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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.

Participant Portal's main actors

The different types of users defined for the Participant Portal are organised by roles and 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, called an organisation member.

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

= LEAR:
Legal Entity Appointed Representative,
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 Coordinator Contact:
Coordinator of a project/proposal who is the first point of contact for the EC

e Participant Contact:
Primary point of Contact for an organisation within a Consortium

¢ Administrative and Legal Representative (ALR)
Responsible for contractual and administrative aspects of a project.

¢ Financial Representative (FR)
Responsible for financial aspects of a project.

e Proposed Signatory (PS):
Represents signature authority within the financial scope, e.g. able to sign financial
statements.
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e Scientific & Technical Representative (STR):
Leads the research team and is responsible for technical submissions.

e Team Member:
Has minimal read-only rights to project resource information. The scope of these
rights can be set to any combination of the following: Administrative, Legal,
Financial and/or Scientific. For the majority of users the role represents a project
team member.
They can be designated by the Coordinator Contact, Participant Contact or a
Representative.

e Task Manager:
Extends the Team Member role with the capability to perform submit, update and
delete actions. Just as for the Team Member, those rights can be constrained
within one or more defined scopes amongst financial, scientific, administrative
and/or legal. Like the Team Member, they can be designated by the Coordinator
Contact, Participant Contact or a Representative.

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 FP7 documentation search functionality

— the FP7 Calls database

— the new Notification service
System requirements for using the Participant Portal

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

— acomputer with a 600 MHz processor and minimal 512Kb of memory;
— an Internet connection, preferably 512 Kb/s or higher;
— ascreen with a minimal resolution of 1024 x 768;

— Internet Explorer 6.0 (or above) or Firefox (3.x). Other web browsers may work but have not yet 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
the browser session;

— Windows (2000, XP and Vista), other operating systems may work but have not yet been tested.
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Where can the participants get support?

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

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/ecas/help.jsp or send an e-mail to
DIGIT-USER-ACCESS@ec.europa.eu.

The patrticipants looking for technical help can ask the eFP7 Help Desk by sending an e-mail to DIGIT-EFP7-
SUPPORT@ec.europa.eu.
Their requests can also be supported by the contact form available on

http://ec.europa.eu/research/participants/portal/appmanager/participants/portal? nfpb=true& pagelLa
bel=contactus.

For questions related to the Framework and similar RDG Programmes, the participants are invited to contact
the FP7 Help Desk 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 few services, such as the FP7 documentation, FP7 Calls 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.

1. To create your ECAS account, go to the Participant Portal home page:
http://ec.europa.eu/research/participants/portal.

2. Then click on the register link in the login box (Figure 1: Login Box).

Q— Login
- —

© You don'thave an

CO 7 Please
register
i help is available

here

© Poral registration demo
is available here

)

Figure 1: Login Box register link

7\
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3. The ECAS User Registration Form opens: please fill it in using your individual professional e-mail

address in the relevant fields (Figure 2: 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.

4. Select the privacy statement acknowledgement checkbox, copy the security code into appropriate text

area and submit the form for processing.

~
— European Commission
EN . - "
Authentication Service
European Commission Authentication Service (ECAS): User Registration Form
Please fill in and submit the information requested below to register as a user of European Commission
Information Systems. The username you choose {or the one assigned to you) may be used to log into any system
using the ECAS authentication service that vou are authorised to access. When you login, vou will see an ECAS
page with a banner similar to the one on this page.
If you are asked to specify your domain when logging in, choose "External”
Fields rmarked * ara mandstary
Choose a username {optional);
First narme: Bernard w
Last name: MAHIEL e
E-mail: al028325@owlpic.com [*
Re-enter your e-mail address: |a1nza3zs@owlpic.com| *
Pri tat it
rivasy statemen Privacy statement for users registered with the European Commission''s q
Identity Management Service
1. What is the Identity Management Service?
The European Commission''s Identity Management Service (IMS) provides &
common way for users to register or be registered for access to a number of
different Commission information systems or services {referred to hereafter as
sites),
Yoy are affected by this orivacy staternent if vou use the European Commission ot
O By checking this box, you acknowledge that you have read and understaod the privacy staternent
Security check: M T
1 » T [
H 3 91
11 L
e » . » 187 +
I} And k. W 1944184144 1219
BLPEEFRET PLL PRLES PEPPELPE PR
bIPEIPLLPLFELPELIPRIPRLPELP
Try a different image
Flease type in the characters in the above image
{upper and lower case may be used interchangeably)
*
This website is managed by the European Commission's Informatics DG |
v

Figure 2: 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 3: Password initialisation page of

ECAS).
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»» EUROPA > Authentication Service > Change password

European Commission
Authentication Service

Change Password | Privacy Statement | Contact ! Help Bruno SPEDERXXXX

Change ECAS password

Username nspedebr
Domain External

ECAS password { |

The new ECAS password | |

Confirm new ECAS password | |

Passwords may not include your username and must contain at least 10 characters chosen from at least three of the following four character groups
(no other characters are permitted apart from the white space):

Upper Case: Ato 2

Lower Case: atoz

Mumeric: 0 to 9

Special Characters: 1"#5%&'()*+,-./j<==7@N]"~_" {|}~

Examples: mmLunwRnLD vbyOORHoK1 WE+zGQ De2 [ Generate other sample passwords ]

Mote: Please take great care in entering your new password. Once you have created it, you will only be able to change or reset it vourself after 1 day

(=].

Figure 3: 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 (Figure 4: Login box login link)
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LOGIN

o) Camd
N—

®© You donthave an
account yet? Please
register

® Login help is available
here

© Portal registration demo
is available here

#

Figure 4: Login box login link

3. The login page (ECAS authentication) appears (Figure 5: ECAS Login page):

- 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.

- Enter your Username (if you have created one) or your email address and your password, and click
on the submit button.

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

European Commission
Authentication Service

Forgot your password? : Change Password : Privacy Statement : Contact @ Help

== EUROPA > Authentication Service > Login

Authentication requested by: participantportalweb

Domain External (*)

Username or email address |nmah|ebe | [[] rRemember my username

Fassword [snnnsasnas |

[[] warn me each time an application asks for my identity

[[] view my ECAS account details after logging me in

E Having problems reaistering or logaing in for the first time? Don't vet have an ECAS password?

Security notice

(*) I's the selected domain correct? If not, please change it - or else your usemame or e-mail will not be recognised

’VFDrth»,'ourpassword? : Change Password : Privacy Statement : Contact : Help %:'v",gfahﬁ, D GIT * i top

& This Website is managed by the European Commission's Informatics DG - Version 1.10.0 - Processing: 37 0

Figure 5: ECAS Login page

4. Now that you have logged on to the Participant Portal, you are identified as a user (Figure 6: Login
box)
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LOGIN

Change Passwaord

e Logout

Comme >
b Cogin help is available

here

© Portal registration demo
is available here

Me—

Figure 6: Login box

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

1.4 Log out from the Participant Portal

1. Inthe login box of the Participant Portal click on the logout link (Figure 7: Login box)

2. 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, FORCE).

LOGIN

Zhange Password

John Doe

® Login help is available
here

© Portal registration demao
is available here

N—

Figure 7: Login box
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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)

| Sitemap | Search | About this sit

European Commission

RESEARCH - Participants

European Commission > Research > Participant Portal

| Home I My Organisations I My Projects | My Roles | My Notifications I FP7 Documentation | FPT Calls ! Support |
LOGIN PROCESSES

Change Password

—Others

\ Ciogiit —Manage Organisations

John Doe

® Login help iz available here Marage
@ FPortal registration demo is R
available here

\_ v,
FAQ — ldentify Opportunities

Manage roles
and delegations

© Seethe online user manual
® ‘vou can consult FAQS

© Watch the demonstration of
the Participant Portal: -
Introduction

@ If you cannot find an answer
there, then submit your question
via the eFPT service desk - Negntiatinns

\ v,

Participant Portal V2.2
(10/2010)

@ Many nice updates

Browse and/or

read more [¥] — Grant Execution

- o

_?_ FPY homepage

' Research site ofthe EC Manage

tific

\, v

Figure 8: Home Page after login
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"Table 1 - Processes" describes the processes indicated in this graphical representation.

The columns are:

e PROJECT LIFE CYCLE STAGE
e SERVICES related to the stage

e ROLES: The roles for which the services are available. The different right scopes of the Task Manager

and Team Member are codified as follow:

A: administrative
L: legal

F: financial

S: scientific

PROJECT LIFE CYCLE
STAGE SERVICES

Organisation Search for an organisation

management
Register an organisation
Manage organisation data
LFV Simulation

. . Read FP7 related
Identify opportunities documentation
L Browse and/or manage

Negotiations -
Negotiations

Grant execution 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

LEAR, Account Administrator.

Logged or not logged users

Any

Proposed Signatory, Participant Contact, Coordinator Contact,
Administrative and Legal Representative, Financial
Representative, Task Manager (A,L,F,S), Team Member (A,L,F,S),

Proposed Signatory, Participant Contact, Coordinator Contact,
Administrative and Legal Representative, Financial
Representative, Task Manager (A,L,F,S), Team Member (A,L,F,S),
LEAR, account administrator

Proposed Signatory, Participant Contact, Coordinator Contact,
Administrative and Legal Representative, Financial
Representative, Task Manager (A,L,F,S), Team Member (A,L,F,S),
LEAR, account administrator

Proposed Signatory, Participant Contact, Coordinator Contact,
Administrative and Legal Representative, Financial
Representative, Task Manager (A,L,F,S), Team Member (A,L,F,S),
LEAR, account administrator

Proposed Signatory, Participant Contact, Coordinator Contact,
Scientific Representative, Task Manager (A,L,F,S), Team Member
(A,L,F,S), LEAR, account administrator

Horizontal processes
Manage roles and nominations
Manage notifications

Support

Any role
Any role
Any

Table 1 - Processes
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2.1.2 ldentify 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:

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

3. 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, representative, task manager o,
team member, reviewer, 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).

N

| Home I My Crganisaticns I My F'FD(EI:-tE- I My Roles I My h):diﬁl:-atiuns. I FPT Documentation I FPT Calls I Support |

ORGANISATION ROLES LIST

show [ entries search: [

.y Fa

PIC « Organisation Name < Role Jm & Nominations
999646693 COUMNCIL FOR SCIENTIFIC AMND INDUSTRIAL RESEARCH Account P'.drh'ﬁ. ‘

Showing 1 to 1 of 1 entries

PROJECT ROLES LIST

|r|
s AN

show [E[IEY] entries search: [

Acronym = ProjectiD < Program < Role % PIC % MNominations
AgroCos 245336 FPT Administrative and Legal Representative 999918845 ‘
ARASCOM 222620 FP7 Participant Contact 999992401 H
BOME 216863 FPT Participant Contact 999910630 H

Showing 1 to 3 of 3 entries

(|
\.

Figure 9: My Roles

The "Nominations" column's functionality is explained in section 2.7.3 below.

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.

e I

Figure 10: The search/filter box

2.3 ldentify opportunities: find FP7 documentation

The FP7 documentation tab is currently not available on the
portal. You can find the documents at the following URL:

=

http://cordis.europa.eu/fp7/find-doc _en.html

2.4 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 no be displayed until the
validation of your registration request has started.

1. Under the My Organisation tab, select the Search tab
2. The search organisations module appears (Figure 11 : Search Organisation)

3. 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)

Note: if searching for a legal name in the national language does not yield results you might try with a
translation in English
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Home | My Organisations | My Projects | My Roles My Notifications FPT Documentation | FPT Calls Support

Organisations | Register | Search

SEARCH ORGANISATIONS

Please fill in the search criteria to find the organisation

Iti= 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.

However, too unspecific queries may result in a long results list. The results list are truncated after the 200th record.

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

Name of the organisation : ‘ VAT number : | |

Country : | E” City : | |

= Mandatory fizlds

[ Search ] [ Clear]

NOTE

Search PIC functionality applies to undervalidation and validated organisations

\ o

Figure 11 : Search Organisation

Note: When your search returns too many results only the first 200 are shown. You should refine your search
criteria
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Home | My Organisations I My Projects I My Roles I My Notifications | FP7 Documentation I FPT Calls | Support |

| Organisations I Register | Search |

SEARCH ORGANISATIONS

Please fill in the search criteria to find the organisation

Itis 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.

However, too unspecific queries may result in a long resulis list. The results list are truncated after the 200th record.

If searching for a legal name in the national language does not yield results you might try with a translation in Enaglish.

Name of the organisation : = | VAT number : |CH2T9815 |
Country : | | City ; | |

* Mandatory fislds

[ Search ] [ Clear ]

NOTE

Search PIC functionality applies to undervalidation and validated organisations

Show enties search: ||

s s Fa .y

Name of the organization -~ PIC % Country & City < VAT number % Status Z
THE WALT DISMEY STUDIOS SCHWEIZ GMBH 992654060 CH ZURICH  CH279815 VALIDATED

Showing 1 to 1 of 1 entries

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.

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.
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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.

Log on to the Participant Portal, under "My Organisations" tab click on the "Register" sub-tab
(see Figure 13: 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
Register your organisation using your ECAS Is your

your org gy NO— Organisation
account detalils. Seif-Registered ?
After providing all the necessary details, press l 9 ’

the [CONFIRM] button to submit your

registration information to the Central @ Self -Register youh ) is

Organisation [

Validation Team (CVT).

If you wish to suspend the registration
process at any point, the data entered may be
saved as a draft by clicking the [Save Draft]

button. You may then resume your Is your
registration at any time. Organisation
Registered
YES as Draft ?

STEP 3. Modify your Self Registration
STEP 3a

If you saved your data as draft it is Modify / Delete NG

still possibe to modify or delete your self- Your l

registration. Self Registration

or
STEP 3b
CVT started
If you have already submitted your r the Validation ?
registration and if CVT 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 CVT 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 fo your organisation. From this point on, the
organisation data may be maintained only by the LEAR.

After identification, the CVT 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
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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.

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.
For the self-registration, you are re-directed to URF. (See Figure 14: URF — Self Registration).

You can find more information in the URF user's manual.

A to Z | Sitemap | Search | About this site | Contact | Legal Notice | English (en)

European Commission

RESEARCH - Participants

European Comm nt Portal

Home s<|_My Projects | My Roles | My Notifications | FP7 Documentation | FP7 Calls | Support |

Organisqtions | Register |

REGISTER NEWV GRo.ami>ATION
Change Password Registering an organisation will allow you to receive its Participant Identification Code (PIC).

More information about PICs can be found here. Using a PIC for your organisation has several advantages which are fully explained in

——  Leoout this FAQ entry.

John Doe Use the search facility to check if an organisation has already a PIC. You can check if an organisation has already a PIC here If you do not
© Login help i= available here find a pic for your organisation you have to first register as ECAS user here.
® Portal registration demo is With your ECAS password you can register your organisation here.

available here

\ y The steps to register your organisation are:

STEP 1. Search
Use the search facility to check whether your organisation is already registered.

FAQ

® See the online user manual
© “You can consult FAQS

STEP 2: Self-Register your organisation in PP
Reaqister your organisation using your ECAS account details. After providing all the necessary details, press the [CONFIRM] button

® \Watch the demonstration of to submit your registration information to the Central Yalidation Team (CVT). If you wish to suspend the registration process at any
the Participant Portal: - point, the data entered may be saved as a draft by clicking the [Save Draft] button. You may then resume your registration at any
Introduction time.

® If you cannot find an answer
there, then submit your question

via the eFPT service desk STEP 3: Modify your self Registration
[ STEP 3a
\ v,
If you saved your data as draft | itis still possible to modify or delete your self-registration.
or
Participant Portal V2.2 [ STEP 3b.
(10/2010)

If you have already submitted your registration and if CVT has not started the verification process that will eventually lead to
© Many updates the appointment of a Legal Entity Appointed Representative (LEAR), itis still possible to modify vour self-registration and/or
upload additional documents

read more [#
or
g N B STEP 3c.
- If CWT has already started the verification process, you can na loenger modify your self-registration data but you are still able
to upload additional documents
:1.; FP7 homepage After identification, the CVT beagins a verification process that will eventually lead to the appeintment 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 WMb of additional supparting documents.
m ; Once uploaded, these documents cannot be withdrawn or madified, except by the validated LEAR.
Research site of the EC
When your data has been validated by the CVT, you, as self registrant, will na 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.

More info

Upon registering your arganisation, you will receive a Participant Identification Code (PIC). Using a PIC for your organisation has several
advantages which are fully explained in this FAQ entry.

\ v,
Figure 13: Register steps
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Please enter your data here:
o Legal address o My contact information o Status of organisation o Summary of your data
Organisation data of the participant

Participant legal name *

Business name

Official language * |——Please Select V|

2nd Language | --None V|

Mame in 2nd Language
Legal form * @
VAT number * )
Registration number * C._}'

Registration authority * @

P
Mace code * |--Please Select V|@

Establishment/Registration country * |——Please Select V|

Registration date * (dd-mm-yyyy) @
* Mandatory Fields

Figure 14: 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=fag
#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
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Both documents must be signed and stamped, and then sent to the Central Validation Team (CVT) 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 description
of the URF services and how to use them: https://ec.europa.eu/research/participants/urf/public/help/help.do

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 2.6.3, Roles
of an Organisation for more information.

2.6 Manage the organisation data

Log on to the Participant Portal

2. 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. The data of the legal entity are displayed (Figure 15: My Organisations). The section contains a
synopsis of the information contained in URF.
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+ | About this site | Contact | Legal Notice |English n) I

[ o, European Commission
.2 RESEARCH - Participants

European Commission > Research > Pz

Home | My Organisations | My Projects | My Roles | My Notifications | FPT Documentation | FP7 Calls | Support

Organisations | Register | Search | LFV Simulation

oo WP v ocoasanions

]
h P word
© - e Organisation(s) as LEAR or Account Administrator.
[— Logout
EADS DEUTSCHLAND GMBH
John DOE - -
PIC :999991819 Contact Information rganisation”
':lu“:‘:::l‘;f;"’n“;:" e VAT :DE167015661 Email EBYZCGNZ@BIGQGHLR RKC View Projects
e MACE : - Phone | +49895070 Boles
© Portal registration demo is
available here Fax +498960726481
Web www.eads.net
\_ J Postal Address ; )
Street . Willy-Messerschmitt-Sirasse Number
PostCode : 85521 City - OTTOBRUNN
Country :DE
© See the online user manual Organisation(s) linked via projects.
© ‘vou can consult FAQS
B \Watrh the Aemanstratinn nf RFI ARIISIAM NATINMNAI TRFCHMICA]D 1INIWVFREITY

Figure 15: My Organisations

4. If you are a LEAR or Account Administrator of the organisation, three links will be present at the right
of the screen: Organisation's Data / View Projects / Roles. By selecting one of these 3 links you can
open a new portlet' below the "Organisations" sub-tab.

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 Roles link.

2.6.1 Status of my organisation

By clicking on the Organisation's Data link in the My Organisation tab (see Figure 15: My Organisations)
you can:

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

COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH

PIC  :999646693 Organisation Legal Address Active LEAR View
Status :VALIDATED  Street ‘Motoke Kusanagi Read, Mumber: 48 Title : Update
Mew Tokyo First Name
F.O.Box :395 Last Mame
Fost 10001 City ‘Mew Phone
Code Tokyo gmajl
Country :JP Fax

Request History Puce 1 oF 1 Frst [ Previous Mext [ Last
Date = Organisation Name % Ty, Status = Action

26/06/2009  COUNCIL FOR SCIENTIFIC AND AR UFPDATE VALIDATED  View

INDUSTRIAL RESEARCH

15/05/2009  COUNCIL FOR SCIENTIFIC AND LEAR UPDATE VALIDATED Vie
INDUSTRIAL RESEARCH

27/03/12009  COUNCIL FOR SCIENTIFIC AND AR UPDATE VALIDATED  View
INDUSTRIAL RESEARCH

Figure 16: Status of an Organisation

1 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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2.6.1.2 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 16: Status of an Organisation.

2.6.1.3 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 17: Status of an Organisation - Update request.

You are then redirected to URF where you can create an update request of your data.

DATA OF THE ORGANISATION: COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH

COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH
PIC  :999646693 Organisation Legal Address Active LEAR W
Status :VALIDATED Street ‘Motoka Kusanagi Road,  Mumber: 46 Title : Update
Mew Takyo First Mame
P.O.Box 395 Last Mame
Post -0001 City ‘Mew Phone
Code Tokyo Email
Country  :JP Fax
Request History Puce 1 0r 1 First/ Prewous Mexr | Last
Date = Organisation Name =~ Type = Status =~  Action &
26/06/2008  COUNCIL FOR SCIENTIFIC AND LEAR UPDATE VALIDATED View
INDUESTRIAL RESEARCH
15/05/2009  COUNCIL FOR SCIENTIFIC AND LEAR UPDATE VALIDATED View
INDUSTRIAL RESEARCH
27032009  COUMNCIL FOR SCIENTIFIC AND LEAR UPDATE VALIDATED Vie
INDUSTRIAL RESEARCH
\ v,

Figure 17: Status of an Organisation - Update request

Please note that when CVT 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:
e 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.

¢ "FINANCIAL" change requests: this changed request as 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:
https://ec.europa.eu/research/participants/urf/public/help/help.do
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2.6.1.4 Delete change request

You can delete your change request as long as the CVT has not yet started the validation of your request.
The Delete link is displayed in the request history part .See Figure 18: Status of an Organisation - Request
not yet validated.

A message asks you to confirm your deletion.

2.6.1.5 Update change request

You can also modify your change request while CVT has not yet started the validation of your request.

The Update link is displayed in the request history part. See Figure 18: Status of an Organisation - Request
not yet validated.

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

DATA OF THE ORGANISATION: CHICKEN COMPANY

Chicken Company
PIC  :991355812 Organisation Legal Address Active LEAR View
Status : Street - Egg Street Mumber : 23 Title  : Mr
Post Code - 1000 City - Brussels First :Johan
Country  : BE Mame
Last : MILIO
MName
Fhone :
0257798324
Email © jshan.milio@ext eceuropa.eu
Fax
Request History Pace 1 oF 1 FIRST/ PREVIOUS NEXT/LAST
Date = Organisation Mame = Type = Status = jar
1810212010 Chicken Company LEAR UFPDATE CREATED ( View Update Delete
1810212010 Chicken Company LEAR UPDATE DELETED
1810212010 Chicken Company LEAR LIFPDATE VALIDATED View
1710212010 Chicken Company SELF VALIDATED Vie

REGISTRATION

Figure 18: Status of an Organisation - Request not yet validated
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2.6.2 View Projects of an Organisation

By clicking on the View Project link, you can have a view of all the Projects an organisation is involved in, see
Figure 19: Project list of an Organisation

MY ORGANISATIONS

Organisation(s) as LEAR or Account Administrator.

COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH
PIC :999646693 Contact Information

VAT ZA4470114283 Email C WOAGWWLRQ@ACTXPYRY ZMY

MACE :- KTMAMILT@MFZANABR.THNE
Phone Do+2T128413282
Fax :
Web L OWWW.CSIr.co.za
Postal Address
Street - Meiring Maude Road, Brummeria Mumber 46
P.O.Box 395
Fost 20001 City PRETORIA
Code
Country 24

. v

PROJECT LIST FOR COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH

The list displayed below might not be the exhaustive list of the FP7/CIF projects associated with your organisation. Cnly the projects for which on-line
sarvices are available through the Participant Portal for the specific user are cumently presented. Technical work is cngoing to resclve this limitation.

If you are a LEAR of your erganisation, please visit the tab My Crganisations and follow the link "View projects” to have the list of projects linked to your
orgenisation. A LEAR can only view projects their organisstion is linked with. Granting scoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact role, or contact your participant contact to obtain a specificrole.

v 10 entries

Acronym =~ Call % Prog. < ProjectlD = Roles Phase v
AFTER FP7-KBBE-2009-3 FP¥ 245025 ‘ Megotiation
AgroCos FP7-KBBE-2009-3 FPY 245336 ‘ Megotiation
AIDA FR7ICT-2007-2 FP¥ 223824 ‘ Active

BELIEF-I FRP7ANFRASTRUCTURES-2007-2 FPY 223759 ‘ Active

Bl CIRCLE FP7-KBBE-20058-2B FP¥ 227204 ‘ Active
CARBOCHAMGE FP7-EMNV-2010 FPY 264879 ‘ Megotiation
CHAARM FP7-HEALTH-2009-single-stage FP¥ 242135 ‘ Active

CSLUVA FP7-EMNV-2010 FPY 265137 ‘ Megotiation
DevCoCast FP7-ENV-2007-1 FP¥ 211307 ‘ Active
DIGITALWORLD FP7-ICT-2007-1 FPY 216513 ‘ Active

Showing 1 to 10 of 31 entries

. v

Figure 19: Project list of an Organisation
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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2.6.2.1 Roles in an organisation's project

Select the "Roles" icon (‘i‘) of a project to see the roles of the people in your organisation in this project (see
Figure 20: Roles of a Project)

The following icon @ is used to refresh the memory cache; it allows reloading the most recent data.

ROLES OF THE PROJECT: DIGITALWORLD (216513) OF THE SELECTED ORGANISATION

Your Hominated Roles on;

m:ﬁ.cmnym: DIGITALWORLD Project ID: 216513

=)
Show entries search: [

~

v i - ¢ Emai s - s
Select Role Name Email e PIC
Participant Contact KLISANAGI Motoko motoko@section9.com C3IR 999646693
Showing 1 to 1 of 1 entries
Audd + Revoke Selected Close
- v

Figure 20: Roles of a Project

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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2.6.2.2 Project details

Click on the underlined Acronym of a Project (leftmost column) (see Figure 19: Project list of an Organisation)
to see the details of this project (see Figure 21: Details of a project).

snow [JTIRIEY entries search: [

Acronym -~ Call % Prog. % ProjectlD < Roles Phase e
AFTER FPT-KBBE-2009-3 FP7 245025 ‘ Megotiation
groCos FP7-KBBE-2009-3 FP7 245336 H Negotiation
FPY-ICT-2007-2 FPY 223824 i Active
BELIEF-I FP7-INFRASTRUCTURES-2007-2 FPT 223759 ‘ Active
BIO CIRCLE FP7-KBBE-2008-2B FP7 227204 H Active
CARBOCHANGE FP7-EMV-2010 FP7 264879 i Megotiation
CHAARM FP7-HEALTH-2009-single-stage FPT 242135 i Active
CLUWA FP7-ENV-2010 FP7 265137 ‘ Megotiation
DevCoCast FP7-ENV-2007-1 FP7 211307 ‘ Active
DIGITALWORLD FP7-ICT-2007-1 FP7 216513 l Active

Showing 1 to 10 of 31 entries 2 3 4 Next Last
\_ 7

PROJECT DETAILS FOR: AGROCOS [245336)

Title From Biodiversity to Chemodiversity: Novel Plant Produced Compounds with Agrochemical and Cosmetic interest

— 245336 Call FP7-KBBE-2009-3

FPY RTD

Programme Rdg

Keywords
KBBE-2009-3-1-04

Activity Codes

Abstract

Lorem ipsum deolor it amet, consectetur adipizcing elit. Fusce placerat gravida nunc, ac laoreet erat sodales guis. Fusce id dui nizl. Maecenas ut sem
nec nibh suscipit elementum non quig urna. Integer faucibus, neque ac pretium feugiat, nigl metus laoreet massa, it amet fringilla sem urna a arcu.
Westibulum pellentesque euizmod tempor. Mullam nulla augue, laoreet dictum tristique eget, dapibus in ipgum. Munc variug ultrices faucibus. Nam egestas,
urna non elementum pretium, mauris turpis eleifend nulla, vitae elementum ligula nisl in lectus. Nulla sit amet nisl elit, id fermentum lacus. Nunc lacus orci,
bibendum vel aliquet ut, rhencus nen nulla.

Participants

BRUBER BABYSPIN GMBH (99991234) - PARTICIPANT

BASF SE (9125649) - PARTICIPANT

NATIONAL CENTER FOR SCIENTIFIC RESEARCH "BABOKRITOS" (3265887) - PARTICIPANT

NATIONAL AND KAPOERA UNNMERSITY OF TRANQUILITY (3254546) - COORDINATOR

UNNERSITAET BASEL (2545545) - PARTICIPANT

COUNCIL FOR HUMORISTIC AND INDUSTRIAL RESEARCH (23156797) - PARTICIPANT

CENTHRE INTERHATIONAL DE LA RECHERCHE SCIENTIFIQUE (35454654) - PARTICIPANT

UNNERSIDAD DE PONOMO({54654546541) - PARTICIPANT

BAM 5.A. NATURAL PRODUCTS (KORRES ANONIMI ETERIA FYSIKA PROIONTA) (546545157) - PARTICIPANT

D
\ v

Figure 21: Details of a project
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2.6.3 Roles of an Organisation
: 0
’/Busmess Roles Participant A

|

|

As Account Administrator plus: LEAR A :
= Nominate & Revoke Account Administrators "
!

g
|
3‘?

A

' Account Administrator

[
: I
| Maintain Participant data I
| Revoke Coordinator Contact :
| Confirm / revoke Project / Contact F Mamed Officers i
' I
!L I

< 4

Figure 22: Participant User Account Management

By clicking on the Roles link, in the My Organisation tab you can display all the roles of the people in your
organisation. See Figure 23: Roles of the Organisation.

ROLES OF THE ORGANISATION: COUNCIL FOR SCIENTIFIC AND INDUSTRIAL RESEARCH

Depending of your role in the organisstion, you could grant or revoke contact. Details are available in the user manual. You can only reveke roles you have
granted.
&
Show LY El entries Search: _
sglmc Role i ~ Name & Email & Project =
LEAR LEPERE Jean-Jacques jean-jacques.lepere@address.com
Account Admin. HUWAERT Christian christian.huwaern@address.com
Account Admin. withspace@address.com
Account Admin. goblem@yahooooocom
Account Admin. space@asda.com
Participant Contact MOSLINGER Andrea wim.van-pelt@address.com 215010
Participant Contact psteenkamp@csir.co.jp 245199
Participant Contact SCHEEL MONTEIRO pmontein@address.com 264879
Pedro
Participant Contact TAUTE Barend btaute@address.com 217937
Participant Contact SNEDDEM Glen gsnedden(@address.com 213414
Add + Revoke Selected Close
\ 7

Figure 23: Roles of the Organisation
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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.

2.6.3.1 Add arole to an organisation

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

Just enter the email address of the person that will get the Account Administrator. He will receive a mail
announcing him his nomination. If not already done, he will be asked to register in ECAS. See Figure 24: Add
an Account Administrator role.

ADD ROLE

* EMAIL ADDRESS {used to register in the Portal):

** ROLE GIVEN is ACCOUNT ADMINISTRATOR I for:

oK | | cancel |

* Mandatory field
** & LEAR can delegate his responsibility to maintain the Paricipant's legal and financial data, to one ore more account administrator(s).

\ /

Figure 24: Add an Account Administrator role

2.6.3.2 Revoke arole from an organisation

Account Administrators 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.

2.6.4 Legal and financial viability simulation

Any user (logged in or not) has the ability to perform a simulation related to the legal and financial viability
(LFV) of his organisation. This simulation tool does not save the data on any server of the European
Commission. The data are 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 click on the [Go to LFV simulation] button in order to launch the LFV simulation tool ( see Figure 25:
LFV simulation tab ).

In this tool (see Figure 26: 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.
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Home | My Organisations | My Projects | My Roles | My Notifications | FP7 Documentation | FP7 Calls | Support

Organizations | Register | Search | LFV Simulation

LFW SIMULATION

Warning / Disclaimer

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 results of this simulation provide
non-binding indications; they do not pre-empt the results of a formal financial viability check by the
Commission services.

If a formal financial viability check by the Commission services 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 financial capacity' document (http://cordis.europa.eu/fp7/find-doc_en.html).

|  GotolFV Simulation |

Figure 25: LFV simulation tab

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
Worte ¢

Please enter the verification code above :‘ |

[ Calculate ] [ Reset Verification Code ] [C\ose ]
Financial Viability Simulation
Indicators Value Qualification Quote Concise More-in-depth

Quick Ratio
G.0. Profit Ratio

Profitability (1)

Figure 26: LFV Simulation tool
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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 Access to the list of projects and project details

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

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.

Home My Crrganisations My Projects My Roles My Motifications FPT Documentaticn FPT Calls Support

PROJECT LIST FOR JOHN DOE

The list displayed below might not be the exhaustive list of the FPT/CIP projects associated with your crganisation. Only the projects for which on-line
sarvices are available through the Participant Portal for the specific user are cumently presented. Technical work is cngoing to resclve this limitation.

If you are a LEAR of your organisation, please visit the tab My Crganisations and follow the link "View projects” to have the list of projects linked to your
organisation. A LEAR can only view projects their crganisation is linked with. Granting acoess to projects is done separately. Plesse contact the Project
Coordinater if you want a participant contact role, or contact your participant contact to ebtain a specificrole.

)
Show [y, |E| entries Search:_
Acronym =« Call % Prog. < ProjectlD < Roles Phase <
ARASCOM FR7-ICT-2007-2 FPT 222620 ‘ Active Periodic
Eeporing
BOME FR7-ICT-2007-1 FP7T 216863 ‘ Active Periodic ACCESS
Feporting Amendment

Showing 1 to 2 of 2 entries

{|
\.

Figure 27: My Projects

4. The interface will display the list (see Figure 27: My Projects), originally sorted by the Project Acronym
for which you have a relevant role (for example, participant or a coordinator)
The following fields will be displayed for each project listed:

The Acronym of the project. (You can see the full title if you hover over the acronym).

The Call identifier of the Project

The programme of the Project

The project ID (or project number)

The "Roles" Icons (blue for managing Nominated roles, orange for Consortium management if

you are Coordinator Contact, orange for Consortium management)

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: Periodic reporting, Reporting & Deliverables, Financial Reporting, Access
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Amendment). 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).
If you select the acronym of a project from the list (see Figure 28: Selecting the Acronym of a project), a
Project Details portlet 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.

| Home | My Organisations | My Projects | My Roles | My Naotifications | FP7 Documentation | FPT Calls | Support |

PROJECT LIST FOR JOHN DOE

The list displayed below might not be the exhaustive list of the FP7/CIP projects associated with your crganisation. Only the projects for which on-line
services are available through the Participant Portal for the specific user are cumently presented. Technical work is ongeing to resclve this limitation.

If you are a LEAR of your organisation, please visit the tab My Onganisations and follow the link "View projects” to have the list of projects linksd to your
organisation. A LEAR can only view projects their crganisstion is linked with. Granting acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact rele, or contact your participant contact to obtain a specific role.

o
show [JIIEY entries search: |||
Acronym < Call % Prog. ¢ ProjectlD ¢ Roles Phase <
ARASCOM FP7-ICT-2007-2 FP7 222620 ‘ Active Periodic

Reporting
BOME FP7-ICT-2007-1 FP7 216863 ‘ Active Periodic Access
Reporting Amendrment

Showing 1 to 2 of 2 entries

Figure 28: Selecting the Acronym of a project
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Home My Organisations My Projects My Roles My Notifications FPT Documentation FPT Calls Support

PROJECT DETAILS FOR: ARA 5COM [222620)
Back to List Title MEMS and Liguid Crystal based, Agile Reflectarray Antennas for Security and COMunication

Project Details Project ID 222620 Call FPT-ICT-2007-2
Project Roles Programme hEd Rdg SRR

Project Consortium Keywords

Activity Codes ICT-2007.3.6

Abstract
L J Lorem ipsum dolor =it amet, consectetur adipiscing £lit. Fusce placerat gravida nunc, ac laoreet erat sodales quis. Fusce id dui nizl. Mascenas ut sem
_ nec nith suscipit elementum non quis urna. Integer faucibus, neque ac pretium feugiat, nizl metus laoreet mas=sa, =it amet fringilla sem urna a arcu.
BUMEL G e Vestibulum pellentezque euizmod tempor. Nullam nulla augue, laoreet dictum tristique eget, dapibus in ipgum. Nunc variug ultrices faucibus. Nam egestas,
Acronym: [T urna non elementum pretium, mauris turpis eleifend nulla, vitae elementum ligula niglin lectus. Nulla =it amet nisl €lit, id fermentum lacus. Nunc lacus orci,

kibendum vel aliguet ut, rhencus nen nulla.
Project ID: jeeeiel]

FPT-ICT-
2007-2

Participants

Call:

® SELEX SISTEMI INTEGRATI SPA (999912344) - PARTICIPANT

Programme: Jg) ® TECHNISCHE UNIVERSITAET DARMSTADT (999812341) - PARTICIPANT
LoV ICT-2007.3.8 ® THALES ALENLA SPACE FRANCE (999912345) - COORDINATOR
codes: ® SISTEMAS RADIANTES F. MOYANO, S.A. (999512349) - PARTICIPANT

® COMMISSARIAT A LENERGIE ATOMIQUE (99912341) - PARTICIPANT

® UNIVERSTA DEGLI STUDI DI PERUGLA (999123419) - PARTICIPANT

\ A ® UNIVERSIDAD POLITECNICA DE MADRID (99912344) - PARTICIPANT

® EADS DEUTSCHLAND GMEH (999123419) - PARTICIPANT

® FONDAZIONE BRUNO KESSLER (99912340) - PARTICIPANT

\ N 7

Figure 29: Project Details

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 Back to List
button

o Displaying the Project Details
e Managing Roles that you have nominated for the project
¢ Managing the Project Consortium (if you are a Coordinator Contact) of the project
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PROJECT MENU

Back to List
Project Details

Project Roles

Project Consortium

N —

PROJECT SUMMARY

Acronym: il
Project ID: Eehsss

FPT-KBBE-
2008-3

Programme: §g

=iy KBBE-2009-3-1
codes:

Call:

\. v

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.

g }
Business Roles

Participant A

Coordinating
Participant

Participant B

Coordinator Contact

As Participant Contact plus:
* Nominate & Revoke Participant Contact

Coordinator
Contact

Participant Contact
« Change User in own Role
* Nominate & Revoke Representatives
« Enrol / Provision / Revoke Tasks Managers &
Project Team Members

Participant A
Contact

Participant B
Contact

Named Representative

* Change User in own Role

* Nominate & Revoke Representatives (Admin)
« Enrol / Provision / Revoke Tasks Managers &
Project Team Members (Admin & Scientific)

Proposed signatory

Scigntific in Einarlcial Pri posed
uT chi |ca| & |

\

Scigntific in 3 q Proposed
&TéAthcal edal Flna>\<:|al

\l

/
f | \\i
) o | e

Scigntific
& Technical
/
]

] \ \

Portal Roles

/\

Eask Manager

Modifying Access to Project artefacts
within a defined scope.
(create, read, update, delete)

N

Manager Manager | Manager

(AL) F)

Manager Manager | Manager

S (AL) F)

~

Manager
(S)

Manager | Manager
(AL) F)

il

/Project Team Member

Read Only Access to Project artefacts
within a defined scope.

-

]

Member Member

)

Member Member

LA

Member Member Member Member

1)

Member Member

Member Member /

\

Figure 31: Business and portal roles in a project

Below you will find an excerpt from the document: "Participant Portal Identity and Access Management (IAM)

in a nutshell"

2.7.3.1 First level:

Coordinator Contact

At the top of the pyramid, there is the 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’).
The Coordinator Contact has the right to grant and revoke the roles of the Participant Contacts.

In addition, he/she has, for the coordinating beneficiary, 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.
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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

At the second level of the pyramid, there are the Participant Contacts, who are the main contact persons for
the coordinator at the participating beneficiaries. Nomination of only one person per beneficiary and project is
possible in this role.
By default, these roles are provisioned with the respective names and contact details given in the proposal.
These persons can be changed by the Coordinator Contact (without approval by the Commission).
The Participant Contacts have the right to grant and revoke roles to Scientific, Administrative, Financial,
Legall Representatives (third level) as well as Task Manager and Team Members (4" level) within their
organisation.
At the third level and below, several persons can be nominated in the same role, and the same person can be
nominated in several roles.
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 Coordinator Contact when the Participant Contact has to be changed.

2.7.3.3 Third level: Named Representatives

At the third level of the pyramid, there are the named representatives and the authorised signatory in each
participating organisation. Their Participant Contact can nominate them.

The Named Representatives work on functions related to specific scopes (i.e. administrative and legal,
financial, scientific) for negotiation, amendment handling and reporting.

There can be more than one Named Representative for each scope and the same person can be nominated
in more than one named representative role.

Specific responsibility of the Named Representatives: perform the tasks relevant to their scope of expertise.

The Participant Contact of his/her organisation also nominates the authorised signatory however the LEAR
must confirm him/her. The role will appear as "Proposed Signatory" in the Participant Portal as long as they
are unconfirmed.

Specific responsibility of the Authorised Signatory: he/she is empowered with representing signature authority

for his/her organisation within the legal scope (e.g. able to sign financial statements).

2.7.3.4 Fourth level: Task Managers and Team Members
At the fourth level of the pyramid, there are the Task Managers and Team Members.

Team Members have minimal read-only rights to project resource information. The scope of these rights can
be set to any combination of the following: administrative, legal, financial and legal.

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 and which are within their granted scope(s) (i.e. a financial
report for the financial scope).

The Coordinator Contact, Participant Contact or Named Representatives, can designate both of these roles.
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A given Named Representative can only grant part or all of the scopes that he is entitled with. E.g. the
Administrative and Legal Representative can only nominate Team Members or Task Managers with the
administrative and/or legal scope.

2.7.3.5 Otherroles:
The portal also supports two other roles that you might see in the project roles list:
e The EC Project Officer (person who is dealing with the project at the European Commission)
o The Reviewer (person who is in charge of reviewing the project).

2.7.3.6 Display Roles

When you click on the blue & icon that is on the line of a project (see Figure 32: The project list roles icon),
the roles of this project are displayed (see Figure 33: 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).

| Home I My Organisations I My Projects I My Roles I My Meotifications I FPT Documentation I FPT Calls I Support |

PROJECT LIST FOR JOHN DOE

The list displayed below might not be the exhaustive list of the FRT/CIP projects associated with your crganisation. Cnly the projects for which on-line
services are available through the Participant Portal for the specific user are cumrently presented. Technical work is ongeoing to resclve this limitation.

If you are a LEAR of your organisation, please visit the tab My Onganisations 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 acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact role, or contact your participant contact to obtain a specificrole.

B
show [JIIIEA] entries search: [
Acronym = Call v Prog. ¢ ProjectlD < QRgles Phase <
ARASCOM FP7-ICT-2007-2 FPY 222620 ‘ Active Periodic

Reporing
BOMNE FP7-ICT-2007-1 FPY 216863 H Active Periodic Access
Reporting Amendment

Showing 1 to 2 of 2 entries

r‘
\

Figure 32: The project list roles icon
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ROLES OF THE PROJECT: AGROCO S5 (245336)

macmnym: AgroiCos Project ID: 245336
&
Show Y] |E| entries Search: _
celect ROl i * Name ¢ Email = Orga"isaﬁu‘; PIC =
Participant Contact LEFERE jean-jacques.lepere@ext.ec.eu... CTV 999919845
Jean-Jacques
Administrative and Legal HUWAERT Christian christian.huwaert@ext.ec.euro... CTV 999919845
Representative
[ Admin Task Manager bbalian@agmail.com CTV 999919845
| Legal Task Manager bbarian@gmail.com CTV 999919845
[ Admin Team Member SAMDHAR Aman aman.zandhar@ext eceuropa.euy  CTV 9999198845
| Admin Tearn Member delete@asd.com CTV 999919845
[l Legal Team Member SAMDHAR Aman aman.zandhar@ext. eceuropa.euy  CTV 9999193845
[ Legal Tearn Member delete@asd.com CTV 999919345
Financial Team Member SAMDHAR Aman aman.sandhar@ext.ec.europa.eu  CTV 999919845
Financial Team Member delete@asd.com CTV 999919345
Showing 1 to 10 of 12 entries 2  Next Last
Add + Revoke Selected
\ v,

Figure 33: Roles of a project

2.7.3.7 Add anew rolein your project

When you click on the [Add] button (Figure 33: Roles of a project), you have to enter the email address of the
user you grant in the "Add role" area (Figure 34: Add role). This user will receive a naotification (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 and Error! Reference source not found. for more information about the nominations you
can make depending on your own role).
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Nominate Role on:
m;ﬁ.cmnym: AgroCos Project ID: 245336
for:
* EMAIL ADDRESS (used to register in the Portal):
* ORGANISATION: ESKA TELEVIZE (CT
* ROLE GIVEN I | Task Manager v/
[T ADMIM
[ LEGAL
| ok | | cancel |
* Mandatory field
. v

Figure 34: Add role

In the above example, an Administrative and Legal Representative is adding a Task Manager. He/she still
need to decide what scope the Task Manager will be able to work in (Admin, Legal or Both).

2.7.3.8 Revoke arole from your project

Depending on your role, you can also revoke some roles (roles (see Error! Reference source not found.).
Select the check box on the left of the role to be revoked. Click on the [Revoke Selected] button and confirm
the revocation.

The page at hitps:/fwww.acceptance.ec.euro... rz|

9 You are about ko notify the revocation of:
- WAM PELT ‘Winn

fram your project, This operation cannot be undone,

| ok | [ Cancel

Figure 35: Confirmation of the revocation
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2.7.3.9 Manage the Consortium
As Coordinator Contact, you can add/modify Participant Contact details to your project.

PROJECT LIST FOR JEAN-JACQUES LEPERE

The list displayed below might not be the exhaustive list of the FFT/CIP projects associated with your organisation. COnly the projects for which on-line
services are available through the Participant Portal for the specific user are cumently presented. Technical work is cngoing to resolve this limitation.

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 crganisation is linked with. Granting acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact role, or contact your participant contact to cbtain a specificrole.

Ly 10 E| entries LRl FP7-ICT-2007-2

Acronym =~ (Call % Prog. ¢ ProjectlD < Roles Phase <

ARASCOM FPT-ICT-2007-2 FP¥ 222620 o Active Periodic
Reporting

COMN4COORD FPT-ICT-2007-2 FPT 223844 ‘ Active Periodic
Reporting

IMPPACT FPT-ICT-2007-2 FP¥ 223877 ‘ o Active Periodic
Reporting

H Active Periodic
Reporting

Showing 1 to 4 of 4 entries (filtered from 24 total entries)
\ v

Figure 36: Project list of a Coordinator Contact

MARE FR7-ICT-2007-2 FPY 224482

When you click on the orange "Edit Consortium" icon H of the Project list (see Figure 36: Project list of a
Coordinator Contact) the Consortium Management screen is displayed:

In this screen, you can see and modify the Participant Contact details for each organisation participating to
the project.

You can assign new Participant Contact in empty fields or modify existing one by entering their email
address.

Note that, due to the fact that Coordinator Contact roles are granted outside of the Participant Portal itself,
you will not be able to change your own details in the Consortium Contact detail management screen (see
Figure 37: Managing the Participant Contact details, below).
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PARTICIPANT CONTACTS OVERVIEW FOR ARASCOM (222620}

Coordinator

THE EURCPEAN ORGANISATION FOR THE EXPLOITATION OF METECROLOGICAL SATELLITES (999619533)
|jean-jau:ques lepere@ext ec_europa.eu Mame: LEPERE Jean-Jacques

Participant Contacts

THE EUROPEAN ORGANISATION FOR THE EXPLOITATION OF METEOROLOGICAL SATELLITES (999619533)

|jean-jacques lepere@ext.ec.europa.eu | Mame: LEFERE Jean-Jacques
SISTEMAS RADIANTES F. MOYAHNO, 5.A. (999593149)
|sumeune@sumawhe.re | Mame:
COMMISSARIAT A L ENERGIE ATOMIQUE ET AUX ENERGIES ALTERNATIVES (999992401)
|chri5tian.humert@CEAEA.urg | Mame: HUWAERT Christian
SELEX SISTEMI INTEGRATI SPA (999949721)
|anuther@ane.cam | Mame: DE BOUVER Oliver
< Mame:
UNIVERSITA 9846319)
| | Mame:
FONDAZIONE BRUNO KESSLER (999625450)
| | Mame:
THALES ALEMNIA SPACE FRANCE (999908205)
| | Mame:
TECHNISCHE UNIVERSITAET DARMSTADT (999986581)
| | Mame:
UNIVERSIDAD POLITECHICA DE MADRID (999974844)
| | Mame:
CGoomtmon hes]
\ v

Figure 37: Managing the Participant Contact details
Select "Save Changes", in order to save your data. Select "Return to list" from the

In the confirmation message, click [OK], in order to save your data or [Cancel]. (Figure 38: Confirmation of
creation-modification of a Participant Contact )

' Windows Internet Explorer

P The Following changes have been prepared:
w )
ADDED:

- bernard mahisu@ext.ec.europa.eu ko CENTRE NATIONAL DE LA RECHERCHE SCIENTIFIQUE {CNRS) {992997930)

MODIFIED:

- teresa.ghireli@Inf.infr.it - johan.milio@ext. ec.europa.eu For null from ISTITUTO NAZIONALE DI FISICA MUCLEARE (929992759)

These settings can be modified at a later time.

[ OFK H Cancel J

Figure 38: Confirmation of creation-modification of a Participant Contact
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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)

X000 (999999): Invitation  Inbox | %

Dear coordinator,

We are inviting you to connect to MEF for the project "oocoooosoosooooosoosononsonoonoo:”

As coordinator, you can access NEF either directly or via the EC Research Paricipant 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 Portal

For Coordinators
The Participant Portal hosts services that facilitate the monitoring and the management of your projects.

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

1- To connect to MEF you need an ECAS account associated to your email address:demoportalnef@grmail.
com .

If you don't have one yet, please create it here: https:/fwebgate. ec.europa. ewfaida‘selfreg?email=
coordination@technikon. com&emailRetype=coordination@technikon.com

2 - Now, you rmay connect to NEF by logging as demoportalnef@amail. com with your ECAS password here:
http:#fec. europa. eufresearchiparticipants/portalfappmanager/participantséportaldoging

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

3 - Once logged in, the list of the projects you are involved as coordinator will appear under the "My Projects’

tab. Your project { 99599599 ) will appear with a link to the negotiation. By selecting that link you will gain
access to the negotiation forms without any further validation,

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

The list of the projects you 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).
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PROJECT LIST FOR JEAN-JACQUES LEPERE

The list displayed below might not be the exhaustive list of the FRT/CIP projects asscoiated with your crganisation. Only the projects for which on-line
services ars available through the Participant Portal for the specific user are cumently presented. Technical work is ongoing to resclve this limitation.

If you are a LEAR of your organisation, pleass visit the tab My Crganisations 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 acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact rele, or contact your participant contact to cbtain a specificrole.

Show entries LLEY TEST

Acronym « Call ¢ Prog. % ProjectlD < Roles Phase ]

TEST STIFE 22 FP7 999999 A Megotiatig Access
Megotiation

Showing 1 to 1 of 1 entries (filtered from 24 total 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 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.

PROJECT LIST FOR JEAN-JACGQUES LEPERE

The list displayed below might not be the exhaustive list of the FRT/CIP projects associated with your organisation. Only the projects for which an-line
servioes are available through the Participant Portal for the specific user are cumently presented. Technical work is ongoing to resclve this limitation.

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 acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact role, or contact your participant contact to obtain a specificrole.

Show entries L1 d BONE

Acronym = Call % Prog. ¢ ProjectlD < Roles Phase
BOME FP7-ICT-2007-1 FP? 216863 ‘ H Active Periodic Access >
Reporting Amendmen

Showing 1 to 1 of 1 entries (filtered from 24 total entries)

Figure 41: My Projects - Links to NEF for amendments
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{= FP7 Applications - Windows Internet Explorer,

m.’ - |g, http:/{prod-uf.fpé.co.cec.eu.int: 19001 fnef frontoffice) project f073 view V| || X |G00gle | peiis
File Edit vew Favorites Tools Help
S — s ¥
W ke [@FP? Applications l l @ - B d= v |ibPage - () Tooks ~
Important Legal Motice e
2007 - 2013
Help | Logout
My projects / 399999 - TEST STIFF 2 /
B 999999 - TEST STIFF 2 NEGOTIATION
Parameters
COHTACTS LIFECYCLE DEADLIHES PROPOSITIONS
Scientific/Project i1 Opening date 31/07/08 GFFs 04/09/08 Duration 24 months
o Expected end date 04/09/03 Techrical annexes 040908 Contribution 145 692 euro
Legal fFinancial .
Legal documents 0409 108
Regiztration =]
Current session
Mot et submitted by the coordinator Opened on 05/05/09 at 14:32 Created on 110209 at 16:15
4 Submit Eiror preview
Project
- General information
-+ Reporting periods
Coordinator “DENTHEHMESBENTRINATLIER HUET - UNMRBBAUMEMIRT B4’ (DLR) (99997 721)
- Legal data - Authorised representatives -+ Eligible costs
- Qrganisation status - Contact persons -+ Bank account
Participants
Legal Name Short Mame Role PIC Status Date of entry  Date of withdrawal Reorder
DEUTSCHES ZEMTRUM FUER LUFT - UMD RAUMFAHRT EV DLR CO 999981731  active
TECHMWISCHE UWIVERSITEIT DELFT TUDD P& 999977366 active kS
THE UMIVERSITY OF EDIMBURGH LE P& 999974941 active T E
IMIWVERSITE PARIS NESCARTES 11BN P& 099849797 artua - | _
£ >
Done € Local intranet 100w v

Figure 42: NEF

More information on how to use NEF can be found in the NEF user guide:
ftp://ftp.cordis.europa.eu/pub/fp7/docs/nef-userquide-coordinators-participants _en.pdf

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

o the role of scientific representative or task manager with the scientific scope (either of the project
coordinator or of another beneficiary in the grant) for the technical reporting
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e the role of financial representative or task manager with the financial scope (either of the project
coordinator or of another beneficiary in the grant) for the financial reporting

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

The list of the projects you are involved will be displayed.

For any of your project that is in the "Active" phase, you can access both the technical reporting
(deliverables) as the financial one (Form C). Once you have clicked on the link, you will be redirected to

the right supporting application.

P woDN PR

PROJECT LIST FOR JEAN-JACQUES LEPERE

The list displayed below might not be the exhaustive list of the FP7/CIP projects asscciated with your organisation. Only the projects for which on-line
services are available through the Participant Portal for the specific user are cumently presented. Technical work is cngeoing to resclve this limitation.

If you are a LEAR of your organisation, please visit the tab My Crganisations and follow the link "View projects” to have the list of projects linked to your
organisation. A LEAR can only view projects their crganisation is linked with. Granting acoess to projects is done separately. Please contact the Project
Coordinator if you want a participant contact rele, or contact your participant contact to obtain a specificrole.

Show Jes] E| entries Search: (&= NN

.y

»

Call

Acronym *! Prog. ProjectID < Roles Phase """~ _

CELLSEC FP7-PEOPLE- FP7 219339 ‘ Active FEeporing & Financial
2007-4-2-IIF Deliverables  Reporing

Showing 1 to 1 of 1 entries (filtered from 24 total entries)

Figure 43: Access to Reporting applications
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2.8 Manage roles

Please see sections "2.1 Roles", "2.6.3 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

REGISTRANT REG SYSTEM SYSTEM

COORDINATOR COORDINATOR SYSTEM SYSTEM

CONTACT

PARTICIPANT PARTICIPANT COORDINATOR COORDINATOR

CONTACT CONTACT

ADMINISTRATIVE ALR PARTICIPANT PARTICIPANT

AND LEGAL CONTACT CONTACT

REPRESENTATIVE

FINANCIAL FR PARTICIPANT PARTICIPANT

REPRESENTATIVE CONTACT CONTACT

SCIENTIFIC AND STR PARTICIPANT PARTICIPANT

TECHNICAL CONTACT CONTACT

REPRESENTATIVE

PROPOSED PS PARTICIPANT PARTICIPANT

SIGNATORY CONTACT CONTACT

TASK MANAGER ™ COORDINATOR, COORDINATOR,
PARTICIPANT PARTICIPANT
CONTACT, ALR, CONTACT, ALR,
FR, STR? FR, STR

TEAM MEMBER B COORDINATOR, COORDINATOR,
PARTICIPANT PARTICIPANT
CONTACT, ALR, CONTACT, ALR,
FR, STR® FR, STR

Table 2: List of roles and their nomination rights

2.9 Manage notifications

Notifications are messages sent by the different services exposed through the Participant Portal.
Currently, notifications are sent via email but it is foreseen that other channels will be made available in the
future.

Examples of notifications:
You will receive a natification if you are nominated in a new role.

A Lear will receive a notification if someone of his organisation is nominated in a new role.
A notification can be sent to all portal user in case of an exceptional situation

? Note that the Named Representatives can only nominate Task Managers within their own scope of expertise
(Administrative and Legal for ALR, Financial for FR and Scientific for SR.

® Note that the Named Representatives can only nominate Team Members within their own scope of expertise
(Administrative and Legal for ALR, Financial for FR and Scientific for SR.
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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 "My Noatifications" screen available from the main tab panel of the portal.

Home My Crganisations My Projects My Roles My Metifications FPT Documentation FPT Calls Support
WOTIFICATION PREFERENCES

Specify the minimum level of Motifications i That you want to receive via email.
2 Very High

2 High

) Mormal

@} Low

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

VeryHigh - @ asap Daily ) Weekly
High - @ psap O Daily O weekly
Mormal o D Asap @ Daily © weekly
Low o D asap O Daily @ weekly

[ Save ] ’ Cancel ]

Y J

Figure 44: Notification preferences

The following table gives an overview of the messages currently sent through the notification service:

NOTIFICATION LEVEL RECIPIENT(S)
Organisation Role High A new Account Administrator e All the Account Administrators of
Nomination has been nominated by the the organisation”.

LEAR of an organisation ,
e The newly nominated user.

Project Role Nomination High The Coordinator Contact of a e The LEAR of the Organisation for
Project has nominated a user which the Contact has been
as a Participant Contact (see nominated.
g%cr:;oor:tizd;.;% fr, ;VI r?gvige the e Allthe Account Administrators of
nomination is done at project the Qrgamsauon of the newly
level (e.g. a Participant nominated user.
Contact nominates a Team e The newly nominated user.

Member; see section 2.7.3.7,
Add a new role in your
project).

Table 3: Current Notification details

* It is the LEAR who is the originator of the nomination, therefore he/she is not notified.
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3 GLOSSARY

Term Definition

FP7 7™ 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 |dentifier

Code) for an organisation — obtained through URF registration & used in each step

of the process to indentify an organisation. The Temporary PIC received
directly after URF registration and Validated PIC (CVT 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 Unigue 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 Indication 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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