ECO-INNovAtion

WHEN BUSINESS MEETS THE ENVIRONMWENT

Electronic Proposal Submission
Service

EPSS preparation and submission guide

Vsl1l3

Release Datelune2009

Pagel



1

2
3

Table of Contents

EPSS PreparatiolJs er 0 s....GU.I..d.€.coovieciiiiiie.
1.1. USINgPICINEPSS......iiiiiiiiiiiiiiiiet e
12 Getting auser ID and password.............ooevvvvvvvimmmeereeeeeeniinnnnnn.
I S o To || USRI

I 00 I 1 1 = L 10 T 1] P POPPRR
1.32 SUDSEQUENT LOGINS.....uuiiiiiiiiiiiiiiieee et
14 GENEIAL..cciiiiiiiiiiiii e
1.5  Proposal SELUP.......cuuimiiiiiiiiiiiiii e
1.6 Part A e
1.7 PartB, Part C and ANNEXES.......oceeuviiviieiiiieemiieeee e eeaaaes
i R - 1 = TP
1.7.2 Part G Detailed BUAQEL............uuuuiimiiiiiiiieeeiiiiieieeeeeeeeee e
1.7.3 ANNEXES ... ittt eeee et e e e e e e e aeees
I S T /- [ To - 11 o o
19.  Submit Proposal..........coouviiiiiiiiiiiieeeeeens e
110, THE HISDIY ..uiiiiiiiiiiiiiiiiiiee e

EPSS CRECKIST. ... oo e
NoOte for MaCINTOSN USEIS... ..ot

................. 3
.................. 4
.................. S

.................. 8

EPSS help desk

Phone: +32 2 23 33 760
Email: support@epsfp7.0org

Page?


mailto:support@epss-fp7.org

1 EPSS PreparationiUs er 6 s Gui de

The EPSSElectronic Proposal SubmissiorerSice allows proposers to create their
proposal completely eline. The EPSS service is available via théernetas aweb
based application.

The System requirements are:

9 A connectiono the Internet

9 A screen with a 1024x768 resolution and srfaits.

1 Onscreen text sizdJsers should not use the font scaling option that is
available with some browsers to enlarge the fontwizen viewingA forms;,
as this may lead tcorrupted viewof the forms
Internet Explorer 6.0 and above or
Netscape Navigator 7.0 and above or
Mozilla Firefox 1.0 and above or
Opera 7.0 and above or
Mac OS X Mozilla Firefox browser for Apple Macintosh users (Mac OS 9 is
not supported and Safari neitheee Noteon p.D
JavaScripor ActiveX controls enable(tepending on browser)

Cookies enabled browser

E

= =4

Note the EPSS web application is best viewed with using:
- Internet Explorer 6.0 (and above)
- or Mozilla Firefox 1.0 (and above).

- Safariis NOT supported (whater the OS)
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1.1. Using PIC in EPSS

The PIC or Participant Identification Code is a unique code for identifying the participant
in any stage alongside the R&D funding management process of the programmes
managed by the Commission's Research Rasicipants will not have to submit their

legal and financial information (and supporting documents) each time they submit a
proposal or negotiate a grant agreement, but they should just introduce their PIC.

All organizations which already signed an FP7 tcaet with the Commission should
have received a Pl@Qyhich has been communicated to all contact points for FP7 grant
agreements known to the Commission. Find out within your organization who are contact
points for FP7 grant agreements; they will be abléetl you what your PIC is. If you
cannot find any contact point within your organization, askXR& help deskto put you

in contact with them.

If your organization does not have a PIC yet, then we suggest you to get one by
registering your organization in our UnegiRegistration Facility or URF at the following
link: http://ec.europa.eu/research/participants/urf/

For more information about Unique Registration Facility including support please visit
the corresponding section of CORDIStp://cordis.europa.eu/fp7/urf _en.html

After registration, the newPIC will only be active in EPSS after 48h, therefore we
suggest you to make sure that ygtart your self registration well before the deadline of
the chosen call.

Once ready, you should type your PIC when asked in EPSS. Part of the legal data
associated to that PIC will then be shown in order for you to verify that the PIC you are
using is ndeed the right one. Should you think there are errors in the data shown that
might affect the eligibility of your proposal you can always remove the PIC and fill in all
requested data manually as usual.

Important : Applicants are able to prepare and submittheir proposal (use EPSS)
without the possession or without the introduction of PIC In that case, applicants
have to provide legal documents and legal entity forms as explained in the Eco
innovation Guide for proposers, chapter lll.

The default format ofPIC is a 9 digits numeric code without separator or special
characters.In EPSS the proposal @vdinator (who is responsible for the overall
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coordination between partners) can introduce a PIC or clear a PIC for a participant.
Providing the PIC implies #t the proposal cordinator has access to this information
from its own organisation or through the proposal partners' organisations.

1.2. The first step: getting a user ID and password

Access is provided via the respectW# Ecelnnovation welsite (see
http://ec.europa.eu/environment/e@anovation/application_en.hinClick on "Register",
fill in the registration form and submit it

The registration form, in addition to some contact data, asksntbcating sectors
addressed in CIP Edonovation title, acronym and abstract of the proposal as well as
the number of participantd his information is mandatory for the registration but can be
changed later in the process of proposal preparation (see also 1.3).

Please do not use special chanacia the registration as they will not be accepted, you
will be able to use them later in the forms while you prepare the proposal.

The EPSS will send you coordinatandp a r t usemaméds and passwolse-mail.

Important notice: The EPSS registtian email, which contains the access codes to
prepare and submit the propgsalll be sentto the email address you define during the
registration. This email will be sent from noreply@efps&org. Prior to the registration

you should check that this o@in (epsdp7.org) is accepted by the email server of your
organization. If you do not receive this email, please check your SPAM in case it ends up
there. In any case you can always contact the EPSS Helpdesk to assist you if you have
not received the EFSScodes.

The login and password is linked to only one prop@salthe call you have choserfjor
each other proposal you want to prepare you have to register again, following the
procedure described above.

Note If you have a PIC number you can alreadg it here. Once you obtain the EPSS
account you will be still able to stop working with a PIC number if you decide so
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@ ECD - innovgtion - Electronic Proposal Submission

Service

Registration - Personal Details

Call Selected: CIP-EIP-Eco-Innovation-2008

Please fill in your details below. Note that you must provide entries marked with an asterisk.
FIC info?

PIC Clear PIC-data |

Miew PIC data

If you enter your PIC, and wish to see what the associated PIC data is you may click on
the'View PIC data’ button.

ECo-innovAtion g

Electronic Proposal Submission
Service

Registration - Personal Details

Call Selected: CIP-EIP-Eco-Innovation-2008

Please fill in your details below. Note that you must provide entries marked with an asterisk.

PIC info?
PIC |123455?89 Clear PIC-data |
Viggt PIC data

PIC - Verify Data

The PIC you entered iz aszociated with the data indicated below.
Flease verify and click OK if you accept.
After obtaining your EPSS account, you will still be able to remaove the PIC-data if you decide not to use it.

PIC information:
prc: 123456789
Organisation information:
Crganisation Legal Name: TEST Organization
Crganisation Short Name: TEST
Street name and number: Strest1
City: Brussels
Country: BELGILM
Postcode; 1234
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If at that stage you object the correctness of yourddta or simply you decide not to

_ _ o | ClearPIC-data |
use it, you can clear it by clicking tr - .

ECo-innovAtion g

Electronic Proposal Submission
Service
Registration - Personal Details

Call Selected: CIP-EIF-Eco-Innovation-2005

Please fill in your details below. Note that you must provide entries marked with an asterisk.
PIC info?

PIC |123458?89 Clear PIC-data | <:I

View PIC data

Microsoft Internet Explorer, E| Microsoft Internet Explorer E|

\_‘,‘.’:/ Are wou sure you want ko cear PIC dakay ! E PIC Cleared
| (o4 | [ Cancel
After clearingyourPlIéddat a (or simply i f you donét

entering valid datéo all mandatory fields by manual typing.

Important: The login and password you receive bgnail is specifically linked to only
one proposal (for the call and for the instrument you have chosergnyother proposal

you want to prepare you have &ygister again, followig the procedure described above.
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1.3 Login
1.3.1 Initial Login

As a coordinator you must use the login and password that has been sent to-yoailby e
to access the EPSS.

- Go tohttps://www.epsdp7.orgkip-pmrp/
- Introduce the Coordinator User ID

- Enter the Coordinator Password

- Change the Coordinator Password

- Enter theOther participanPassword

- Change th®therparticipantPassword

Distribute theOther participantisername and the modifi€ther participanpassword to
your Otherparticipans i if any.

1.3.2 Subsequent Logins

- Goto https://www.eps-fp7.orgkip-pmrp/
- Introduce the Coordinatofor Otherparticipant) User ID
- Enter the modified Coordinatofor Otherparticipant) Password

Note Other participarst can view all proposal information kedit only their A2 form.
Only the coordinator can edit all forms and upload files.

Tip|[ Reduce typing errors: Write logins and passwords in a text programme
and copy/paste them into the fields. This prevents mis-typing errors.
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1.4 General

@ ECO- innovntion - Electronic Proposal Submission Service

1 » Lot oot » Loo-nnawetion

Check Yalhdation

Change Passwond

E—y T PE—] Proposat Setup Part A Fart 8, € and Annenes testery

Sehent Proposal

Gearral Infarmation

Call Sefected: CIP-EIP-Loo-Inravatian- 2003
Propasal 10: Kot aymistie
FPropasal Mates: Hrspoial NOT subtatted

The ifurmation Selew bas boen hed denag the o 'bou e mfarmatson supplind during the
0N s 8l inherited i the EPSS account since " is consadered indicative aaly i Cannst be modified bet
l'l \0.1 u.:"lor?' evalustion of the proposal. Make sure that he corroct infarmation is presented s Part A,
a2 0 anid Part

Totlo: toat

Coardinston et test

1f you have logged In fer the first tme, ploase start by domnloading and reading the o the
uide for sragasery. Yhes yow can start 1o set up your propassl wades the tab “Propossd Setup”, fol n-ln he

mrtrectioas.

Now, you may prepare the propos8l.y c | i ¢ k Gengraloo nT atbh,e yfo u

information about:
- The selected call
- The Coor dtaleat or 6s De
- The proposal 6s status

Note

1. If the coordinator details change, you do not need to register agauwrdawator
information is taken from the A2 formso that it is sufficient to change the

details there

c

2. If you wish to modify thditle of the proposal you will have to do it in the forms.
The title appearing in this page is taken from the registration data and cannot be
changed. This does not affect the submitted proposal, because what is evaluated is

the content of théd forms, Part Band PartC.

Go Proposal setup .
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1.5 Proposal Setup

In the proposal setup section you define the numbéxtiadr participans that participate
in your project.You can change th@mountof Other participants later, if necessdany
adding or eéleting them (note that if you delete a parttieeassociated A2 form and its
row in A3 will be deleted as well).

Note The first participant is always the-codinator.

@ Eco-innovntion - Electronsc Proposal Submission Service

[USIDPA » Tur spean Commmaien » Emvwonment » (o Innsvetisn Contact | Sewch om (SROPA. 1

[ Prepore Propuser | Change Password Check Yeldation Swbastt Propasel Lopoet

General

Part A Part 8, € and Annenes testary

Proposasl Farticsasts

Participant 1D Drgastsation short maese A2 Unk AJ-Unk T-madls)

1 bevt T T daviden mans@eoss ol org  [TiC o Dotats |

Moadify particpant inferssation
Particp et Tdnatfn stion (ode L 010N
ric Cpee AIC-diatn

Drganssaticn Shert Name
Participant L-mall(x) daoee mae1(Bopsr4

Usciate Ponapont informaton

The organisation short name can be max 18 characters long and cannot coai@in spe
charactersuchas: ()"',<>$%#&*\!/

Make sure that the eordinator email address is correct. If you include multiptenail
addresses, you must separate them with asemni o and iiithodit any space

Tip|- The e-mail addresses introduced here are used by EPSS to send
automatic e-mail confirmation once the proposal is submitted/transferred for
evaluation. Please check that they are complete and accurate.

U To add another participant to the proposal, you may provide the relevant
participant's PIC number and must provide a participant short name-raad e
addresslf a PIC is provided then theorresponding data will beetrieved from
the databasence the corresponding A2 form is opened

Important : You shallmake sure that the responsible participant opens the corresponding
A.2 form in order to finish validation. The associated ¥ifa set is only inherited once

the A.2 form opened. The same validation step is mandatory if the PIC nisndeteted

or modified. These validation steps are necessary to avoid unintended changes in the
administrative data. If for some reason you decide to changeimroduce a PIC, please
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always make sure that you not only click on the 'Update Partidipl@nination' and then
click on 'Accept’ but afterwards yanake sure thahe corresponding A.2 forms opered
to finish verificationand have the PIC data inherited

To add aother participanto the proposal, type in tl@therparticipans name ana-
mail addressMake sure that the numbering of participants is consistent in all Forms, also
in Part B and C.

@ Eco - innovntion - Electronec Proposal Submission Service

[LNOPA » Lorspeen Comsmmmuion » Emvironmernt » [os- Innawation Contact | Sewrch om (UROPA

[ Precere Prosesal | Change Password Check valdanion Sehonn Proposel Legen

Part A Fart 8, 0 and Annenes tastory

Fropossl Farticpants

Participaat 1D Qrganisstion shert name AZ-Umk AdLink E-maills)

1 tost (=] [T} daviden maerPepss-ip? oy

Add Participamt
Partopant lenti i atan Cade Bk

ric Cex FIC-data

Organisation Short Name  ~
Partacipant € mails)

add patopart

Once a participant is addethe system automatically creatas A2 (Participant
Information) form. Ths form is accessible via the ARink button, but can also be
found after c¢clicking in the APart A0 Tab.

Pagell



@ Eco-innOVRtion - Electronic Proposal Submission Service

|l'ﬁ')‘““ » Dar speen Comerwesion e onmerd » oo isnewetion Contact | Sewch o TUROPA
[ Precece Provesal | Change Passmord Check Yakdsnion Sotasst Proposel Loget
Genersl Part A Fart 8, € and Annenes testary

Proposasl Farticipants

Participast 1D Organisation shaet name A2 -Link A2 -Link £ mal(s)
3 ot (%] (] wppotPepns 4p7 ooy Edk detads l

S 1wy 1 rarsnduast.come m [TNT]

Add Partiopant
Partiipent theatifh atme Cude ST
rie Cloor FIC-doto

Organisation Short Name  *
Participant £ mnail{s) .

Core e opns 07 g

Edit details . o
You can use th button to modify data related to a participant:

@ Eco ot innoVﬂtion - Electronic Proposal Submission Service

IU;;Z“A » Daropean Comyremsion » [mww onmernt » [ oo Innewetion Contact | Sowch on TORDPA
m Change Password Check valhdaion Seheun Propassl
General Part A Part 8, ¢ and Annenes Iestery
Froposal Pasticpants
Participast 1D Organisation shert name A2 Link A3 -Link £-maill(s)
: .. severes
Modiy sartiopant infarmation
Pacticipant | dnnwis stion [ ode PRlfer
pic _Close FiCaata
Orgamssntion Shert Neme dey
FParticpant E-mall(s) wppon@episip? oy
| Upcate Ponapant informescs |
2 (Y =) torsstest. come £t dotests l—"""‘mw
AL Particpant
Partopant ldeatifv shen Cade PAC el
4

Corm R s el L I
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Important: In order to enforce changes you must click on

[ Update Participant Information ]

to update a Participant

Rejection d the retrieved PIC-data

If you object the accuracy of the retrieved information then you can decide to remove

_ o | Clear PIC-data |
it by clicking on the button.

Participant ID Organisation short name AZ-Link A3-Link E-mail(s)

1 test = =  suppart@epss-fp?.org HideDetaiIsl

6s

Modify participant information

Participant Identification Code PIC info?

PIC |999?1D?13 Clear PIC-data |

Organisation Short Name Itest

Participant E-mail(s} |suppun@epss—fp?.urg

The page at https:/ /'www.epss-fp7.org says:

0 By clearing the PIC, all information related ko this PIC will be losk From the 82183 forms and will hawve
to be Filled in manually.
Click on OF in order to clear the PIC

Cancel |

If the PIGdata is cleared, than all associated information will be erased from the A.2
and A.3 forms and & to be reentered manually again.
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1.6 PartA
This section deals with the administrative forms of the propBsat A.

Part A shows the overview of forms Al, A2 and A3. Click on the links that are listed
bel ow AForm naform® to access t he

@ Eco- innovntion - Electronéc Proposal Submission Service

Commmuicn

terepes

» ¢ Aact | S
| Prepare Proposal | (hange Faseward Check Yaltation Sadenn Proposal Logaut
General Frepesal Setup

Part B, C and Anneses Vestary

Part A

Click oo & form name te edt anline, or select form(s) sad press downdosd 1o view ay POF,
Screll 1o bottom of the ferm to save and validate form.

Screfl to bottom of the ferm for validatios errers.

Wate! Awtomatic Cabculatisns will only be perfermed o Term is valid,

Form namn m" Matws

F1Y &) Last uodated O Juh 2009 12:3%:38 Brusialy Local Tiena by £95S

%;mm O Last wodated 03 Jun 2009 12:75:36 Brusselt Local Tims by 1PSS

[T [ Last codated 0 Aan 2009 13:36:21 Brusyals Loce Tume by PSS

a2 0 Last codated 09 Jun 2009 12:39:04 Brunsaly Locel Tisna by Cocrdnator
downiced |

Floare note that i partiopacts in propasals must enscre that they have the athonsstion of thewr
CEDANNSINGN 10 parhipate in the 0ropassl and any peosect aring fram it
Co-ardnators are -amodonm-mm-nmmpmmm-m-wmdmcpmnld

Core o 20T g

The Proposers need to fill tikartA formsonline andappropriately and save them on the

EPSS serveif you wish, you can lao downloadeach form as a PDF file to your hard

disk. Check the r el evanmntowhil adastsivePDR dopies bfithe k o n
Part A forms.

Note If a participant has been added with the us@Id, then a set of fields othe A2

form will already beprefilled with information as retrieved from the databasalyO
some of theséelds areeditable.

For a partipant for whom a PIC has been provided, the first time that the A2 or A3.1
form is opened the following screen shows up:
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PIC - Verify Data

The coordinator has provided a PIC number.
The following information is retrieved from your PIC data and will be pre-filled in your forms.

In case some information is not correct you can edit the information in the form if the field is editable.
If the field is not editable then you should contact the coordinater and ask him/her to clear the PIC.
Flease be aware that in such a case you will have to fill ALL PIC related information manually.

Open the form <:I

PIC information:
FIC: 123456759
Organisation information:
Crganisaticn Legal Name: Test Crganization
Crganisation Short Name: TEST
Street name and number: Street 1
City: Brussels
Country: Belgium
Postocode: 12345
Internet homepage: -
Status of Organisation:
Nen Profit Organisation: no
Public body: no
Rezearch crganization: no
Higher, secondary organisation establishment: no
MACE - Nemenclature of economic activities in the Eurcpean Community: not applicable
Number of employees smaller than 230: ves
Actual turnover emaller than € 50 million: ye

Actual balance sheet smaller than € 43 million: ve

SME organisation: ye
Organisation Cost Model:

Method of determining Indirect Costs: Transitional Flat Rate (p.t. 60%)

Important! You must make sure that the responsible participant opens the corresponding
A.2 form in order to finish validation. Ehassociated Pl3ata set is only inherited once

the A.2 form opened. The same validation step is mandatory if the PIC number is deleted
or modified. These validation steps are necessary to avoid unintended changes in the
administrative data. If for someason you decide to change cingoduce a PIC, please
always make sure that you not only click on the 'Update Participant information' and then
click on 'Accept’ but afterwards yaonake sure thahe corresponding A.2 foris opered

to finish verificaton and have the PIC data inherited
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Form completion andvalidation of Part A forms:

) https://www.epss-fp7.org - Al The short one - Mozilla Firefox _ 1Ol x|

Work description, major outputs & expected results (max. 2000 Characters)

Hawve you or your partners, previously or currently, submitted this

propesal to any Community programme? ~SELECT ONE- j

IF YES - please specify Programme name |.

Mo walue specified for mandatory field "Propasal Acranym”

MNovalue specified for mandatory field "Proposal Title"

Mo walue specified for mandatory field "Duration in manths"

Mo walue specified for mandatory field "key Sectars 1"

Mo value specified for mandatory field "Free Keywords"

Mo walue specified for mandatory field "Abstract, including objectives {max. 2000 characters)”

Mo walue specified for mandatory field "Work description, major outputs & expected results (max 2000 Characters)”
Mo value specified for mandatory field "Have you or your partners, previously ar currently, submitted this"

=
| Done | e, epss-fp7 org iﬁ

- Fill the fields with dataAll fields are mandatory. Useftfiin caseext is
requestedr usefl 0ild case numbers/amounts are requestgdu wish to
desi gnate the finoned.or fANon applicabl eo

- Presgyvalidatee Button at t helhetvaidatooim of t he f
looking for formal errors in the formdf it finds errors, it indicates which
fields are wrongly filled.

- If all the necessary fields are filledrrectlyy ou wi I I f i nd no val

i
errorso at the bottom of the for m.
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¥ https://www.epss-fp7.org - &1 The short one - Mozilla Firefox - | Ellﬂ

Free Keywords — |[*%

Abstract, including objectives (max. 2000 characters)

Work description, major outputs & expected results {max. 2000 Characters)

test

Have you of your partners, previously or currently, submitted this
proposal to any Community pregramme? j
IF YES - please specify Programme name |.

Mo Yalidation Errors

=
| [one | v, epss-fp7 org ﬁ

Attention:Do not forget to save the form by pressingith® a v e  Bution,rar
your changes will be discarded!

Note Theidl Sa v e IButbon pedormsaform validation as well.
Fill out all forms for which you are responsible.

Forthe A3 form the total amounts are automatically calculated by the system when
t h¥alidited button is pressed. Obviously
completed first.

Tip| Save early and often. Saving will also validate the form. Pay
attention to the time  -out of the system: editing a form is not
considered as an action of the user, saving or validating the form will
reset the time -out.
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1.7 Part B, Part C and Annexes

Part B, thePart C- Detailed Budget as well as all required annexes can only be uploaded
by the ceordinator.You must use the templates provided at the tab "Part B, Part C and
Annexes". By clicking on thé'downloadlinks", the coordinatordownloads not only the
templats for Part Band Cbut also the list of required annexes as well as the template file
for the simplified financial statement (xIs format).

@ Eco - innOVRtion - Electronic Proposal Submission Service

Costact | Sewch on ISROPA

ILK;X‘A » Derspean Comsremuion » Emwvir onenent » [oo Innawetion
[ Presare Propesal | Change Passmond Check Yaldamion Sehann Praposel Legen
Gemeral Proposat Setup Part A | Fort® Cand Annenes | testery
PARY B Upload Whe saly £OF Dolo mith POE

Spocdy the lecation of {he Fart O fds to be uploaded:

The ]&o-n?

For the proovssl donterk (Part B) you must use exchesively POF ("Portable Documant 'vmur compatble -\am. Acrobat
Reoader veesian % or gher, with ambedded forks) and mull ude the £ wpland very
g Nes. To baep sitas down avind colowr and Urnecessary hqhm»n pRtues mouws The average m o aFant®
i IME . You shodkd s to restrct pour Part B o under MO, snd Urder /o ortumstances Uy o waioad a Sle Larger than 1OMS.

3 Pt 674 s Tomplotes (zip file)

PARY B Overvies
No Part & fée Uploaded

Part € - Dotaded Sadget

Specily the bacation of the Pact C Budget file te be splosded:

|

For the Part © Detaded Sudjes you most une DOCEL or EXCEL compatdle format, and the termplate as provided n the
Gownlasd balaw, D0 Nt ugdoad & FOF,

Dovenlnad Port C Budy: plate (zip Nle)

Part € Badget saction Overview

No Part C Badget File Uplonsed

Asnexes Upload

Specdy the lacation of the Annen e 1o be uploaded:

e

You thookd chack the call text end guds for propotars conce mnq!’u"qmdlm. n(hwowurlz loodoattv-hu&
fnancul itatementsBaisnce sheets, smpdfind fnanasl Tnancesl 16 by the agoicant
and letors of ntent).

Fiease nete that urrequested mloemation such as Company teochures, eto. wil be Hnared,
Ammmuwbwnm'(varmwmu«mm-amammsmnw wih
embe foots

Assexes Dverview

No Assexes uploaded
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1.7.1PartB

For the proposal contet (part B)y ou ar e requested to use excl
document f o blenaith Adobe Aaaibai wetsion & higher, with embedded

fonts). Other file formats will not be accepted by the syst&ims means that you will

convert your wordor RTRdocument into a PDHle before uploadingBoth commercial

and free tools to convert files to PDF formaa¢ widely available on the WEB. Also

zipped (or otherwise compressed) archives will not be accepted (PDF is self
compressing, there is no gainaipping). Technical problems resulting from the use of

other formats may lead to your proposal being excluded

Only one PDF file comprising the compleféart B can be uploadedriles other than the

requested onax additional information (company broclest supporting documentation,
reports, audio, video, multimedia etc.) will desregardedduring the evaluation of the

proposal

Using only PDF format for submission of Part B

Why?

This format for text documents supported by the vast majority of computer platforms. ]
advantage of saving as a PDF file is that the contents are "locked" and the original forf
(margins, page breaks, etc.) will always be maintained when the file is printed. In addition,
many common document formats, there are almost no viruses associated with PDF files. A
proposers to submit in any possible format would require the Commission to maintain an arg
software in different versionsand even then readability coutt be guaranteed in 100% of th
cases.

How?

The possibility of converting a text file into PDF is integrated into some word processors. |
this is not implemented in the word processor you are using, you can download special corn
software (cormercial software or downloadable freeware) from the web. Conversion into P
the last step in preparing a document for submission; since PDF documents are "locke
cannot be edited like normal text files.

The formatand structuref part B of a proposal (the description of the content of the proposal)

for the specific call ismeci fied in the HAPart B Templ at e
fiDownload Part B/Annexes Templatesd t he pr oposer dowrnfRTBads t
format)and uses it as a guide to structure the proposal Part B appropriately. Open the template
Part B RTF fie and edit itSave the fileand once finishedonvert it to PDF and then add it to

the proposal.

The Part B filename shoultbntainthe proposal acronym are structured as followsEco1-
08-ACRONYM. The file namecan only contain Latin letters-@, digits (0-9), the underscore

(), the dash-f and the dot (.) charactdt.cannot contaimny special characters or spaces.

If your proposal acronym contains spaces, you need to replace them in the file name, e.g. by
the underscore ().
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Part B checklist

- Part B is in PDF formacompatible with Adobe Acrobat version 5 or higher, with
embedded fonts)

- Filename ends in .pdf

- Filename doesnot contain any special characters or spaces

- The PDF Part B mustot be encryptedand the parameter that prevents printimgst
not be selected

- The proposal contains no unnecessary coloured or high resolution pictures. It will
printed in Black and White at 300dpi for evaluation.

- The PDFfile containing Part B is at a reasonable size: on average, a Part B is&bo
Mb. Do not upload a file |ger than 10 Mb.

OncethePat B f i |l e i Browsee ebtuead,onude tllmec aft e t he pe
Cl i c KploachProposalFiled t o upl oad the Part B file to

Tip| Do not use special characters in the file name. The system will prevent
you from uploading such files.

1.7.2 Part C - Detailed Budget

The Part C- Detailed Budgeffile provides detailed information about tlestimated
budget and costs of the proposal, broken down to the level of participants and work
packages. Each participant hasptovide information to the eordinator, whdfills the

data intathe Part C- Detailed Budgetile.

As with Part B, you are regstedtouse x c|l usi vely PDF (fAportable
compatible with Adobe Acrobat version 5 or higher, with embedded fémt$art C.

Other file formats will not be accepted by the syst&his means that you will convert

your XLS-document into &DFfile before uploadingBoth commercial and free tools to

convert files to PDF formatre widely available on the WEB. Also zipped (or otherwise
compressed) archives will not be accepted (PDF iscsetipressing, there is no gain in

zipping). Technicalproblems resulting from the use of other formats may lead to your
proposal being excluded

By <c¢l i c ki nDowoloadParh@Budigeteknpldied tcdoadinatordownloads the
template file(XLS format)and uses it as a guidefit in the Part C- Detailed Budgesection

appropriatelyOpen the template Pat XLS file and edit it. Save the filgnd once finished
convert it to PDF and then add it to the proposal.

The Part C- Detailed Budgefilename shouldontain the proposal acronym and be strred

as follows:Eco1-08-ACRONYM-Budget. The file namean only contain Latin letters-@,
digits (09), the underscore (), the dash dnd the dot (.) charactdt. cannot contairany
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