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INTRODUCTION

This document is the user guide to the Offline Etuc Proposal Tool (EPT) of the Electronic
Proposal Submission System (EPSS).

Principle of operation
The Electronic Proposal Tool (EPT) is an applicattbat enables the offline preparation and

submission of electronic proposals. This applications at the user’s local hardware without the
need for on-line connection.

The users of this application are the participafitthe proposal. Proposal co-ordinators use EPT
to prepare, edit forms and submit the proposallengrioposal partners use EPT to edit forms.

Co-ordinators download EPT and electronic formsnftbe EPSS website, define the participants
of the proposal, edit electronic forms, send fotmpartners and collect the filled forms from the
partners, and, finally, they submit the proposal.

Partners download EPT from the EPSS website, readirctronic forms from the co-ordinator,
edit the forms and send the forms to the co-ordimat

Getting Help

For further help and guidance, please contact BfeEHelpdesk:
. By phone at32 22 33 37 60
« By e-mail to support @pss-fp6.org

Website Address

The EPSS website is accessed through the CORDISp@B6és athttp://www.cordis.lu/fp6
Navigate to thePrepare & Submit a Proposal section to download the EPT Tool and the EPT
Forms.
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PROPOSAL PROCESS ROADMAP

This section provides an overview of the requiréebs in order to “Prepare and Submit a
Proposal” using the EPT Tool.

The steps presented below are described in dettikifollowing sections:

Co-ordinator steps:

1. Download and Install the EPT Tool.

2. Unzip and download an EPT Form package for tesired call on your hard disk.
(Saving the files on a network drive will probaldguse errors) The EPT Form package
also includes the Part B template file.

3. Launch the EPT Tool; Select the Proposal Edipdion.

4. Open the proposal file provided in the EPT Fpankage for the desired call.

5. Set-up the proposal by indicating the numberasficipants, their participant id, name and

email addresses.

Edit Part A forms.

Export Part A form to each partner. Creates R gackage with Part A for the selected

Partner. Alternatively the coordinator can edit paetner’'s A2 forms. In this case, step 8

and as well as the Partner steps can be skipped.

Import Part A forms from each partner, aftelythemplete and return forms.

Provide Part B file, based on template incluthethe EPT Form package. The file format

for the Part B must be PDF. Both commercial an@ fi@ols to convert files to PDF

format are widely available on the WEB.

10. Provide Part B annexes. ( Not allowed for nodshe calls)

11. Validate proposal to ensure basic checks aistied.

12. Create Proposal Package. You can create agabpackage as many times as needed in
order to update information.

13. Create Proposal Package:

e Either: To submit the proposal on a CD or disketeeregular mail (include a paper
copy).

e Or: To register with the online EPSS system andrsuproposal electronically by
uploading the Proposal Package.

NOo

© ©

Partner steps:

Download and Install the EPT Tool.

Launch the EPT Tool; Select the Form Editorapti
Receive Part A form ZIP package from co-ordinato
Unzip Part A form ZIP package to a desired liocat
Open and edit Part A form.

Send completed Part A form back to co-ordinator.

ouhwnE
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INSTALLATION

Requirements

At least Pentium Il 166MHz or faster processor. tem Il 350MHz and higher
recommended.

At least 64 megabytes of physical RAM. 128 megabwgted higher recommended.

At least 40 megabytes of free disk space.

Microsoft Windows 98/NT/2000/XP or Linux 2.4.x amaother Java-compatible platform.
Java Run Time Environment (JRE) version 1.3. Tlifwsare can be downloaded at
http://java.sun.com/j2se/1.3/download.htRlease note that this software is pre-installed
on certain UNIX machines, Mac OS X machines and erewindows releases.
Also, read below about the possibility of downloaglia pre-packaged EPT release that
includes the JRE.

Adobe Acrobat Reader. In order to view and priveg generated PDFs, Adobe Acrobat
Reader is required. This software can be downlbad®or free at:
http://www.adobe.com/products/acrobat/readermain.ht

ZIP archive utility. The EPT Forms are distribusampressed. In order to use them you
will need an extracting utility. WinZip and PKZRKUnzip will allow the extraction of
the EPT Form Package.

Macintosh users must install OSX2 and the Safaowber in order to perform an
electronic submission. The Safari browser is abélathttp://www.apple.com/safari

The EPT requires that the data (Part B, proposaiazge etc) reside on the local hard disk.
You can store and save the Part B to remote desiogls as network drives or solid-state
memory devices (e.g. Memory sticks), but when tR& Beeds to access the data, it must
first be copied locally. This is strongly suggestetause bad quality of communication
between the local computer and the remote devigatmésult in problems.

Getting EPT

The EPT Tool and the EPT Forms can be downloadedn fthe EPSS web site at
http://www.cordis.lu/fpéunder thePrepare & Submit a Proposal section.

The EPT Tool needs to be downloaded only once.

The EPT Forms are customised for each call andumsnt and, therefore, have to be
downloaded separately.

Which version of EPT do | need?
The EPT is provided in two packages in order tesafise installation process.

A MS Windows platform release that includes the Java Runtime EnvironniEmis
release includes the JRE and an installer, asgiiminstallation process. Download this
version if you have a Windows platform. Pleaseertbat the size of this release is about
6.5 MB.

A Java version, which requires the JRE pre-installed.wbload this version if you have
pre-installed the JRE, if you have a UNIX or a MAIS X machine. MAC OS9 is not
supported. Please note that the size of thisselsaabout 1.5 MB.
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Installing the MS Windows platform release

Download the MS Windows installation ZIP packagenirthe download pages. Unzip the
downloaded file and double click on the instalbee@utable.

The installation procedure should take around 2@rs#s to complete and you will be informed
when the process has been completed via a messagadicating the location where the tool has
been installed. (See figure below).

iE Electronic Propozal Tool Setup: Inztalling Files

Created uninztaller: c:A\EPT ooltbinhuninztalEPT . exe

iE Electionic Proposal Tool Setup  [E3

Electronic Propozal Tool Setup iz complete.
Tool install directom : c:AEPT ool

Eanzel | Electionic Propoeal Tl Close |

The installation process has created a new dingaoryour local hard drive, called C:\EPTool.
Click ‘OK’ and then close the Installation form.

The following directories will be created in the'&#®l directory:
¢ Bin (holding the EPT program files)

¢ JRE (Java Runtime Environment program files)

e Help (Help files)

Important : Remember to download the EPT Forms for a desiaficand instrument separately.

Installing the Java platform release

If you already have the Java Runtime Environmenyaur system, download the Java installation
ZIP from the download pages. Unzip the downloadsthllation to a desired directory.

The following directories will be created in theiracted directory:
e Bin (holding the EPT program files)
e Help (Help files)

Important : Remember to download the EPT Forms for a desiaéicand instrument separately.
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LAUNCHING THE ‘Electronic Proposal Tool’

In order to launch the Electronic Proposal Toolfqgen the following action depending on your
machine:

e On MS Windows machines, double-click on tH&:\EPTool\bin\Runme.bat batch file.
If you installed the EPT Tool with the installen &on called “Electronic Proposal Tool”
is also created on the desktop; you can doublk olicthe icon to launch the EPT Tool.

e OnUNIX machines execute tledPTool/bin/Runme.shscript.

e OnMac OS X machines double click on the EPTool\bin\ept.janic

Upon launching, you are presented with the welceaneen, shown below, providing two options.
You can either launch tHRROPOSAL EDITOR or theFORM EDITOR .

ﬁElectrnnit Proposal Tool 2.34 =10 x|
e _—— - - -
é::— = Flectronic Proposal Submission System
The Sixth Framework
Prograrnrme
Proposzal Editor allows coordinators to prepare, Proposal Editar
nanage and submit a proposal. IE vou are a

coordinator, please click on the proposal editor
button to start the Proposal Editor application.

Form Editor allows parthners to edit and print {g e Bl
forms. If you are a partner, please click on the
form editor button to start the Form Editor
application.

The PROPOSAL EDITOR allows co-ordinators to prepare, manage and pa&ckagroposal in
order to be submitted. If your proposal includetipigants, then younust select this option first

in order to configure your proposal so that pgocits may be able to complete the forms relevant
to them. The PROPOSAL EDITOR is to be used by rctrators.

The FORM EDITOR allows partners to complete forms related to tpaiticipation. The forms
are provided to partners by the co-ordinator ofptfegosal.
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PROPOSAL EDITOR

The figure below shows the Proposal Editor welcaoreen.

Froposal Help

] . "
=% Electronic Proposal Submission System
= -
The Sixth Framework Electronic Proposal Tool
Progr arnrne

elcome to the Electronic Proposal Submission System
Electronic Proposal Toaol

|»

To set-up a proposal click on the proposal section of the menu and then on open. Browse and open the
EFT packane for the desired call. Please note that EFT packages must he downloaded separately for
each call and are not included with the EPT tool.

Flease note that the submission of proposals must be authorised at the appropriate level within the
organisation of each of the partners. Before submitting a proposal the co-ordinataor should ensure that
this is the case.

Technical supportis available at +32 22 333 760 | |
e-mail: supportigepss-fhe.org j

For illustration purposes, the rest of the manullluge the'lntegrated Projects’ Instrument for
Call ‘FP6-2002-FOOD-1".
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e To open the proposal, click on the Menu optieroposal’ located in the top left hand side of
the screen and select ti@pen’ option (as shown in the figure below) to open @pesal.

Proposal Editor

Clogse Al+C

N Electronic Proposal Submission System

= =
€=
The Sixth Framework Flectronic Proposal Tool

Progr arnrne

elcome to the Electronic Proposal Submission System
Electronic Proposal Toaol

|»

To set-up a proposal click on the proposal section of the menu and then on open. Browse and open the
EFT package far the desired call. Please note that EPT packages must he downloaded separately for
each call and are not included with the EPT tool.

Flease note that the submission of proposals must be authorised at the appropriate level within the
arganisation of each of the partners. Before submitting a proposal the co-ardinator should ensure that
this is the case.

Technical supportis available at +32 22 333 760
e-mail: suppot@enss-fob.org Ll

e Locate the proposal fil€:\IP\ FP6-2002-FOOD-1-1P.epd.

= Iect proposal file to open

Look in: I;ITestF'ackage ;I | | I‘fﬁl

| FPB-2002-Food-1-1P epd

File name: |FPE-2DD2-FDDd-1-IF'.Epd Dpen |

iOpen selected ﬂle|
—T — |

Files of type: I*.epd

e This file holds all the information pertinent towrgproposal set-up. Select this file and open it
as instructed.
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General Screen
General — This provides general information pertirie your proposal.

Name and location of the Proposal file.

Name of the instrument selected.

Call ID selected.

Call Closure Date. Please note that for calls witlitiple submission dates, the latest date is
displayed.

E *roposal Editor

Froposal Help

| Proposal Eetupl F'artAl F'artEII Validation | Package

Froposal file: ID:IgﬂF‘rDjectSIIntraSDﬂIEF'EBIEpt’tmanuaIITeStF'ackageIFF‘E-EDDE-FDDd-1-IF'.epd
Instrument: IIF'
Call 1D IFPE-EDDE-FDDd-1

Call Closure Date: |1 5-04-2003 17:00:00 CET (Brussels Time)

Please naote that the submission of proposals must he autharised atthe appropriate level within the
arganisation of each ofthe partners. Before submitting a proposal the co-ordinator should ensure that this
isthe case.

Technical support is available at +32 22 333 76O
e-mail: suppot@enss-fob.org
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Proposal Set-up

Following the provision of general informationtie Proposal Set-up phase of the process where
you will be given the opportunity to input the ditaf your Proposal and the relevant participants
involved.

Froposal Help

General Proposal Setup | parta | PartB | validation | Package

number of padicipants: 3 t | Y |
Faricipant # Type Marme e-rmail

| Coordinatar  [John Srmith | S ECOMpany.com

2 Fartner 1 James Black jamesig@emails.com

3 Farther 2 Ritta mMcDonald rmEmecdonald.com

This screen shows a grid, which holds the followdeggils:

e Participant number (automatically generated).

e Participant Type: Coordinator or Partner (by defthe co-ordinator exists already).
e Name of the participant.

e Email address of the participant.

At the top right-hand corner, there are 4 buttevtsch will be used when adding in the details of
the participants.

Follow the following procedures to fill out thiscten:
Name Type in here a name pertinent to the Coordinator.
Email: An email address relevant to the Participanti¢mgatl). In case of an on-line electronic

submission, the e-mail address provided here wiliked by the EPSS service in order to send an
automatic electronic submission confirmation e-mail
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Add Participant:

Click on the b button to add a participant. Automatically, thetlegpant Number is filled,
along with the Participant Type, denoted by type @mk, i.e. ‘Partner 1'.

Type the appropriate Name and email address.

Please note that, for some calls, the maximum nuwibeartners per proposal may be limited
(see call text)"

Delete Participant

Click on the = button to suppress a participant from your liste Participant Numbers and
the Participant Types are changed accordingly {eRgartner 5 out of 8 is suppressed then the
Previous Partner 6 becomes Partner 5, etc.).

Please note that when deleting a Participant,ssib@ated Part A forms are deleted as well.
For example, when deleting Partner 5, the A2 fasnPfartner 5 will also be deleted.

Move a Partner to a higher position

Click on the v button to move a partner up one row at a time.

The Participant No. and the Type will be changadmatically to reflect the change.

Please note that when moving Partners, the assddratrt A forms are automatically modified
to indicate the new Participant No.

Move a Partner to a lower position

Click on the * button to move a partner down one row at a time.

The Participant No. and the Type will be changedmatically to reflect the change.

Please note that when moving Partners, the aseddpatrt A forms are automatically modified
to indicate the new Participant No.
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Part A

As the user configures the Proposal Set-up, the ARarew is automatically filled with default
settings relating to the status of the Part A fofonghe Proposal.

Proposal Help

Generall Proposal Setup  FartA | F'artEll Validation | Package

s 1=
farm paricipant status
Al Coordinatar created 240202003 10:51:05 GMT+02:00
A Coordinatar created 240202003 10:51:05 GMT+02:00
A Fartner 1 created 240202003 1005127 GMT+02:00
A Fartner 2 created 240202003 1005129 GMT+02:00
A Coordinatar created 240202003 10:51:05 GMT+02:00

The Co-ordinator is assigned responsibility for pteting the forms Al and A3 and, also, a copy
of the form A2 for himself as a participant to theposal. The Participants are assigned their
responsibility for the completion of an A2 form fibre proposal.

Blank versions of these forms have been createdefgult for the relevant person to modify, as
shown in the Status section of this page.

The Status of the form shows either the timestarhgoon creation or timestamp of last
modification.

There are four buttons, which can be used in #sien (hold the mouse over buttons to view the
description).

] 5]«

Create Form from template *

e This button is used to recreate a blank versiothefselected form (e.g. if you wanted to start
again).

Note: this will overwrite any information provided sa fr the desired form.

Note: Creating the A3 or A4 form from Template may REMOWte additional rows for the
partners. Before doing this you should contactBER&S Helpdesk.
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FY

Export Form —'|

e This button is used to export a form to an altémealiocation. The exported form can be sent
to a partner (the co-ordinator’s forms cannot hgoeted).

e You can specify any name you want for the form ang location except for the directory
where the form is currently stored.

e Please note that the created file will be a ZIB, fivith the ZIP extension appended to the
provided filename.

Import Form

e This button is used to import files that have berrated elsewhere into this Proposal. Once
Partners update their A2 form elsewhere using trenFEditor, they can send it to the co-
ordinator, who in turn can import the file into ghproposal. If the coordinator received the
forms zipped, they need to be unzipped before #ineymported.

Form Editor 49
e This button allows the co-ordinator to edit anynfiorThe co-ordinator is responsible for the
Proposal and can view or edit any of the formslats in the current proposal.

Please refer to the Form Editor section for additiomal information.

Part B
In this section you are asked to add your ParteB dind any pertinent Annexes to your Proposal.

For the proposal content (part B) you are requetsiatse exclusively PDF (“portable document
format”, compatible with Adobe version 3 or highaith embedded fonts). Other file formats
will not be accepted by the system. Both commerarad free tools to convert files to PDF
format are widely available on the WEB. Also zipfged otherwise compressed) archives will not
be accepted (PDF is self-compressing, there isamoig zipping). Unless otherwise specified in
the call text, only one PDF file comprising the gdete technical annex (part B) can be uploaded.
Further files with annexes or additional informatio(company brochures, supporting
documentation, reports, audio, video, multimedé)etill be rejected.

Using only PDF format for submission of part B

Why?
This format for text documents is supported by ¥ast majority of computer platforms. The
advantage of saving as a PDF file is that the castare "locked” and the original formatting
(margins, page breaks, etc.) will always be mana@iwhen the file is printed. In addition, unlike
many common document formats, there are almostrnees associated with PDF files. Allowing
proposers to submit in any possible format wouljune the Commission to maintain an arsegnal
of software in different versions - and even theadability could not be guaranteed in 100% of
the cases.

How?
The possibility of converting a text file into PO$-integrated into some word processors. In ¢ase
this is not implemented in the word processor y@uusing, you can download special conversion
software (commercial software or downloadable fra) from the web. Conversion into PDF is
the last step in preparing a document for submsssonice PDF documents are "locked", they
cannot be edited like normal text files.
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E osal Editor

Froposal Help

Generall Proposal Setup | Parts  FartB | Yalidation | Package

Fart B file: ID:ItempIpartEl.pdf
Atemplate for the Part B file is provided with the EPT Package forthis call. The file is a rich text format (i)
file included inthe EPT Packane zip file.
number of annexes: 0 I | ri-_l Tl t | 'y
print arder title filename
Part B File:

e Simply locate the file you will use for Part B ugithe browse button located directly to
the right of the Part B file text area. Alternatiyeyou can type the Part B filename in the
“Part B file” field.

e The Part B filename should not contain any speckalracters or spaces. It can only
contain Latin letters (a-z), digits (0-9), the urstmre (), the dash (-) and the dot (.)
character.

e A template is provided to assist with the Part B doument creation. Use the provided
template in the form of a Rich Text Format document(rtf). The EPT Form ZIP
package contains the template for the desired caind instrument.

e Open the template Part B rtf file and edit it ineditor. Save the file, convert it to PDF
and then add it to the proposal. Note that the BPiot a document editor and will not
allow editing of the template file; the only furmi provided is the inclusion of a
completed Part B file into the proposal.

Annexes:

You should not annex any other files unless this gpecifically requested in the Call text. For
the Annex content the only supported format is PDF.The Annex filename should not
contain any special characters or spaces. It can yncontain Latin letters (a-z), digits (0-9),
the underscore (), the dash (-) and the dot (.) ahacter. The Annex filename must be
different from the Part B filename.
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There are five buttons that enable the user to r@dove, or change the print order of annexes. If
you see that the buttons described below are wregdfhiat means that Annexes are NOT allowed
for your call.

AEIEIEIE

e Add Annexes To add an annex, click on tl * button. An empty row is appended to the
annex list (the lower part of the screen) enabtimg user to specify the annex filename by
either typing the filename in the “flename” fielwk browsing for the annex file with the

browse buttor e . Print order is indicated in the left-hand column

e Remove AnnexesTo remove an annex, simply select the annex hckitbe ~ button. The
print order will be changed accordingly.

e Changing Print Order: Select the annex and use the “move 1 and “move down’ ©
buttons to change the print order. This indicdtesorder in which you want evaluators to
print your annexes.
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Validation

The Validation Check performs the following checoksthe proposal:

e Part A: all Part A forms for all participants exist

e Part B: Part B file exists. If annexes are defirmthex files exist.

e Compulsory fields: all compulsory fields in all fos have valid values. Part B file has
content. If annexes are defined, annex files hantent.

These checks are meant to assist in the prepaxatitve proposal. The checks are not exhaustive,
and satisfying the checks does not mean that aopabjs eligible.

The screen below shows a typical validation check:

Ell EPT - Proposal Editor =10l x|

Froposal Help

General' Froposal Eetupl F'arml FatB “alidation | Packagel

#* Rule Yalidation Result
1 |PartAforms ]2

2 |PartBfile and annexes ERROR: Fart B file is not a PDF file.

3 |Compulsory fields (0] 4

4 |Mumber of Padicipants Warning: Insufiicient Fartners

Fule Description: Multi-partner forms have a minimum and maximum number of paners. Parner
countries helong to categories like: member states (MS), associated states (AS) and associated
candidate countries (ACC). Depending on the proposal type there must be a correct comhbination of
paticipants from the different categories.

alidation Result: Warning: Insufficient Parthers
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Package

The package function allows the co-ordinator tokpge the proposal files once the proposal is
complete. The created Proposal Package can themblaitted for evaluation.

The proposal package is a ZIP file that contains th data from the Part A forms, the Part B
file and the annexes.

Important Note: Submit theelectronic proposal package as created by the EPT (either by
sending a diskette/CD-ROM or by uploading the pgek#o the online electronic submission
system (EPSS)). Sending the proposal only on pajplerthe generated PDF versions of the forms
will create unnecessary work to re-encode dataaeaslready available in electronic format.

Froposal Help

General | Proposal Setup | Parta | Partd | validation Package

Package created on: IE#IDEIEDDS 10:66:23

Package filename: ID:IgtlF'rnjectsllntraSnﬂlEPBEIepﬂmanuallTestPackagelFPE-2[!D2-and-1-IF'.zip

Yalidation: Marnings

Comments: Some required information is not available atthis time.

once you have created the Proposal Packade vou can either:

*Send the Proposal Package Zip file) to the ESP Service on a diskette or S0 via regular mail.

* Register with the Online EFSS system and upload the Proposal Package (zip file).

You can create g Proposal Packade as many times as you swant in order to update information, but anly the
last Proposal Packaoge received before the call deadline will he evaluated.

The Package Proposal buttEI starts the packaging process. This process inglude

e Proposal validation: if the proposal validationsisccessful, the process continues to the
next step. If the validation produces errors (a.gpecified annex could not be found), the
submission stops. If the validation produces wagsirfe.g. Insufficient Partners), the
proposal can still be packaged, but the co-ordmamast provide comments to explain the
reason for submitting what appears to be an inyalaposal. In the latter case, a screen
pops-up which allows the co-ordinator to providenoeents. The screen below shows a
typical screen with comments provided by the car@tbr (Note: this ionly required if
validation is not successful).
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kage Creation Comments

& Creating a package for an invalid proposal. Please provide relevant comments.

3ome required information is not awvailable at this time.

0] 4 Cancel |

e Creation of the proposal package (compressed 4#p, fivhich includes all necessary
proposal files to be submitted either on disket@®®ROM by regular mail, or to be
submitted by uploading to the online electronicga®al submission system (EPSS). The
co-ordinator is prompted to specify the proposalkpge location and filename, as shown
in the screen below:

File narme: |FF'E—2E|E|2—FOOD—1—IF'.zip Save |
Files of type: I*.zip ;I Cancel |

e Changing the proposal filename suggested by the BT is possible but this filename
should not contain any special characters or spaces

Once, the proposal package is created, the coaiatirs informed with the following message:

E]—| Message

@ Proposal Package created as ClitemplScience and Society-BUSSAFPE-2003-Science and Society-B-55Azip
fou can now either:
* Send the Proposal Package (zip file) to the Commission {address specified in the call for proposals) on a diskette or CD via regular mail.
* Registerwith the Online EPSS system and upload the Proposal Package (zip file).

The Package tab will show the details of the subimis(timestamp of proposal package creation,
proposal package filename, validation result ardroents).
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Submit Proposal

Important Note: Submit the proposal package as created by the BP€&valuation. Do not
submit the proposal on paper with the generated WRidgions of the forms.

There are two options for submitting the proposealage:

1. By regular mail on diskette/CD-ROM
Send the proposal package to the Commission (aglflveproposal submission specified
in the call for proposals) on a diskette or CD. tTémt the media is readable before
sending to ensure that the proposal will be evatliaAdd a paper copy of the full proposal
(fallback solution if diskette/CD-ROM cannot be dday the Commission).

2. By uploading to the Online EPSS system
Register with the EPSS web site and upload thegsappackageWhen registering,
make sure you select the “Prepar®ffline, Submit Online” option. This will allow the
uploading of the created proposal package.

The EPSS web site can be accessed via the COROASM&ED site atvww.cordis.lu/fp6
under the Prepare and Submit a Proposal menu.

You can create and submit a proposal package ag tim@s as you wish, before the call
deadline. Only the last submitted proposal packetidoe considered for evaluation.
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FORM EDITOR

The Form Editor allows co-ordinators and partnerdilt-in proposal forms. The screen below
shows the Form Editor, with the A1 form opened.

=] E3

.;_n_;: = Form Editor : Multipartner Projects IP General Information on the Proposal
Form  Edit Help

o v B | 4| X 7

Proposal Submission Form

EURDPEAN COMMISSION
Gth Fra mework Progmmme on .
Reseamch, Technokgical Integrated Projects A 1

Developmentand Demomstation

|»

Proposal Humber |IZIIZIIZIIZIIZIIZI Proposal Acronym |

General Information on the Proposal

Proposal Title |
Duration in months I Call identifier |FF'E-2EIEIE-FOOD-1
Activity codeds) most relevant to your topic

Activity code 1 | =l
Activity code 2 | =l

4 Nu

Forms consist of text, images, and fields. The aserscroll and navigate through the form and
enter data in editable fields.

The following sections describe the functions & Horm Editor.

Editing fields

Editable fields are shown in white background, whiead-only fields are shown in grey.
Mandatory fields are indicated withbeld label, while optional fields are shown with a norma
label.

Fields may have one of the following editing styles
. Free-text input (user can type text from the keytpa
. Selection of an option from a drop-down list;
. Selection of an option from a tree structure of@px.

Numeric fields accept only digits, signs, and teeiohal point (the “.” character).

Fields allow a predefined maximum amount of texpeteling on the type of information
requested; once this maximum amount of text ishedcno more text can be entered.
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Copying fields
Text can be cut/copied/pasted into fields usingnddad shortcuts (these shortcuts are platform

specific, i.e. in Windows use Citrl-X/Ctrl-C/Ctrl-Vespectively, in Linux use Shift-Del/Ctrl-
Ins/Shift-Ins respectively).

Clearing fields

To clear the value of a field, use the backspacgetete keys or click on th& button or select
the “Edit>Clear field” menu option. Fields shown as drop-dovets can only be cleared by
clicking on the® button or selecting the “EdiClear field” menu option.

To clear all form fields, select the EéiClear All fields menu option. This function cleaaB
editable fields.

Viewing information about the form

Clicking on the® button or selecting the “Forfninformation” menu option, the user can see the
form properties, as in the screen shown below.

4  Properties

@ Form ID: EPSS-MP-IP-A4l A

Title: Multipartner Projects IP General Informat

form definition wersion: 0.50

page orientation: portrait

padge size: 4d

owmner: Intrasoft Internhational 3.4.
created by: T

created on: 471272002

last update by:

last update on:

data entry by:

data entry on:

File: D:hvgthProjects’, IntraSth‘-.EPSS‘-.pan:}:ager‘-.pizl_vl
4

Rl I

(8] 4

This information is only necessary for troubleskgtpurposes and has no relevance in the
submission process.

Validating the form

This function allows the user to check the validifyentered data and identify mandatory fields
without text. To validate the form, click on tké button, or select the “FordValidate” menu
option.

If the validation is successful, the values of cabegd fields are calculated and an information
message is shown to the user (see figure below).
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e ,EEE;ESSEQE!

@ Form is walid.

If the validation fails, a warning message is sh@gee figure below) explaining the problem.

& Mo wvalue specified for mandatary field "Proposal Acronym®

Saving the form

The form can be saved by clicking on f&ebutton, or selecting the “FortnSave” menu option.
Before saving, the form is validated; if the vatida fails, the user is warned and given the option
to save the invalid form, or cancel the save.

When the save is complete, the user is notifieti ait information message (see figure below).

@ Form saved.

Reverting to the saved form

To revert to the saved form (thus discarding aflawed edits), select the “FoRevert to saved
form” menu option. The last saved copy of the fasmeloaded in the Form Editor.

Creating the form as PDF

To print the form as PDF, click on tf2} button or select the “FormCreate PDF” menu option.
When the PDF creation is complete, the user idiaedtwith an information message (see figure
below). Locate the created file using Adobe Acrd®aader in order to open and print the form.

@ POF document created. Filename is DitemmEPS3-MC-EIF-A1 . pdf
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Getting Help

To view the on-line help for the Form Editor, cliok the® button or select the “HetpHelp”
menu option.

«£ EPT - Form Editor help M=] B3
e,

4 Form Editor User's Guide

Introduction

Electronic Propogal Tool is an application for filling electronic forms.

Working with the Electronic Proposal Tool

Open form

To open a form click on the = icon or press All+0. A diglog box opens and allows you
to locate a form to open. .
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NOTES FOR MACINTOSH USERS

1. For Macintosh Users the procedure to start EPiSas follows:

« Open a Terminal

. Change directory to the “bin” location where youragted EPTool, for example type:
0 cd/home/user/EPTool/bin <enter>

. Execute the “runme.sh” script by using bash or sh:
o0 sh ./runme.sh <enter>

. EPTool will start correctly — wait for some secofioisthe EPTool screen to appear.

2. The combination of OSX and the Microsoft Interiexplorer causes problems while
uploading files. The directory delimiters whichtdmet Explorer uses are recognized as
“invalid characters” by the EPSS.

Better results can be obtained when using the SAR®Bwser (you can download it from
http://www.apple.com/safaji/ It handles the files without their pathname.

3. If you have a scrabbled screen while visualizimg A forms, use the EPT Tool to define
small fonts for the forms:

£ EPT - Form Editor : Marie Curie EIF General Information on the Proposal =& x|

Form  Edit

s Cirl+Mains
Mormal Fonts
Proposal Submission Form

FU'?OPEAN COMMISSION Marie Curie Mability Acfions
Bth Framework Progamime on Marie Curie
Reseamh, Technolbgical L R
Developrentand Demonstraton Individ ual Fellowships
Proposal Humber FDDUUU Proposal Acronym Isdf

General Information on the Proposal

|»

Proposal Title st d
Ikl

Action Code FIF Scientific Panel (CHE i

Total duration in months 13 Call icentifier FPB-?DUZ-Mobi\ity-S

Keyward 1 I

Keyword 2 |

Keyward 3 |

Free Keywords d
=l

Abstract (up to 2000 characters)
sdlfsdlf -

p ]

hstart ||| 7] & 47 H hirbox - . | 2514 emi.. | B siiepss... | Bepsser...| Biepssuse. | Fleet e [ Cr-ro. [RUHEE SO B ATOIE 6




