The PIC number enables the organisations to take advantage of

for all future interactions. You can then maintain the data of your the personalised services of the Paricipant Portal and will serve
organisation anline. as areference forthe Commission and its Services in any further
Aunigque identifier - a nine-digit PIC number (Paricipant interactions.

Identification Code) - will be assigned to the entity.

v Start the registration
r Resume a draft registration
v Modify the registered data
r Upload supporting documents
v Modify the validated data
. S

Figure 15: Register steps
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WELCOME STATUS ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT DONE

The steps: Welcome John DOE

Tivee iz arc will creadde ions theiih What is the legal name of the organisation? o ERCO

the process of registration. At the . . )

end of this registration, you will What is the country of registration? o | Belgium b4

obtain the Participant |dentification

S Does your organisation have a Value Added Tax
Code (PIC) of your organisation. WI\T}ynumbe?? o BE{23456759

In order to complete the forms

quickly and caorrectly, please keep Does it have a business registration number?
the basic legal information

(Registration extract, VAT data) of Does it have a website?

your organisation at hand and then

the registration will take you 5-10
minutes.

The first step of this wizard will ask
you a few guestions to determine
whether your organisation is
registered already and to identify
existing PIC numbers that may
match your request.

User Manual

Figure 16: URF — Self Registration

2.5.1 Legal Entity Appointed Representatives and account administrators

The Legal Entity Appointed Representative (LEAR) is the person chosen by the organisation to ease the
communication with the E.C. and avoid double registrations. Only the LEAR (or account administrator, see
the end of the section below) may do a change request of his/her organisation's data and submit legal
documents through URF.
LEARs can submit requests for update for

o Legal Data (Name, address, registration number etc)

e FP7 account legal type (SME, Public private, educational etc...) and indirect cost method (ICM)

e Balance sheet data (if requested)
And they can upload supporting documents in URF to back their requests.

More information on the LEAR is available in the FAQ section of the Participant Portal:
http://ec.europa.eu/research/participants/portal/appmanager/participants/portal? nfpb=true& pagelLabel=f

ag#LEAR

The documents to appoint a LEAR (LEAR appointment form and role and task definition) are available on
ftp://ftp.cordis.europa.eu/pub/fp7/docs/appointment-lear.pdf
and_ftp://ftp.cordis.europa.eu/pub/fp7/docs/lear-role-tasks.pdf

Both documents must be signed and stamped, and then sent to the Validation Services (VS) by regular
letter.

Note that this guide describes only the access to the URF services. URF does offer a user-friendly
environment and its use is very straightforward. Nevertheless, a user manual provides a detailed
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description of the URF services and how to use them:
http://ec.europa.eu/research/participants/portal/ShowDoc/Patrticipant+Portal/portal content/help/URF _US
ER MANUAL.pdf

This is how the Participant Portal supports the LEARS’ action.
They can

— View the information stored in the account of their legal entity and to introduce change
requests.

— Access the list of projects that their organisations are currently working on.

— View the roles of people in their organisation on the projects.

All these services are protected so you must first log on to the Participant Portal.
The process to follow is described under the "Log on the Participant Portal" chapter of this guide.

In order to lighten the LEAR workload (especially in bigger organisations), the participant portal provides
the capability to the LEAR to nominate (and subsequently revoke) one or more account administrators.
These persons will have all the rights of the LEAR (except the one of nominating/revoking account
administrators themselves) and can therefore perform those tasks on his/her behalf. See section 2.6.4,
Roles of an Organisation for more information.
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2.6 Manage the organisation data

Log on to the Participant Portal

Once you are connected to the secured environment of the Participant Portal, select the "My
Organisations" tab, and then click on "Organisations". You can also click on the "Manage
Organisation Data" icon in the home page displayed after login.

3. This tab is divided in 2 parts (see Figure 17: My Organisations):
- A list of organisations where you are LEAR, Account Administrator, Financial Signatory or Self
Registrant
- A list of organisations where you are involved in a project.

ments | My Organisations | My Proposals | My Projects | My Roles '_ Notifications | Experts | Support |

Home | Funding |

Organisations | Register |\Search Legal Entity | LFV Simulation

MY ORGANISATIONS

Organisation(s) as LEAR or Account Administrator or Self Registrant Refresh
‘i @ Organisation Data & Organisation Propasals Organisation Roles Organisation Projects
[ show | 10 El entries Copy = Excel Search:
Print
Name - Pic o VAT ] Actions
EADS DEUTSCHLAND GMEH 9959915819 DE167015661 mﬂ@

UNIVERSIDAD DE CORDOBA 999872702 ESQ1413001B [o0] ve [rofo8

Showing 1 to 2 of 2 enfries

Organisation(s) linked via projects

| show | 10 E| entries Copy Excel Search:
Print
Name B Pic £ VAT S
UNIVERSIDAD DE CORDOBA 999872703 ESQ14180018
| Showing 1to 1 of 1 entries
L 7

Figure 17: My Organisations
4. If you are a LEAR, Account Administrator or Self-Registrant of the organisation, under the Actions

column three buttons are present at the right of the screen: Orqanisation Details/ ﬁView

RO
Projects / -Roles. By clicking one of these buttons you can open a new portlet* below the

* A web portlet is a small, self-contained window within a web portal that displays useful information or offers a
relevant service.
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"Organisations" sub-tab.
If you are Financial Signatory, you can only view the Organisation Details.

If you are Self-Registrant, selecting the " Qrganisation Details button will display the URF screen
corresponding to that organisation (see Figure 18 - Organisation details for Self-Registrant).

WELCOME STATUS ORGANISATION ADDRESS CONTACT PROGRAMME SUBMIT DONE

& & @ O @ & @ &
Step 3: Enter Legal Address related information
Address Phones
In the case of legal persons, enter . .
the registered, official legal address Street name * Main Phone
of your organisation. Street number
Fax
P.0.Box
Postal code * Secondary Phone
CEDEX (France only)
City *
Region/County
Country * | Belgium [=]
Internet Internet web address / website
address Official e-mail address *

Figure 18 - Organisation details for Self-Registrant

5. If you are not a LEAR or Account Administrator but only linked to an organisation as a project

member, you will only be able to see the

0
Roles button.

Note : no hyperlink is present in the organisation name where you are self registrant for the other role the
organisation details applet is displayed when you click on the organisation name.

2.6.1 The organisation menu and organisation summary portlets

Whenever specific orgaanisation information is displayed in the main area of the portal, two portlets are
shown on the left side of the screen: Organisation menu and Organisation summary (see Figure 19:
Organisation Menu and Summary).

The "Organisation Summary" will display core essential information about the currently selected project
(Organisation PIC, Business Name VAT and NACE code).

The "Organisation menu" allows the following global navigation actions:

¢ Returning to the Organisation list (by selecting the [Back to list] orange

Back to List
button
Displaying the Organisation Details
Displaying/Managing Roles that are bound to this Organisation
o Displaying the Proposals bound to the Organisation
Participant Portal User’s Guide (06-12-2012) — Release 3.5 Page 27 of
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ORGANISATION MENU

Organisation Details

Organisation Roles

Crganisation Projects

Organisation Proposals

N—

ORGANISATION SUMMARY

COrganisation Pic ; 999884052
Business Mame | WUT

VAT number : PL6250005834

Figure 19: Organisation Menu and Summary

2.6.2 Status of my organisation

By clicking on the Organisation Details button or on the Organisation Name in the "My
Organisation” tab (see Figure 17: My Organisations) you can:

2.6.2.1 Check if your request has been validated or is in validation.

J Organisations I Register I Search | LFV Simulation ‘

ORGAHISATION DETAILS: DOBON'S TECHHOLOGY S.L.

DOBON'S TECHNOLOGY S.L.

PIC  : 998407712 Organisation Legal Address Active Wi
VAT : EGBI8626040  Ctreet  San.Juan Bautista LEAR Update
NACE : 731 Number: 48 Tile e
Stalus : VALIDATED Post 38001 FirstName: Julian

Code: Last MName: Monedero

City: Santa Cruz de Tenerife Phone +34022568027 +34669821 850

Country: ES Ernail: GRWEUABF @WDIGENTR.PGK

Phone:  +34 922280354 +34 Fa +34072568913

650321859
Fax +34 922280354

Email.  EZZSDVTN@OGPNPAFT.RMD
MPEFXHPM@EWWUIAE] BGI

Website: wiww. dobontech.com

Request History Showy entries Searc
Date + Organisation Name & Type % NStatus < Action ¢
41272008 DOBON'S TECHNOLOGY B.L LEAR LUPDATE VALIDATED Wiew
29/7/2002 DOBON'S TECHNOLOGY, S.L. SELF REGISTRATION LIDATED Wiew

Showing 1 to 2 of 2 entries
evinus 1 MextLast)

Figure 20: Status of an Organisation

2.6.2.2 View organisation or change (within request history)

You get redirected to URF. No extra authentication will be requested. In URF you will be able to view or
modify your organisation data, or verify the status of your registration request (if it has been validated or
not). (See Figure 20: Status of an Organisation).
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2.6.2.3 Create a change request

If you need to change the data of your organisation through URF, you have to click on the Update link.
(See Figure 21: Status of an Organisation - Update request).
You are then redirected to URF where you can create an update request of your data.

Organisations | Register | Search | LFY Simulation

ORGAHISATION DETAILS: DOBOH'S TECHHOLOGY 5.1

DOBON'S TECHNOLOGY S.L.
PIC  : 998407712 Organisation Legal Address Active o
VAT : ESB33626040 Street:  SanJuan Bautista LEAR |
NACE : 73.1 Number: 43 Title: M
Status : VALIDATED Post 38001 FirstMame. Julian
Code: LastMame: Monedera
City: Santa Cruz de Tenerife Fhone: +34922568927 +346598218549
Country: ES Email: GRWEUABF @WDIGENTR.PGK
Fhone:  +34 322280354 +34 Fax: +34922868913
659321359
Fa +34 922280354

Email:  EZZSDVTN@OGPNPAFT.RND
MPEFXHP M@ WWLIAELBGI

Website: www dobontech.com

Request History Showr| 10 % | entries Search:
Date Organisation Name Type Status Action
411272008 DOBON'S TECHNOLOGY 5.1 LEAR LPDATE VALIDATED ey
291772008 DOBON'S TECHNOLOGY, S.L. SELF REGISTRATION VALIDATED ey

Showing 1 to 2 of 2 entries

Figure 21: Status of an Organisation - Update request

Please note that when VS is validating your change request, you are no longer able to modify your data.
Only the View option is available.
Two types of change request can be managed from this tab:
o "NORMAL" change requests defined as "LEAR UPDATE" under the <Type>column of the
"Request History" area — financial info as balance sheet cannot be created/modified.
o "FINANCIAL" change requests: this change request has to be done "on demand" from NEF. The
message below appears:
You are requested to provide additional financial information in order to complete the negotiation of
your grant for proposal #proposal_id#".
For this new request type, you can only Create/Modify balance sheets and upload documents
(mandatory).

You can find more information in the URF user manual, available at:
http://ec.europa.eu/research/participants/portal/ShowDoc/Participant+Portal/portal content/help/URF _US
ER MANUAL.pdf

2.6.2.4 Delete change request

You can delete your change request as long as the VS has not yet started the validation of your request.
The Delete link is displayed in the request history part. (See Figure 22: Status of an Organisation -
Request not yet validated).
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A message asks you to confirm your deletion.

2.6.2.5 Update change request

You can also modify your change request while VS has not yet started the validation of your request.
The Update link is displayed in the request history part. (See Figure 22: Status of an Organisation -
Request not yet validated).

You are directed to URF and your data can be modified.

ORGAHISATION DETAILS: DOBON'S TECHHOLOGY S5.L.

Showing 1 to 3 of 3 entries

DOBON'S TECHNOLOGY S.L.
PIC  : 998407712 Organisation Legal Address Active Wiew
VAT : ESB3B626040 Street: San Juan Bautista LEAR
NACE : 73.1 Nurnber: 48 Title: Mr
Status : VALIDATED Post 38001 FirstName. Julian
Code: Last Mame: Monedero
City: Santa Cruz de Tenerife Phane: +34922568927 +346598218549
Country: ES Ermail: GEWEUABF@WDIGSNTR.PGK
Phone: +34 922280354 +34 Fas +34822568913
659821859
Fax +34 022280354
Email: EZZSOVTM@OGPMPAFT.RMD
MNPEFXHPM@EWWUIAELBGI
Wehsite: wnw dobontech o
Request History Showe| 10+ | entries Search:
Date Organisation Name Type Siatue— AT~
2642011 DOBON'S TECHNOLOGY LEAR UPDATE CREATED Wiew Update
S.L Delete
4/12i2008 DOBON'S TECHMOLOGY LEAR UPDATE VALIDATED  View
SL.
2972008 DOBOMN'S TECHMOLOGY, SELF VALIDATED  View
SL. REGISTRATION

Figure 22: Status of an Organisation - Request not yet validated
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2.6.3 View Projects of an Organisation

By clicking on the us View Project button, you can display a view of all the Projects an organisation is
involved in, (see Figure 23: Project list of an Organisation).

PROJECT LIST FOR UNIVERSIDAD DE CORDOBA

The list displayed below might not be the exhaustive list of the FF7/CIP projects associated with your organisation. Only the projects
for which on-line services are available through the Paricipant Portal for the specific user are currently presented. Technical work is
ongoing to resolve this limitation.

A LEAR can only view projects their organisation is linked with. Granting access to projects is done separately. Please contact the
Project Coordinator if you want a paricipant contact role, or contact your paricipant contact to obtain a specific role.

;Shnw. 10 E entries Copy | Excel Search:
Print
Project ID = Acronym = Call % Prog. % Phase e
16250 SABRE 20100091 T
Management
19277 SIGNALPATH 20100097 Ltk
Management
212844 DEER 31001594 s
Management
213637 SUSTOIL 31001432 L=,
Management
216672 CAP-IRE 31002260 et
= Management
219605 PK2-KIiSS 31003442 L=t
Management
22047 CHIRALHYBROXICAT 20100100 Archive
229738 BASELINE 31002660 Ly
Management
23025 DELIVER 20100092 =

Management

Grant
Management

BEEEE

Meta-GnRH 31004047

Showing 1 to 10 of 44

Figure 23: Project list of an Organisation
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2.6.3.1 Project details

Click on the underlined Acronym of a Project (leftmost column) (see Figure 23: Project list of an
Organisation) to see the details of this project (see Figure 24: Details of a project).

PROJECT DETAILS FOR: PILLS (214599}

Title Process intensification methodolgies for liquid-liguid systems in structured equipment

Project ID 214599 Call FP7-MMP-2007-5MALL-1
Programme EPT Rdg RTD

Keywords
Activity Codes MMP-2007-3.2-2
Abstract
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Figure 24: Details of a project
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2.6.4 Roles of an Organisation
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Figure 25: Participant User Account Management

By clicking on the

people in your organisation. (See Figure 26: Roles of the Organisation).
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Roles button, in the "My Organisation" tab you can display all the roles of the

LES OF UNIVERSIDAD DE CORDOBA (999872703)

revoke roles you have granted.

Depending on your role in the organisation, you could grant or revoke contact. Details are available in the user manual. You can only

Showing 1 to 9 of 9 entries

.

Show | 10 E entries Copy = Excel Search:
Print
Select = Role i - Name < Email v Project ¢

LEAR BERRY Frank frankBerry.pptest@yahoo.com

| Account Admin. FIELDIMG Bill billFielding.eSubTest18@live.co.uk

[ Financial Signatory ASH Terry terryAsh.esSubTest10@live.co.uk

| Financial Signatory DIMES Fred fredDines.esSubTest04@yahoo.com

il Financial Signatory DIMES Fred fredDines.esSubTest04@yahoo.com 282845
Primary Coordinator FOXIE Gill gillFoxie pptest@hotmail.co.uk 282845
Coordinator Contact ALLAM Peter peterAllan.pptest@hotmail.co.uk 282845
Task Manager DAKAR Joe joeDakar.pptest@hotmail.co.uk 282845
Task Manager HUWAERT Chris chris.huwaert@ext.ec.europa.eu 282845

v

Figure 26: Roles of the Organisation
Depending of your role in the organisation, you could grant or revoke contact. You can only revoke roles
you have granted.
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As explained in section 2.2, you can use the Search box to filter out any list displayed by the participant
portal.

2.6.4.1 Add aroleto an organisation

As LEAR, you can add an Account Administrator or Financial Signatory role. Just click on the [Add+]
button.

When adding Account Administrators:
o Enter the first name, last name and email address of the person that you want to nominate.

When adding Financial Signatories:

e As for Account Administrators, enter the first name, last name and email address of the person
that you want to nominate.

o If necessary, add a comment that will help Participant Contacts choose this Financial Signatory to
his/her project (whenever a Participant Contact will want to add a Financial Signatory to his
project, he will be presented with a list of all the Financial Signatories that have been nominated
for his/her PIC. The comment field will allow for a better selection)..

Nominated persons will receive a mail announcing their nomination. If they do not have an ECAS account
yet, they will be asked to confirm the creation of a new ECAS account. (See Figure 27 - Add a Financial
Signatory role).

ADD ROLE TO UNIVERSIDAD DE CORDOBA. (99987 2703)

Frank BERRY As Role LEAR 'Fl:ur UNNERSIDAD DE CCF‘.DOEHA
Grants The User:

First Hame
Last Hame

Email Address

With The Role Financial .S-ignat-ur_y El

Comment (optional);

All fields are mandatory.

oK | [Cancel]

Figure 27 - Add a Financial Signhatory role

2.6.4.2 Revoke arole from an organisation

Account Administrators and/or Financial Signatory can also be revoked by the LEAR. Select the check
box on the left of the role to be revoked. Click on the [Revoke Selected] button and confirm the revocation.
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2.6.5 Proposals of an Organisation

If you are a LEAR or Account Administrator of an Organisation, you can view a list of the Proposals in
which it is taking part by selecting "Organisation Proposals” from the Organisation Menu (see Figure 19:
Organisation Menu and Summary) (remember that you can reach the Organisation Menu by choosing

Organisation Details from the My Organisation list).

PROPOSALS LIST FOR LINKOPINGS UHIVERSITET

\

Showi_]ﬂ_ “!_‘_'-_;entries Search: |

Number = Acronym (] Role v Contact < Pic < LegalName < More <
e o e HMOTNS
238081  TeachingSex @ R;;Qi;,ﬁ?gﬁw L HEdee S ijxfgglswﬁi L
J38096  genderknow 1 REPH?QL?;%?;LE — L gkt ijxfgglswﬁi L
238210 InviDa 'l REZ?QL?;??;LE - L e ULL'T?SRP'ST% L
738464  HEALTH'sert @ Rf;ggf;i?;‘tﬁw L ) o ULL'T?SRP'STTGS L
238503  EUChild @ REPH?QL?;%?;LE ITLRIEE 999852236 L_lJ_mFSgSTTGE?I’ L
238606 hESC-Trainer I Repp?gg:éi?:tive l:,a!:.i ; 499852236 Lﬂ&ggéﬁi @
28538 Amep i Represenave  menae  %99%922% uuecornr (@
239556 SynEnergy | R:;g:.ﬁ?:ttwe i et ULL'TSSQ'STTG; L
239824 STEAM I REF';QE;&?;}LE t i1 999852238 ULL'TSSQ'STTG; L

Showing 1 to 10 of 197 entries E]E]

7

The list is composed of:
The proposal number

The proposal acronym (if you hover over the yellow information icon I the complete title of the
proposal is displayed

The role of the Organisation within that proposal

Figure 28 - Organisation Proposal List

The contact person name (selecting the name will enable to send an email to that person
The PIC that was used for this Organisation at the time of that proposal submission

The Legal Name for this Organisation at the time of that proposal submission

An information icon a . If you select it, a small pop-up window containing the Framework Program
Call and Funding scheme information of the proposal will appear.
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2.7 Manage projects

Note that all the services described below are protected so you must first log on to the Participant Portal.
The process to follow is described under the "Log on to the Participant Portal" chapter of this guide.

2.7.1 Accessto the list of projects and project details

Coordinators, participants, financial signatories, task managers and team members can access the list of
the projects they are involved in:

1. Log on to the Participant Portal

2. Once you are connected to the secured environment of the Participant Portal, select the "My
Projects" tab

3. You will see a list of all the projects you are involved in.

PROJECT LIST FOR GILL FOXIE

Ifyou are a LEAR of your organisation, please visit the tab My Organisations and follow the link "View projects” to have the list of
projects linked to your organisation. A LEAR can only view projects their organisation is linked with. Granting access to projecis is
done separately.

Please visitthe user manual for roles nominations details

. : Access ACcess | 1 Financial o) Periodic Reporting &
-__|__._- i Amendment Megatiation W Reporting H.ﬂ Reporting Deliverables
stow | 10 |Z| entries Copy = Excel Search:
Print
Acronym =~ Call % Preg. < Project ID < Roles ¢ Phase < Actions

- - Grant %
JOMET-LA 5
COMET-L 31026260 EET 28284 < L >Management m”"

Showing 1 to 1 of 1 entries

Figure 29: My Projects

4. The interface will display the list (see Figure 29: My Projects), originally sorted by the Project
Acronym for which you have a relevant role (for example, participant contact, coordinator contact
or Primary Coordinator)

The following fields will be displayed for each project listed:

e The <Acronym> of the project. (You can see the full title if you hover over the acronym).
o The <Call identifier> of the Project

e The <programme> of the Project

o The <project ID> (or project number)

e The <Roles> Icon ™ for Consortium/participant Contacts/Roles

e The <Phase> of the project (possible values Active or Negotiation)

e One or more links to the available process of the projects (depending on the current one(s)
the links can be:
e Periodic reporting &,

e Reporting & Deliverables @
e Financial Reporting &,
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e Access Amendment m ,

e Access Negotiation @
e For an example of a link to the Negotiation Facility tool (NEF) see § 2.7.4 Access to the
negotiations activities (Negotiation Facility tool -NEF)

5. If you have a vast amount of projects, you can filter them using the Search box (as explained in
section 2.2).

By selecting the underlined acronym from the list (see Figure 29: My Projects), the same Project Details
portlet than the one described in section 2.6.3.1 (Project details, see above), will replace the project list. It
contains a more complete set of information about the project that was selected. You can go back to the
project list by using the project menu portlet described in section 2.7.2 below.

2.7.2 The project menu and project summary portlets

Whenever specific project information is displayed in the main area of the portal, two portlets are shown
on the left side of the screen: project menu and project summary (see Figure 30: Project Menu and
Summary ).

The "Project Summary" will display core essential information about the currently selected project
(Acronym, ID, Call, Programme and Activity codes).

The "Project menu" allows the following global navigation actions:
e Returning to the project list (by selecting the "Back to list" orange
button
e Displaying the Project Details
° Managing the Project Roles and/or Consortium (if you are a Primary Coordinator) of the project

Project Details

Project Consortium

>

Acronym ; COMET-LA

Project 1D : 282845
Call : 31026260

Programme : FPT

Activity codes - null

\ >

Figure 30: Project Menu and Summary
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2.7.3 Roles of a Project

The figure below shows the roles and dependencies inside a project.
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Figure 31: Business and portal roles in a project

2.7.3.1 First level: Primary Coordinator Contact

At the top of the pyramid, there is the Primary Coordinator Contact, who is the main contact person for the
Commission at the coordinating beneficiary.

Nomination of only one person per project is possible in this role. By default, this role is provisioned with
the respective name and contact details given in the proposal (under A2. ‘Contact point').
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The Primary Coordinator Contact has the right to grant and revoke the roles of the Participant Contacts in
any organisation that is taking part in the Consortium.
In addition, he/she has, for the coordinating beneficiary (i.e. his/her own Organisation, the same rights as
the Participant Contacts (see second level below).
During negotiation, the Coordinator Contact and the negotiating Project Officer have to make sure that the
contact details are set properly in NEF and match one of the contact person's details given in GPF A 2.4,
of the coordinating beneficiary.
Specific responsibility of the Coordinator Contact:

e Assure that the assignments of Participant Contacts are up to date and reflect the reality (including

removal of obsolete access rights).
¢ Inform the Commission on time when the Coordinator Contact has to be changed.

2.7.3.2 Second level: Participants Contacts (including Coordinator Contacts)

At the second level of the pyramid, there are the Participant Contacts, who are the main contact persons
for the Primary Coordinator at the participating beneficiaries. Nomination of only five persons per
beneficiary and project is possible in this role (note that the Primary Coordinator Contact count in this total
for the Coordinator beneficiary).
Participant Contacts who belong to the same Organisation as the Primary Coordinator Contact are
called Coordinator Contacts. Like the Primary Coordinator Contact, Coordinator Contacts have the
right to grant and revoke the roles of the Participant Contacts in any organisation that is taking
part in the Consortium.
By default, these roles are provisioned with the respective names and contact details given in the
proposal.
A Participant Contact can nominate other Participant Contacts within his/her own Organisation.
(without approval by the Commission).
The Participant Contacts have also the right to grant and revoke Task Manager and Team Members (3"
level) within their organisation.
Specific responsibility of the Participant Contact:

e Assure that the assignments of third level roles within the own organisation are up to date and reflect

the reality (including removal of obsolete access rights).
¢ Inform the Primary Coordinator Contact when the Participant Contact has to be changed.

2.7.3.3 Third level: Financial Signatories, Task Managers and Team Members
At the third level of the pyramid, there are the Financial Signatories , Task Managers and Team Members.

The Financial Signatories are originally granted by the LEAR or the Account Administrators at
organisation level and are available for being assigned to projects by the participant/coordinator contacts.

Team Members have minimal read-only rights to project resource information.

Task Managers extend the Team Member role with the capacity to perform submit, update and delete
actions on artefacts of the project they are assigned to.

At the third level, several persons can be nominated in the same role, and the same person can be
nominated in several roles.

2.7.3.4 Other roles:

The portal also supports two other roles that you might see in the project roles list:
The EC Project Officer (person who is dealing with the project at the European Commission)
e The Reviewer (person representing a project reviewer, i.e. who is in charge of reviewing the
project).
e The Rapporteur (person representing a project reviewer that is responsible of creation and
submission of the consolidated review report. This notion only concerns FP7 projects.).
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2.7.3.5 Display Roles

When you click on the role (™) icon that is on the line of a project (see Figure 32: The project list roles

icon), the consortium of this project is displayed.

This screen gives you an overview of all the Participants taking part in the Project (i.e. the Consortium)
and, for each Participant, a list of their Contacts (see Figure 33 - Consortium and roles of a project), along
with the project menu and project summary (see section 2.7.2 for a description of the project menu and

project summary).

PROJECT LIST FOR GILL FOXIE

Ifyou are a LEAR of your arganisation, please visit the tab My Organisations and follow the link "View projects” to have the list of
projects linked to your organisation. A LEAR can only view projects their organisation is linked with. Granting access to projects is
dane separately.

Please visitthe user manual for roles nominations details

. Ay ACCess ACCess | 57 Einancial 7= Periodic Reporting &
|J= e m Amendment m Megotiation W Reporting l.i.ﬂ Reporting Deliverables
Show | 10 Eenuies Copy  Excel Search:
Print
Acronym = Call % Prog. ¥ Project ID ¥ Rgles ¥ Phase ¢ Actions
COMET-LA 31026260 FP7 282845

.

Showing 1 to 1 of 1 entries

" Grant =
<" > Management @

Figure 32: The project list roles icon

PARTICIPANT CONTACTS OVERVIEW FOR COMET-LA {282345)
| Coordinating Organisation [
UNIVERSIDAD.... TS
Primary Coordinator Contacl{elRe 13 (1]

UNIVERSIDAD DE CORDOEA

5, Avda. Medina Azahara, 14071 REEDIIENERT: Chris HUWAERT i i)

CORDOEA, ES

PIC: 999872703 EFTTITEIERTS Jos DAKAR i J(x]
Peter ALLAN i (<]
T Fred DINES i (<]

11| Participating Organisation [
cce i

IE -M< = lg- :-—!‘— Annie DUPONT n m

CONSEJO COMUNITARIO DE LA _

COMUNIDADNEGRA DE LA CUENCA | Einancial Signatond SEELEEEIEEN a@

BAJA DEL RIO CALIMA

CARRERA 2 1-20 EDIFICIO

CASCAJAL, 764501

BUENAVENTURA, GO

PIC: 972572351

Figure 33 - Consortium and roles of a project

2.7.3.6 Add anew role in your project

When you click on the [+] button (Figure 33 - Consortium and roles of a project), you have to enter the
email address, first name and last name of the user you grant in the "Add role" area (Figure 34: Add role).
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This user will receive a notification (see section 2.9 Manage notifications) announcing him his nomination.
If not already done, he will be asked to register in ECAS.

Then, depending on your own role, you have to choose the role given (see Figure 31: Business and portal
roles in a project for more information about the nominations you can make depending on your own role).

[T} Add a Contact
UNIVERSIDAD...

Please enter the centact name and detailz

* Role: Task Manager =]

* First Name : [ ]

* Last Name : |' '|

* Email : [ ]

= required field

Figure 34: Add role
In the above example, a Participant Contact is adding a Task Manager.

2.7.3.7 Revoke arole from your project

Depending on your role, you can also revoke some roles (see Figure 35: Confirmation of the revocation).
Select the [X] icon to the right of the role to be revoked. Click on the [Revoke Selected] button and confirm
the revocation.

The page at https:/Awwwe. acceptance.ec.euro... E|

Yo are about ko nokify Ehe revacation af;
- WAl PELT YWim

from wour project, This operation cannot be undone,

oK | [ Cancel

Figure 35: Confirmation of the revocation
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2.7.3.8 Manage the Consortium (or Manage Participants)

If you are Primary Coordinator or Participant contact (including Coordinator contact®) the same screen
allows you to manage all the Participant Contacts bound to the project.

If you are a Patrticipant Contact, you will be able to modify Participant Contacts for your Organisation only.
If you are Primary Coordinator, you will be able to modify Participant Contacts for any Organisation
making up the Consortium.

To add a contact, you must select the little "plus” button at the top of the list ( L ) next
to the participant you want to add the contact to (see below).

PARTICIPANT CONTACTS OVERVIEW FOR ARASCOM (222620)

1ll[} Coordinating Organisation B
EUMETSAT i

Participant One PORTAL 1 ]
THE EUROPEAN ORGANISATION
FOR THE EXPLOITATION OF Chrisfian HUWAERT a
METEOROLOGICAL SATELLITES
1, Eumetsas Allee, 54295 Coordinator Contaclg i bty (1]

DARMSTADT, DE
PIC: 999619533

1ll[} Farticipating Organisation H

TECHHNISCHE UNIVERSITAET

N
<s/)

DARMSTADT a=pe e a ey e afBuniversitaet. darmstadt.org n B
5, Karolinenplatz , 64289 Bernard MAHIEL ﬂ m

DARMSTADT, DE
PIC: 999936581

7] Participating Organisation B
CEA i

[E=lpie A e = gdlenergie. atomique.org ﬂ m

COMMISSARIAT A L ENERGIE
ATOMIQUE ET AUX ENERGIES
ALTERNATIVES

25 RUE LEBLAMC | 75015 PARIS
15, FR

FIC: 999992401

Figure 36 - Managing the Participant Contact details

Note that there is a limitation of 5 Contacts per Participant. If you reach that number the little + button will
not be visible.

By selecting "+", the "Add a contact" screen is displayed (see Figure 37 - Adding a Contact to a
Participant).

® Quick reminder: a Participant Contact belonging to the Coordinating Organisation is called Coordinator Contact.
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EUMETSAT

Please enter the contact name and details

= First Name : [ J
* Last Name : [ ]
* Email : l ‘
* required field

3

Figure 37 - Adding a Contact to a Participant

If you want to remove a contact from the list, select the X button next to his name. A confirmation screen
will be shown (see Figure 38 - Removing a Contact). Select OK to remove the Contact.

EUMETSAT

You are about to revoke the following contact

First Name : Bob

Last Hame : SINCLAR

Email : bob.sinclar@bonsinclar.org
Organisation {999619533) : EUMETSAT

The operation cannot be undone. Proceed?

Figure 38 - Removing a Contact

Reminders:
e The Primary Coordinator cannot be removed.
e If you are a Participant Contact you can only add or remove contacts to or from your own
Organisation.
e The Primary Coordinator and Coordinator contacts can add or remove contacts to or from any
Organisation

2.7.4 Access to the negotiations activities (Negotiation Facility tool -NEF)

Your project has been selected for negotiation. Once the negotiations are opened by the Commission,
you will receive an e-mail (see Figure 39: Invitation from NEF) inviting you to connect to the Participant
Portal in order to access the negotiation sessions supported by NEF (Figure 40: Projects list - Access
Negotiation).
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XXXX (999999): Invitation inbox |«

Dear coordinator,
WWe are inviting you to connect to MEF for the project " xeocomssmian s s
As coordinator, you can access NEF either directly or via the EC Research Participant Portal, both methods are

equivalent. The participant can only access NEF directly; the access through the Participant Portal for participants
will be provided in a future release.

Access to the Negotiation Session via the Participant Partal
For Coordinators
The Participant Portal hosts services that facilitate the monitoring and the management of your projects.

r

It is also a secure Intemet site that ensures adeq hentication and lentiality hani , based
on the European Commission Authentication Serice (ECAS).

1 - To connect to NEF you need an ECAS account associated to your email address:demaoportalnef@gmail.
cam .

If you don't have one yet, please create it here: hitps:fwebgate ec europa eu/aida/selfteg?email=
coordination@technikon. com&emailRetype=coordination@itechnikon. com

2 - Mow, you may connect to NEF by logging as demoportalnefi@gmail.com with your ECAS password here:
http:/fec.europa. eufresearch/paricipants/portalfappmanager/participants/portalfloging

As soon as you will introduce successfully your email and password, you will be redirected to the Participant
Portal welcame page

3 - Once logged in, the list of the projects you are involved as coordinator will appear under the 'My Projects’
tab. Your project { 999999 ) will appear with a link to the negotiation. By selecting that link you will gain
access to the negotiation forrms without any further validati

Figure 39: Invitation from NEF

Log on to the Participant Portal

Once you are connected to the secured environment of the Participant Portal, select "My
Projects" tab

3. The list of the projecﬁlou are involved will be displayed. On the right side of the screen, the link

Access Negotiation is displayed only once the negotiations are open by the Commission (see
Figure 40: Projects list - Access Negotiation)

4. Note that for some projects, a link to Access Amendment is provided. It is displayed only once
a grant agreement has been signed and amendments are requested (see Figure 41: My Projects -
Links to NEF for amendments).

PROJECT LIST FOR JEAN-JACQUES LEPERE

If you are a LEAR of your organisation, please visit the tab My Organisations and follow the link "View projects” to have the list of
projects linked to your organisation. A LEAR can only view projects their organisation is linked with. Granting access to projects is
done separately.

Flease visitthe user manual for roles nominations details

t Access Access Einancial o] Periodic Reporting & '
‘ | | m Amendment m Megotiation Wikl Reporting s Reporting E Deliverables |
Show | 10 |Z|Er|t:iss Copy  Excel Search:

Print
Acronym <« Call ¢ Prog. & Project 1D ¢ Roles & Phase ’m
8] UDLIGHT 31031720 ciP 304433 H Negotiation @
TAZ 21001718 FP7 214793 a foar —
Management

Showing 11 to 12 of 12 entries

Figure 40: Projects list - Access Negotiation

5. You will be automatically redirected to the project page of NEF, with no further authentication
requirements (see Figure 42: NEF). Depending on your role, you will be able to perform different
tasks on NEF. In case of multiple partners' projects, the participants can also access NEF in a
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more limited way — mainly to enter data to be submitted by the coordinator. The validation of the
data you might enter in NEF is the sole responsibility of the coordinator of the project.

| Show 1[] B entries Copy  Excel Search: E '

‘ Print

Project Number a RDG < Program < Actions <
104321 RTD FF7 Fi]ro

Showing 1 to 1 of 1 entries |||||

Figure 41: My Projects - Links to NEF for amendments

= FPT Applications - Windows Internet Explorer,

6\; - |§, http: fiprod-uf.fpé. co.cec, ewint: 19001 /nef frontofficeproject J607 3 view V| 4| X |Guugle ‘ L~
File Edit ‘iew Favorites Tools Help
v e [@FP? fipplications ]_1 B~ B 8 - [rPage v £ Tocs -
Important Legal Notice ]
2007 - 2013
Help | Logout

My projects / 339898 - TEST STIFF 2 /

[-]1999999 - TEST STIFF 2 NEGOTIATION

Parameters
COHTACTS LIFECYCLE DEADLIHES PROPOSITIONS
Scientific/Praject) iy bl Opering date 310708 GPFs 04709 /03 Duration 24 manths
L . o e = Expected end date 0d/09 /08 Tachnical anneses (d /09 /08 Contribution 145848 euro
egal FFinancial kel 5 L oaid

3 Legal documents 04,0908
Registration

Current session

Mot yet submittad by the coordinator Opened on 05705709 at 14:32 Created on 11/02/09 at 16:15

Eror preyiew

Project

+ General information
» Reporting periods

Coordinator “DESTEEHES BENTFRINTLIER LWET - UMBBAMEMIRT B¥” (DLR) (99997731 )

+ Legal data -+ Buthorised representatives -» Eligible costs
+ Organisation status - Contact persons -» Bank account
Participants
Legal Name Short Name Role PIC Status Date of entry Date of withdrawal Reorder
DEUTSCHES ZEMTRUM FUER LUFT - UND RAUMFAHRT EY DLR CO 999981731 active
TECHMISCHE UMNIWVERSITEIT DELFT TuoD P& 298977366 active H
THE UMIVERSITY OF EDINBURGH UE P& 933974941  active L
IIMIVFRSITE PARIS NFSCaRTES [0 Pa 993989797 artive + | A
< >
Dane &4 Local intranet 100 -

Figure 42: NEF

More information on how to use NEF can be found in the NEF user guide.

Please note that the Participant Portal is the single gateway to NEF for both coordinators and

other participants involved in negotiations, replacing the old way of accessing NEF — the access
key mechanism.

2.7.5 Access to the reporting activities

In order for a user to have access to the Reporting functionality, s/he must have the role of Participant
Contact (incl Coordinators) or task manager.
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2.7.5.1 Accessing the reporting functions

Log on to the Participant Portal
Once you are connected to the secured environment of the Participant Portal, select "My Projects”

tab

applications ).

The list of the projects you are involved with will be displayed. (See Figure 43: Access to Reporting

For any of your project that is in the "Active" phase, you can access both the technical reporting

(Reporting & Deliverables E) as the financial one W&, (Form C). Once you have clicked on the link,
you will be redirected to the right supporting application.

PROJECT LIST FOR JEAN-JACQUES LEPERE

If you are a LEAR of your organisation, please visit the tab My Organisations and follow the link "View projects” to have the list of
projects linked to your organisation. A LEAR can only view projects their organisation is linked with. Granting access to projects is

done separately.

Please visitthe user manual for roles nominations details

| Showing 11 to 12 of 12 entries

Figure 43: Access to Reporting applications

' END Access Access =9 Einancjal ey Periodic Reparting &
L it 0 m Amendment m Megotiation WA Reparting UJ Reparting @ Deliverables
[Show | 10 E| entries Copy  Excel St
Print
Acronym = Call %! Prog. % Project 1D % Roles % Phase < Actions
SLUDLIGHT 31031720 CIP 304433 i Megotiation
TAZ 31001718 FP7 214793 H Crani
Manageme
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2.8 Manage roles
Please see sections "2.1 Roles", "2.6.4 Roles of an Organisation" and "2.7.3 Roles of a Project" for a

complete description of Role management within the portal.

List of roles and their rights

FULL ROLE NAME SHORT ROLE Who can enrol? Who can
NAME revoke/notify
revocation
LEAR LEAR SYSTEM SYSTEM
ACCOUNT AA LEAR LEAR
ADMINISTRATOR
SELF REGISTRANT REG SYSTEM SYSTEM
PRIMARY PRIMARY SYSTEM SYSTEM
COORDINATOR COORDINATOR
CONTACT
COORDINATOR COORDINATOR PRIMARY PRIMARY
CONTACT’ COORDINATOR, COORDINATOR,
COORDINATOR COORDINATOR
PARTICIPANT PARTICIPANT PARTICIPANT PARTICIPANT
CONTACT CONTACT CONTACT CONTACT
(same PIC), (same PIC),
PRIMARY PRIMARY
COORDINATOR, COORDINATOR,
COORDINATOR COORDINATOR
FINANCIAL FSIGN LEAR (builds the LEAR® (all
SIGNATORY list of available projects +list)
FSIGN for a PIC)
COORDINATOR,
COORDINATOR, PARTICIPANT
PARTICIPANT CONTACT:
CONTACT: revoke from a
assign to a project.
Project)/
TASK MANAGER ™ COORDINATOR, COORDINATOR,
PARTICIPANT PARTICIPANT
CONTACT CONTACT
TEAM MEMBER TB COORDINATOR, COORDINATOR,
PARTICIPANT PARTICIPANT
CONTACT CONTACT

Table 2: List of roles and their nomination rights

" Itis a Participant Contact with the same PIC as the PRIMARY COORDINATOR

8 If a LEAR revokes an FSIGN from the list of available FSIGNS for a PIC, that FSIGN will be revoked from all the

Projects he/she has been assigned to by the Participant Contacts
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2.9 Manage notifications

Notifications are messages sent by the different services available on the Participant Portal.

Currently, notifications are sent via email but it is foreseen that other channels will be made available in
the future. They are also displayed in the "Inbox" sub tab of the "My Notifications" tab. (See Figure 44:
My Notifications).

Examples of notifications:

e You will receive a notification if you are nominated in a new role.
A LEAR will receive a notification if someone of his/her organisation is hominated in a new role.

¢ A notification can be sent to all Portal users in case of an exceptional situation of the Portal or its
services.

¢ Notifications are sent when modifications are done on calls that you have subscribed to (see "Your
Subscribed Calls" below) and also on calls that fulfil your selected criteria (see "Subscription Criteria"
below).

2.9.1 Notifications

In the Participant Portal, your notifications are visible from the “phex* sub tab of the “iy Netifications* tab.
(See Figure 44: My Notifications).

Inbox | Preferences

{ Show | 10 |Z| entries Copy  Excel Search:
Print
SELECT [ DATE s SOURCE ¢ SUBJECT ] 1 &
_aa_ i i System message concerning the change of

D el EANGARE O roles. (Please do not reply to this mail)

Il 41-12-2012 12:00 FP7 Calls Pa{rti.cipam Portal Notification - Latest
information

D 10-12-2012 12:00 FP7 Calls Fﬁrticiparﬁ Portal Hotification - Latest
information

D 00-12-2012 12:00 FPT Calls !’-‘axrticipa_m Portal Notification - Latest
information

D 08-12-2012 12:00 FPT Calls Esr'tlmpa.m Portal Notification - Latest
information

Il 07-12-2012 12-00 FP7 Calls F'afrti.cipani Portal Notification - Latest
information

D 06-12-2012 12:00 FP7 Calls Fﬁrticiparﬁ Portal Hotification - Latest
information

D 05-12-2012 12:00 FPT Calls !’-‘axrticipa_m Portal Hotification - Latest
information

s z o System message concerning the change of
D A 200D EANGIaREL o roles. (Please do not reply to this mail)
Expert
[F 20-07-2012 02:05 Management Your expert candidature number
System

Showing 1 to 10 of 325 entries =vic .E]

Figure 44: My Notifications
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2.9.1.1 Columns in the Inbox tab

A <SELECT>checkbox allows the participant to delete or mark as (un)read the selected records.
The <DATE> is the date of the notification when the message was sent.
The <SOURCE> represents the sender of the notification message. The source of the messages can
be:

o Participant Portal: e.g. when the user has been assigned to a new role;

o FP7 Calls: e.g. when data of a call you subscribed has changed

o0 Notification coming from the Submission and Evaluation of Proposals system.
If the <SUBJECT?> is underlined (hyperlink mode) then the participant can click on it, in order to open
the notification and display the message body (see Figure 45: Notification content). If the message
body is empty then the subject is not underlined. The font style of the subject is bold when the
message is unread and regular once the message is read.

The <!> symbol (as in Outlook) is the importance level of the notification. The levels are LOW-
NORMAL - HIGH and VERY HIGH. The records can be filtered by introducing one of the four statuses
above in the "Search" text box.

2.9.1.2 Buttons

A refresh button allows the participant to refresh his notifications. No automatic refresh
exists. The button should be used e.qg. if after logging in the user adds a new call to the e-mail
notifications. The call will be listed under the "My Notifications" "Your Subscribed Calls" tab, after the
refresh button has been used or after the user logs in again.

The [Delete Selected] button allows the participant to delete the selected notifications.

The [Mark as (un)Read] button changes the status of all the selected notifications. If all the selected
notifications are read then the button displays [Mark as Unread] else it displays [Mark as Read]

The [Select All] button allows the participant to select all the notifications currently displayed.
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2.9.1.3 Notification content

Inbox | Your Subscribed Calls | Subscription Criteria

Date: 12-12-2012 04:50

From: Formc editor on the payment calculation module

Subject: eReceipt for project[282845] - UNIVERSIDAD DE CORDOBA - Period 2

Importance:

Message:
Dear,
Participant UNIVERSIDAD DE CORDOBA has submitted a Form C for COMET-LA, period 2 and an eReceipt has
been generatad. Please use the following link to download this file
ARES eReceipt FormC 999872703 282845.pdf.
This is an automatic email generated by the Financial Reporting notification system in the PP. Please do not
reply.

Cice
' o

Figure 45: Notification content
The notification is displayed in the page above when the participant clicks on an underlined subject. It
contains
1. The date when the message was sent

The sender (see above)
The subject
The importance level in text mode

o~ wb

The message body with vertical and horizontal scroll bars displayed when the message body is too
long or too large.

The [Close] button closes the notification content and returns to the notification list.

The [Previous] and [Next] buttons allow browsing through the set of notifications of the "My Notifications”
tab.
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2.9.1.4 Example of an e-mail notification

B participantPortal Motification System - Message (HTML)

i Fle  Edit %ew Insett Format  Tools  Actions  Help

Pl Reply | ClReplytoal | 3 Forward | oo | F (S 03 K | @ - ¥ - A4 | 'Lw! i @ Snaalt 2]
il Al lALB I U= = = C = EE e

From: European Commissian [&CC] [no-rephy@ec, europa.eu]

To: MAHIEU Bernard (DIGIT-EXT)

e

Subject:  ParticipantPortal Notification Swvstem

Europa / Research / Participant Portal notification

Dear Bernard MAHIEU,

Please find below the latest call information corresponding to vour subscription criteria;

COOPERATION
Food, Agriculture and Fisheries, and Biotechnology

2011 ManageCalls TC3-11 Generate RSS Feeds OPEN FE
Type: Call for Proposal

Publication date: Mon, 04 July 2011 00:00:00 MEST
DeadLine: Sat, 30 June 2012 17:00:00 MEST

Budget: 1000000 €

2011 ManageCalls TC3-11 Generate RSS Feeds OPEN FF
Twvpe: Call for Proposal

Publication date: Mon, 04 July 2011 00:00:00 MEST
DeadLine: Sat. 30 June 2012 17:00:00 MEST

Budget: 1000000 €

For question on Participant Portal Please go to our FAQ section.
For comments, or if vou could not find the answer to vour questions, Please contact the Participant Portal Help Desk.

You can update vour notification settings by going to the Subscription Criteria tab in the Participant Portal and making the
appropriate changes. To unsubscribe from this service select 'clear all' on the Subscription Criteria tab. In each case
remember to save your choices.

Your sincerely,

- . s S N -

Figure 46: Notification e-mail
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2.9.1.5 Notification and event
The following table gives an overview of the messages currently sent through the notification service:

NOTIFICATION

Organisation
Role Nomination

Project Role
Nomination

Call

LEVEL
High

High

Normal

EVENT

A new Account Administrator has been
nominated by the LEAR of an
organisation.

Automatically generated message.

The Primary Coordinator Contact of a
Project has nominated a user as a
Participant Contact (see section 2.7.3.8,
Manage the Consortium) or a new
nomination is done at project level (e.g. a
Participant Contact nominates a Team
Member; see section 2.7.3.6, Add a new
role in your project).

Automatically generated message.

When a call has been published or when
any call-related information (e.g. the
"Latest information on call") is modified.

Criteria to be defined by the user.

Table 3: Current Notification details

2.9.1.6 Preferences

RECIPIENT(S)

All the Account Administrators of
the organisation®.

The newly nominated user.

The LEAR of the Organisation for
which the Contact has been
nominated.

All the Account Administrators of
the Organisation of the newly
nominated user.

The newly nominated user.

Any user that subscribed to call(s)
or defined subscription criteria

As a user, you can decide the minimum level of Notification you want to receive (knowing that the "Very
High" level cannot be ignored) as well as the frequency of reception per level (as soon as they occur, daily

or weekly).

You can change this through the "Preferences” link available from the “inigox’ sub tab of the “iy

Notifications' tab. (See Figure 47: Notifications — Preferences).

° It is the LEAR who is the originator of the nomination, therefore he/she is not notified.
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INBOX

Inbox | Preferences I

Specify the minimum level of Motifications § That you want to receive via email.

o] Very tigh
© erD

oY ormal
© @Em

Depending on their level, how frequently do you want to receive nofification emails?

Very High Asap Daily ' Weekly
m C‘Asap l@'Daih,r C‘Weekly
Casap Opaily @ weekly

D
\. y,

Figure 47: Notifications — Preferences

If you select High as minimum level of notification you will not receive FP7 calls notification — see Table 3:
Current Notification details )

If you select Asap the notification/event is sent immediately.
If you select Daily the notification/event is sent from midnight.
If you select Weekly the notification/event is sent Friday from midnight.

The figure above shows you the recommended configuration.
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2.9.2 Subscription Criteria

The Participant Portal e-mail notification feature allows the Participant Portal's users to receive
notifications about any new information published on a specific call or a group of calls as defined by the
user.

Under this tab, the registered users can define the types of calls on which they are interested in receiving
information. The users can add/modify or delete the e-mail notification criteria at any time.

You will receive notification e-mails whenever new information is published which meets one of your
criteria or when a specific call (chosen previously as your subscription criteria) is reaching a deadline (2
weeks and 1 week).

The criteria are the following:

Global Criteria

e Call categories: Call for Proposals, Call for Tenders

If e.g. Call for Proposal is selected the user will receive notifications for each update on calls for
proposals. This can be an update of information, the opening of a call for proposal, the closing of a call for
proposal, etc.

e Call States: Open, Closed, Forthcoming
If e.g. Open is selected the user will receive a notification whenever a new call is opened/published.

Other example: if "Call for proposal” is selected and "Open" is selected the user will receive notifications
on all "Call for proposals" that are opened.

The criteria can be more specific by choosing a Programme or a theme (see below). Example: if a user
chooses COOPERATION/Health he/she will be notified on any change concerning the call for
COOPERATION/Health. If "Open" is selected the notification will be limited to the COOPERATION/Health
calls that are opened..

Important remark: The "Subscription Criteria" does not reflect the changes you made in the "Your
subscribed calls" section See the paragraph below for more explanation about the tab "Your subscribed
calls".

Specific Criteria linked to Programmes and themes — see the following print screen (Figure 48:
Subscription criteria)

Participant Portal User’s Guide (06-12-2012) — Release 3.5 Page 54 of
78



| Home | FF7 Calls | FP7 Doo | My Organisations | My Proposals | My Projests | My Roles | Nefifisations | Experts |

| Inbox | Your Subscribed Calls | Subscription Criteriz |

select all | clear all

Subscribe to the following call categories

. Call for Pr

Subscribe to the following call States

Subscribe to the follawing programmes and themes

ERATION

Figure 48: Subscription criteria
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2.9.3 Your Subscribed Calls

Under the "Funding" tab, after choosing a specific call, users can subscribe to the e-mail notification
related to that selected call. Click on the "Subscribe to e-mail notification of this call" link at the
bottom of the page, see (Figure 49: Funding — Details of a specific call).

All files have been treated uniformly and compressed to facilitate the access to the individual documents and to optimise the speed of
transfer. To access the files, you will need a file compression utility capable of opening the "zip' format.

All documents as a zip file ““1\41. (EM only}.
Caution: Download time will vary depending on your internet connection. this type of zip file can exceed 40 Mb.

Electronic Proposal Submission

To access the Electronic Submission Service of the call, please select the funding scheme or objective corresponding to the work
pragramme topic that is most relevant to your proposal from the list below. You will then be linked to the correct entry paint.

To access existing draft proposals for this call, please login to the Paricipant Portal and select the "My Proposals” tab.
Diownload the user guide of the Participant Portal Submission Service.
Available activity topics:

Development and exploitation of genomic data and tools, phenotyping appr...[KBBE.2013.1.1-01] [ZI B

Get Support

- Wiew or contact relevant National Contact Points for further help.

To ensure compliance with ethical issues, further information is available on the Ethics review on CORDIS and on the Europa Paortal
- Enquiry service: Ask your questions about any aspect of European research in general and the EU Research Framework Programmes
[
europe
1direct

in particular from the Research Enaguiry Service.

-The European IPR Helpdesk assists beneficiaries on intellectual property issues.

- A partner search is offered on CORDIE Fartners Service

enterprise
europe
netwiork

- Enterprise Europe Network

- Do you know how to tackle standardization in your future project proposal? Contact CEM and CEMELEC, the European Standards
Organisations to receive tailor-made help at research@cencenelec.eu (CEN-CENELEC Research Helpdesk) or visit the websites of CER
and CEMELEC

E-mail notification

Subscribe to e-mail notification of this call

\ A

Figure 49: Funding — Details of a specific call

The list of calls that you have subscribed to in this way, is displayed in the "Your Subscribed Calls" tab.
You can unsubscribe to the subscription to a single call by selecting it and by clicking the [Unsubscribe]
button. (See Figure 50: Your Subscribed Calls).
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| Home | My Organisations I My Proposals | My Projects I My Roles | My Hotifications | FPY Calls | Support

| Inbox | Your Subseribed Calls | Subscription Criteria |

YOUR SUBSCRIBED CALLS

select all | clear all

4]

Cooperation
Joint Technology Inttiatives (Annex NV-SP1)

[ sSP1-JTL.CS-2011-02

ldeas
ERC
[ ERC-2011-PoC
People

Marie Curie Actions
(] Fp7-PEOPLE-2011-IEF

Euratom

Fusion Energy

] Fp7-Fusion-2007

. J

Figure 50: Your Subscribed Calls
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2.10Manage Funding

Any user (logged or not) can have access to the "Funding" tab.

| Home I Funding I References | My Organisations i Experts I Support |

| Latest Info l FPT Calls I CIP Calls | Other Calls 5 Search Calls |

LOGIN FUNDING OPPORTUNITIES

5
2
a Login
New calls

Reaister your account (f

You can access all calls (open, closed, or forthcoming) by clicking on the specific programme tabs at the top

\._ J or by using the search feature here.
View new calls
i i Latest dates of call publications:
) What is RSS2
Vihat is ICal? + MNew calls published on 27/11/2012
- é‘ ) + New calls published on 12/11/2012
g Lkl Mooy « New calls published on 09/11/2012
\ W,

Latest information on calls

Participant Portal External User
Group 12112012

© Web-streaming and Web .ShW 110 B entries Copy | Excel Search: [

forum (details) Print = |
Participant Portal V3.3.1
(07/2012) - - -
B s s 5 Programme & Call Identifier e Latest Information & Date 2

rea gegicated 1o experis

(evaluaters of research A A .

proposals, reviewers of The submission session is now available

projects ste.) EFP7 -COOPERATION  FP7-ICT-2013-C for. CSA-CA, CSA-SA, CP-FP-INFSO 2012-12-05

test

Participant Portal V3.3 (06/2012)
© Area dedicated to experts o BRI gﬂa.l]lsstill open for the cut-off date 30 April e

® Reqgistration of muttiple
organigations on behalf of

Figure 51: FP7 Calls

When you click on this tab, the "Latest info" tab is displayed. It contains the latest dates of call
publications and the latest calls published.
These can be filtered by specific Framework programme in the following tabs: "FP7 calls", "CIP calls",

"Other Calls",.

2.10.1 Calls by Framework Programmes

If you select a particular framework programme, a menu will appear in the left bar allowing you to select
one of its particumar specific programmes (See Figure 52 and Figure 53).

CIP SPECIFIC PROGRAMMES

ICT-PSP
==

N—

Figure 52 - CIP specific programmes
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FPT CALLS MENU

Cooperation
Ideas
People

Capadties

- Euratom

\, v,

Figure 53 - FP7 specific programmes

2.10.2 Calls by specific programme

When you select a specific programme, the list of open call is displayed by default, the FP7 calls are

classified by call type (call for proposal / call for tender) and by theme. (See Figure 54: Calls by
programme).

Closed and forthcoming calls are displayed in adjacent tabs with the same classification principle..

| Home | Funding | References I My Organisations | Experts I Support |

| Latest Info I FP7 Calls | CIP Calls I Other Calls I Search Calls |

COOPERATION

| Open | Closed I -Forlhl::oming |

Food, Agriculture and Fisheries, and Biotechnology / 3 open calls

Information and Communication Technologies ! 7 open calls

MNanosciences, Manotechnologies, Materials and new Production Technologies - NMP / 2 open calls
Energy /4 open calls

Environment {including Climate Change) /3 open calls

Transport (including Aeronautics) /4 open calls

Socio-economic sciences and Humanities /3 open calls

L I

Food, Agriculture and Fisheries, and Biotechnology (back to top)

Call for proposals

Show 1 0 E:[ entries Copy = Excel s | |
Print |
Call Identifier < Call Title < Publication Date - Deadline e
FPT-KBBE-2013-T-single- KBBE-2013 2012-07-10 2013-02-05
stage
FP7-OCEAN-2013 The Ocean of Tomorrow 2013 2012-07-10 2013-02-07
FPT-ERANET-2013-RTD ERA-MET Call 2013 2012-07-10 2013-02-28

Fhwing‘1 to 3 of 3 entries |.-'."=:-|| Fravious |i || soit || | i

Information and Communication Technologies {(back to top)

Call for proposals

Show 1 U E] entries Copy  Excel Search: [ |
Print ‘

Figure 54: Calls by programme
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2.10.3 Call info

When you click on the Call Identifier hyperlink, the call info page is displayed (see Figure 55: Call info).
This page contains all the info related to the selected call. You can download documents and subscribe to
receive notifications about this call.

You can also be redirected to the Electronic Proposal Submission Service —-EPSS (see Figure 56: EPSS)
or in the future to the new Submission and Evaluation Program.

Home | FP7 Calls | FPT Doc | My Organisstions | My Proposals | My Projects | My Roles | Notificstions | Experts

weest o | MM Rl i) <eh 12
URAT

Open | Closed | Fortheoming

Muclear Fission, Safety and Radiation Protection

Identifier: FF7-Fission-2012

Publication Date: 17 January 2012

Budget: €53 251 000

Deadline: 27 March 2012 at 17:00:00 (Brussels local time)
0 Reference: DJ CO14 of 17 Januar 2012

Specific Programme(s); EURATOM

Theme(s]: Nuclear Fission and Radiation Protection

Latest information on Call

2 18012012

EFSS is now auailzble for this val for poposals

sty

Information Package 4 Key documents required for the preparstion of your propossl

In arder to receive a complete Infarmation Package for this call, you will need to select the following zlements:

1. The call fiche [only available in pdf format]
2. The work programme [ pof formeat)

3. FPT factshests in your preferred anguage - 3n overview of the basic festures of this programme [ pof formst]
4. The Guides for Applicants relevant to the funding schemes used inthi= call { pf formst)

Al files have been traated unifarmly and compressed to facilitate the aceess to the individual documants and to aptimise the speed
aftransfer. To accessthe files, youwill need & fils comprassion utility capable of opening the 'zip' format

selact il | glear all

Call Fiche
work Programme 2012 - Eurstam
Guide for Applicants

Additional Documents Useful documertts on the call and an FF7 in general

Choose which decuments you would like to download.

“You can select all inthe Additional atthe top of
All documents are availabls in English. Some documents are also available in sther languages.

select il | clear all

Council decision concerning Eurstom Specific Programme 20122013
Council Decision concarning the Eurstom Framewerk Pragramme 20122013

Regulation I2ying down the rules for the participstion to Eurstom 2012:2013

Electronic Proposal Submission Service (EPSS) Instructions on the submission of your proposal through the EP3S

Please zelect the funding scheme, orsub-funding scheme, ta the work topic you are addressing, from the
list below. You will then be linked to the correct EFSS entry paint

Gombinst! Colsborative Projsct (Large-scale integrating projsct) and Coordinstion snd Support Action [CP-c54] ~ | ([E)

Get Support
- Wiew or contact relevant National Contact Fointsfor further help

To ensure compliance with ethical issuss, further information is available on the Ethics review on CORDIS and on the Europa Portal

- Enquiry service: Adyour questions about any aspect of Eurapaan research in general and the EU Reszarch Framamatk
o
euro
dimc‘t’e

- The Eurepean IPR Helpdes assists bensficiaries on intellectual property isues.

Programmes in particular from the Research Enquin Semice.

- A partner search is offered on CORDIS Padners Semice

enterprise
europe
network
- Enterprise Europe Network
- Do wou know how to tackle standardization in yaur future project propasal? Contact CEN and CENELEE, the European Standards
[u} to receive tail de help at eu (CEN-CENELEC Research Helpdesk) ar visit the mebsites of
CEN and CENELEC

E-mail notification

Figure 55: Call info
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Electronic Proposal Submission Service [EPSS])

().r—')! ' 3
e 7 v,
o = Y 2007 - 2013

The EPSS web application is best viewed with

- Internet Explorer 6.0 {and above)

- or Mozilla Firefox 1.0 {and above)

Safari is NOT supported (whatever the 05)

For other browsers please refer to the EPSS User
Guide

EPS5

Attention!
EPSS Helpdesk working hours from 11/07/2011 until 26/08/2011:

the EPSS helpdesk will be available from 9am to 5pm Brussels local time and from Bam to 8pm during 48 hours before calls
deadlines.

Welcome to EPSS, the Electronic Proposal Submission Service

Call Selected: ENIAC-2011-2
Sub-Scheme Selected: JTI-CP-ENIAC

I am the coordinator of a proposal and I need a user name and a

ey REGISTER!

1 already have an online user name and a password LOGIN

I am a participant (not the coordinator) in a propo=zal and I nead

a user name and password CONTACT YOUR COORDINATOR

888

‘ EPSS user quide

‘ Privacy Statement

Figure 56: EPSS

2.10.4 Search Calls

Any user can use the Search Calls functionality from the "Funding" tab, by clicking the
[Search] button. (See Figure 57: Search Calls).

The user can enter as search criteria: search terms, programme, call status, call
type, sorted by information and click [Search].

The page is refreshed with the calls matching the request, and an opportunity to Search again.

‘ Home | Funding | | My O isati | My Props | My Projects | My Roles | Hotifications | Experts | Suppart |

| Latestinfo | FP7 Calis | CIP Calls | Other Calls | Search Calls |

SEARCH CALLS

T —
Framework Al =
Programme :
Specific Al
Programme :
Theme: n
Call type : ) call for Proposals ) Call for Tenders @) All
Call status : © gpen © Closed 7 Forthcoming () Al
Sortorderby: Publication Date |+ ]
3

Figure 57: Search Calls
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2.11Manage Experts

A top level tab ("Experts" )is used for the experts management (see Figure 58: PP home page
below).

This tab is displayed for all logged-in and not logged in users. For users that are not logged in, it
displays a home page inviting users to take some actions:

If you are are logged in, some different actions need to be executed

2.11.1 Not logged in users

Ato Z | Sitemap | Search | About this site | Contact | Legal Notice Enghzh (Er!;l

RESEARCH & INNOVATION

Participant Portal

European
Commission

LOGIN

Welcome to the Participant Portal
a Login The Participant Portal is your entry point for electronic administration of EU-
funded research and innovation projects, and hosts the services for
) . managing your proposals and projects throughout their lifecycle.
Reaister your account (F Currently the portal covers mainly actions under the 7th EU-Framework

Programme for Research and Technological Development (FPT). In the future,

\ o

© Freguently Asked Questions =
T ) Experts area (Quick What does it offer today?
info}

® User manusl = You can search for FPT calls for proposals and submit your < You can search for the unique identifier of your arganisation,
{ | Electronic proposal proposals. register your org tion or provide updates of your
submission user manual » Depending on your role in projects and organisation, you can organisation's data.

© Fresentations view information on projects, negotiate your grant agreement, « Depending on your roles in projects and organisations, you
[MEW) Submission of manage amendments, submit financial and scientific reports can assign or revoke access rights to organisation and project
proposals or review projects. data for other persons.

o Ifyou are interested in participating as an expert for the

© Contact the Helpdesk T i
European Commission, you can join the database of

k J independent experts for European research and innovation
rrrE— Forthcoming functionalities
Paricipant Fortal Extarial ser . Expert evaluators will be able to manage the administrative details related to their work as peer reviewers.
Group 12111/2012 « The currently separate electronic proposal submission system will be replaced by a new system integrated in the portal.
© ‘Web-streaming and Web « Direct access to FP7 related information and decumentation.

forum (details }

Participant Portal V3.3.1

(07/2012) How does it work? Are you a new user? +

© Area dedicated to experts

(evaluators of research WWhile some basic functions After login, the actual On that new page, the blue When you go into the
proposals, reviewers of 1 are available for anonymous 2 homepage will be replaced 3 arrows are the processes 4 details of an organisation,
projects etc.) users, the core functions of by a new one displaying all that are authorised for your project, role etc... a new
project management are onhy the processes your user profile and they will give contextual menu will guide
available to registered users. profile can access. you access to several lists, you through the additional
Participant Portal V3.3 (06/2012) If you are a registered user like the list of organizations, actions.
© Area dedicated to experts you can use the login button. E;g}j:;tsétrcliles of your

® Reqgistration of multiple
erganisaticns on behalf of
others

Research Site
© Print, export and copy ERL wesearch Site

functions

© New action buttons in WMy
Organisations and My Project

Figure 58: PP home page

For not 'logged in' connected users (anonymous) the Expert tab is displayed in the following portlet (Figure
59: Experts tab - anonymous user):
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Ato Z| Sitemap | Search | About this site | Contact | Legal Notice | English (en) =

m RESEARCH & INNOVATION

European

Commissian Part\“cipaﬂt Portal

European Commission = Research & Innovation = Participant Portal = Expe

Home | Funding | Documents | My Organisations | Experts | Support |

EXPERT AREA
Join the database of independent experts for European research
The European Commission appoints independent experts to assist with research
Register your account (f and innovation assignments including the evaluation of proposals, the review of
projects and the monitoring of programmes or policies.
\ v
HELP FOR EXPERTS
D.5ud New Expert
= 5
©® Techn pe
© Ouestion about FPT
k. P What do the assignments involve? Who can be an Expert?
. Experts, as peer reviewers, assistinthe: You have a chance of being selected as an expertif you:
- evaluation of research and innovation proposals;

A S e R A R on .+ have a high level expertise in research or innovation in

, ! s T 7 any scientific and technological field, including managerial

‘_uielc:umet_c_the brand NEw area In addition experts assistin: as;ectS' g g g

;"' the Piﬂ_t”'cﬁﬂ”t Portal dte‘jt'_cme‘j - monitoring the progress, outcome and impact of research andinnovation 7P oo e Asaras A

0 EXpEris. new registration z = = " " 3 ' .

R R ﬁwrr?g\::mnr:z;ﬁaisti::” as giving advice on the shape of futureresearchand .5 g ayailable for accasional, short-term assignments.
» Assignments mainly concermn research and technalogical development,

L J falling within the current framework programme (FP7} aimed at improving

employment, competitiveness and quality of life in Europe.
o Take alook at the most recently funded projects.

Logistics for Brussels Registered Experts

© Map of evaluation area
® Info on hotels Already registered with CORDIS/EMM ?

o+ First create an ECAS account, if you have not created one yet, in arder to have the possibility to retrieve your CORDIS/EMM profile.
o Some changes to the design of the new registration service require additional information from experts, so please log-in and update
your profile.

® From airport to Brussels

\, o~

Interested in participating as an expert for the European Commission?

1 Create your ECAS Account. 2 Register or update your profile

\, v

Figure 59: Experts tab - anonymous user

In this page, the Create Your Ecas Account link is enabled while the Register or update your profile
is not.

Create Your Ecas Account opens a page to create ECAS account at
https://webgate.ec.europa.eu/cas

2.11.2 Logged in users without Expert profile defined in EMPP

If a "logged-in" user selects the Experts tab and if he does not have an Expert profile, he will see a
similar page as non-logged users except the fact that the Register or update your profile link that is
now activated while the Create your ECAS account link is deactivated (see Error! Reference source not
found.)
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Ato Z | Sitemap | Search | About this site | Contact | Legal Notice | English (en) =

European

Commission

| Home I Funding [ Documents | My UrganrsatlonsJ My Proposals [ My PrOJectsJ My Roles i Notifications l Experts H Support |

Join the database of independent experts for European research
a Logout and innovation
The European Cc ission appoints i P experts to assist with research
Christian HUWAERT [ and innovation assignments including the evaluation of proposals, the review of

projects and the monitoring of programmes or policies.

In addition to logging out, you
must close all your browser
windows to avoid any
unauthorised access

\ y New Experts
; :
What do the assignments involve? Who can be an Expert?
© FaQ : i ’ 2
° - i . Experts, as peer reviewers, assistinthe: You have a chance of being selected as an expertif you:
Technical help E: i i it . i i " . b
" eva_luanofn ofreseharchdqnd lpntq»atlon_prcn:posals, & have a high level experise in research or innovation in
© Question about FP7 ~HEVIEW Ol ISIEAIC AN MRguAlOn Projects, any scientific and technological field, including managerial
In addition experts assistin: aspects:
k J - monitoring the progress, cutcome and impact of research and innovation have Iat least a university degree, and
programmes as well as giving advice on the shape of future research and can be available for occasional éhort—term assignments
HEWS FOR EXPERTS innovation activities. - \ i
» Assignments mainly concermn research and technalogical development,
Welcome to the brand new area falling within the current framework programme (FP7} aimed at improving
in the Participant Portal dedicated employment, competitiveness and quality of life in Europe.
to experts. A new registration ¢ Take alook atthe most recently funded projects.
service is now availabls.
\, v, :
Reqgistered Experts
QUICK LINKS FOR EXPERTS
© List of appointed experts Already registered with CORDIS/EMM 2

o+ First create an ECAS account, if you have not created one yet, in arder to have the possibility to retrieve your CORDIS/EMM profile.
- - Some changes to the design of the new registration service require additional information from experts, so please log-in and update
Logistics for Brussels your profile.

® lap of evaluation area

© nfo on hotels Interested in participating as an expert for the European Commission?

© Metro map
© From airport to Brussels 1 Create your ECAS Account 2 Reagister or update your profie
\, v,

Figure 60: Logged in users without Expert profile

"Reqister or update your profile" opens the "Import/create Expert Profile" page (see Figure 61:
Import/Create Export profile).
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| Home i FPT Calls I FPT Doc |" My Organisations I My Proposals i My Projects I My Roles 5 Hotifications i Experts |

EXPERT AREA

Welcome to the Experts Area in the Participant Fortal
@Already registered as an expert in CORDIS/EMPP area and wish to import my profile.
O Never been registered as an expert for the European Commission and wish to create my profile.

Figure 62: Import/Create Export profile

If "Never been registered as an expert ..." is selected, by clicking the [Go] button it opens the
following page in the Participant Portal (see Figure 63: Create your profile)
The [Create profile] button opens EMPP where the user can define his profile (see Figure 64: EMPP).

EXPERT AREA

Welcome to the Expert area in the Participant Portall

We recommend you carefully complete all G sections for us to be able to match your skills and expertise to research and innovation
assignments.

® Create your expert profile in less than 30 minutes.
® 2 progress indicator on top will guide you through the process.

® “vYou can save and come back to edit your profile at any time.

Create Profile

Figure 63: Create your profile
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DATA

@

PERSONAL LANGUAGES EDUCATION AREA PROFESSIONAL
details of expertise experience privacy
2] ® @ @ @
. ‘ Welcome )
e Personal Details
EX2011D095598
m ﬁlt;tgslid Let us know who you are.

® Personal Details
Languages L 4
Education 4
Area of Expertise L 4
Professional Expenence 4

Data Privacy L 4

Questions?

FAQ € Contact 34

0 We respect your privacy You can consult our privacy statement

Title

First name

Family name

5 5
Gender Male Female
Date of birth
{ddimmiyyyy)
Mationality | Select... v
Second nationality | Select .. v|
(if applicable)

Contact Details

Let us know how to contact you and where to send any documentation

0 e-mail is the main form of communication, although we may need to get in touch by other means.

e-mail address Bemard MAHIEU@ext ec europa.eu
If you want to change this email, please update your
ECAS account.

Street name and number

TowniCity
Country |Se|ect... hd
Post code
Use a different address for | |yq & No
correspondence

Figure 64: EMPP

If * Already registered as an expert in CORDIS and wish to import my profile " is selected, by clicking
the [Go] button it opens the Expert profile import (see Figure 65: Import Expert profile from CORDIS).

2.11.2.1 Import Expert profile from CORDIS
The user has to enter his user name and password previously used in CORDIS
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EXPERT AREA

Please enter your CORDIS username:

Please enter your CORDIS password:

Import Profile

Fargot your username andior password?Click here

\ .
Figure 65: Import Expert profile from CORDIS

If the entered data is OK, you can click the [Import profile] button, in order to import his data from

CORDIS.
If the import is successful, the exported Expert profile is displayed.

If the manual import cannot be processed due to various reasons then the user is presented with the
following message:

"We are sorry but your profile cannot be imported at this time. Please try again later. If the problem
persists, please contact the Help-Desk (hyperlink to eFP7 Service Desk form)."

If you forgot your user name and/or password, you can recover them by clicking the_Click here
hyperlink and be directed to the password/user name recovery (see Figure 66: Recover user name
/password from CORDIS)

The [Back] buttons goes back one step up.
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2.11.2.2 Recover CORDIS profile

EXPERT AREA

FPlease take care to enter the email address in your CORDIS profile. A personalised link to your data will be emailed shortly to this
address.

Email registered on CORDIS:

\. 7

Figure 66: Recover user name /password from CORDIS

You have to enter your email address recorded in CORDIS. By clicking on the [Send] button, the
application requests CORDIS to send an email with a link allowing the user to recover his CORDIS user
name and password. The mail is sent to your mailbox associated with your ECAS account. A copy of this
mail can also be found in the My Notifications tab.

If the email address is not valid then an error message "Invalid email address. Please check the email
address provided to CORDIS. " is displayed.

The [Quit] button is used to return to home page for not logged in experts (see Error! Reference source not
found.)

When the Expert profile is imported from Cordis you are redirected to the Expert Profile page (see Error!
Reference source not found.)

2.11.3 Logged users with Expert profile imported from Cordis

When the user logs in for the first time in the PP (expert area) and if he uses, in ECAS, an email address
already registered on his CORDIS profile then his EMPP profile will automatically be imported and
associated with his ECAS account

When the Expert profile of a new EMPP user has been automatically imported from CORDIS, then the
following portlet is displayed in the "Expert" tab (see Error! Reference source not found.)

Welcome < First name > <Last Name to the Expert area in the Participant Portal.
Your profile has been imported from CORDIS.

With the help of the step-by-step guide, please carefully review all 6 sections of your profile,
updating your data and completing any new sections

+ Review your expert profile in less than 15 minutes.
+ A progress indicator on top will guide you through the process.
* You can save, come back and edit your profile at any time.
Edit Profile
" 7

Figure 67: Expert profile after import from CORDIS

The [Edit profile] button opens EMPP and takes the expert to the ‘personal details' page and users review
all screens to edit the profile.
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2.11.4 Logged in users with Expert profile defined in EMPP
When logged experts open the "Expert" tab then the following portlet is displayed

European Commission = Research & Innovation = Participant Portal = Experts = My Profile

| Home | FPT7 Calls | FPT Doc My Organisations | My Proposals | My Projects | My Roles | MNotifications | Experts |

LOGIN EXPERT AREA

a Logout Welcome to the Expert area in the Participant Portal.

MNew employer or qualification to add? Change in contact details?
Itis important to keep your profile up-to-date!

Participant one PORTAL [

Authentication and security help

iz available here. 5
\, o
\ o

© Fag

© Technical help
® Question about FPT

7
\,

NEWWS FOR EXPERT 5

Welcome to the brand new area
in the Participant Portal dedicated
to experts. A new registration
service is now available.

\ v

QUICK LINKS FOR EXPERT S

®© List of appointed experts
© EMEX

© Expert recommendations

7

v

® European Communities, 15 - ion i alr tsed, rCH knowiedged, vhe erwise stated. Whe o NiSSio o o or use of textual and multimedia

Figure 68: Expert profile in PP

The [Edit profile] button opens EMPP and takes the expert to the ‘personal details' page (see Error! Reference
source not found. )

2.12Logged in users with JTI Representative or Member State
Representative role

Through the "Expert" tab , EMPP will be used to provide access to the database of experts for users that
have the following roles:
¢ Member State and countries associated to the Framework Programme contact points
(representatives of the Member States and FP Associated Countries)
e JTIs contact points (representatives of JTIs)

Member State and Associated Country contacts are able to search through the group of experts that
have explicitly allowed their profile to be made available to them, while JTI contacts will be able to search
through the group of experts that have explicitly allowed their profile to be made available to them.
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2.13RSS

2.13.1 What is the RSS format?

RSS is a data presentation format facilitating the automated broadcast of information streams to
Internet users. It also facilitates the syndication of content by giving other web sites the opportunity to
reproduce such data, in full or in part, with ease.

With the RSS format there is no need to visit your favourite sites one by one to receive news from
them; all you have to do is enter their RSS information stream into a compatible program and all your
news sources will appear on a single screen!

In this way, by receiving Research Participant Portal information streams you can read the latest news
published on our site on your computer screen without even having to visit our homepage.

2.13.2 How to access RSS feeds

There are several ways to receive information streams published by Research Participant Portal on
your computer.

You can:
e use your e-mail application to consult this information source while reading your e-mails
e use your Internet browser to display the various newsfeeds in the form of a homepage
e use specialist RSS information stream aggregation software, known as an RSS reader or news
aggregator or even read information streams on your Smartphone, PDA or pocket PC

connected via Bluetooth to a GRPS mobile phone.

Whichever method you choose, you must register the URL of each newsfeed you wish to receive in
the chosen software. This is a very simple operation - often it only takes a click of your mouse

indeed, most sites broadcasting information streams display a small icon on their RSS or XML pages.

By clicking on the icon, your software application will recognise the information stream automatically
and add it to your content aggregation list.

2.13.3 What do they look like?

For a first look at a newsfeed, without installing anything on your computer, you can use an online
RSS reader which can read any RSS feed. Open a new window in your browser and enter one of the
following URLs in the address field:

» RSS Feed - Latest Call information
* RSS Feed - Recently published Calls

This is what a Research Participant Portal RSS feed looks like. If you wish to view another feed,
simply enter its address in the address field. Now you can move on to the next step by installing a real
content aggregation tool.

There are content aggregators to suit all users and all platforms; many are available free of charge.

2.13.4 Step by step

2.13.4.1 How can | read RSS feeds?

You will need a news reader to check the feeds you subscribe to and let you view headlines and links
to newly published content. See below for details of how to get a reader if you don't currently have one
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RSS feeds, on this site, are indicated by orange icons next to the title of a specific RSS feed.

Clicking the icon will take you to a page that describes the feed in greater detail. From there you can
click a link to open the feed window. Copy and paste its URL into your newsreader to subscribe.

Some browsers including Internet Explorer 7+, Firefox, Opera, Safari and Chrome, automatically
support RSS and do not require you to paste the feed URL into a separate reader.

If you have difficulties subscribing to a feed, please refer to the instructions that come with your reader.

When new content is published, you can use the reader to scan headlines and click through to our
web site to view the full version of the article or feature.

2.13.4.2 How do | get a news reader?

There are many different versions of newsreaders, some accessed using a browser and some which
are downloadable applications. Deciding which one to use is a matter of personal choice. Different
readers work on different operating systems, so you will need to choose one that will work with your
computer.

Below is a list of popular readers that you may wish to use:

Windows:
. Feeddemon
] Newzcrawler
Mac OSX:
] NetNewsWire
Web:
] Bloglines
. Google Reader
o] How do | unsubscribe from an RSS feed?

Please refer to the instructions that come with your browser or newsreader if you would like to
unsubscribe from an RSS feed.

2.13.4.3 Webmasters

Content contained in Research Participant Portal RSS feeds can be added to websites a number of
different ways. Each method for displaying the RSS feed has pros and cons associated with it.
Webmasters will need to determine which option will best meet their hosting and technology needs.

Using JavaScript to Display RSS:

JavaScript is the easiest way to display RSS feeds on a website. There are a number of sites that will
allow you to generate code that can be inserted into a website. The JavaScript will auto-update,
showing the latest headlines as the feed is updated. Each time a visitor visits the website the
JavaScript pulls the data from the feed. Often, the various scripts can be customized so that the look
of the feed can be made to match a specific web site feeds with hopes that the search engines will
devour and spider the contents, you will be disappointed. When JavaScript is used to display RSS
feeds, search engines do not actually "see" the contents of the feed, meaning that the search engines
will not index the contents of the feed within the website.

Feedroll:
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Feedroll is a free service for syndicating RSS and ATOM news feeds on your website. Simply select a
feed, customize the design, then copy and paste the code provided onto your page - Feedroll

Using PHP to Display RSS:

PHP is a slightly more complex solution for displaying RSS. Like JavaScript, as the contents of the
feed updates, the web page contents will update as the page is refreshed. The benefit of using PHP to
display RSS is that the contents of the feed displayed with the webpage can be spidered and indexed
by search engines. The result is a feed that always displays the most current information from the RSS
feed and the web page content is considered search engine spider and robot-friendly.

rss2html.php:

The rss2html.php script allows users to create web pages that will always display the most current
information from the RSS feed, and because the resulting page is pure HTML, it will be in a format
friendly to search engine robots. Using rss2html.php, webmasters can customize the format and look
of the web page created from the feed. The RSS feed's contents can easily be integrated into an
existing website's theme. The rss2html.php script parses the RSS file, extracts the pertinent
information, formats it, and serves it up as regular HTML - Feedforall

Using ASP to Display RSS:

ASP is similar to PHP. The free ASP/ASP.NET scripts can be used to convert RSS feeds into HTML
and display on ASP/ASP.NET web-server.

rss2html.asp:

ByteScout has implemented a guide for displaying of RSS/XML feed using free RSS2HTML.ASP script
in ASP or ASP.NET environment. This script can be used free of charge on any ASP or ASP.NET
web-server and generate HTML from RSS feed. This free ASP script uses MSXML to load RSS feed
from URL and display it. You can use it as a standalone or call from script on HTML page to generate
HTML content from RSS feed and then display on your HTML page - Bytescout

RssFeed:

RssFeed is an open-source custom ASP.NET server control that displays the contents of a specified
RSS feed in an ASP.NET web page - RssFeed

If PHP or ASP is used to update feeds, the website will have free fresh, relevant content each time the
feeds referenced are updated.

Export RSS to HTML:

If you wish to dress up the feed's appearance you can use a template exporting the feed as HTML or
an HTML table. Publishers can incorporate exported tables into an HTML template using a server-side
include. Each time the feed is updated, the feed will need to be exported to HTML and uploaded along
with the feed. Though this only takes a few moments, exporting RSS to HTML does require webmaster
intervention to update the content. The end result, though, is a complete web page with an RSS feed
in it that will be search engine-friendly.

FeedForAll:

FeedForAll allows users to export RSS feeds from RSS to HTML. The look of the HTML can be
modified to match an existing website's design - Feedforall

Using Services:
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There are a number of services available that host and display RSS feeds, in many cases free of
charge. Because these services operate on a different domain server there is little benefit to end-users
displaying their feeds in this fashion. That said, the services are generally free of charge, so you get
what you pay for.

RSS2HTML.com:

Select a layout, colour scheme and enter the URL of the feed. A web page URL will be generated that
will display the feed in the selected scheme - RSS2hTML

FeedBurner:

FeedBurner provides a number of online services. Among them is a service that displays RSS feeds
on a website - Feedburner

Using XSL to Display RSS:

Although using XSL and CSS style sheets to display XML directly is easy to understand in theory, it is
rather tricky to implement in the real world and is very tough for novices to use successfully.
Webmasters must be fairly familiar with CSS and XSL to have the formatting work well, and
webmasters then have to address browser incompatibilities and exceptions. As a result, not a lot of
resources or services yet exist to display RSS using XSL.

Using highly targeted feeds, webmasters can enhance their websites with themed content. Ultimately,

providing relevant, educational or newsworthy information from reputable related sources will establish
expertise in a specific area.

2.13.5 Research Participant Portal RSS feeds

In the Participant portal, you have to open the "Funding" tab . In the "Stay Tuned" element (on the left
column) click on the RSS icon (see Figure 69: Stay tuned - RSS).

STO4Y TUHED

What is BSSY

E-mail Hotification

Figure 69: Stay tuned - RSS

If you select the RSS orange icon, you will be presented with a choice of RSS feeds that you can
subscribe to (see Figure 70: RSS - Choose your feed )

RSS Feed - Latest Call information

RSS Feed - Recently published calls
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Bl Latest Callinformation

E-mail Hotification

\ o

Figure 70: RSS - Choose your feed

In the Subscription page, you can filter the content of the Common Feed list (depending on your browser.
See Figure 71: Feed Subscription on Internet Explorer and Figure 72: Feed Subscription on Mozilla using
Google)

Research Participant Portal - FP7 Calls - Latest information Displaying 31176
You are viewing a feed that ins fi ly updated When you subscribe to a feed. it is added to the Common Feed List. Updated information
from the feed is automatically downloaded tn your cnmputer and can be viewed in Internet Explorer and other programs. Learn more about feeds
All 176
ai¢ Subscribe to this feed L
Sort by:
L. _— . + Date
Nuclear Fission and Radiation Protection Title
& July 2011, 00:00:00 =p -
Identifier: FP7-Fission-2011 ite b" category:
Specific programme: Euratom Call for Proposals 13‘5
Theme(s): Muclear Fission and Radiation Protection Capacities 2
Cooperation 74
Type: Call for Proposals & E o 3
Publication Date: Fri, 20 Aug 2010 ldeas 10
Deadline: Thu, 7 Apr 2011 00:00:00 {Brussels local time) People 68
Budget: 41.000.000,00 €
Madification Date: Fri, 8 Jul 2011
Latest information:
Flash Information on the Evaluation Results available under "Additional documents”
Figure 71: Feed Subscription on Internet Explorer
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Research Participant Portal - FPT Calls - Recently published Calls
FP? calls for proposals and calls for tenders published in Research Participant Portal since 12 May 2011.
http:/fec. europa. eufresearch/paticipantsfportalfrss/callfod fnewsast

Google offers two different ways to keep up-to-date with your favorite sites:

Your Google homepage brings together Google Google Reader makes it easy to keep up with the
functionality and content frorm across the web, on a latest content from a large number of sites, all on a
single page. single reading list.
Add to Google homepage or Add to Google Reader
Sample —— —— Sample
Google i e e

3

22010 Google - Help

Figure 72: Feed Subscription on Mozilla using Google
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4 GLOSSARY

Term Definition

FP7 7th Framework Programme of Research and Technological
Development of the European Commission

CIP Competitiveness and Innovation Programme

Coordinator The participants’ coordinator in a consortium

EC Officer European Commission's Project/Scientific Officer or Administrative

Officer representing the European Commission during the
negotiations.

NEF The negotiation process is supported by the online Negotiation
Facility tool (NEF), an electronic implementation of the negotiation
forms used to exchange information between the participants and the
European Commission.

NEF provides the main channel for interactive communication
between the Consortium and the EC Project Officer as all necessary
administrative and financial data about the projects and the
participants is collected and agreed through NEF.

Negotiation Concerns one stage of the procedure applicable immediately after a
favourable evaluation. The negotiation is a process during which the
details about the proposal are agreed between the participants and
the Commission.

The participants of proposals that may be selected will receive a
request to provide further information
Negotiation covers three areas :

- scientific negotiation

- financial negotiation

- contractual negotiation

Negotiation session A period during which the coordinators are allowed to provide
changes on their proposals

PIC (Participant Identity Participant Identity Code (The unique ID of an organisation) Unique

Code) Identifier for an organisation — obtained through URF registration &

used in each step of the process to identify an organisation. The
Temporary PIC received directly after URF registration and Validated
PIC (VS has validated the data & legal documents of the
organisation) are the exact same number: 9 digits starting with
99...and will remain the same during the entire existence of its
organisation.

URF Unique Registration Facility: a service providing unique registration
for participants in the Framework Programmes at proposal and
contract stages. It encompasses a set of rules for data acquisition
and validation.
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LEAR A legal signatory of each legal entity will be asked by the Commission
to appoint one person (the so-called LEAR - Legal Entity Appointed
Representative) for being the correspondent towards the Commission
on all issues related to the legal status of the entity.

The LEAR provides the Commission with up-to-date legal and
financial data (including supporting documents, where necessary)
and commits to maintain the account so that it is up-to-date enabling
future use for grants and other transactions between the entity and
the Commission research (and other) programmes.

This person is chosen by the organisation itself in order to ease the

communication with the E.C. & avoid double registrations. Only the

LEAR may do a Change request (of his organisation's data) through
URF and submit legal documents through URF.

Status of validation Indicates that data provided in a form have been validated by the
Commission.
Participant Portal The Participant Portal hosts services that facilitate the monitoring and

the management of the participants' proposals and projects.

It is a secure Internet site that ensures adequate authentication and
confidentiality mechanisms, based on the European Commission
Authentication Service (ECAS).

Participant Any entity, legal or otherwise, that has some dealings with FP or CIP
programmes. For example: Legal Entity as partner to a grant
agreement, department or institute of such, person working in
participating organisation and relevant to the programmes, expert.
Participants are external to the Commission.

In order to structure this participant concept into further details, a
clear distinction should be made between:

The "executing participant" proposing and executing an action (e.g. a
department within a university or an independent expert)

The "participating legal entity" endorsing the responsibility of this
proposition and execution (e.g. a university or the expert as a legal
natural person). "A participating legal entity is any Legal Entity that
has participated, participates, or will participate in the programmes of
FP and CIP, whether in Grant Agreements, contracts or proposals
only" (List of Agreements PDM/URF WG, as of 14th January 2007).
"Contacts" by the executing participants and participating legal
entities for exchange of information (e.g. a professor within the
university department, the financial officer of the university, an expert
him/herself, etc.). Contacts typically play roles within participating
entities and may have a specific address.

It is worth noting that the "executing participant” and the "participating
legal entity" can be the same entity (e.g. a private company) or that
several legal entities could collectively endorse the responsibility for a
single executing participant (case of a consortium).
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