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What I1s the EPSS ?

SEVENTH FRAMEWORK

PROGRAMME

=» EPSS = Electronic Proposals Submission System

=» An electronic system enabling project coordinators to prepare
and submit their proposal online through the Internet using
a web site accessed seamlessly from Cordis (Participant Portal
In the future) or accessed directly once the participant is
registered

=» Operating 7 days a week, operating 24 hours a day, free of
charge to the participants, supporting most IT configurations,
avoiding paper based submission costs and issues

www.kpk.gov.pl



EPSS In the FP7 process chain
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Step 1.
Obtaining an account
from the EPSS
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http://cordis.europa.eu/fp7

SEVENTH FRAMEWORK
PROGRAMME

Print | Legal M

European Commission
~ CORDIS

Maps | Advanced Search

Seventh Framework Programme (FF7 fsearch al corpis

o
PR

FP7 Home

FF? newsroom
Understand FF7
Participate in FP7

Find a cal

Fedister your organisation

Preparation and Submission
of Proposals (EPSS)

Get sUpp

Find project partners
Find a project

Find a document

-» Practical Guide to EU
Funding

In the spotlight
m View the new EU RTDI mind
map online for funding
opportunities

» Reqgister as independent
experts for FP7: Evaluation,

monitoring and other
assistance

= View the lists of experts
that participated in the

ww w. k p . 3 — . '_- . evaluation of proposals

AT

o

el | >> Quick Links

what type of user are
you?
The Seventh Framework
Frogramme (FF7) is designed to
support a wide range of
participants... read more

Private company
Public organisation
Individual researchers

Outside the EU

Highlights

m New Ethics Help Desk for all
FF7 projects that need advice
or assistance

® The European Commission
published 53 Calls for Proposals
in warious thematic areas of the
Seventh Framework Frogramme
(FP7Y on 30 July 2009,

m On 232 June 2009,
Commission has adopted
acceptability criteria for average
personnel cost methodologies
in FF7.

O 15 June 2009,
Commission decided to
maintain the FF7 transitional
flat rate for indirect costs at
&0%

m FORCE is a new on-line tool
to edit and submit Forms C for
both FP-& and FP-7. It is now
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>
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http://cordis.europa.eu/fp7

Accessing the site

SEVENTH FRAMEWORK
PROGRAMME

G@ - |gi httpsf feasn epss-Fp7 .orglepssfwelcome. jsp ] Q I_f”gi |Google ||EE‘

File Edit “ew Favorites Tools Help

v o [@Epss FP7: Welcome I_l o fm - |k Page » () Todls ~

Electronic Proposal Submission Service (EPSS)
WigE) 7
. NN e 2607 - 2673

The EP5S web application is best viewed with
- Intemet Explorer 6.0 (and above)
- or Mozilla Firefox 1.0 (and above)

EPSS

Welcome to EPSS, the Electronic Proposal Submission Service

You have not selected a Call and Sub-Scheme.

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

b REGISTERL

I already have an online user name and a password LOGIN

I am a participant {not the coordinator) in a proposal and I need

a user name and password CONTACT YOUR COORDINATOR

VAV

‘ EPSS user quide

‘ Privacy Statement

lusernames and passwards are sent by e-rmail. The Carmmmission takes no responsihility for any potential loss, incarrect arrival,
non-delivery or use of the username and passward. It is the co-ordinator's responsibility to ensure that hefshe has
sufficient time to prepare and submit the proposal using EP5S5 after the receipt of the username and password. The
proposer takes the risk and responsibility to ensure that the e-rnail address provided is correct and assurnes all risks in case of
error, risuse, illegibility or loss of confidentiality or security. If you experience any difficulty receiving your user narme and
password, please contact the EPSE operator by e-mail support@epss-fp7.org or by phone +32-2-233 3760,

o Internet




Registration with PIC

SEVENTH FRAMEWORK
PROGRAMME

El5 )]

2

> |&] https:waw.epss-Fp?.Urg,ieps5,iregistrat\UnCUurdinatDrInfUrmat\Un.isp;jsessiun\d:DaD1012b30d?c30d1692FFEE48E1bc?decba?dﬁ:daZ.E3BQbxBMthPbODRbhuRcS‘Ibe‘@; 5 |I":' |

o

File Edt View Favorites Tools Help

ﬁ '{ﬁ [@EPSS FP7: Registration [

l @' @Vi.‘j}Pagev@TDUIsv =

Electronic Proposal Submission Service [EPSS]

. A= 5007 - 2573

Registration - Personal Details

EPSS

call Selected: FP7-ENERGY-2010-2
Sub-Scheme Selected: CP

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

PIC info?

pic | | [ Clear PIC-cata

Title *

First narne *

PIC - Verify Data

Organisation Shart Name * |

The PIC you entered iz associated with the data indicated below.
Fleaze verify and click OK if you accept.
After obtaining your EPSS account, you will =till be able to remove the PIC-data if you decide not to uze it

PIC information:
oic; 123456739

*

Telephone

E-rnail *

Warning: Only proposal Coordinatars should register. Partners should obtain the rec

Organisation information:

Crganization Legal Name: TEST Organization
Crganisation Short Name: TEST

Street name and number: Street 1

Daone

City: Brussels
Zountry: BELGILM
Postcode:1234
S AT e = ' W T w

il




Registration without PIC

SEVENTH FRAMEWORK
PROGRAMME

e
Go

-

| # | https: e epss-fp? .orgfepss|registrationCoordinatorInformation, jsp; jsessionid=0a0101 2b30d7c30d1692ffec45c 1 be72ddcba? decdaZ, e38QbxEMBROPBOORBhUR.C34R b '

oogle
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File Edit ‘“iew Favorites Tools Help
T e [@EPSSFW: Regiskration ] l - B Page - () Tools =
Electronic Proposal Submission Service [EPSS)
Sigr
. - - L4 ] e
i e 2007 - 2013
EPSS

Registration - Personal Details

Call Selected: FP7-ENERGY-2010-2
Sub-Scheme Selected: CP

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

PIC info?

pIc | | Clear PIC-data

Miew PIC data

First name * | | Surname *

Organisation Short Hame * | |

Telephone

YWarning: Only proposal Coording d register. Partners should obtain the registration information from t

al Coordinator,

VERIEY s

Done

LW

0 Internet

L 100%
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! )zcﬁ( 4



Login

SEVENTH FRAMEWORK
PROGRAMME

=» EPSS registration mail

=» The EPSS registration email, which contains the access codes to prepare and
submit the proposal, will be sent to the email address you define during the
registration.

=» First login

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

=» Go to https://www.epss-fp7.org to login

=» Subsequent logins

Go to https://lwww.epss-fp7.org

Introduce the —Coordinator or Other participant- User ID

Enter the —modified Coordinator or Other participant- Password

Note: By entering the proposal as another participant, you can only access
your A2 Form for editing. Other participants can view all proposal
information but only edit A2 forms.

2 2 7

www.kpk.gov.pl


https://www.epss-fp7.org
https://www.epss-fp7.org

Step 2.
Proposal setup
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General

SEVENTH FRAMEWORK
PROGRAMME

£ EPSS FP7: Prepare Proposal - Windows Internet Explorer
6-\;} b ‘E, https: /A, epss-fp7.org/epsspic/proposalGeneral. jsp V‘ 8 | (K| !hrussels airlines | B

. File Edit View Favorites Tools Help
* & (@]

— ; = E »
‘éEPSS FP7: Prepare P... % IE Citibank Belgium | l B e v |bPage v i Took ¥

Electrnnlc Proposal Submlssn:m Service [EPSS]) e sl

".i“f" . -{.- ; ?
- R 2007 - 2013

CORDIS: EPSS

Prepare Proposal Change Password Check validation Submit Proposal Logout
m Proposal Setup Part A Part B History

General Information

Call Selected: STANDARD_CALL PIC_ENABLED
Sub-Scheme Selected: CP-FP-INFSO
Proposal ID: Mot available

Proposal status: Propasal NOT submitted

The information below has been supplied during the registration phase; the information supplied during the
registration is not inherited in the EPSS account since it is considered indicative only; it cannot be modified but
is NOT used for the evaluation of the proposal. Make sure that the correct information is present in the A forms
and Part B.

Title: Test Title

Coordinator: Albert Einstein

Information about:

. The selected call

. The selected sub-scheme

. The proposal’s status

. The proposal number (if this has been submitted)
. The Coordinator’s Name (as registered)

. The proposal Title (as registered)

Done

‘4 start e

www.kpk.gov.pl




Add participant with PIC

SEVENTH FRAMEWORK
PROGRAMME

Important Legal Motice

.

2007 - 2013

Electronic Proposal Submission Service [EPSS])

B L.l [ Fr DT
I«

CORDIS: EPSS

Prepare Proposal Change Password Check validation Submit Proposal Logout
General Proposal Setup Part A Part B History

Proposal Participants
Participant ID Organisation short name A2-Link A3-Link E-mail(s)

1 Test = = Albert.Einstein@company.org Edit details

Add Participant

Participant Identification Code PIC infa?

T |[_ Clear PIC-data In the proposal setup section you define the number
of other participants that participate in your project.
| Note: The first participant is always the co-ordinator.

|
Participant E-mail(s) * | |

Organisation Short Name =+

To add another participant to the proposal, you may provide

the relevant participant's PIC number and must provide

a participant short name and e-mail address.

If a PIC is provided then the corresponding data will be retrieved
from the database once the corresponding A2 form is opened.

You shall make sure that the responsible participant opens the corresponding
A.2 form in order to finish validation.

www.kpk.gov.pl

o



Add participant without PIC

SEVENTH FRAMEWORK

PROGRAMME

CORDIS: EPSS

General Proposal Setup Part A

Proposal Participants

1 Test = (=]

Add Participant

Participant Identification Code PIC info?

PIC || Clear PIC-data

Organisation Short Name *+ |Partl |

Participant E-mail(s) i Ea,b@cnmpany,he |

Method of determining Indirect Costs Cost medel info?

EY.|

Actual Indirect Costs
Actual Indirect Costs calculated using a Simplified Method
Standard Flat Rate of 20%

Transitional Flat Rate (p.t. 60%)
|Lump Sum (only for ICPC)

www.kpk.gov.pl

Electronic Proposal Submission Service [EPSS])

R
B

L R _?_
! o 2007 - 2013
g

Prepare Proposal Change Password Check validation

Submit Proposal Logout
Part B History
E-mail{=s)

Participant ID Organisation short name AZ-Link A3-Link

Albert.Einstein@company.org Edit details

Status of your organisation Status infe?

Higher, secondary education

Important Legal Motice

Non Profit Organisation (O yes O no

Public Body O yes O no
Research Organisation O yes O no

astablishment O ves O no

The following information is also requested by filling manually —
mandatory fields marked with red asterisk:

. The legal status of organization

. The Method of determining the Indirect Cost

. Click "Add Participant®.

Once a participant is added, the system automatically creates an A2 form
and either an A3.1 form or extra rows in the A3/A4 form depending
on the call.

Those forms are accessible via the A2-Link, A3-Link buttons,
but they can also be found after clicking in the “Part A” Tab.




Step 3.
Part A — Administrative

forms

www.kpk.gov.pl



Part A — Administrative forms

SEVENTH FRAMEWORK
PROGRAMME

= EPSS FP7: Prepare Proposal - Windows Internet Explorer E”EHE‘

@; b ‘& hittps: ffwrarwr.epss-fo7.orgfepssfproposalParts. jsp \,‘ = ‘ % : ‘ e

File Edit VYiew Favorites Tools Help

2 —— = '— = »
ve & |g3]-| @epssreriLogn ‘[éEF’SS FP7: Prepare P. x| - d= - | hPage » () Tools v

Electronic Prnpusal Suhmlssmn Service [EF'SE] IHEr L Faas ebgn
_,.n 15D
.~ \"'

CORDIS: EPSS

Prepare Proposal Change Password Check Yalidation Submit Proposal Logout
General Proposal Setup Part B History
Part A

Click on a form name to edit online, or select form(s) and press download to view as PDF.
Scroll to battom of the form to save and validate form.

Scroll to bottom of the form for validation errors.

Note: Automatic calculations will only be performed if form is valid.

Form name Download (PDF)  Status

a1 0 Last updated 28/02/2007 11:25:16 CET by Coordinator

A2 Coordinatar O Last updated 28/02/2007 11:25:54 CET by Coordinator
AZ Parth ] Last updated 21/03/2007 18:18:37 CET by EPSS

A2 Parth O Last updated 21/03/2007 18:19:27 CET by EPSS

AZ Part C O Last updated 21/03/2007 18:19:56 CET by EPSS

A3 1 Coordinator O Last updated 06/03/2007 19:44:10 CET by Coordinator
A3 1 Parth O Last updated 21/03/2007 18:18:38 CET by EPSS

A3 1 Parth O Last updated 21/03/2007 18:19:27 CET by EPSS

A3 1PartC O Last updated 21/03/2007 18:19:57 CET by EPSS

A3 2 O

pieese nore tht ol czcnants n srasosais museens| 1 1€ PFOPOSErs need to fill in the A forms appropriately and save them

organisation to participate in the proposal and any pri
on the EPSS server. Also, each form can be downloaded as a PDF file.

Co-ordinators are advised to ensure that this is the c3l

Depending on the type of call (strictly call- and sub-scheme-specific),
Part A shows the overview of forms Al, A2, A3.1 and the summary A3.2
(certain subschema also have an A4 form or don’t have the A3.1/A3.2 forms).

Note: If a participant has been added with the use of PIC,
then a set of fields on the A2 form will already be pre-filled with information
as retrieved from the database. Only some of these fields are editable.

www.kpk.gov.pl
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Part A1 — Proposal Content

SEVENTH FRAMEWORK
PROGRAMME

£ A1 AIbEin - Windows Internet Explorer 3
_:’é';.https://wwW.epssffp'/',org/epss/formProcessor.jsp V! 9
.HEALTH-ZOU?-1.1-1 I- - ~

| frefF i

Free Keywords | |

Abstract (max. 2000 char.)

Similar proposals or signed contracts?

a) Has this proposal (or a very similar one) been previously submitted to a call
- =
for proposals of the 7th EU RTD Framework Programme? 1@ Jyes |t Ino

IF YES

- pilaanw aiverbwicill identir - When filling in the form please pay particular attention to the verification:
-plaes ol the prossal ecconscr mimmbet I knowe) |- . Fill in the fields with data. All fields on the forms are mandatory
Is this proposal (or a very similar one) currently being = (“-“ or “0” are the values that designate the “none” or “Non applicable” value)
submitted to another call under FP7? I¥ES | . . . . . .
IF YES plaase give the call identifier . The acronym will be used to identify your proposal efficiently in the call.
. It should be of no more than 20 characters (use standard Latin alphabet

and numbers only; no spaces, symbols or special characters please).

validation Emors | The same acronym should appear on each page of the part B of your proposal

Mo Validation Errors

I Save Form

Done

Press the “Validate” button at the bottom of the form:
. The validation is looking for formal errors in the forms
. If it finds errors, it indicates which fields are wrongly filled.

If all the necessary fields are filled in you will find “no validation errors”
at the bottom of the form.

www.kpk.gov.pl




Part A2.1 — Participants

SEVENTH FRAMEWORK
PROGRAMME

<3 https:/7213.246,205.39 - A2 Coordinator - Microsoft Internet Explorer [ZJ|§|E|

EUROPEAN COMMISSION Az 1 . S
- L ] e

7th Framework Programme an Collaborative Project

Research, Technological Participants
Devalopment and Demonstration

Proposal Mumber |noooor | Froposal Acronyin ey Parli-::ipantNumher:

If your organisation has already registered for FP7,
enter your Participant ldentity Code

Organisation Legal name |~ggg
Qrganisation short name '

Administrative Data

Legal address

B |
EEE] |

Street name ‘ | Number |5
|

Town :.aaa Postal Code/Cedex laaa

Country | Belgium v |

Internet homepage .

Status of your Organisation

Certain types of organisations benefit from special conditions under the FPT paricipation rules.
The Commission also collects data for statistical purposes.

The guidance notes will help yvou complete this section.

Reszearch organization means a legal entity

Please "tick' the relevant box(es) if your organisation falls into one or more of the following c
. established as 5 non-profit arganization which

Mot-for-profit organisation _ i lres * Inn carries out resesrch or technological developmert
Public hody _F}YES * ho as one of its main ohjectives.

Reserach organisation T ves | |no

Higher or secondary education establishrment | yes | no ~

E] Daone

www.kpk.gov.pl




Part A2.1 — Participants

SEVENTH FRAMEWORK

PROGRAMME

<} https:£1213.246.205.39 - &2 Coordinator - Microsoft Internet Explorer

1.1s your number of employees smaller than 2507 {full time equivalent) |~ e | g

2. Is your annual turnover smaller than € 50 million? T yas | ™ no
3.1s your annual balance sheet total smaller than € 43 million? [ ves [& g
4, Aire you an autonomous legal entity? " yes | ™ no

You are MOT an SME if yaur answer to question 1 is "WO"

androryour answer to both questions 2 and 3 is "MNO".

In all other cases, you might conform to the Commission's definition of an SME.
Please check the additional conditions given in the guidance notes to the forms

Following this check, do you conform to the Commission's definition of an SME & yas 1 Ina

Dependancies with (an)other participant(s)

Are there dependencies hetween your organisation and {anjother participant{s) in this proposal?

.ﬁ. Ve s :F jna
if Yes:
Participant Humber Organmisation Short Hame Character of dependence
0 | I | | Mone v_ |
0 B | None |
0 i '. i-Nnne -v_|

Contact Point

Person in charge (For the co-ordinator {participant humhber 1) this person
is the one who The Commission will contact in the first instance)

Family name aa First namey{s) aa

Title |35 . ' Sex

Position in the urgéhisatiun aa -
DepanmenUFacuIlyﬂnstituteIl_a't'mratnry namef... ag

Address (if different from the legal address)
|

Street name | | Number |_

@ Done é ﬁ Internet

www.kpk.gov.pl




Part A2.1 — Participants

SEVENTH FRAMEWORK

PROGRAMME

N https:/213.246.205.39 - A2 Coordinator - Microsoft Internet Explorer . [g
Are there dependencies hetween your organisation and {anjother participant(s) in this proposal? I
& j&.fes e ino
if Yes:
Participant Number Organisation Short Name Character of dependence
|a [ Mohe b
'!:I_ [- ' Mohe b
|a [ ] Mohe b

Contact Point

Person in charge {For the co-ordinator (participant humber 1) this person
i5 the one who The Commission will contact in the first instance)

Family name [aa | First name(s) aa

Title aa _ _ Sex |Fov_|
Position in the organisation |55 |
Department FacultyInstitute/'Laboratory name/...

Address (if different from the legal address)

Street name | Humber
Town i Postal Code/Cedex |
Country [ - + | Phone 1

Phone2 | Fax | | Email g

Mo value specified for mandatory field "Sex"

Mo value specified for mandatory field "DepartmentiF acultyinstitutelLaboratary namer,."
Mo walue specified for mandatory field "Humber”

Mo value specified for mandatory field "Fhone 1"

Sawve Form | Walidate | e

&] Done 5 @ nternet

www.kpk.gov.pl s




Part A3.1 — Budget

SEVENTH FRAMEWORK
PROGRAMME

2N https://213.246.205.39 - A3_1 CEE - Microsoft Internet Explorer

Proposal Submission Form

EUROPEAN COMMISSION
Tth Framework Programme on Collaborative Prnject A3 1 u B u d et
Research, Technological u u

Developmeant and Demonstration

Proposal Mumber |gononr | Proposal Acromym ypyey ) Faricipant Mumber [1
In FPY, there are different methods for calculating indirect costs. The warious options are explained in the guidance notes

** Please be aware that not all options are available to all types of organisations.

Please indicate the way in which you will report your indirect costs:

My legal entity is established in an ICPC

: “lyes |7 o
and | shall use the lump sum funding method | "
Type of Activity
Demons- . Coordi- Manage-
RTD tration Training hation Support ment Other Total

Personnel costs [-1non non | ] Il 530 o
Subcontracting (oo 0 (0 ] o 0 In
Other direct costs 1 '
Indirect costs EI T EI Demu:unstratiu:ur! au:_'t_iv'rties means ac:tiv'rtin_ss designed

: L : to prove the viability of newy technologies that
Lurr!p surmn, flat-rate or scale of unit i 1] [ ] [ offer a potential economic advantacge, but which
(option onhy for ICPC) | It Il cannot be commetcialized directly (e.9. testing of

product like prototypes).

Total budget L0 201 ] i 5T (o
Requested EC contribution |-500000 |-500000 |0 _ ] -500000 |-50000 |
Total Receipts -500000

ValidawonBrrors Note: the system does not verify

Mo Validation Errors

E e s the information entered at this stage
@1 Done Ig|
I

www.kpk.gov.pl
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Step 4.
Part B — Proposal content
and annexes
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SEVENTH FRAMEWORK
PROGRAMME

File Edt Wiew Favorites Tools  Help

W [@EPSS FP7: Prepare Proposal ]_l -8 o - =k Page - £ Took ~

Electronic Proposal Submission Service [EPSS)

i
-1% .‘_ \ : 4—?
. ! _“:_ 2007 - 2013

EPEE
Prepare Proposal Change Password Check Yalidation Submit Proposal Logout
General Proposal Setup Part A Part B & Annexes History
PART B Upload Why only PDF?Help with PDF

Specify the location of the Part B file to be uploaded:

File: | |[_Browse

[ Upload Proposal File ]

For the proposal content (Fart B) you must use exclusively PDF ("Portable Document Format”, compatible with Adobe Acrobat
Reader version 5 or higher, with embedded fonts), It is recommended not to upload very big files, To keep sizes down avoid
colour and unnecessary high resolution pictures and graphs. The average size of a research proposal is 2MB (less for mobility
actions), rou should aim to restrict your proposal to under 3MB, and under no circumstances try to upload a file larger than
10MB

Download Part B / other Templates (zip file)

PART B Overview

Mo Part B file uploaded.

0 Internet

www.kpk.gov.pl



Part B — Proposal Content

SEVENTH FRAMEWORK

PROGRAMME

>

The format of part B of a proposal (the description of the content of the
proposal) for the specific call is specified in the so called “Part B Template” file.

Use exclusively PDF (“portable document format”, compatible with Adobe Acrobat
version 5 or higher, with embedded fonts). Other file formats will NOT be
accepted by the system.

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

Unless otherwise specified in the call legal text, only one PDF file comprising the complete
technical annex (part B) can be uploaded. Further files with annexes or additional
information (company brochures, supporting documentation, reports, audio, video,
multimedia etc.) will be rejected during the evaluation of the proposal.

There are some calls though (i.e. calls for the Marie Curie funds) that request two separate
Part B files namely Section 1 and Section 2. If this is the case, then all instructions remain
the same with the only difference that the user will have to provide 2 separate files. Format
and naming convention applies for these files.

www.kpk.gov.pl



Part B — Annexes

SEVENTH FRAMEWORK
PROGRAMME

=» For the majority of instruments and project types in FP7, part A and part B form the
complete proposal, so it might be that this section does not appear for your case.

=» [For some particular actions, additional annexes can be required. In this case, you can use
the Annex Upload section to locate and upload them. You should not annex any other files
unless this is specifically requested in the Call Text. For the Annex content the only
supported format is PDF (and XLS in specific calls). The Annex filename must be
different from the Part B filename. Please respect the maximum size limit of 10 MB.

=» In case of uploading annexes to the EPSS, please make sure that the name of the annex
file is NOT identical with the name of your part B file!

-» Before being saved to the EPSS database, the Part B and Annex files are checked for
viruses. If files are found to be infected they are rejected by the system and the user is
warned.

www.kpk.gov.pl



Part B — Successful upload

SEVENTH FRAMEWORK
PROGRAMME

< EPSS FP7: Prepare Proposal - Windows Internet Explorer

@ |Ehttps /[ www .epss-fp7.org/epss/proposalPartBupload.jsp

21 & |[%][x] [coogte ek

File Edlt View Favorites Tools Help

’7‘ - Ej d - [y Page~ CiTools~

Electr‘unlc Proposal Submlssmn Service (EPS55)

e Wi
‘”’ir q:) ?
CORDIS = 2007 - 2013

CORDIS: EPSS

Prepare Proposal Change Password Check Validation Submit Proposal Logout
General Proposal Setup Part A History

Part B Upload

Please wait... processing upload

File upload complete, please wait...

File daskal4.pdf was uploaded successfully
CheckSum: acch53a7b7b8a655400f2ed3a6dd4932

Your Part B has been uploaded on the EPSS System.
If your forms are ready, please press the submit button
to have your proposal evaluated for the next deadline.

Submit NOW | Submit LATER

“ Publications Office

If the proposal is ready you should click on “Submit NOW” and all buttons that follow
in order to submit it.

| Done

B3 ~ E

B3 ~ ~E. [TE.

If not, then click on “Submit LATER” or any other of the Tabs in order
to continue with its preparation. >

www.kpk.gov.pl




Part B — Tips

SEVENTH FRAMEWORK
PROGRAMME

=» Upload your proposal early in the process and press the “submit” button and all
buttons that follow in the subsequent pages. Doing this ensures that an interim
version of the proposal text (the part B) is already present on the system.
Remember that the system allows multiple uploads of the proposal text
and this facility should be used to avoid the call closure rush.

=» In some rare instances, the proposal may be altered while in transit on the
Internet. To check that the uploaded file has been received unaltered, perform a
download of the part B.

=» Practice the conversion of the file to the PDF format. The conversion may take
an extended period of time if the page layout is complex or contains graphics.
There is no point in creating a PDF document with a resolution higher than 300
DPI and in black and white. Nuances of grey may be reproduced but should be
avoided for legibility purposes

www.kpk.gov.pl
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Validation
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B & |sslix)[coose |

= - 8 e - |ir Page ¥ i Tools ~

ows Internet Explorer

EPSS FP7: Submit Propos
<) # Inttps: // www.epss-fp7.org/ epss/validationCheck.jsp

7Fig Edit
S 4 |ud|- |l CORDIS: IP7 : Calls | @ £pss HPs: Sub.
]

coRRIE -‘ é 1 =
Suhmir proposat tagonr

Check valldation

ew Favorites Tools Help

]
Electronic Proposal Submission Service [EPSS)
5607 - 2013

coRDIS: EPSS
Change pPassward

Prepare Propasal
It is the rasponsibility of tha co-

Vvalidation Check
oamplete and the basic requirements are ma

Ihese chacks are meraly to ensure that all forms ar
ordinater to ensure that the proposal meats all the cligibility requirements specified in the call for proposals

Rules
All Part A forms for all participants exis
all compulsory fields in all fonns have valid values

stined for tha call, are satishad

Partnarship raquirama;
Part D file exists. If annexes are defined, annex files exist.

runp

The validation check proceeds by checking the rules in the order specified above. If any of the rules tail, the check shall stop
Po!

immediately and the system shall present =

Please press Next to procssd with the validation check.
noxt
’ T =rcs Fnq . Daste m Publications Office

ityCheck.jsp

£ https://www.epss-fp7.org/epss/eligl
View Favoriles
E'nl' l&‘ CORDIS: FP/ : Calls 1 & EPSS FP7: Chec... x [

Tools  Help

2007 - 2013

Electronic Proposal Submission Service [EPSS)

T

- p’f%

CORDIS
Submit Proposal

Check Validation

that your proposal is valid for this call

Logout

CORDIS: EPSS
Prepare Proposal Change Password

Validation Check

Validation check: SUCCESSFUL
Praliminary automatic checking has not detecred any errors_
ive and do not g

However these checks are no
If you wish, you may submit the Proposal now.
If you make further modifications you may submit again before the call deadline.

][ Submit LATER |

[ submit NOW
This check is merely to ensure that all forms are complete and the basic requirements are met. It is the responsibility of the co-
proposal masts all tha reg in tha call for proposals
op [ CORDIS Services | EPSS FAQ | EPSS Help D “ Publications Office

ardinator to ensure that the

Please note that during the validation process Errors or Warnings may be reported.

It is still possible to submit a proposal, which has Warnings;
it is NOT possible to submit a proposal that has Errors.




Step 6.
Submission

www.kpk.gov.pl



Submit proposal
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(2 EPSS FP7: Submit Proposal - Windows Internet Explorer

@ g v Bl hitps: v epss-fa? orglepss submissiond. jsp V‘ g | he iR 1Mwss univers

File  Edit ‘“iew Favorites Tooks Help

w ‘@EPSS FP7: Submit Proposal

\ BB @ e Grws

. . . - I rtant Ls | Noti
Electronic Proposal Submission Service (EPSS) Mo ees i

e 2007 - 2013
CORDIS: EPSS
Prepare Proposal Change Password Check validation Submit Proposal Logout

Proposal submission

Modifications to proposals are possible at any time before the deadline, also after an initial submission. The latest version
svailable at the deadline is considersd as the one submitted, Far cantinuously open calls, this pracedurs appliss ta the
intermediate closure dates. This means that, at each intermediate closure date all proposals with the status "Submitted” will
be locked and evaluated and there will be na mare possibility ta madify them, When resubmitting you autematically accept ta
withdraw the previously submitted proposal by replacing it with the new warsion.,

By submitting this proposal the co-ordinator confirms that all necessary internal authorisations have been obtained by all
participants in order to permit your organisation to submit it and that the submission complies with any internal requirements
of the participants’ organisations relating to the submission of such proposals.

In doing so the co-ordinator accepts that the Commission takes no responsibility for the evaluation or selection of any
proposal which subsequently proves not b have been authorised by the competent officials of the participants’ organisation
(s).

Please press the button below to have your proposal submitted.

[ Press this button to submit the proposal ]

e PSS FAG | 55 Help Desk: n Publications Office

Done

In order to complete the proposal submission the proposer must select
the “Submit Proposal” section

Without explicit submission, all the uploaded data (Forms, Part B, and Annexes)
are simply saved in the EPSS database without forming a proposal package and
without being recognized as a submitted proposal.
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Successful submission
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EPSS FP7: Submit Proposal - Windows Internet Explorer

@Dv & |https://www.epss-fp7.org/epss/submission3.jsp b (I Bhe . | (ol

File Edit

iew Favorites Tools Help

HgCORDIS PP Calls @ EPSS FP7: Sub... x[i‘ & - B o - |2 Page v i Tools v

Electronic Proposal Submission Service [EPSS)
?
CORDIS —— 2007 - 2013

CORDIS: EPSS

Prepare Proposal Change Password Check validation Submit Proposal Logout

Validation Check

Proposal submission

The proposal with ID 000184 has been successfully submitted at 16/02/2007 18:51:37 CET

Call ID: FP7-TEST-MULT-PART
Instrument: CP-IP
Title: Test title

Part A forms:
A1 AlbEin

A2 Coordinator
A2 PartaA

AZ_1 AlbEin
A3_1 PartA

Part B file:

Checksum:
e idaskabi pdt accbs2a7b7bsasss400f2ed3asdd4932

Part B Annexes:

Comments: No comments provided

n Publicaticns Of

& Internet H100% -

/] Done

www.kpk.gov.pl
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Unsuccessful submission
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Windows Internet Ex|

> &1 https: /Awwww . epss-Th7 .org/epss fsubmission2. jsp v & ][#][x I; o] 2=
Eile Edit View Favoritss Took  Help
% & [g8]-[@erss FeriLogn |@erss rr7: submiter.. x [ = - [rPage v (3 Tonle v

Electronic Proposal Submission Service [EPSS) IRHOHERLEOANOtER
LA
12 i 7
--—il’ : “:)'-
Ry 7

2007 - 2013

CORDIS: EPSS
Prepare Proposal Change Password Check validation Submit Propos. Logout
validation Check
validation checl: FAILED
Failure: Forms A2 PartA, A2 PartB, AZ Part C, A3_1 Parth, A3 1 PartB, A3_1 Part C have validation errors or have not been
saved, Please fix befare submissi

Preliminary automatic checking has detected errors.
Your Proposal cannot be submi

This check is merely to ensure that all forms are complete and the basic requirements are met. It is the responsibility of the
co-ordinator to ensure that the proposal meets all the eliibility requirements specified in the call for propos.

Done

€ Internet #100% -
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Conclusion
Using the EPSS
successfully
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How should | proceed as a coordinator?
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Access the Cordis website for a specific call, register on the EPSS
Check your electronic mail for the EPSS access details & FAQ

Login for accessing the online EPSS

Change the passwords for the coordinator and the partners

Send the partner’s username and password to the partners

Set-up the proposal by indicating the number of participants, their participant
id, name and email addresses, once in the registration process and after in
the proposal setup screen

Edit Part A forms (object, participants, budget)

Upload the Part B file (detailed proposal text)

Upload Part B annexes if needed or required

Validate proposal to ensure basic checks are satisfied

Submit the proposal

Download the submitted file and check it is what you wish to submit
Verify that the system gives a proposal number

Logout and check your email for a confirmation mail

L0 2 7

L 2 B L
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Main tips
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=» The submit button disappears at 17:00:00.000, CET if you
refresh the page

=» No special characters in file names. Stick to ‘A-Z), ‘0-9’, *-’

=» The system allows multiple submissions. Use the facility but do
not abuse.

=» Do not change budgets at the last moment: this may prevent
you from getting the proposal submitted on time

=» Do not upload the proposal at the last moment: this invalidates
the previous submission

=» Monitor CORDIS: the two systems are independent

In case of doubt, get support early:
contact the EPSS help desk on
+32 2 23 33 760 or support@epss-fp7.org
(workdays from 08:00 to 20:00)

www.kpk.gov.pl
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POVG

Participant Data Management
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URF operation

Research Community Legal EntitD

A
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The steps to register
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PROGRAMME

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

STEP 2: If your organisation is not yet registered, you will need to obtain a
Portal Account to begin the registration process. Please register with ECAS to
obtain an ECAS account and password.

STEP 3: Register your organisation using your ECAS account details. Submit
your registration information to the Central Validation Team (CVT).

STEP 4: CVT will then complete the necessary steps to identify your
organisation. During this period, it is possible to upload additional documents.

STEP 5: After identification, the CVT begins a verification process that will
eventually lead to the appointment of a Legal Entity Appointed Representative
(LEAR). During this period, the data that you have declared about your
organisation can no longer be modified. You will however still be able to
upload up to 10 Mb of additional supporting documents.

When your data has been validated by the CVT the organisation data may be
maintained only by the LEAR.

Upon registering your organisation, you will receive a Participant Identification
Code (PIC).

www.kpk.gov.pl



7 Documents for verification

* A copy of official document showing legal name,
address, registration number

* A copy of VAT registration document

e Balance sheet

* Profit and loss account

o Statutory audit report on financial statements.
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Research Par Portal - Windows

(<1

Fil=  Edit Wiew Favorites Tools  Help

- |§, http:,l’,l'ec.europa.eu,l’research,l’participants,l’portal,l’appmanager,l’participants,l’portal;er?_SESSION_ID=RszKkDLGGcz1FyJVBD?DthBshQQZTNHNFKbGngKSBQQHZSMGn!-2??533V| 45| K | 2~

wr ahe I & Research Participant Portal I |

t this si ct | Legal M

|3

European Commission

RESEARCH - Participants

| Home My Orga ns FPY Documentation |

Register I Search |

LOGIH REGISTER HEW ORGAHISATIOH

Registering an organisation will allow you to receive its Participant Identification Code {PIC). More information about PICs can be found
Loin here
Using a PIC for your organisation has several advantages which are fully explained in this FAQ entry.

You dont have an ECAS
account yet?
Please redister

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

You will receive an ECAS passwoard and with this password you can register your arganisatiof
ECAS help is availabls here. p p y nistar yi q -.

Portal registration demo is
available here

FAQ

The answers to the most
freguent gquestions that are
submitted to the eFPY service
desk

See the online user manual

Watch the demonstration of the
Participant Portal:

- Introduction

- For all users

- For LEARS

- For Coordinators

- zetting support

“ou can consult FAGQS

== read more

WHAT'S HEW
Participant Portal v1.2

= Support for participant
contacts on & project
[neswy roles)

m Reviewwed layout of the
Organisations and
MyProjects tabs

= hew contact Form

m PMewy tab called by Roles
dizplaying your roles

P

https: ffec. europa. eufresearchiparticipantsfurf/securefnew/participantRegistration. do ‘-j Local intranek Eo100% v

TRon g
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Research Par Portal - Windows

@@ > |§, http:jiec.europa.eufresearchyiparticipantsfportalfappmanager)participantsfportal? _nfpb=trued_pagel abel=searchorganisations

Fil=  Edit Wiew Favorites Tools  Help

wr ahe I & Research Participant Portal I |

t this si ct | Legal M ~
European Commission
RESEARCH - Participants
h
i Home . My Organisations i FPT Documentation
| Register I. Search |
LOGIH SEARCH ORGAHISATIONS
Lt Please fill in the search criteria to find the organisation
“ou dont have an ECAS It is obligatory to complete either the "legal name" field or the "WAT number” field with at least a three character string. The other search
account yet? fields can he left blank.
Please redister However, too unspecific queries may result in a long results list. The results list are truncated after the 200th record.
If searching for a legal name in the national language does notyield results you might try with a translation in English
ECAS help is availakle here.
X . . NOTE:
Portal registration demo is Search PIC functionality applies only to WALIDATED Organisations
available here
Name of the or isation®*; | VAT number?; | |
FAQ ) L
The answers to the most Country: | = | City: | |
freguent gquestions that are
submitted to the eFPY service
desk
See the online user manual ' -
onling user manual s
Wistch the demonstration of the p = r 'l h] g
Participant Portal:
- Introduction
- For all users
- For LEAR:
B mna‘tors FPleasze enterthe verification code below: |
- zetting support
You can consult EAGS * Mandatory fislds T
2= read more
Participant Portal v1.2
= Support for participant
contacts on & project
[neswy roles)
m Reviewwed layout of the
Organisations and
MyProjects tabs
= hew contact Form
m PMewy tab called by Roles
dizplaying your roles ot

Done ‘-j Local intranet L 100% T

TRon g
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LEAR
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LEARS have better control of data:

 Document upload and management (e.g.
balance sheet or viewing previous
correspondence)

 LEARS can access the list of projects that their
organisations are currently working on, including
project details.

» Access via the Participant Portal

www.kpk.gov.pl



LEAR
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-> VIEW / UPDATE PARTICIPANT DATA

Your Data (edit mode):

ORGANISATION DATA LEGAL ADDRESS STATUS OF THE ORGANISATICN BALANCE SHEET ENTERFRISE DATA DOCUMENT MANAGEMENT

LOGOUT

Please click here to logout:

New Documents
[ Flename | sue |  Date | Descioton _____original]

0 KB 17-04-2009 Data files for balance sheet ‘

Existing Documents

-mm‘

\&) @__L.I-I 0290115VW_ACC SHEET.xl= 207 KB 17-04-2009 Loaded from PDM with Privacy = false
,;‘ el Lo S
\&) _—I ABAC REQUEST.rtf 7879 KB 17-04-2009 3eme fichier - status = walidation new
[\&) mf Buswaterloo-pdf.pdf 79 KB 17-04-2009 Uploaded while status = walidation on going

0 KB 17-04-2009 Data files for balance sheet

fileformat. bt 0 KB 17-D4-2009 again during walidation on going + original

=/

Second document durant status = Identification on

[ —‘ INFSOclean?.doc - = .
&) J INFSOclean2.doc 23 KB 17-04-2009 T
|
| ] E-‘ IPG alignement for URF.doc -0N4-
&) _'| G alignement for URF.doc 182 KB 17-04-2009 Testi
&) @ P DocMgt.vsd 1082 KB 17-04-2009 big
* Mandatory Fields

www.kpk.gov.pl
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PDM — URF
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Important links:

Participant portal:
http://ec.europa.eu/Zresearch/participants/portal

Technical helpdesk of URF:
DIGIT-EFP7-SUPPORT@ec.europa.eu

Mail box of Central Validation Team:
REA-URF-VALIDATION@ec.europa.eu

Questions about FP7
www.ec.europa.eu/Zresearch/fp7

www.kpk.gov.pl
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7 Where to find support for FP7
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For More Information:

Project Office
22-B, Saksahans’koho Str.

Suite 29, 4th floor
Kyiv, 01033 Ukraine FOR ENHANCING UKRAINE’'S

Tel/fax: +380 44 289 13 15
E-mail: INTEGRATION INTO THE

JOINT SUPPORT OFFICE (JSO)

EU RESEARCH AREA (ERA)

FP7 National Information Point

for EU-Ukraine Cooperation in Science &
Technology (NIP Ukraine)

Office 801

180, Gorkoho Str.

Kyiv, 03680 Ukraine

Tel/fax: + 380 44 529 0332

E-mail:

Website:

ccoRYS A [ 7.

A Project implemented by an

This project is funded by ECORYS-led Consortium

the European Union
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