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Management Summary

The FP6 and FP7 are the Sixth and Seventh European Community framework programmes for Research,
Technological development and Demonstration.

The implementation of the framework programmes objectives is achieved through a number of RTD projects
as well as various support activities carried out by the research DGs — RTD, INFSO, TREN, ENTR and FISH.
The key business process spans from the publication of the call, then submission, evaluation, and funding of
proposals, followed by project contracting, follow-up and reporting.

In context of the project follow-up, the Commission seeks an integrated service to support timely acquisition
and analysis of the relevant information about project organisation, progress and continuous alignment to EC
research key objectives. After aggregation, the statistics shall then feed a dashboard or used for reports
generation.

The required business functions shall be supported by SESAM, an IT application made up of 2 dedicated
modules, specialising in data acquisition (Front Office named QUEST), and Front Office administration (Back
Office named QUEST-I).

The QUEST represents the main data input module in SESAM architecture, which provides users with
means to fill-in various on-line forms. In general, the high-level functionality of SESAM - Front Office is to:

e Allow Internet users to fill-in Forms in a user-friendly way.

e Store in a central repository collected Forms, in the structured (XML) format, thus allowing their further
processing and performing various kinds of statistical analysis.

e Generate printable version of collected Forms (PDF format) and store them to central repository.

The herein document provides the comprehensive description of the SESAM - Front Office functionality, from
the GUI usage point of view. The following functionalities are described in details, using a step-by-step
approach:

e Submit Questionnaire — allows filling-in and submitting Questionnaire for specified project.

e Save/Submit Report — allows filling-in, saving and submitting Report for specified project and Project
Participant.

¢ Manage Reports — allows displaying existing Forms for specified project and Project Participant, as well
as, additional manipulation of displayed Reports (e.g. accessing of PDF files and attachments).

e Fill-In Form — allows filling-in Forms in a user-friendly way, including sub-functionalities like the
management of publications, applications for patent and exploitable foregrounds.

e Access User Document — allows accessing User Documents.

¢ Send Email to Helpdesk — allows sending emails to the helpdesk.

¢ Register as a New Participant — allows registering as a new Project Participant.

e FP6/FP7 layout — a different layout (logo and links) for the FP6/FP7 project selected.

¢ Manage Deliverables — allows accessing, uploading, updating and deleting Deliverables.
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Document Glossary

Term Definition

EC European Commission

ED EUROPEAN DYNAMICS

FP6 Sixth EU Framework Programme for Research and Technological
Development

FP7 Seventh EU Framework Programme for Research and Technological
Development

ERA European Research Area

RTD Research, Technological Development and Demonstration

RTD Project A project within FP6/FP7

SECUNDA FP6/FP7 Security module hosting user competences

ECAS European Commission Authentication Service

CPF Contract Preparation Forms

CPM Contract and Project Management module

FORCE Form C Editing module

EURAXESS Researcher’s Mobility Portal where the organisations’ job vacancies
are posted

SESAM SED, ESS, ARI, MCA requirements implementation project

MCA SESAM user group — Marie Curie Actions

SED SESAM user group — Socio-Economic Dimensions

GAP Gender Action Plan

QUEST SESAM module — Front Office Module

QUEST-I SESAM module — Back Office Internal Module

Project ID (Contract ID) Six-digit number, uniquely identifying a project (contract)

User General term used to describe any type of user.

Actor Concept used in the context of use cases. It describes a user who
performs one or more actions.

Form General term used to describe any kind of feedback or survey form

Questionnaire

Report

Vacancy

Uncompleted Report/Vacancy

Completed Report/Vacancy

that can be submitted through QUEST.
Form created by anonymous user.

Form created by authenticated user (username/password
combination).

Job Vacancy managed in SESAM in order to be exported to
EURAXESS finally.

Report/Vacancy that is temporarily saved within the system,
eventually to be completed and submitted (extracted in case of
Vacancy).

Report/Vacancy that is completed and submitted by the Project
Contractor (different than Project Coordinator), eventually to be
checked and submitted (extracted in case of Vacancy) by the Project
Coordinator.
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Intermediate Report/Vacancy
Submitted Report

Exported Vacancy

Replicated Report

Project Contractor

Project Coordinator

Project Reviewer

Project Participant

Link (Active Link)

Pending Link

Common term for Uncompleted and Completed Reports/Vacancies.
Report that is completed and submitted within the system.

Vacancy that is completed and submitted within the system being
exported to EURAXESS.

Kind of Submitted Report, which was completed and submitted within
the system, but afterwards rejected by the Project Officer (using
QUEST-I) in order to be corrected.

Person representing one contractor (participant) on the project.

Project Contractor that coordinates the project on behalf of the
contractors (participant index 1).

Person representing a reviewer of the project progress.

Person participating in a project by submitting reports through
QUEST, i.e. common term for Project Contractors and Reviewers.

Information linking particular QUEST Internet user to particular
Project Participant, thus allowing him/her to create various QUEST
Reports for the project. A link is represented by a combination of
username (used by user to be authenticated in QUEST as a Project
Participant), Project ID (identifying the project) and participant index
(identifying the particular Project Participant).

Link not allowing particular QUEST Internet user to create various
QUEST Reports for the project, but can be activated by the QUEST-I
Administrator or Project Coordinator.

v.1.04 - 29/01/2010
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The SESAM - Front Office GUI implements the following functionality:

e filling-in and submitting Questionnaires

e filling-in, saving and submitting Reports

e deleting Intermediate Reports

e accessing PDF files of Intermediate Reports

e accessing PDF files of Submitted Reports

e accessing attachments of Submitted Reports

e accessing User Documents

¢ sending emails to helpdesk

o different layout for the FP7 project selected.

e managing of the Participant Registrations (Project Links) by Project Coordinator
e collecting and forwarding of Vacancies to Euraxess
e managing Project Publications

e managing Project Applications for Patent

e managing Project Exploitable Foregrounds

e managing Deliverables
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A.l. Submit Questionnaire

This option allows submitting Questionnaire for specified project.

In order to submit Questionnaire, the following steps should be considered:

1. Click the link QUESTIONNAIRES inside the menu of Home page. The QUESTIONNAIRE TYPE SELECTION PAGE
is presented (Figure A-1).

Legal Notice : The information in this website is subject to 2 disclaimer and = gopyright notice

FP7 Quick Links -

CORDIS 2007 - 2013

]YDU are here: > FP7 Home > Project Management > Select questionnaire type > ... Helpdesk

Home
wgn Select questionnaire type
Questiennaires piaase select the type of questionnaire you wish to fill-in for your project, fellowing the steps below:
1. In the 'Instrument’ selection list, set the instrument of vour project.
2. In the 'Project type' selection list, set the type of your project.

3. In the 'Questionnaire type' selection list, select the type of questionnaire you wish to fill-in.

4. Click the button ‘Edit Questionnaire’ to proceed.

Instrument ‘MCA-MEFIE Curie Actions 3

Project type ‘RTN—Research Training Metworks b

Questionnaire type ‘Aaaassmem Questionnaire W

Edit Questionnaire

What is FP7? : FP7 step by step : Find @ Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

Figure A-1: Questionnaire Type Selection Page (With Selected Questionnaire Type)
2. Specify Questionnaire type:

a. Select instrument using the drop-down list INSTRUMENT.

b. Select project type using the drop-down list PROJECT TYPE.

c. Select Questionnaire type using the drop-down list QUESTIONNAIRE TYPE.

3. Click the button EDIT QUESTIONNAIRE. The PROJECT IDENTIFICATION PAGE is presented (Figure A-2).

Legal Hotice : The information in this website is subject to a disclaimer and a copyright notice

FP7 Quick Links v|

o &

CORDIS 2002 - 2006 2007 - 2013

|Yeu are here: > F27 Home > Project Management > Project Identification > ... Helpdesk

Home

ogn  Project Identification

Quastionnaires pleace enter the six-digit code (i.8. 123456 from contract number ASCD-CT-200x-123456) of your preject in the field ‘Project ID' and click the button 'validate' to procesd.

Project type RTN-Research Training Networks

VWhat is FF77 1 FP7 step by step @ Find a Call : Get Support : Find & Fartner : Find 3 Document : Frepare & submit a proposal : What's New?

Figure A-2: Project Identification Page (With Entered Project ID)
4. Enter Project ID in the field PROJECT ID.

5. Click the button VALIDATE. In case of successful project identification the FORM EDITING PAGE is presented
(Figure A-11); otherwise appropriate error message is presented.

6. Fill-in all Form fields (please refer to A.4 Fill-In Form).
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7. Click the button SUBMIT.

® In case of successful submission (i.e. if all Form fields are properly filled-in) the QUESTIONNAIRE TYPE
SELECTION PAGE is presented (Figure A-1), accompanied with the COMPLETION MESSAGE BOX (Figure
A-3).

Windows Internet Explorer.

' "_q The questionnaire has been successfully submitted, Thank waou For vour contribution,
L

Figure A-3: Completion Message Box

® |n case of unsuccessful submission (i.e. if some Form fields are not properly filled-in) the refreshed
FORM EDITING PAGE is displayed, clearly presenting the invalid fields (please refer to A.4 Fill-In
Form). Please proceed with Step 6.

v.1.04 - 29/01/2010 8/49
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A.2. Save/Submit Report
This option allows saving/submitting Report for specified project and Project Participant.

In order to save/submit Report, the following steps should be considered:

1. After the successful user authentication (see Login) the SELECT PROJECT PAGE is presented (Figure A-4).

Legal Notice : The information in this 0 = disclaimer =nd = copyright notice.

FP7 Quick Links v

0 ¥

CORDIS 2002 - 2006 I 2007 - 2013

|You are here: > 27 Home > Project Management > Select Project > ...

John Emith
Tiohnsmith]

Helpdesk

wome Select Project
Register to a Project  plegse select the project you want to work with.

Validate Users
If the Project Humber you require is missing from this list, please register by clicking on ‘Register to a Froject’ (in the menu on the left).
it

Project ID | 012385
Waork With

What is FP72 1 FP7 step by step : Find 3 Call : Get Support : Find a Partner : Find 3 Document : Prepare & submit 3 proposal : What's Hew?

Figure A-4: Select Project Page
2. Select the project Id from drop-down list PROJECT ID.
3. Click the button WORK WITH. The WORK WITH A PROJECT PAGE is presented (Figure A-5).

FP#& Quick Links v

POad

CORDIS 2002 - 2006

|rou are herei > F26 Home > Erpiect Management > FR6 Work with a Project = ...

wme FP6 Work with a Project 12385

Review Reports
il Flease choose one of the following:

John Smith
[iohnsmith]

Helpdesk

Reports

| vacomdes  * Togoto home page, select 'Home' from menu.
Logout » To fill-in review report, select ‘Review Reports’ fram menu.
Back

« To fill-in report including Form C type, select 'Reports’ fram menu.
« To fill-in job vacancy, select 'Vacancies' from menu.

+ To logout from the system, select 'Logout’ fram menu.

What is FP6? : FP5 step by step : Find  Call : Get Support : Find 3 Partner : Find 2 Document : Prepars & submit a proposal : What's New?

Figure A-5: Work with a Project Page

4. Click any of the available links in the menu (REPORTS, REVIEW REPORTS, ASSESSMENT REPORTS,
DOCUMENTS, AMENDMENT REQUESTS, NOTIFICATIONS). The REPORT SELECTION PAGE for specified project
and particular Project Participant is presented (Figure A-6).

5. Specify Report:
a. Select form type using the drop-down list REPORT / DOCUMENT / AMENDMENT / NOTIFICATION TYPE.
b. Select participant using the drop-down list PARTICIPANT.
c. If applicable, select REPORTING PERIOD for which the report will be submitted
6. Open Report for editing
a. Create new report:
i.  Click the button CREATE NEW REPORT / DOCUMENT / AMENDMENT REQUEST / NOTIFICATION.
v.1.04 - 29/01/2010 9/49
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e In case that data may be imported from some previously submitted Report (e.g. the Report
to be created is periodic one and there are Reports submitted for previous reporting
periods), the DATA IMPORT WINDOW is presented (Figure A-7 or Figure A-8). To proceed
without data import, click the button NO; the FORM EDITING PAGE is presented (Figure A-11),
displaying the Report without imported data. Otherwise, specify the Report from which to
import the data, by selecting the participant index (the drop-down list PARTICIPANT INDEX) and
reporting period (the drop-down list REPORTING PERIOD), and click the button YES. The FORM
EDITING PAGE is presented (Figure A-11), displaying the Report with imported data.

v.1.04 - 29/01/2010 10/49
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Legal Notice : The information in thi: biject to a disclaimer and a copyright notice.

FPE Quick Links

o ¥

CORDIS 2002- 2006 2007 - 2013
. : It b
John Smith "‘(uu are here: = FPG Home = Project Management = Select report = Helpdesk
[johnemith]
wome Select Report
Logout
2% Clease choose one of the following:
Back
1. Create a new report by clicking the button 'Create New Report'.
2. Centinue editing an existing report by clicking the link in the column ‘Ferm name' of the table 'Intermediate Reperts' for target Report.
3. Delete an existing report by clicking the link in the column 'Delete’ of the table 'Intermediate Reports' for target Report.
Instrument MCA - Mari Curie Acticns
Project Information 12385
Username johnsmith
Report type | RTN Periodic Activity Report ¥
Participant | 1-Leiden University Medical Center
Intermediate Reports
Username Participant Index Form name Period Date created Date last updated Status Delete Print
mitictih 1 RTN Periedic Activity Report |5 05/02/2009 10:44:38 CET  05/02/2009 10:44:38 CET  Uncompleted | delete print draft
Reporting Period
Create New Report
Submitted Reports
Report status | Submitted b
Username  Participant Index Form name Attachments Period Date submitted Date replicated Status
milosdej 1 RTN Periodic Activity Repert 1 26/11/2008 16:50:52 CET Submitted
milosdej 1 RTM Periodic Activity Report Cther 07/11/2008 12:22:33 CET Submitted
milosdej 1 RTN Periodic Activity Repert 3 05/06/2008 11:08:43 CET Submitted
milosdej 1 RTN Periodic Activity Report 4 22/02/2008 12:07:16 CET Submitted
milosdej 1 RTM Periodic Activity Report 2 18/01/2008 16:51:22 CET Submitted
Count of Questionnaires
Questionnaire type Count
Assessment Questionnaire 10
Follow-up Questionnaire 5
Mid-Term Assessment Questionnaire 4
Scientist in Charge Questionnaire 3

What is FPE? 1 FP6 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

Figure A-6: Report Selection Page
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A Data Import Window -- Webpage Dialog

2N Cd

CORDIS 2002 - 2006

2007 - 2013

Data import
Do you want to import the data from an already submitted RTN Periodic Activity Report?

If ves, please =zelect the participant index and reporting peried and click the button "ves'; otherwise click the
button 'Mo’ to proceed without importing the data.

Participant index
Reporting period

Figure A-7: Data Import Window

9 Data Import Wind

& | http:fideliegli3, aris-hex lan: 7001 fquestfimportFromPules, do?reportId=2140408selectedParticipantIndex=1&repartingPeriod=null&formT *

2007 - 2013

Data import

Do you want to import the data from an already submitted form?

If ves, please select the participant index and reporting period and click the button "ves'; otherwise click the
buttan 'Ma’ to proceed without importing the data.

Report |ITN Progress Reportj
Participant 1=
index

Reporting
period

-

|htt|:|:,I',I'delieinS.aris—lux.Ian:?IZIIZI1,I'questll'importFromRules.dn?report1d=214D4D&se|ectedParticipantIndex= |° Inkernet

Figure A-8: Data Import Window
e In case that data cannot be imported from some previously submitted Report (e.g. the
Report to be created is not periodic one or there are no Reports submitted for previous
reporting periods), the FORM EDITING PAGE is presented (Figure A-11).

v.1.04 - 29/01/2010 12/49
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¢ In case that the Project Participant is a Project Coordinator, s/he should not be able to create
new Reports for other Project Contractors, if not explicitly linked through QUEST-I to the
particular Project Contractor.

b. Open previously saved Report:

i. Click the hyperlink in the column FORM NAME of the INTERMEDIATE REPORTS table for target
Report. The FORM EDITING PAGE is presented (Figure A-11), displaying the selected Report.

® Project Contractors different than Project Coordinator should not be able to edit Reports
with status COMPLETED.

7. Fill-in Form (please refer to A.4 Fill-In Form).
8. Save/Submit Report
a. Save Report

i. Click the button SAVE. The REPORT SELECTION PAGE from which complete action was initiated is
presented (Figure A-6).

b. Submit Report:

i Click the button suBMmIT.

® |n case of successful submission (i.e. if all Form fields are properly filled-in) the REPORT
SELECTION PAGE from which complete action was initiated is presented (Figure A-6).

o In case of Project Participant different than Project Contractor, instead of being stored as
Submitted Report, the Report is stored as a Completed Report and displayed in the table
INTERMEDIATE REPORTS with status COMPLETED. Afterwards, the Report may be further
edited and submitted finally by the Project Coordinator.

® |n case of unsuccessful submission (i.e. if some Form fields are not properly filled-in) the
refreshed FORM EDITING PAGE is displayed, clearly presenting the invalid fields (please refer
to A.4 Fill-In Form). Please proceed with Step 10.b.

v.1.04 - 29/01/2010 13/49
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A.3. Manage Reports

This option allows displaying existing Forms for specified project and Project Participant, as well as,
additional manipulation of displayed Reports (e.g. accessing of PDF files and attachments).

In order to manage Reports, the following steps should be considered:

1. Reach the REPORT SELECTION PAGE (Figure A-6). Please refer to A.2 Save/Submit Report.

2. Select Report Type: A type of Reports to be managed may be modified by using the drop-down list
REPORT TYPE. The REPORT SELECTION PAGE is refreshed, displaying in the tables INTERMEDIATE REPORTS
and SUBMITTED REPORTS existing Reports of selected type.

3. Select Project Participant: A Project Participant, for which to manage Reports, may be modified by
using the drop-down list PARTICIPANT. The REPORT SELECTION PAGE is refreshed, displaying in the tables
INTERMEDIATE REPORTS and SUBMITTED REPORTS existing Reports of selected Project Participant.

a. For Project Coordinators the drop-down list PARTICIPANT contains all Project Participants, as well as,
entry ALL representing all Project Participants. In this way, Project Coordinators may access
Completed Reports of other Project Contractors, in order to check and submit them finally.

4. Select Reporting Period: Drop-down list Reporting Period contains the remaining values of period(s) for
which new report can be created. Selected value is the period that contains the day of creating new
report. If report has been already fulfilled for that period, the first available period will be pre-selected. If
the Final report or Document or Amendment Request or Notification is selected, the Reporting Period
select box is not displayed. If the Periodic report is selected and the report has been fulfilled for all the
reporting periods by the selected participant, the Reporting Period select box is displayed but disabled.

5. Select Report Status: A status of Submitted Reports to be managed may be modified by using the
drop-down list REPORT STATUS. The REPORT SELECTION PAGE is refreshed, displaying in the table
SUBMITTED REPORTS existing Reports of selected statuses.

6. Edit Intermediate Report: A previously saved Report may be edited by clicking the hyperlink in the
column FORM NAME of the INTERMEDIATE REPORTS table. The FORM EDITING PAGE (Figure A-11) is
presented, displaying the selected Report.

a. Project Contractors different than Project Coordinator are not able to edit Completed Reports
(Reports with status COMPLETED).

7. Delete Intermediate Report: A previously saved Report may be deleted by clicking the hyperlink DELETE
in the column DELETE of the INTERMEDIATE REPORTS table. The REPORT SELECTION PAGE is refreshed,
reflecting the modified information about Intermediate Reports.

a. Project Contractors different than Project Coordinator are not able to delete Completed Reports
(Reports with status COMPLETED).

8. Access Intermediate Report PDF: The PDF file of a previously saved Report may be accessed by
clicking the hyperlink PRINT DRAFT in the column PRINT of the INTERMEDIATE REPORTS table. The PDF file,
clearly marked as draft one, is created and the FILE DOWNLOAD WINDOW is displayed (Figure A-9).

v.1.04 - 29/01/2010 14/49
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File Download

X)

Do you want to open or zave this file?

L Mare: reportZ0271.pdf
||

Type: Adobe Acrobat Document, 51.6KE
From: a-jestrovic

Open ] [ Save ] [ Cancel

l@' While files fram the Internet can be useful, some files can patentially
by
..

harmn vour computer. IF you do not trugt the gounce, do not open or
= zave thiz file. What's the risk?

Figure A-9: File Download Window

9. Access Submitted Report PDF: The PDF file of a Submitted Report may be accessed by clicking the

hyperlink in the column FORM NAME of the SUBMITTED REPORTS table. If the PDF file exists for selected

Report, the FILE DOWNLOAD WINDOW is displayed (Figure A-9); otherwise, if PDF file does not exist (still
not created), appropriate error message is displayed (Figure A-10).

Windows Internet Explorer.

L] E The pdf has not been generated wet, Please try again in a few minukes,
L]

Figure A-10: PDF Creation Error Message

10. Access Submitted Report Attachments: The attachments of a Submitted Report (as a ZIP archive)

may be accessed by clicking the hyperlink in the column ATTACHMENTS of the SUBMITTED REPORTS table.
The FILE DOWNLOAD WINDOW is displayed (Figure A-9).

v.1.04 - 29/01/2010 15/49



Development and Maintenance of SESAM - QUEST User Manual

A.4. Fill-In Form

This option allows filling-in various Forms in a user-friendly way, using the FORM EDITING PAGE (Figure A-11).
The Forms have been designed in such a way that the possibility of errors during their completion is
minimised:

e Radio buttons and selection lists are used for filling-in questions with limited number of answers.

e Date fields are filled-in through dedicated functionality (0 Fill-In Date Field), using the DATE WINDOW
(Figure A-13).

e Country fields are filled-in through dedicated functionality (0 Fill-ln Country Form Field), using the
COUNTRY WINDOW (Figure A-14).

Filling-in tables with variable number of rows is supported as well (0 Fill-In Table with Variable Number of
Rows). It is also possible to attach annexes (0 Manage Report Attachments) to Reports (not Questionnaires)
to be submitted.

Submission of Forms involves filling-in all obligatory (mandatory) fields, which are indicated by a red asterisk
next to them. Furthermore, some fields may be conditionally obligatory (mandatory), i.e. obligatory under
some conditions, for example depending on the answer to some previous question. Such fields are indicated
by a green asterisk next to them.

Process of Form submission includes the validation of filled-in Form. In case of unsuccessful submission (i.e.
if some Form fields are not properly filled-in) the refreshed FORM EDITING PAGE is displayed, clearly
presenting the invalid fields (Figure A-12). In general, 2 kinds of validation are performed:

¢ Validation of obligatory fields: It is validated if obligatory field (or conditionally obligatory field, if related
condition is fulfilled) is filled-in with any value.

e Validation of type: It is validated if the field is filled-in with a value of appropriate type. The following
types are supported:

o String: Any text (no type validation).
o Integer: Number (e.g. 1)

o Double: Decimal number (e.g. 1.5). It should be noted that “.” (character dot) is used as decimal
character and not “,” (character comma).

The most common validation errors are the following:

e Obligatory field (or conditionally obligatory field, if related condition is fulfilled) is not filled-in.
e Integer field is filled-in with a decimal number (e.g. 1.5 instead of 1).

“n

¢ Double field is filled-in with a decimal number using “,” as decimal character (e.g. 1,5 instead of 1.5).

v.1.04 - 29/01/2010 16/49
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John Smith
Liehnsmith]

Home
Logout 4 INSTRUCTIONS
Back - The fislds marked with 5 red star are obligatary.

]YDU are here: = FPE Home > Project Management > TOK Periodic Activity Report

Legsl Notice
FPE Quick Links

2007 - 201

Helpdesk

TOK Periodic Activity Report

- The fields marked with a green star are obligatory under some condition.

- after completion, press the 'submit’ button to submit the report.

- fou may use the 'save' button at any time to save a report and continue its editing later,
- Decimal numbers should be indicated by a dot and not by a comma (i.e. 3.5 and not 3,5).

-+ INTRODUCTION

To be completed by the coordinators of a Marie Curie Transfer of Knowledge (TOK.

This report detsils progress throughout the reporting period for the project (i.e. for all contractors in case of multi-partner projects). Mots that this
may refer to part year progress for the researchers recruited on the project.

Other docurnents that should have been filled in during the reporting period:

- Assessment questionnaire(s): To be fillad in by the rescruited ressarchers wha have complsted their individual sppointment during the periad
covered by this report.

-+ GENERAL INFORMATION
Contract No.:

Project acronym:

Project full name:

666004

TEST-TOK

rtlkajqife jkwrki libr Ihk il
Periad number:

* f1st ¢ znd & 3rd ¢ ath

Period covered - start date: * 01042007
Period covered - end date: * 310352008
Project start date: 01/04/2005

Project duration [months]: 48
Project coordinator name:

Project coordinator organisation name:
Dats of submission:

fbfrthtrh rthrt
24/09/2008

+ SUMMARY OF THE RECRUITMENT DURING THE REPORTING PERIOD

Please indicate in the tables below the recruitment situation for sach contractor (use as many rows as necessary) during the reporting period.

Please provide the number of person months spent by recruited researchers within the reporting period,

Type of eligible researcher: researcher with experience between 4 and 10 years (ER) or researcher with more than 10 years of experience (MER)

LFR: Less Favoured Region (http://europa.eu.int/commy/regional_policy/objectivelsregions_en.htm)

- Coordinator: fhfrthtrh rthrt

No. of full-time
equivalent

Mame of the Origin Aulzates
R“ea"""f" ) dep Start date of End date of Working |, ored by this
(azstatediat [HIExpemence Type Gender “cecruitment recruitment | Hme e ruitment
selection) Country LFR durinaithe
reporting
period

" researcher *16/08/2009

celete row

4 Training Partners

" ER(3-10years) _=|" Incoming *|"BG-Bulgaria  * Yes x|" Male | =|*nz2mec00s *0.0

* Full Time x|

[Uinsert training partner | [ delete training partner

4 Training Partner: * Trairing Partner
No. of full-time

Name of the Origin e?:‘;\:'e;:;nt
Besearcher i Start date of End date of  "OrKINO o ered by this
Loz stated atj|SExperisnce R Gender ocruitment recruitment s recruitment
time of commitment "G50 TR
selection) Country LFR repm?ting
period

*ressarcher tp ' ER (4-10years) | |' Outgsing v |*LV-Latvia *ves w|* Female =|*0206/2008  *24/06/2008 *FulTime «| *0.0
“researcher_tp1 " ER (4-10years) |x|" Outgoing v |*PT-Portugal  * ves =|* Male  ~|"02062008 300062008 *Ful Time »| “0.0

inzert rowe
delete row

- TOTAL PMM PER CONTRACTOR
Please note that totals will be calculsted automatically on save or submit; button calculsts may be used for this purpose as well.
-4 Coordinator: foirthtrh rthrt
-4 Ho. of full-time equivalent months to be delivered according to the contract: 0.0
No. of full-time equivalent months covered by this recruitment during this reporting period
00

4 Training partner: dinil
No. of full-time equivalent months covered by this recruitment during this reporting period
0.0

4 TOTAL PMM FOR ALL CONTRACTORS
Pleass note that totals will be calculsted autormaticslly an save or submit; buttan calculate may be used for this purposs as well,

The inforrnation in this website is subject to & disclaimar and & copyright notice,

No. of full-time equivalent months to be delivered
according to the contract
0.0

[Ccancel |[ save |[ submt |[ calculste ][ attachmerts |

No. of full-time equivalent months covered by this recruitment during
this reporting period
1.75

what is FP67 : FPE step by step: Find a Call: Get Support: Find a Partner: Find a Document: Prepare & submit a proposal : what's Mew?

Figure A-11: Form Editing Page
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Legal Motice : The information in this website is subject to 5 disclaimer and o copyright notice.

FPE Quick Lin

Dejan Milosavlievic

rou are here: = FPE Home = Project Management = TOK Periodic Activity Report

[milosdej . .
e TOK Periodic Activity Report
lome
Logout 4 INSTRUCTIONS
Back - The fields marked with a red star are obligatory.

- The fields marked with a green star are obligatory under same condition.
- Aftsr completion, press the 'submit’ buttan to submit the report.

- You may use the 'save' button at any time to save a report and continue its editing later.
- Decimal numbers should be indicatsd by a dot and not by a cormms (i.e. 3.5 and not 3,5).

+ INTRODUCTION

To be completed by the coordinators of a Marie Curie Transfer of Knowledge (TOK).
This report details progress throughout the reporting periad for the project (i.e. for all contractors in case of multi-partner projects). Note that this may
part year progress for the researchers recruited on the project.

Other documents that should have been filled in during the reporting period:
- Assessment questionnaire(s): To be filled in by the recruited researchers who have completed their individual appaintment during the period covered

report.

“+ GENERAL INFORMATION
Contract Mo.:

Project acronym:

Project full name:

Period number:

* st T znd & 5rd 4ath

Period covered - start date:

Period covered - end date:

Project start dats:

Project duration [months]:

Project coordinator name:

Project coordinator organisation name:
Date of submission:

666004
TEST-TOK
rtikgiajhe jlkwrks lihr Ihk jih

* 010472007
*3102/2008

0140472005
48

fbfrthtrh rthrt
24/08/2008

+ SUMMARY OF THE RECRUITMENT DURING THE REPORTING PERIOD
Please indicate in the tables below the recruitment situation for each contractor (use as many rows as necessary) during the reparting period. Please p
number of persen manths spent by recruited researchers within the reparting period,
Type of eligible researcher: researcher with experience between 4 and 10 years (ER) or researcher with more than 10 years of experience (MER}
LFR: Less Favoursd Region (http:/feurapa.eu.intfcammiregional_pelicy/abjectivel/regions_en htm)

—# Coordinator: fhfrthtrh rthrt

Name of the

Researcher (as

stated at time of
selection)

Experience

Type

“researcher

insert rov
delete row

- Training Partners

*[ErR (310 vears) =] [Incaming =] " Be-Buigaria

[ insert training partner | |

delete training partner

- Training Partner:

Name of the
Researcher (as
stated at time

of selection)

Experience

Type

" researcher_1

*researcher_2

insert row
delete row

—# TOTAL PMM PER CONTRACTOR

“[er (10 years) =] “[outgoing =] *Lv-Latvia

| Outgoing vI

S No. of fu

rigin 2
il Gend Start date of End date of Wworking time Eq“"‘a'el’;'

ender  ecruitment recruitment commitment  “°Yere
Country LFR recruitmer
the reporti
[res =] *[male =] “vzmeo0s * 16062009 *[FunTime = i)
The specified valus is invalid

No. of
Origin equi
Gend Start date of End date of Working time '“D“tI:"
ender  recruitment recruitment commitment  b¥
Country LFR s
reporti

Tres =] “[Femate =] *ozmeio0s
o .

" 24/06/2005

*[Ful Time =] 00

The The
=pecified specified The specified
walue iz walue iz walue iz invalic
invalicd inalicd

The spe:
is i

The specified
valus is invalict

The specified
value is irevalic

Please nots that totals will be calculated sutamatically on save or submit; button caloulate may be used for this purpose as well.

- Coordinator:
- Ho. of ful

fifriktrh rihrt

ime equivalent months to be delivered according to the contract: 0.0

No. of full-time equivalent months covered by this recruitment during this reporting period

—# Training partner:

No. of full-time equivalent months covered by this recruitment during this reporting period
o

- TOTAL PMM FOR ALL COHTRACTORS

Please nots that totals will be caleulated autamatically on save or submit; button caloulate may be used for this purpose as well.

No. of full-time equivalent months to be delivered according to

the contract
o0

[ cancel |

submit | [ calculste | [ attachments

No. of full-time equivalent months covered by this recruitment du

reporting period
00

what is FPE?: FP& step by step: Find a Call: Get Support: Find a Partner: Find a Document: Prepare & submit a proposal: What's New?

Figure A-12: Form Editing Page (With Displayed Invalid Fields)

v.1.04 - 29/01/2010

18/49



Development and Maintenance of SESAM - QUEST User Manual

Fill-In Date Field

This option allows filling-in date form fields in a user-friendly way.

In order to fill-in date form field, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11) displaying the Form with at least one date field.

2. Click inside the date field. The DATE WINDOW is displayed (Figure A-13).

February 2009

Wk Mon Tue Wed Thu Fri Sat Sun

5

= 2z 3 4 5 8 7
7 §F 10 11 12 13 14
g 16 17 18 18 20 21
S 23 24 25 24 IT ZB

Today iz Mon, 16 Feb 2009

Figure A-13: Date Window

3. Browse for a date and click on a date. The DATE WINDOW is closed and the selected date is displayed in

the edited field on the FORM EDITING PAGE from which complete action was initiated.

v.1.04 - 29/01/2010
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Fill-in Country Form Field

This option allows filling-in country form fields in a user-friendly way.
In order to fill-in country form field, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11) displaying the Form with at least one country field.

2. Click inside the country field. The COUNTRY WINDOW is displayed (Figure A-14).

{= Country Window - Windows Internet Explorer,

2007 - 2013

Select country

Flease =select a country from the selection list below.

Country | by

Figure A-14: Country Window

3. Select a country from the drop-down list COUNTRY. The COUNTRY WINDOW is closed and the selected
country is displayed in the edited field on the FORM EDITING PAGE from which complete action was

initiated.

v.1.04 - 29/01/2010

20/49



Development and Maintenance of SESAM - QUEST User Manual

Fill-in Table with Variable Number of Rows
This option allows filling-in tables with variable number of rows.

In order to fill-in table with variable number of rows, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11) displaying the Form with at least one table with variable
number of rows.

2. Insert Row: Click the button INSERT ROW (Figure A-15). The FORM EDITING PAGE is refreshed, displaying
the table with inserted row at the table bottom.

3. Delete Row: Click the button DELETE ROW (Figure A-15). The FORM EDITING PAGE is refreshed, displaying
the table with the last row deleted.

It should be noted that completely empty rows (without any filled-in field) do not have to be deleted manually,
even if they contain obligatory fields; the completely empty rows will be automatically removed by the system
on the Form submission.

-4 Contractor: UNIWVERSITETET | BERGEN
No. of full-time
Origin equivalent months
Rese:::T:ro(fatsh:tated Type Gender Start date of End date of covered by this
at time of selection) recruitment recruitment recruitment during
Country LFR this reporting

period
* John Stevens *[ESR (=4 years) =] *UK-United Kingelom e =]*[wele =] *otmimoos  *3omeroos ‘5
* Fredetic Patrique *[ER (410 years) =] * BE-Belgium [me =]*[wele =] *otmmoos  *31m2r00s i

Figure A-15: Table with Variable Number of Rows (Form Editing Page)
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Manage Report Attachments
This option allows attaching annexes to the Reports to be submitted.

In order to attach annexes, the following steps should be considered:

1.

Reach the FORM EDITING PAGE (Figure A-11) by opening a previously saved Report. Please refer to A.3
Manage Reports Step 6. If you are currently creating a new report, please save it first.

Click the button ATTACHMENTS at the bottom of the FORM EDITING PAGE or the button or attach PDF,
Attach Document or attach Access datase at the bottom of its sections (the button exists only for Reports
that supports attaching annexes). The ATTACHMENTS WINDOW is displayed (Figure A-16). If you clicked
the button at the bottom of a section, the corresponding ATTACHMENT TYPE will be selected automatically.

httpe {192,168, 16.96: 7001

{= httachments Window - Windows Internet Explorer ] rz
2
&

2007 - 2013

Select attachments

Attachments
Attachment Type Delete
File: | |(Browse... ]
Attachment Type: | v|
v
Done alntemet v ®aow -

Figure A-16: Attachments Window

3.

Click the button BROWSE and browse for the attachment. If you accessed the Attachments Window using
“attach PDF” from the Form Editing Page, you must select a PDF file. If you accessed the Attachments
Window using “attach Access datase” from the Form Editing Page, you must select a MDB file. If you
accessed that window from the attachments button at the bottom of the Form Editing Page, the expected
file format will depend on the Attachment Type you select at step 4. For Attachment Types different than
“Other”, please refer to the corresponding section of the Form Editing Page in order to know the
expected file format (PDF or any). The path of the selected file is displayed inside the field in front of the
button BROWSE. The maximum file size is 250mb.

Select the ATTACHMENT TYPE from the drop-down list, if not already selected.

Click the button UPLOAD. The button UPLOAD becomes disabled and the uploading of the selected file as
a Report attachment is initiated. After the file upload is finished, the button UPLOAD becomes enabled
and refreshed ATTACHMENTS WINDOW is displayed, reflecting the modified information about the Report
attachments.

Access Attachment: An attachment may be accessed by clicking the hyperlink in the column
ATTACHMENT of the ATTACHMENTS table. The FILE DOWNLOAD WINDOW is displayed.
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7. Delete Attachment: An attachment may be deleted by clicking the hyperlink in the column DELETE of the
ATTACHMENTS table. The ATTACHMENTS WINDOW is refreshed, reflecting the modified information about
the Report attachments.

Manage Report Publications

This option allows attaching publications to the Reports to be submitted (on the reports where the
publications available, e.g. “IAPP-ITN Final Report”).

In order to attach publications, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11), displaying the Form with at list one upload field (Figure
A-17), by opening a previously saved Report. Please refer to A.3 Manage Reports Step 6.

LIST OF SCIENTIFIC {PEER REVIEWED) PUBLICATIONS, STARTING WITH THE MOST IMPORTANT ONES
Title of the

No. Title Upload Download Main author periodical or the eaniol

plumberildatelon Publisher Place of publication

series frequency publicatio
1 User Manual Publice John Smith Manage Report Publicatior 2 John Shith Athens 2004
2 hittp:dfcordis europa . euifpy

Figure A-17: Table with the Upload Field (Form Editing Page)
2. Click inside the upload field. The UPLOAD PUBLICATION WINDOW is displayed (Figure A-18).

{= Upload Publication Window - Windows Internet Explorer

2007 - 2013

Upload Publication

Publication

|[ Browse...

Figure A-18: Upload Publication Window

3. Click the button BROWSE and browse for the attachment. The path of the selected file is displayed inside
the field in front of the button BROWSE.

4. Click the button UPLOAD. The button UPLOAD becomes disabled and the uploading of the selected file is
initiated. After the file upload is finished, publication file name is displayed in Title and Upload fields. The
titte name of uploaded publication can be changed.

5. Access Publication: Click the button DOWNLOAD. The FILE DOWNLOAD WINDOW is displayed.
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6. Delete Publication: The publication file is deleted automatically by deleting row where the publication
file is uploaded.

Manage publications list

This option allows managing the publications lists to the Reports to be submitted (on the reports where the
publications available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the publications list, the following steps should be considered:

v.1.04 - 29/01/2010 24/49
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1. Reach the FORM EDITING PAGE (Figure A-11), displaying the Form containing the List of publications as presented in Figure A-19.

Publications (peer reviewed)
TEMPLATE A - LIST OF SCIENTIFIC (PEER REVIEWED) PUBLICATIONS, STARTING WITH THE MOST IMPORTANT ONES
(3) Gif

No. Title Main author Title of the periodical or the series Number, date or frequency Publisher  Place of publication Date of publication Relevant pages iers (3 1s open access(4) provided to this publication
sthaépofrs toits béfsrt uefirsté. &pontaupo Yes
2 nst aviebape avei i.yibép oeyx. pboeyx. 3110812009 épotpie No

(2).A permanent identifier should be a persistent ink to the published version full text If open access or abstract f article is pay per view ) or to the final manuscript accepted for publication (ink to article in repository).
() Open Access is defined as free of Charge access for anyone via the internet. Please answer “yes If the open access 1o the publication is already established and also if the embargo period for open aCCess s not yet ver but you ntend (o estabish open access afterwards,

Figure A-19: Table of publications (Form Editing Page)

Embargo period (months) Embargo expiration date
[ 1910612010

2. This table is automatically loaded with the publications associated to the current project. Having said that, if the list must be updated, click the ADD OR MODIFY

PUBLICATIONS button, to access the Publications’ List Page (Figure A-20).

ject to a disdlaimer and = copyright notice

FP7 Quick Links

2007 - 2013

}Yuu are here: > FP7 Home > Project Management = Publications List Helpdesk

Project Coordinator

[epc] . . .
wome Publications List

Logout o

_— Title
Back
o Bee

Main Author

Title of the periodical or the series |

Number, date or frequency |

Publisher |

+
Placs of publication

Date of publication
Syntax: dd/mm/yyyy

Relevant pages |
Permanent identifiers (if available)

Open access is/will be provided to this publication __ & o

Embargo period (months)

Add Publication | Cancel Edition |
Project Publications
) Open access
Main T:at:-?n‘;fict:le Mumber Place of  Date of Relevant :12:;;?;? gs/willibe Embargo | Embargo
Ne Title A (= o date or Publisher FEACe 01 e I provided to  period expiration  Status Actions Order
uthor  or the frequency publication publication pages  (f i Crmths) | date
series available)  DNEL oo
1 ne baunietsn bstnuisaet  nstbaépofrs tnlts béfsrt 19/12/2009 uefirsté  épontaupe  Yes 3 19/06/2010 VALIDATED ﬁgﬁa% ¥
2 nst  aviebape ausi i.vi.bép oeyx. phoeyx. 31/08/2008 époépas Mo VALIDATED ﬁ% i 0N

Save Order

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST version 7.2.6.1 in TEST envirenment

Top| CORDIS | Abour | HelpDesk | Fag | @ [ s
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Figure A-20: Manage publications list page
3. Enter the TITLE, MAIN AUTHOR, TITLE OF THE PERIODICAL OR SERIES, NUMBER DATE OR FREQUENCY, PUBLISHER, PLACE OF PUBLICATION, YEAR OF PUBLICATION,
RELEVANT PAGES, PERMANENT IDENTIFIERS (if applicable) fields, and check the OPEN ACCESS field.

4. Click the ADD PUBLICATION button. The publication is added and the publications list is refreshed to display the changes.

v.1.04 - 29/01/2010 26/49



Development and Maintenance of SESAM - QUEST User Manual

5. Update Publication: Click the link UPDATE of a row from the publications list. The field values are
displayed on top of the page. Modify these values and click the UPDATE PUBLICATION button to save the
changes, as presented in Figure A-21. Click on Cancel Edition if you want to cancel the edition of the
publication.

Legal Notice : The information in this websits is subjact to a disclaimar and a copyright notics

FF7 Quick Links =l

"Ynu are here: > FP7 Home = Project Management = Publications List Helpdesk

Project Coordinator

[epc]
3 ueme Publications List

Logout +|
_— Title |ne
Back
Main Author  |baunistsn
Title of the pariodical or the series  |bstnuisaet
Number, date or frequency ~ |nsthagpofrs
Publisher ltn\ts—
o [béfsrt
“|19/12/2009

Syntax: dd/mm/yyyy

Relevant pages |uefirsté
Permanent identifiers (if available) |épontaupo

Open access is/will be provided to this publication . &,

Embargo period (months)

Place of publica

Date of publication

Update Publication | Cancel Edition |

Project Publications

y Open access

. Title sf“‘l‘* Number, - O S Fd"“t‘,af!‘e“t is/will be Embargo |Embargo
N Title Aﬁ;i:ﬂr ';:f';'lfe":a date or Publisher u“h‘zlfcgtinn ;’h‘figa“m‘ :EE"';’“ '(ife“ THers provided to  period expiration Status Actions Order
4 frequency P P pag dable) this (months)  date

scries available) LUk vion
1 ne bsunietsn bstnuisast  nstbagpofrs tnlts béfert 15/12/2008 uefirsté  épontaupo  Yes 6 19/06/2010 VALIDATED ﬁ;%ﬁf T
2 nst  auichape auei i.yi.bép oeyx. phoeyx. 31/08/2008 époépae No VALIDATED ﬁ‘;&% T4

Save Order

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST wversion 7.2.6.1 in TEST environment

Top| CORDIS | About | Helpbesk | Fag | @ [ m

Figure A-21: Update publication

6. Delete publication: Click the DELETE link (or the REJECT link for Pending publications visible to Project
Coordinator). The publication row is removed from the system and the publications list is refreshed
accordingly.

7. Validate publication: For project coordinator only, click the VALIDATE button of one row having status
PENDING. The status is updated to VALIDATED and the publication becomes therefore visible in the

reports.

8. Change publication order: Click the arrows of the publications list as presented in Figure A-22. The
corresponding publication moves to the top, up, down or to the end, respectively from left to right. Click
the CHANGE ORDER button to save the publications order.

249 ¥

Figure A-22: change publication order

Manage applications for patent list

This option allows managing the applications for patent lists to the Reports to be submitted (on the reports
where the application for patents available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the applications for patent list, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11), displaying the Form containing the List of application for
patents as presented in Figure A-23.
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Type of IP Rights Application reference(s) (e.g. EP123456)

TEMPLATE B1: LIST OF APPLICATIONS FOR PATENTS, TRADEMARKS, REGISTERED DESIGNS,UTILITY MODELS, ETC.
Subject or title of application Applicant(s) (as on the application)

Add or modify applications |

Please complete the table hereafter:

Figure A-23: Table of applications for patent (Form Editing Page)

2.

This table is automatically loaded with the application associated to the current project. Having said that,
if the list must be updated, click the ADD OR MODIFY APPLICATIONS button, to access the Applications’ List

Page (Figure A-24).

Legal Notica : The information in this websits is subject to 5 disclaimer and = copyright notice

FP7 Quick Links |

CORDIS 2007 - 2013

]You are here: > FP7 Home > Project Management > Patents Page Helpdesk
Home
egout  List of applications for Patents, Trademarks, Registered designs, etc.
Back o t
Type of IP Rights: Patents, g d *I
designs, Utility modals, atc
Application reference(s) (e.g. EP123456) |
Subject or title of application |
Applicant(s) (as on the application) |
Add Patent | Cancel Edition |
Project Patents
Type of IP Rights: Patents, Trademarks, Registered Application reference(s) (e.g. Subject or title of Applicant(s) (as on the = it
designs, Utility models, etc EP123456) application application) Bius ons
type of TP 987564 subject applicants 1, 2, 3 VALIDATED update delete
update validate
test 123456 tittle of appl applicants 4, B, C PENDING  EEd
xc ¢ x x VALIDATED update delete

What is FP7? : FP7 step by step : Find a Call : Get Support : Find a Partner : Find 3 Document : Prepare & submit a proposal : What's New?

QUEST version 7.1.6.0 in TEST envirenment

Top | CORDIS | About | HelpDesk | Fag | @ [ s

Figure A-24: Manage applications for patent list page
3. Enter the TYPE OF IP RIGHTS, APPLICATION REFERENCE, SUBJECT OR TITLE OF APPLICATION and

APPLICANT(S) fields.

Click the ADD PATENT button. The application for patent is added and the applications list is refreshed to
display the changes.

Update Application: Click the link UPDATE of a row from the applications list. The field values are
displayed on top of the page. Modify these values and click the UPDATE APPLICATION FOR PATENT button
to save the changes, as presented in Figure A-25. Click on Cancel Edition if you want to cancel the
edition of the publication.
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= disclaimer =74 - o |

FF7 Quick Links =l

z007 - 2013

“YDU are here: > FP7 Home > Project Management = Patents Page Helpdesk

Home
oot List of applications for Patents, Trademarks, Registered designs, etc.

Back Type of IP Rights: Patents, Trademarks, Registered =| t T
designs, Utility models, etc  11YP® O
Application refarenca(s) (e.g. EP123456) ~|987564
Subject or title of application ~|subject
Applicant(s) (as on the application) “[applicants 1, 2, 3
Update Patent | Cancel Edition I

Project Patents

Type of IP Rights: Patents, Trademarks, Registered Application reference(s) (e.g. Subject or title of Applicant(s) (as on the = i
designs, Utility models, etc EP123456) application application) S pomnS
type of IP 987564 subject applicants 1, 2, 3 VALIDATED update delete

: update validate
test 123456 tittle of appl applicants A, B, C PENDING 27

VALIDATED update delete

*x 00 x 3G

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST version 7.1.6.0 in TEST environment

Top| CORDIS | About | HelpDesk | Fag | @ m

Figure A-25: Update application for patent

6. Delete application for patent: Click the DELETE link (or the REJECT link for Pending applications for
patent visible to Project Coordinator). The application for patent row is removed from the system and the
applications list is refreshed accordingly.

7. Validate application for patent: For project coordinator only, click the VALIDATE button of one row
having status PENDING. The status is updated to VALIDATED and the application for patent becomes
therefore visible in the reports.

Manage exploitable foregrounds list

This option allows managing the exploitable foregrounds lists to the Reports to be submitted (on the reports
where the exploitable foregrounds available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the exploitable foregrounds list, the following steps should be considered:

1. Reach the FORM EDITING PAGE (Figure A-11), displaying the Form containing the List of exploitable
foregrounds as presented in Figure A-26.

TEMPLATE B2: OVERVIEW TABLE WITH EXPLOITABLE FOREGROUND
Exploitable Foreground Exploitable product(s) or Sector(s) of Timetable, Patents or other IPR exploitation Owner and Other Beneficiary(s)
(description) measure(s) application commercial use (licences) involved

ADDITIONAL TEMPLATE B2: OVERVIEW TABLE WITH EXPLOITABLE FOREGROUND

Exploitable Foreground " R
(description) Explain of the Exploitable Foreground

[ ‘Add or modify explottable foregrounds |

Figure A-26: Table of exploitable foregrounds (Form Editing Page)

2. This table is automatically loaded with the exploitable foregrounds associated to the current project.
Having said that, if the list must be updated, click the ADD OR MODIFY EXPLOITABLE FOREGROUNDS button,

to access the Exploitable foregrounds’ List Page (Figure A-27).
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Legal fiotice & The information in this website is subject to 5 disdaimar and 3 copyright notice.,

FPT Quick Links

SoRDIS 2007 - 2013

"Ynu are here: > FP7 Home > Project Management = Exploitable Foregrounds List Helpdesk

Home

oot Exploitable Foregrounds List

Back
Exploitable Foreground (description} B
Exploitable product(s) or measure(s) #
Sector(s) of application “
Timetable, commercial use L
Patents or other IPR exploitation (licenses) =t
Owner & Other Beneficiary(s) involved ki

Add ExploitableFareground | Cancel Editian |

Project Exploitable Foregrounds

Exploitable Foreground  Exploitable product{s)  Sector(s) of Timetable, Patents or other IPR Ouwner & Other — Actions
(description) or measure(s) application commercial use exploitation (licenses) Beneficiary(s) involved

expl. foreground measurss sector commercial uss IPR123 beneficiary involved YALIDATED
description product app time patent awner WALIDATED
exploitable productl sectorl timetablel 456789 ownerl PENDING %;‘de%t:

What is FF7? : FP7 step by step : Find a Call : Get Support : Find 3 Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST version 7.1.6.0 in TEST environment

Top | CORDIS | Abour | HelpDesk | FAQ 1 @ [ m

Figure A-27: Manage exploitable foregrounds list page

3. Enter the EXPLOITABLE FOREGROUND (DESCRIPTION), EXPLOITABLE PRODUCT(S) OR MEASURE(S), SECTOR(S)
OF APPLICATION, TIMETABLE COMMERCIAL USE, PATENTS OR OTHER IPR EXPLOITATION, OWNER & OTHER
BENEFICIARIES INVOLVED fields.

4. Click the ADD EXPLOITABLE FOREGROUND button. The exploitable foreground is added and the exploitable
foregrounds list is refreshed to display the changes.

5. Update Exploitable Foreground: Click the link UPDATE of a row from the exploitable foregrounds list.
The field values are displayed on top of the page. Modify these values and click the UPDATE EXPLOITABLE
FOREGROUND button to save the changes, as presented in Figure A-28. Click on Cancel Edition if you
want to cancel the edition of the publication.

Legal Hotice : The infarmation in this website is subject to = disdaimer and = cobyright notice |
FF7 Quick Links =l
CORDIS 2007 - 2013
Trou are here: > £27 Home > Project Management > Exploitable Foregrounds List Helpdesk
Home
gout Exploitable Foregrounds List
Back 4]
Exploitable Foreground (description) expl. foreground
Exploitable product(s) or measure(s) b measures
Sector(s) of application & sector
Timetable, commercial use “fcommercial use
Patents or other IPR exploitation (licenses) “PR123
Owner & Other Beneficiary(s) involved b beneficiary involved
Update ExploitableForeground | Cancel Edition |
Project Exploitable Foregrounds
Exploitable Foreground  Exploitable product(s)  Sector(s) of Timetable, Patents or other IPR Owner & Other . A
(description) or measure(s) application commercial use exploitation (licenses) Beneficiary(s) involved il Lalit
eoep oregronnd oTETS s el PR123 DanoE ey e VALIDATED 42date
description product app time patent owner VALIDATED 5‘;%:
What is FP7? : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?
QUEST version 7.1.6.0 in TEST environment
Top| CORDIS | Abour | HelpDesk | FAQ | @ s

Figure A-28: Update exploitable foreground

6. Delete exploitable foreground: Click the DELETE link (or the REJECT link for Pending exploitable
foregrounds visible to Project Coordinator). The exploitable foreground row is removed from the system
and the exploitable foregrounds list is refreshed accordingly.
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7. Validate exploitable foreground: For project coordinator only, click the VALIDATE button of one row
having status PENDING. The status is updated to VALIDATED and the exploitable foreground becomes
therefore visible in the reports.

Manage partners’ list

This option allows managing the partners’ lists to the Reports to be submitted (on the reports where the
partners are available, e.g. “IRSES Periodic Report”).

In order to manage the partners’ list, the following steps should be considered:

1. Click the PARTNERS link from the WORK WITH A PROJECT PAGE (Figure A-5) or reach the FORM EDITING
PAGE (Figure A-11), displaying the Form containing the List of partners as presented in Figure A-29.

- Partner: Legal name

Mame of the T Gend s ded to Part Start date of End date of Mo. of full-time equivalent months covered by this
Researcher vype Sy |EEE = Uy el e=y secondment secondment secondment during this reporting period
I = | I | I
Total 0.0

Figure A-29: Table of partners (Form Editing Page)

2. One table is automatically created for each partner associated to the current project. Having said that, if
the list must be updated, click the ADD OR MODIFY PARTNERS button, to access the Partners’ List Page

(Figure A-30).

FF7 Quick Links =l

Eroject Coordinator "Ynu are here: > FP7 Home = Project Management > Partners Fage Helpdesk

[epc] B B
o wome OVerview table With Partners

Logout
_— Short name
Back
Legal name
pIc |
Syntax: dd/mm/yyyy

End date

Syntax: dd/mmiyyyy

Start date

Add Partner | Cancel Edition |

Project Partners

Short name Legal name PIC Start date End date Status Actions
NILU MNORSK INSTITYUTE FOR LUFTFORSKNING 999011796 01/10/2007 31/10/2010 VALIDATED ;E;ﬂ:;t:
IPGP INSTITUT DE PHYSIQUE DU GLOBE DE PARIS 999011027 05/05/2005 04/05/2009 VALIDATED SEFLEJ:

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST wversion 7.4.7.0 in TEST environment

Top | cORDIS | About | HelpDesk | Fag | @ [ m
Figure A-30: Manage partners’ list page

3. Enter the SHORT NAME, LEGAL NAME, PIC, START DATE, END DATE fields

4. Click the ADD PARTNER button. The partner is added and the publications list is refreshed to display the
changes.

5. Update Partner: Click the link UPDATE of a row from the partners list. The field values are displayed on
top of the page. Modify these values and click the UPDATE PARTNER button to save the changes, as
presented in Figure A-31. Click on Cancel Edition if you want to cancel the edition of the partner.

v.1.04 - 29/01/2010 31/49



Development and Maintenance of SESAM - QUEST User Manual

ect to a disclaimer and a copyright notice

FP7 Quick Links =

2007 - 2013

You are here: > FP7 Home > Project Management = Partners Page Helpdesk

Project Coordinator |
[epc] . .
weme Overview table With Partners

. tesowt Short name |NILU
Back
Legal name “[NORSK INSTITYUTE FOF
prc “[999011796
“lo1r10/2007

Syntax: dd/mm/yyyy

31102010

Start date

End date
Syntax: dd/mm/yyyy
Update Partner | Cancel Edition |
Project Partners
Short name Legal name PIC Start date End date Status Actions
NILY NORSK INSTITYUTE FOR LUFTFORSKNING 999011796 01/10/2007 31/10/2010 VALIDATED %‘;&%
PGP INSTITUT DE PHYSIQUE DU GLOBE DE PARIS 995011027 05/05/2005 04/05/2009 VALIDATED ﬁ;f%:
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QUEST version 7.4.7.0 in TEST environment

Top| CORDIS | Abour | HelpDesk | Fag | @ [ m
Figure A-31: Update partner

6. Delete partner: Click the DELETE link (or the REJECT link for Pending partners visible to Project
Coordinator). The partner row is removed from the system and the partners list is refreshed accordingly.

7. Validate partner: For project coordinator only, click the VALIDATE button of one row having status
PENDING. The status is updated to VALIDATED and the partner becomes therefore visible in the reports.

Manage fellows’ data

This option allows managing the fellows’ data lists to the Reports to be submitted (on the reports where the
fellows’ data available, e.g. “COFUND Final Report”).

In order to manage the fellows’ data list, the following steps should be considered:

1. Click the FELLOWS' DATA link from the WORK WITH A PROJECT PAGE (Figure A-5) or reach the FORM EDITING
PAGE (Figure A-11), displaying the Form containing the List of fellows’ data as presented in Figure A-32.

-+ 6. Report on Fellowship awarded

The table below will provide details on fellowships executed during the relevant reporting period. When fellowships cover two or more reporting periods, the information for the fellow will be included in each relevant report.
The periodic reports have to include information for the full period covered by the financial statement. For example, if the fellow X has received 4 fellowship-months in the 1st report (menths 9-12), 12 fellowship-months in
the following period (13-24) and 8 fellowship-months in the 3rd period (25-32), they will be reported accordingly in the related periods. The total fellowship-months - 24, corresponding to 2 fellowship-years - will be indicated
in the final report (see final report).

Personal data within this repart will be kept confidential for Community use only.

HOST ORGANIZATIONS
Full Legal Name short name or abbreviation Name of department Postal address  Country Name of coordinator/supervisor E-mail of coordinator/supervisor
Full Legal ame Short name Narme of department Postal address Country Name of coordinatorisupervisor name@email.com

TABE 4: FULL REPORT WITH FELLOW'S DATA

HOST
ORGANIZATION FELLOW BUDGET
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3 @ G2 2 = =% ° H e SEE B

T 3 y a - 3 25 o8 i

s H £ “ - H a 5 g
Full Legal Name 1 ilgdfhvglkhQSIkihkiHJkhk  bla@cool. mail FEMALE iuhy ih  ich poihj CHE 12777777 9999999 17122009 uih QUTGOING Y 12355
Full Legal Name 2 MName and firstname  test@hotmai.com FEMALE Belgium Belgium CHE 12 23 1012/2009 Fellowship scheme (as in Annex ) INCOMING N 23

Total 1.277T789ET

Figure A-32: Table of fellows’ data (Form Editing Page)

2. This table is automatically loaded with the fellows’ data associated to the current project. Having said
that, if the list must be updated, click the ADD OR MODIFY FELLOWS' DATA button, to access the Fellows’
data’ List Page (Figure A-33).
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Legal Notice : The information in this website is subject to a disclaimer and a copyright notice

FP7 Quick Links =

CORDIS 2007 - 2013

Project Coordinator | 724 872 here: > E27 Home > Project Management > Fellows' data Page Helpdesk
[epc]

Home Host Organizations | Fellows' Data ‘

Logout

sack Overview table With Host Organizations

Full Legal Name -
.

Short name

Name of department T

Postal address T
.

Country

Name of coordinator/supervisor N

E-mail of coordinator/supervisor

Add Host Organization | Cancel Edition |

Project Host Organizations

Short Name of E-mail of §
Full Legal Name name Name of department Postal address Country | o nator/ supervisor TRt R Actions
Department of Chemical Roedstrasse 49, 58100 update
University of Heidelberg  UHE et Heidelber DE project coordinator e
Ecole Nationale des Department of Chemical B ; update
oo ENI e Rue Bernard 4, 75100 Paris FR project supervisor ps@eni.fr delete

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

QUEST wversion 7.4.7.0 in TEST environment

Top| CORDIS | About | Helpbesk | Fag | @ [ m

Figure A-33: Manage fellows’ data list page (first pane: Host Organisations)
3. Inthe pane HOST ORGANIZATIONS, the list of host organizations can be managed:

e Enter the FULL LEGAL NAME, SHORT NAME, NAME OF DEPARTMENT, POSTAL ADDRESS, COUNTRY, NAME
OF COORDINATOR/SUPERVISOR, E-MAIL OF COORDINATOR/SUPERVISOR fields.

e Click the ADD HOST ORGANIZATION button. The fellows’ data is added and the host organizations list
is refreshed to display the changes.

¢ Update Host Organization: Click the link UPDATE of a row from the host organization list. The field
values are displayed on top of the page. Modify these values and click the UPDATE HOST
ORGANIZATION button to save the changes, as presented in Figure A-34. Click on Cancel Edition if
you want to cancel the edition of the host organization.
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2007 - 2013

You are here: > FP7 Home > Project Management = Fellows' data Page Helpdesk

Project Coordinator |
[epc]

Home Host Organizations | Fellows' Data ‘

Logout

sack Overview table With Host Organizations

Full Legal Name “[Oniversity of Heidelberg |
Short name “Jure

Name of department “Department of Chemical E
Postal address “[Roedstrasse 49, 58100 He
Country |
Name of coordinator/supervisor *W
E-mail of coordinator/supervisor l—

Update Host Organization | Cancel Edition |

Project Host Organizations

Short Name of E-mail of

Full Legal Name o Name of department Postal address Country oo e tor/supervisor e Actions
_— ! Department of Chemical Roedstrasse 49, 58100 update

University of Heidelberg  UHE Engincering Herdelberg DE project coordinater ol

Eraeliitiopelehss ENI PErEnamEra el EemE Rue Bernard 4, 75100 Paris FR project supervisor ps@eni.fr P

Ingénieurs Engeneering delete
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Figure A-34: Update host organization

¢ Delete host organization: Click the DELETE link. If no fellow is associated to the selected host
organization, the host organization row is removed from the system and the host organization list is
refreshed accordingly. Otherwise, the system displays an error message.

4. Inthe pane FELLOWS’ DATA, the list of Fellows’ data can be managed:

e Chose an Host Organization, enter the NAME AND FIRST NAME, E-MAIL, GENDER, NATIONALITY,
COUNTRY OF RESIDENCE, DISIPLINE OF THE PROJECT, DURATION WITHIN REPORTING PERIOD (IN MONTHS),
FELLOWSHIP DURATION AT EACH HOST (IN MONTHS), STARTING DATE OF THE FELLOWSHIP, NAME OF THE
FELLOWSHIP SCHEME (AS IN ANNEX 1), TYPE OF MOBILITY, EU CONTRIBUTION PER FELLOW/-YEAR AND
CHECK WHETHER THE FELLOW HAS BEEN ACTIVE IN THE HOST ORGANISATION BEFORE TRE FELLOWSHIP.
The TOTAL EU CONTRIBUTION WITHIN REPORTING PERIOD will be computed automatically from the
DURATION WITHIN REPORTING PERIOD and the EU CONTRIBUTION PER FELLOW/-YEAR.

e C(Click the ADD FELLOWS’ DATA button. The fellows’ data is added and the fellows’ data list is refreshed
to display the changes.

e Update Fellows’ data: Click the link UPDATE of a row from the fellows’ data list. The field values are
displayed on top of the page. Modify these values and click the UPDATE FELLOWS’ DATA button to
save the changes, as presented in Figure A-35. Click on Cancel Edition if you want to cancel the
edition of the fellows’ data.
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FP7 Quick Links

2007 - 2013

You are here: > FP7 Home > Project Management > Fellows' data Page Helpdesk

Host Organizations Fellows' Data
eack Overview table With Fellows' Data

Host Organization - Full Legal Name ‘,W
Gender ‘,m

Natonalty FR |
Country of residence at the time of selaction ‘,FR—
< of the project ‘m
months) 0
Total fellowship duration at each host (in months) ‘,18—
“Tror0972008

Syntax: da/mmiyyyy

Project Coordinator |

Duration within reporting peri

Starting date of the fellowship

Name of Fellowship scheme (a5 in Annex 1) | Go-Eurape Fellowship

Type of mability [Outgoing

Has the fellow been active in the Host Organisation before the P
Fellowshi
EU contribution per fellow/-year '[26000 5
Update FellowsData | Cancel Edition |
Project FellowsDatas
Organization | FEHow Budget
Has the
Country
Name of Discipline Duration 19420 srarung  Name of fellow been Loty
Full Legal and § .. residence Discipline gy, fellowship oy ellowship ry,c of activeinthe oniripution CONtribution
s No NS E-mail Gender Nationality ¢ s fthe  YOUUR. o duration el scheme [ YESO! Host o Fablow . within Actions Order
e time of  Project iod  ateach g chip (aSin QOrganisation | reporting
e host Annex 1) before the perio
Fellowship
University of Marc Go-Europe update
Rt 1 MME,  mallessigvahoofr  MALE PR FR CHE 5 18 10/09/2008 FSICWERS  OUTGOING Yes 25000.5 18750.38 Lodei= ¥ &
Ecole
Steven Go-Europe update
Nationale des 2 B0, elebright@gmail.com MALE  DE oE cHE 3 s 10/04/2008 ESENOP REINTEGRATION e 5250 1562.5 L T

Ingénieurs

Save Order
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Figure A-35: Update fellows’ data

e Delete fellows’ data: Click the DELETE link. The fellows’ data row is removed from the system and
the fellows’ data list is refreshed accordingly.

¢ Change fellows’ data order: Click the arrows of the fellows’ data list as presented in Figure A-36.
The corresponding fellows’ data moves to the top, up, down or to the end, respectively from left to
right. Click the SAVE ORDER button to save the fellows’ data order.

249¥%

Figure A-36: change fellows’ data order

A.5. Access User Document

This option allows accessing User Documents. In order to access User Document, the following steps should
be considered:

1. Click the link HOME inside the menu of any SESAM - Front Office page. The HOME PAGE is presented
(Figure A-37).

2. Click the hyperlink in the column TITLE of the table DOCUMENTS for the target User Document. The FILE
DOWNLOAD WINDOW is displayed.
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Legal MoTice & | e INTOrTIEton N this WeDsIte 15 SUDJect to & JISCaimer and & Copengnt notice,

FPT Quitk Links =
“YUU are here: > FP7 Home > Project Management > Welcome Helpdesk
Home
Lgn Welcome

Questionnaires yyoi0me to SESAM, the European Comrmission online reparting tool for Research and Technological projects. Please note that except for MCA guestionnaires, a login is required for all reparts
and questionnaires submission.

Starting from the release 7.0.0, SESAM is using the European Commission Authentication Service (ECAS). Apart from the authentication, the ECAS handles the entire
management of the user accounts (e.g. user registration, manage password, manage personal details). For more info about ECAS, you can visit
ps:/ fwebqg eC.europa.eufecas

]f you have been already registered as a SESAM user and you don't have the ECAS account yet, in order to continue using the system, your ECAS account {already

lized during the migration) must be upgraded. Please click on "Login’ in the menu and then follow 'Don’t yet have an ECAS passward?” link, providing your old
SESAM username or o mail address. Only in case you were notified by the e-mail that your old SESAM username was changed you shall provide the new one. Please
make sure that the domain that is selected in ECAS is "External’, not ‘European Commission’. Please choose your password wisely in accordance to the instruction
provided on the pages. When you have completed these steps, your account will be automatically activated. Once your account has been activated, you can login to
SESAM.

1f you did not manage to upgrade your account (username or email address were not recognized by ECAS), this is probably because the migration of your account
failed. In such case you ave to register to ECAS as a new user, preferably choosing your old SESAM username as a new one in order to keep all the project
associations that you had in SESAM

The new users can register their accounts following the appropriate link on the ECAS Login page (after clicking on "Login® in the menu).

©nce you have been registered to SESAM you can register to a project, Each request for registration to a project will be notified to the corresponding Project Coordinater or Officer and needs
£ be walidated by him. The requesting user will be natifisd of the validation by e-mail.

FP&/FP7 participants should complete their reports by logging in, choosing appropriate project and the type of the farms they want to work with {'Reports’, ‘Documents’, ‘Amendments’ or
“Notifications’ in the menu).

Reviewers of FRE/FP7 projects should complete their reports by logging in, chaosing appropriate project and 'Review Reports' option in the menu.

Beneficiaries of Marie Curie actions should complete their by elicking on "Questi es' without any registration to the system,

Documents

Title Abstract Madification Date
QUEST&QUEST-1 Testing - Projects-Participants Mapping Mapping between projects and projects participants, used for testing QUEST and QUEST-1 19/09/2005

What is FP77 : FP7 step by step : Find a Call : Get Support £ Find a Partner : Find a Document : Prepare & submit a proposal : What's New?

Figure A-37: Home Page
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A.6. Send Email to Helpdesk
This option allows sending emails to the helpdesk.

In order to send email to the helpdesk, the following steps should be considered:

1. Click the hyperlink HELPDESK inside the header of any SESAM - Front Office page. The CREATE EMAIL
WINDOW of the default email client application on the user computer is presented, with the following email
parameters pre-populated:

¢ Recipient — Helpdesk email address

e Subject — QUEST USER SUPPORT (all pages except the ERROR PAGE) or QUEST ERROR MESSAGE
(ERROR PAGE)

e Body (ERROR PAGE only) — Error message displayed on the ERROR PAGE

v.1.04 - 29/01/2010 37/49



Development and Maintenance of SESAM - QUEST User Manual

A.7.

Login and Register User

On the HOME PAGE (Figure A-37) follow LOGIN link from the menu. It opens ECAS Login Page where user
provides the username and password to be authenticated and sent back to QUEST application. Also, on the
ECAS Login page the register link is present for the new users that need to register themselves first.

A.8.

Register as a New Participant

This option allows creating new Project Participant account, assuming you are able to provide correct data
identifying yourself as valid Project Participant.

In order to register as new Project Participant, the following steps should be considered:

1.

Click the hyperlink REGISTER TO A PROJECT on the SELECT PROJECT PAGE (Figure A-4). The NEw
PARTICIPANT REGISTRATION PAGE is presented (Figure A-38).

John Smith
Lichnsmith]

FP7 Quick Links

o &*

CORDIS 2002 - 2006

]Yeu are here: = F7 Home > Project Management = New Participant Registration Helpdesk

wome Register as new participant

Work with a Project  Thic page is restricted to the existing users involved in more than one project or as more than one participant on a project. Sefare gaining the access for submission as each new project

Logut PATiCiPANt beyond the first, ad-hoc configuration is required through this page.

Flease enter the project related information and dlick the button ‘Next’ to proceed with registration yourself as new participant.

Personal Information

Username jehnsmith

Project Identification

Instrumen t ‘ MCA - Marie Curie Actions W

Project type | RTN-Research Training Networks v

What is FP72 1 FP7 step by step : Find 3 Call : Get Support : Find a Partner : Find 3 Document : Prepare & submit 3 proposal : What's Hew?

Figure A-38: New Participant Registration Page

2.

Provide project identification information:

a. Select instrument using the drop-down list INSTRUMENT.

b. Select project type using the drop-down list PROJECT TYPE.

C. Enter Project ID in the field PROJECT ID.

Click button NEXT. The NEW PARTICIPANT REGISTRATION PAGE is presented (Figure A-39).

Provide Project Contractor or Project Reviewer identification information:

a. Provide Project Coordinator identification information:

Select PROJECT COORDINATOR from the drop-down list PROJECT PARTICIPANT TYPE.

b. Provide Project Contractor identification information:

Select PROJECT CONTRACTOR from the drop-down list PROJECT PARTICIPANT TYPE.

Select PARTICIPANT NAME from the drop-down list PARTICIPANT.
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FP& Quick Links hd
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CORDIS

2007 - 2013

: g » E odes
John Smith '|‘(Du are here: > FP6 Home > Project Management > New Participant Registration Helpdesk
Tiohnsmith]

wome Register as new participant

Work with a Project

| TOrewih A TrOIRT Thie page is restricted to the existing users invelved in more than cne project or as mere than one participant on a project. Before gaining the access for submission as each new project
Logout participant beyend the first, ad-hoc configuration is required through this page.

Flease enter the participant related information and click the button Register’ to register yourself as new participant.

Personal Information

Username johnsmith

Project Identification
Instrument ~

Projact typa
Project Participant Identification

Project participant type | (S QOLMETG]
Participant

Reviewer type

What is FP6? : FP6 step by step : Find 3 Call : Get Support : Find 3 Partner : Find a Document : Prepare & submit a proposal @ What's New?

Figure A-39: New Participant Registration Page (with Project Participant Identification)

C. Provide Project Reviewer identification information:
i. Select PROJECT REVIEWER from the drop-down list PROJECT PARTICIPANT TYPE.

ii. Select REVIEWER TYPE using the drop-down list REVIEWER TYPE.

5. Click the button REGISTER. The CONFIRMATION MESSAGE BOX is presented (Figure A-40).

Windows Internet Explorer

\?() ‘ou are abouk ko register vourself as a new project participant. Are vou sure you wank ko proceed?

[ (o] 4 ] [ Cancel

Figure A-40: Confirmation Message Box

6. Click the button OK to proceed (or CANCEL otherwise). The SELECT PROJECT PAGE is presented,
accompanied with the COMPLETION MESSAGE Box (Figure A-41).

Windows Internet Explorer

' Your request has been Forwarded to the authorized person,
L3 pon walidation wou will receive appropriate e-mail nokification.

Figure A-41: Completion Message Box

A.9. FP6/FP7 Layout - Different Layout for The FP6/FP7 Project Selected
This option allows displaying a different layout for specified FP6/FP7 project.
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In order to display FP7 layout, on the PROJECT IDENTIFICATION PAGE (Figure A-2) or SELECT PROJECT PAGE
(Figure A-4) specify the identifier of FP7 project. In case of the report selected, the layout of the appropriate
Report Selection Page is the following:

Legal Notice : The information in this website is subject to = disclaimer =nd a copyright notice

FP7 Quick Links v

CORDIS 20072013

}YDU are here: = FP7 Home = Project = Select £ Helpdesk

Jehn Smith
[iohnsmith] s .
weme Select Notification

Logout  please choese one of the follewing:
Back
1. Create a new notification by clicking the button 'Create New Motification'.

2. Centinue editing an existing notification by dlicking the link in the celumn 'Ferm name’ of the table 'Intermediate Netifications' for targst Netification.

3. Delete an existing notification by clicking the link in the column 'Delete’ of the table 'Intermediate Notifications’ for target Notification.

Instrument WMC - Support for training and career development of researchers (Marie Curie)
Project Information 218242

Username johnzmith

Notification type | MICA Change SC Natification ¥
Participant | 1-UNIVERSITY OF BRIGHTON

Intermediate Notifications

Username Participant Index Form name Date created Date last updated Status Comment Delete Print
milosdej 1 MCA Change SC Notification  11/09/2008 18:17:05 CET  11/09/2008 18:17:05 CET  Uncompleted = delete  print draft

Create New Motification

Submitted Notifications

Notification status | Submitted b

Username Participant Index Form name No. Attachments Date submitted Date replicated Status Request Status Comment
milosdej 1 MCA Change SC Metificaticn 30/09/2008 10:17:59 CET Submitted Received =
milosdej 1 MCA Change SC Netification 19/06/2008 12:00:00 CET Submitted Received =

What is FP72 1 FP7 step by step : Find 3 Call : Get Support : Find a Partner : Find 3 Document : Prepare & submit 3 proposal : What's New?

Figure A-42: Report Selection Page (FP7 layout)

The FP7 layout is also applied as a default one (on the pages without project being selected or for the
projects without framework programme specified in CPM).

In order to display FP6 layout, the same steps should be done but for the FP6 project. The resulting layout
is:
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Figure A-43: Report Selection Page (FP6 layout)
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FPG Quick Links
CORDIS 2002 - 2006
2Jehn Smith |¥ou are here: > FPG Home = Eroject > Select report > .. Helpdesk
[johnemith]
wome Select Report
Logout .
9% Please choose one of the following:
Back
1. Create a new report by clicking the button 'Create New Report'.
2. Centinue editing an existing report by clicking the link in the column 'Form name' of the table 'Intermediate Reperts' for target Repert.
3. Delete an existing report by clicking the link in the column ‘Delete’ of the table ‘Intermediate Reports’ for target Report.
Instrument MCA - Marie Curie Actions
Project Information 12385
Username johnsmith
Report type | RTH Periodic Activity Report v
Participant ‘ 1-Leiden University Medical Center |v
Intermediate Reports
Username Participant Index Form name Period Date created Date last updated Status Delete Print
johnsmith 1 RTN Periodic Activity Report 1 16/02/2009 17:58:42 CET | 16/02/2009 17:58:42 CET  Uncompleted delete  print draft
Reporting Period
Create New Report
Submitted Reports
Report status | Submitted |~
Username  Participant Index Form name Attachments  Period Date submitted Date replicated  Status
johnsmith 1 RTN Periodic Activity Repart 5 16/02/2009 17:17:24 CET Submitted
Count of Questionnaires
Questionnaire type Count
Assessment Questionnaire 10
Follow-up Questionnaire 5
Mid-Term Assessment Questionnaire 4
Scientist in Charge Questionnaire 5
What is FPE7 : FP6 step by step 1 Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit 5 proposal : What's New?
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A.10. Manage User-Project links

The user can display overview of active users that have pending or active links on the projects on which the
actor is Coordinator, using a number of filtering criteria:

1.

Click the link VALIDATE USERS inside the menu on SELECT PROJECT PAGE. The USERS VALIDATION SEARCH
PAGE is presented (Figure A-44).

Register to a Project  plezse enter the search criteria and click the button 'Search’.

P — A E—

.....

FP7 Quick Links g

POl

CORDIS 2003 - 3006

b Smi T¥ou are here: > FE7 Home > Froject Management > Users Validation Search Helpdesk

ith
Tjohnsmith]

wome Search user-project links

Work with a Project

What is FF77 1 FP7 step by step @ Find 2 Call : Get Support : Find a Partner : Find 3 Document @ Prepare & submit a propesal : What's New?

Figure A-44: Users Validation Search Page

2.

Specify filtering criteria:

a. Enter username in the field USERNAME.

b. Enter first name in the field FIRST NAME.

c. Enter surname in the field SURNAME.

d. Enter email in the field EMAIL.

USERNAME filtering criterion supports the convention for wild characters:
e % — Any character

e *— Any characters

FIRST NAME, SURNAME and EMAIL support:

e *— Any characters

Click the button SEARCH. The USERS VALIDATION RESULTS PAGE is presented (Figure A-45). The results
are structured in the following columns:

e USERNAME
e FIRST NAME
e SURNAME

e EMAIL

e ACTIVE LINKS — Space separated list of hyperlinks for deleting Active Links (format Project
ID:Participant index)

e PENDING LINKS — Space separated list of hyperlinks for activating Pending Links (format Project
ID:Participant index)
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0 = disclaimer and = «

FP7 Quick Links v

0 &

CORDIS 2002 - 2006 2007 - 2013

You are here: = FE7 Home > Project Management = Users Validation Results
John Smith ] ! 9

Helpdesk

[jehnsmith] . .

wome User-project links
Register to a Project
_ previous 1-20f2 | page next
Work with a Project
_—_— Username  First Name Surname Email Active Links Pending Links

Logout . -
_ esewr milosde; Dejan s Dejan.Milosavljevic@euradyn.com 13:3 13:6 13:9 13:13 13:33 13:2 13:10 13:11 13:12 13:23

mitictih Tihomir Mitic tihomir.mitic@eurcdyn.com 13:10 13:1000

What is FP7? : FP7 step by step : Find a Call : Get Support : Find a Fartner : Find a Decument : Prepare & submit a proposal : What's New?
Figure A-45: Users Validation Results Page
4. Navigate through users using links to particular pages, as well as, buttons PREVIOUS and NEXT.
5. Activate Link: A Pending Link may be activated by considering the following steps:

a. Click a hyperlink in the column PENDING LINKS for target Link. The CONFIRMATION MESSAGE BOX is
presented (Figure A-46).

Windows Internet Explorer.

\?‘i) You are about ko activate selected link. Are yvou sure vou want to proceed?

[ ] 4 H Cancel I

Figure A-46: Confirmation message box

b. Click the button OK to proceed (or CANCEL otherwise). The Link is activated and refreshed USERS
VALIDATION RESULTS PAGE is displayed, reflecting the new status (the Link should appear in the
column ACTIVE LINKS instead of PENDING LINKS).

6. Delete Link: An Active Link may be deleted by considering the following steps:

a. Click a hyperlink in the column ACTIVE LINKS for target Link. The CONFIRMATION MESSAGE BOX is
presented (Figure A-47).

Windows Internet Explorer,

\,‘:) ‘ou are about to delete selected link. Are you sure wou want to proceed?

Ok, H Cancel ]

Figure A-47: Confirmation message box

b. Click the button OK to proceed (or CANCEL otherwise). The Link is deleted and refreshed USERS

VALIDATION RESULTS PAGE is displayed, reflecting the new status (the Link should disappear from the
column ACTIVE LINKS).
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A.

11. Manage Vacancies

The user can manage vacancies within QUEST application, exporting them afterwards to EURAXESS Portal
once they are finalized. The main flow presumes the following scenario:

participant fulfils the respective Vacancy form for the particular project and submits it afterwards (the
Project Coordinator is being notified by email)

such COMPLETED Vacancy becomes visible to the Project Coordinator who needs to validate it

once validated, Coordinator exports the Vacancy to EURAXESS Portal where it will be published
after some back-office check performed. Still, the Coordinator has to have his organisation
registered at the EURAXESS Portal, as described on the top of the Vacancy Editing Page, within the
INSTRUCTIONS section. Then, he will be able to provide the appropriate values on the form for the
Organisation Name and Organisation ID, as requested from the EURAXESS system.

1. Click the link VACANCIES inside the menu on WORK WITH A PROJECT PAGE. The JOB VACANCIES PAGE is
presented (Figure A-48), with existing project vacancies.

Tihomir Mitic
[mitictih]

U e

PO "]"‘3{% o)

2002 - 2006

FPT Quick Links |

CORDIS

"You are here:! > FP7 Home = Project Management = Job Yacancies Helpdesk

wome Latest Posted Research Job Vacancies for Project 13

Logout
back Update date  Updated by barticipant Job start - Application ), Job summary Status  Export date Action

mitictih 2 Job 2 Job Summar vz Completed edit delete

15/05/2009 at
6:30:44

15/05/2009 at 4 U7A0s/eone

itictih 1 28/05/2009 Job 1 Jab Summary 1 Exparted  /7Lesa) edide

26/02/2009 ot J Job Summarylob Summarylob
s milosdej 3 07/02/2008 25/02/2010 Job ST G100 Completed edit delste

Job Summarylob Summarylob 25/02/2009
mitictih 3 01/01/2009 30/07/2009 Dejan SummaryJob Sum .. Exported atooi1g.a1 4t

Add new job vacancy

25/02/2009 at

What is FP7? : FP7 step by step ¢ Find a Call : Get Support : Find a Partner : Find a Documnent : Prepare & submit a proposal : What's New?

Figure A-48: Job Vacancies Page

On the page the following columns are displayed for each vacancy:

Update date - the last modification date

Updated by — the username of the user last updated the Vacancy
Participant index - the participant index of the user who created the Vacancy
Job start date — optional, when the job is supposed to start

Application deadline

Job — job title

Job summary

Status (UNCOMPLETED, COMPLETED or EXPORTED)

Export date (date when the vacancy was exported to EURAXESS)

Action (EDIT and DELETE link are always available for the Coordinator while for the Participant they
are available only for the UNCOMPLETED vacancies — otherwise, only the VIEW link is displayed).

The Participant sees only his own vacancies listed (UNCOMPLETED, COMPLETED or EXPORTED). The
Coordinator sees his own vacancies listed (UNCOMPLETED, COMPLETED or EXPORTED) and also the ones
COMPLETED by other Participants. The Project Officer sees all the project vacancies listed but with read-
only privileges. The vacancies are sorted by Update date, in descending order. If the Export date for the
exported Vacancy is more than 3 months in the past, due to the EURAXESS business rules, its update is
not possible anymore, hence, instead of EDIT/DELETE links only the VIEW will be available.
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2. Open Vacancy for editing
a. Create new Vacancy:

i.  Click the button ADD NEW JOB VACANCY. The VACANCY EDITING PAGE is presented (Figure A-49,
Figure A-50).

Lagal Hotice ¢ The information in this website is subject to a disdaimer and 5 copuright notice.

FPT Quick Links =

Jvou are here: = EP7 Home = Project Management > Job Vacancy Helpdesk

Renat Bilyalov
[renat]

Home JOb Vacancy

tegout 4 |NSTRUCTIONS
Back - Please complete the entire Wacancy information before exporting it to the Ressarcher's Mability Portal.
- Prior to exparting of the Wacancy to the Portal, you need to obtain the organisation account at the Portal using the web-form on the EURAXESS Jobs Portal site (please ensure you selected
the "Offline" for the Editing Procedure field): hitp.tec europs. en ctm?l=5812=18type=1
- Upon obtaining the account, the values for the fields Organisation Hame and Organisation ID must be filed accordingly. If the submitted values do not correspond ta the registered Portal
account, the Wacancy will be stored in Sesam but not exported to the Portal.

- For mare information about the form fields dlick here @

-+ Organisation Account at Researcher's Mobility Portal @

Organisation Hame &

Organisation ID

+ Job Description @

Job i
Research Framework Programme / Marie Curie Actions

Iob Reference Humber

Main Research Field

sub Research Field

Please select -

Job Summary

] |

Job Description

] |
+

+Requi%d Skills @

Required Skills
Skill

3

Vears Experience
+

Proficiency
+

+ Further Requirements @

Description

save and expart to Researcher's Mobilty Portal

What is FP7?: FP7 step by step: Find a Call: Get Support: Find a Partner: Find a Document: Prepare & submit a proposal: What's Mew?

Figure A-49: Vacancy Editing Page for Project Coordinator — partial
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Legal Notics | | he INTOFMSTIGn N this WEDIIte 1S SUBJSCE to 3 JISCISImer 3nd & COpYRGRt Notice,

FPT Quick Links |

CORDIS 2007 - 2013

R A o "Yuu are here: > FPT Home > Project Management > Job Wacancy Helpdesk
[michael]
Home JOb Vacancy
togout 4 INSTRUCTIONS
Back - Please complete the entire Yacancy information before submission.
- Upon Yacancy submission, appropriate notification will be sent to the Project Coordinator who will have to validate the data before exporting the Yacancy to the Researcher's Mobility Portal,
- For more information about the fields click here @
+ Job Description @
Job
Research Framework Programme / Marie Curie Actions
Job Reference Humber
Main Research Field
Sub Research Field
Please select. =
Job Summary
Job Description
-+
+Required Skills @
Required Skills
skill
+
Years Experience
+
Proficiency
-
+ Further Requirements @
Description

Wihat is FP7?: FP7 step by step: Find a Call: Get Support: Find a Partner: Find a Documnent: Prepare & submit a proposal: What's New?
Figure A-50: Vacancy Editing Page for Project Participant - partial
b. Open previously saved Vacancy:

e (Click the hyperlink EDIT in the column ACTION, on JOB VACANCIES PAGE, for target Vacancy.
The VACANCY EDITING PAGE is presented (Figure A-49, Figure A-50), displaying the selected
Vacancy.

3. Save/Submit/Export Vacancy
a. Save Vacancy

i.  Click the button SAVE - The JOB VACANCIES PAGE from which the action was initiated is re-
displayed, showing the saved Vacancy with status UNCOMPLETED.

b. Submit Vacancy (for Project Participants)
i.  Click the button SUBMIT.

e In case of successful submission (i.e. if all Form fields are properly filled-in), the JoB
VACANCIES PAGE from which the action was initiated is re-displayed, showing the submitted
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Vacancy with status COMPLETED. Additionally, the appropriate email notification is sent to the
Project Coordinator.

e In case of unsuccessful submission (i.e. if some Form fields are not properly filled-in), the
refreshed VACANCY EDITING PAGE is displayed, clearly presenting the invalid fields.

c. Export Vacancy (only for Project Coordinator)

i.  Coordinator has to previously register his organisation account at the EURAXESS Portal, as
described on the top of the Vacancy Editing Page, within the INSTRUCTIONS section. Then, he
will be able to provide the appropriate values on the form for the Organisation Name and
Organisation ID, as requested from the EURAXESS system.

i. Click the button SAVE AND EXPORT TO RESEARCHER’S MOBILITY PORTAL.

e In case of successful export (i.e. if all Form fields are properly filled-in), the JOB VACANCIES
PAGE from which the action was initiated is re-displayed, showing the exported Vacancy with
status EXPORTED.

e The exported Vacancy should be published on the Portal, after the Portal’s back-office check
is done. If the invalid EURAXESS organisation account submitted on the form, the Vacancy
will not be published on the Portal, after the Portal’s back-office check is done

e In case of unsuccessful export (i.e. if some Form fields are not properly filled-in), the
refreshed VACANCY EDITING PAGE is displayed, clearly presenting the invalid fields.

4. \View Vacancy

a. Click the hyperlink VIEW in the column ACTION, on JOB VACANCIES PAGE, for target Vacancy. The
VACANCY EDITING PAGE is presented, displaying the selected Vacancy in read-only form.

5. Delete Vacancy

a. Click the hyperlink DELETE in the column ACTION, on JOB VACANCIES PAGE, for target Vacancy. The
CONFIRMATION MESSAGE BOX is presented (Figure A-51).

Windows Internet Explorer

“?f’ You are about ko delete a job vacancy, Are wou sure wou want to proceed?

oK ][ Cancel ]

Figure A-51: Confirmation message box

b. Click the button oK to proceed (or CANCEL otherwise). The Vacancy is deleted from the system and
refreshed JOB VACANCIES PAGE is re-displayed accordingly.

C. If the deleted Vacancy was in EXPORTED status, Vacancy will be removed from the EURAXESS as
well, after the Portal’s back-office check is performed.

d. If the deleted Vacancy was the only existing Vacancy on EURAXESS Portal for the given
Organisation, due to the exposed EURAXESS interface limitations, the Vacancy should not be
removed from EURAXESS.

A.12. Manage Deliverables

This option allows accessing Deliverables. In order to access Deliverables, the following steps should be
considered:

1. Click the DELIVERABLES link from the WORK WITH A PROJECT PAGE (Figure A-5)
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”

2. Click the hyperlink in the TITLE column of either “Submitted deliverables” or “Deliverables in progress
table where a hyperlink is activated, as presented in Figure A-52

3. The DOWNLOAD WINDOW pops-up.

Legal Hotice : The information in this website is subject to a disdaimer and a copyright notice.

FP7 Quick Links =
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3 a 1.0 2 14/11/2008 Received Yes
4 b 1.0 3 14/11/2008 Accepted 14/11/2008 Yes
5 € 2.0 3 14/11/2008 Accepted 14/11/2008 Yes
6 10.pdf 1.0 4 14/11/2008 Accepted 14/11/2008 Yes
1 asdf 1.0 ] 03/11/2008 Accepted 14/11/2008 Yes
7 d 1.0 14/11/2008 Accepted 14/11/2008 Yes
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N° n®  beneficiary level Annex I (proj month)  date ate
Upload
Project Ready to s
Financial Repart 1.0 1 Coordinator Financial high 02/12/2009 cubmit No Delste
Submit
Upload
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Subcontracting costs ¢ 14 Coordinater  costs °% ERRATE s Ne Delete

Upload Other

What is FP77 : FP7 step by step : Find a Call : Get Support : Find a Partner : Find a Document : Prepare & submit a proposal : What's New?
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Figure A-52: Deliverables management page

Upload deliverable: In the “Deliverables in progress” table, click the hyperlink UPLOAD of one row of the
Deliverables list where the deliverable is expected. The UPLOAD DELIVERABLE PAGE is displayed (Figure A-53).
Browse for the file to upload by clicking the BROWSE button. If the selected deliverable is contractual (i.e. if its
corresponding “Contractual” flag is set to “Yes”) then, the other fields are prefilled and displayed for
information. Otherwise, if the deliverable is not contractual, the following fields are editable:

e Title

e flag Related to a reporting period
e Reporting period

e Work package no

e Lead beneficiary

e Nature

e Dissemination level

e Actual/Forecast date

e Delivery date from Annex |

Validate deliverable: For the project coordinator only! In the “Deliverables in progress” table, click the
hyperlink VALIDATE of one row of the Deliverables list where the deliverable status is PENDING. The status is
updated to READY TO SUBMIT.

Add new deliverable: click on the button “Upload Other” to add a non expected deliverable (also called “non
contractual” deliverable). The Upload Deliverable page is displayed (Figure A-53). Enter the following fields:

e Title
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e flag Related to a reporting period
e Reporting period

e Work package no

e Lead beneficiary

e Nature

e Dissemination level

e Delivery date from Annex |

And then, browse for the file to upload by clicking the BROWSE button. The file name is displayed in the field
FILE UPLOAD. Click the UPLOAD button. The file is uploaded in the QUEST database and the DELIVERABLES
MANAGEMENT PAGE is displayed, presenting the changes.

ct to a disdaimer =nd a copyright notice
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Work package no *lw—
Lead beneficiary *IW

wsture “[Financial |
ation Level slh\gh—
“Jo2/12/2009

Syntax: dd/mm/yyyy

Delivery date from Annex

Contractual o 7 g &

Upload Cancel
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Figure A-53: Upload deliverable page

Delete deliverable: Click the hyperlink DELETE (or the REJECT link for Pending deliverables visible to Project
Coordinator) of one row of the Deliverables list where a version of the deliverable exists. The deliverable is
deleted and the DELIVERABLES MANAGEMENT PAGE is displayed, presenting the changes.

Submit deliverable: For the project coordinator only! In the “Deliverables in progress” table, click the
hyperlink SuMIT of one row of the Deliverables list where the deliverable status is READY TO SUBMIT The
status is updated to SUBMITTED and the deliverable becomes therefore visible in the reports. Furthermore, an
email is sent to the project officer informing him that a new deliverable has been submitted.

END OF DOCUMENT
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