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1 EPSS Preparation —User’s Guide

The EPSS (Electronic Proposal Submission Servileyva Proposers to create their
proposal completely on-line without downloading saving anything on their local

personal computer. The EPSS service is availaldetive Internet as a Web based
application.

The System requirements are:
- A connection to the Internet
A screen with a 1024x768 resolution and small fonts
On-screen text size: Users should not use thesftmling option that is available

with some browsers to enlarge the font size whewwig ‘A forms’, as this may
lead to corrupted view of 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 Macintosisers (Mac OS 9 is not
supported and Safari neither) see Note on p.22

Note the EPSS web application is best viewed with using:

- Internet Explorer 6.0 (and above)

- or Mozilla Firefox 1.0 (and above).

EPSS User Manual Released on 5 May 2008 page 3 of 29



1.1. Using PIC in EPSS

The PIC or Participant Identification Code is aqua code for identifying the participant
in any stage alongside the R&D funding managementgss of the programmes
managed by the Commission's Research DGs. Partisipall not have to submit their

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

All organizations which already signed an FP7 camitrwith the Commission should
have received a PIC, which has been communicatedl tontact points for FP7 grant
agreements known to the Commission. Find out wiglounr organization who are contact
points for FP7 grant agreements; they will be dbléell you what your PIC is. If you
cannot find any contact point within your organiaaf ask the&JRF help deskto put you

in contact with them.

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

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

After registration, the new PIC will only be active EPSS after 48h, therefore we
suggest you to make sure that you start your seglftration well before the deadline of
the chosen call.

Once ready, you should type your PIC when aske&R$S. Part of the legal data
associated to that PIC will then be shown in ofderyou to verify that the PIC you are

using is indeed the right one. Should you thinkre¢hare errors in the data shown that
might affect the eligibility of your proposal yoamr always remove the PIC and fill in all

requested data manually as usual.

Important : Applicants are able to prepare and submit their prgposal (use EPSS)
without the possession or without the introductiorof PIC.

The default format of PIC is a 9 digits numeric eodithout separator or special
characters. In EPSS the proposal co-ordinator (whaoesponsible for the overall
coordination between partners) can introduce a &iClear a PIC for a participant.
Providing the PIC implies that the proposal co-oaddr has access to this information
from its own organisation or through the proposatipers' organisations.
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1.2. The first step: getting a user ID and password

Access to the EPSS is specific to calls and to ¢toeresponding subscheme.
You have to first make your choose for which calt proposals and for which sub-
scheme you want to apply.

Access is provided via the respective CORDIS callagep (see
http://cordis.europa.eu/fp7/dc/index.cfm ). After selecting the call, you will
arrive to the call page. On the call page, go & th

section; choose the sub-scheme you want to appliydm the dropdown list and
press "Go". You will than arrive at the EPSS spagie. Click on "Register”, fill in the
registration form and submit it. The EPSS will seymu coordinator and partners’
usernames and passwolgse-mail.

Note If you have a PIC number you can already useréhOnce you obtain the EPSS
account you will be still able to stop working wahPIC number if you decide.so

Important Legal Notice

Electronic Proposal Submission Service [EPSS)

| TN
ST 4
e - _.‘.. 2007 - 2013

CORDIS) EPSS

Registration - Personal Details

Call Selected: STANDARD _CALL_PIC_ENABLED
Sub-Scheme Selected: CP-FP-INFZ0

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

PIC info?

PIC | Clear PIC-data
View PIC data
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If you enter your PIC, and wish to see what theeissed PIC data is you may click on

the 'View PIC data' button.

Electronic Propusal Subrmssmn Service [EPSS)

CORDIS! EPS5

Registration - Personal Details

Call Selected: STANDARD, CALL PIC_ ENABLED
Sub-Scheme Selected: CP-FP-INFS0

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

PIC info?

PIc 123456789 | | Clear PICdata
View 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, vou will still be able to remove the PIC-data if you decide not to use it.

PIC information:
prc: 123436789
Organisation information:
Crganisation Legal Name: TEST Organization
Organisation Short Name: TEST
Street name and number: Strest 1
City: Brussels
Country: BELGILM
Postcode: 1234
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If at that stage you object the correctness of Yi-data or simply you decide not to

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

i e . Important Legal Notic
Electronic Proposal Submission Service [EPSS) b

| .
< T
X = ;_n 2007 - 2013

CORDIS! EPSS

Registration - Personal Details

call Selected: STANDARD CALL PIC ENABLED
Sub-Scheme Selected: CP-FP-INFSO

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

PIc 123456789 | | Clear PIC-data ]<—'

View PIC data

sicrosoft Internet Explorer [E| Microsoft Internet Explorer rg|
\:;:p Are wou sure you want ko clear PIC daka? L ] "-n.‘ PIC Cleared

L (84 S][ Cancel ]

After clearing your PIC-data (or simply if you dbinave a PIC) you should proceed with
entering valid data to all mandatory fields by martyping.

Important: The login and password you receive by e-madpscifically linked to only
one proposal (for the call and for the instrumemi fiave chosen). For any other proposal
you want to prepare you have to register agaitgwhg 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 passwat has been sent to you by e-mail
to access the EPSS.

Go tohttps://lwww.epss-fp7.org

Introduce the Coordinator User ID
Enter the Coordinator Password
Change the Coordinator Password
Enter the Other participant Password
Change the Other participant Password

Distribute the 'Other participant’ username andlodified 'Other participant' password
to your other participants —if any.

1.3.2 Subsequent Logins
Go tohttps://www.epss-fp7.org

Introduce the —Coordinator or Other participantetJ®
Enter the —modified Coordinator or Other participdassword

Note By entering the proposal as another participgmi, can only access your A2 Form
for editing. Other participants can view all progbsformation but only edit A2 forms.
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1.4. General

£ EPSS FP7: Prepare Proposal - Windows Internet Explorer

& - [ ipsspvwm cpss-for orgepsspiciproposalGeneral. v &[4[ %] [prussels ariines 2l

© Fle Edit View Faworites Took Help

@ & |55]+] @ scHoLa cUROPAGA - b, | @ EPSS FP7: Prepare P, | 2 Gitbark Seigum | - B - & - [rage v @Tools -
| N
Electronic Pr‘apusal Submission Service [EPSS) S S—
ls ‘)
‘“V s
2uu7 2013

CORDIS: EPSS

Change Password Check validation Submit Proposal Legout
T Prorosal Setup Part A PartB History

General Information

call Selected: STANDARD_CALL_PIC_ENABLED
Sub-Scheme Selected: CP-FP-INFSO
Proposal ID: liat available

Proposal status: Fraposal NOT submitted

The information below has hean supplied during the registration phase; the information supplied during the

egistration is not inherited in the EPSS account since it is considered indicative only; it cannot be modified but
is NOT used for the eva[ua(mn uf the proposal. Make sure that the correct information is present in the A forms
and Part B.

Title: Test Title

Coordinator: Albert Einstein

Done H100% -

‘J start ce

Now, you may prepare the proposal. By clicking lo& General’ Tab, you can find
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)
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# $%

Note
- If the co-ordinator details change, you do not nieekgister again; co-ordinator
information is taken from the A2 forms.

- If you wish to modify the Title of the proposal yauill have to do it in the forms.
The title appearing in this page is taken from rbgistration data and cannot be
changed. This does not affect the submitted prdpbseause what is evaluated is
the content of the forms and the Part B.

Go to "Proposal setup.
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1.5. Proposal Setup

In the proposal setup section you define the nurabether participants that participate

in your project.

Note The first participant is always the co-ordinator.

il TR,

ERsSs

CORDIS)

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

Participant ID Organisation short name A2-Link A3-Link E-mail{s)

Albert.Einstein@company.org

: 8 Test

Add Participant

Participant Identification Code PIC info?

PIC |[ clearPicdata |

Organisation Short Name  # | |

7 |

Participant E-mail({s)

Electronic Proposal Submission Service [EPSS)

-- 2007 - 2013

add participant

Important Legal MNotice

Logout

History

Edit details

Make sure that the co-ordinator e-mail addressorsect. You can include multiple e-

mail addresses, you must separate them with a celon-*,”.

# $%

To add another participant to the proposal, you may provide the relevant
participant's PIC number and must provide a padiai short name and e-mail
address. If a PIC is provided then the correspandeta will be retrieved from
the database once the corresponding A2 form isexpen

EPSS User Manual Released on 5 May 2008
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Important: You shall make sure that the responsible particippens the corresponding
A.2 form in order to finish validation. The assde PIC-data set is only inherited once
the A.2 form opened. The same validation step isdatory if the PIC number is deleted
or modified. These validation steps are necessargvbid unintended changes in the
administrative data. If for some reason you detiadehange or re-introduce a PIC, please
always make sure that you not only click on thedatp Participant information’ and then
click on 'Accept' but afterwards you make sure thatcorresponding A.2 form is opened
to finish verification and have the PIC data intesti

If you add a new participantithout providing a PIC number, then the following
information is also requested by filling manuallynandatory fields marked with
red asterisk:

- The legal status of organization
- The Method of determining the Indirect Cost

- Click "Add Participant”

Electronic Proposal Submission Service [EPSS])

i ™
T 3 1 ;
N T R
B - b | ! 2007 - 2013 ||
CORDIS:H EPSS
Prepare Proposal Change Password Check Validation Submit Proposal Legout
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 it ]
Add Participant
Participant Identification Code BIC info? Status of your organisation Status info?
PIC Clear PIC-data Neon Profit Organisation (O yes O no
Public Body (D yes O no
Research Grganisation (Oyes O no
Organisation Short Name * |Part! Higher, secondary education \~ __ -~
= = establishment - ves & no
Participant E-mail(s) # a b@company be
Method of determining Indirect Costs Cost model info?
|
Actual Indirect Costs add participant

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

Transiticnal Flat Rate (p.t. 50%)

Lump Sum {only for ICPC)

Once a participant is added, the system autombticedates an A2 form and either an
A3.1 form or extra rows in the A3/A4 form dependimg the exact call. Those forms are
accessible via the A2-Link, A3-Link buttons, bueyhcan also be found after clicking in
the “Part A” Tab.
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You can use th button to modify data related to a participant:

Electronic Proposal Submission Service [EPSS] fmportant Legal Netice
| l -
. | B

2007 - 2013
CORDIS: EPSS

Change Password Check Validation Submit Proposal

Logout
General Proposal Setup Part A Part B History
Proposal Participants
Participant Organisation short A2- A3- L .
D name Link Link Er=rlie=)
1 Test

Albert.Einstein@compa

ny.erg Edit details
Partl LT [ Hide Details | [ Delete |

|
Modify participant information |

2

Participant Identification Code PIC info? o e e o St tms oo
P

c | | [ Clear PIC-data |

Mon Profit Crganisation Oyes @ no

Public Body O yes & no
Research Crganisation (O yes & no
Higher, secondary education
|test@test.cum |

establishment Ovyes ® no
Method of determining Indirect Costs | | Cost model info?
|Actua| Indirect Costs calculated using a Simplified Method V|

Organisation Short Name

|Part1

Participant E-mail{s)

[ Update Participant Information ]

Important: In order to enforce changes you

[ Update Participant Information ]

must click on

to update a Participant’s detalils.

Note If the participant was added by introducing i8noPIC, then the fields related
to the 'Method of determining the indirect costyi ghe 'Status of organization' will
contain data retrieved from the database and wilhibead-only mode
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Rejection of the retrieved PIC-data

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

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

— |
‘ Modify participant information |

| ]
| i — = = —_ S
| Participant Identification Code | PIC info? | Status of your organisation ! | Status info?

PIC | 0713 | I Clear PIC Infa ] Mon Profit Organisation Yes no
Public Body YEs nao
Research Organisation ves no
Organisation Short Name |test Higher, secondary education
establishment yes 2
Participant E-mail{s) |test@test.com |
dethed of determining Indirect Costs | | Cost model info? |

Microsoft Internet Explorer

9, By clearing the PIC, all information related to this PIC will be lost from the £2/A3 Forms and will have ta be filed in
L) ganually.
ij ick om OF in order ko clear the PIC

[ oK ”_ Cancel ]

Add Part

If the PIC-data is cleared, than all associatedrinftion will be erased from the A.2
and A.3 forms and have to be re-entered manuadlinag
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1.6. Part A

This section concerns with the administrative foohthe proposal or Part A.

2 EPSS FP7: Prepare Proposal - Windows Internet Explorer

& - [ ntps:fpuww.cpss 7 orgjepssproposabarta. oo o a]#llx] [cooc o]

Eile Edit View Favorites Tools Help

* & |%‘:|ggp55 FP7: Login | @epas Fe7 Fropare P, % ‘7| ft -~ B - & - [DrPage~ ook - =

Electronic Proposal Submission Service [EPSS) It LecH Netice
| ' H
> a
i s!-), ?
e 607 - 3575

CORDIS: EPSS

Prepare Proposal Change Passwors d Check Yalidation Submit Proposal Logout
General 1 Proposal Setup PartB History
Parta

ad (PDF)  stat

O Last updated 26/02/2007 11:25:16 CET by Caordinator

oot O Last updated 28/02/2007 11:25:54 CET by Coordinator
AZ Parth m] Last updated 21/03/2007 18:18:37 CET by EPSS
Az Parts O Last updated 21/03/2007 18:18:27 CET by EPSS
AZPartC m] 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 Coardinatar
A3 1 Parth O Last updated 21/03/2007 18:18:38 CET by EPSS
A3 1 PartB 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

a3z O

Flease nots that all participants in propasals must ensure that they have the suthorisation of their
organisation to participate in the proposal and any project arising from it.
Co-ordinatars are advised to ensure that this is the case prior to the submission of the proposal,

& Internet H100% -

The Proposers need to fill the A forms appropnaseid save them on the EPSS server.
Also, each form can be downloaded as a PDF fita computer's hard disk. Check
the relevant fields and click ordéwnload” to receive PDF copies of the 'Part A’
forms.

Depending on the type of cal(strictly call- and sub-scheme-spedjfiPart A shows
the overview of forms Al, A2, A3.1 and the summaB;2 (certain subschema also
have an A4 form or don’t have the A3.1/A3.2 fornGlick on the links on the screen
that are listed under “Form name” to access thasgor
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Note If a participant has been added with the use Gf FHen a set of fields on the A2
form will already be pre-filled with information a®trieved from the database. Only
some of these fields are editable.

For a participant for whom a PIC has been providied,first time that the A2 or A3.1

form is opened the following screen shows up:

PIC - Verify Data

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

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

Open the form <—|

PIC information:

PIC: 123456739
Organisation information:
Crganisation Legal Name: Test Organization
Organisation Short Name: TEST
Street name and number: Strest 1
City: Bruzsels
Country: Belgium
Postcode: 12345
Internet homepage: -
Status of Organisation:
Non Profit Organisation: no
Public body: no
Reszearch organisation: no
Higher, =econdary crganisation establizshment: no
MNACE - Nomenclature of economic activities in the Eurcpean Community: not applicable
Number of employeesz smaller than 250: yes

Actual turnover smaller than € 30 million: ve

[

Actual balance sheet smaller than € 43 million: ye

Autonomous legal entity: ve

[

SME organisation: ye
Organisation Cost Model:

Method of determining Indirect Costs: Transitional Flat Rate (p.t. 609%)

Important! You must make sure that the responsible partitippens the corresponding
A.2 form in order to finish validation. The assde@ PIC-data set is only inherited once
the A.2 form opened. The same validation step isdagory if the PIC number is deleted
or modified. These validation steps are necessargvbid unintended changes in the
administrative data. If for some reason you detidehange or re-introduce a PIC, please
always make sure that you not only click on thedatp Participant information’ and then
click on 'Accept’ but afterwards you make sure thatcorresponding A.2 form is opened
to finish verification and have the PIC data inte=ti.
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£ A1 AlbEin - Windows Internet Explorer

& |https://www.epss-fp7.org/epss/formProcessor.jsp?valuesChanged=08&formId=15573&id=1171647705781&cmd=GetForm  + ‘ g

~

/

Similar proposals or signed contracts?

a) Has this proposal (or a very similar one) been previously submitted to a call

- i
for proposals of the 7th EU RTD Framework Programme? / |yes|t |na

IFYES

- please give the call identifier

- please give the proposal or contraMnl I
Is this proposal (or a very similar onejCurrently being —
submitted to another call under FP7? I ves | Ino

IF YES please give the call identifier /

Mo value specified for mandatory field "Proposal Acronym”

Mo value specified for mandatory field "Proposal Title"

Mo value specified for mandatory field "Duration in months”

Mo value specified for mandatory field "Activity code 1"

Mo value specified for mandatory field "Free Keywords”

Mo value specified for mandatory field "Abstract (max. 2000 char )"

Mo value specified for mandatory field "a) Has this proposal {or a very similar one) been previously submitted to a call”
Mo value specified for mandataory field "Is this proposal (or a very similar one) currently being”

| Save Form I Validate [

Done € Internet ®100% -

When filling the form please pay particular attentto the verification:
Fill the fields with dataAll fields on the forms aremandatory.

(“-“ or “0” are the values that designate the “ndpne“Non applicable” value)

Press theValidate” button at the bottom of the form: The validatisHooking
for formal errors in the forms. If it finds errgisindicates which fields are
wrongly filled.

If all the necessary fields are filled you will dirino validation errors” at the
bottom of the form.
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< A1 AlbEin - Windows Internet Explorer
& |https://www.epss-fp7.org/epss/formProcessor.jsp

[HEALTH-2007-1 1-1 e

Free Keywords ffff

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? ® lyes il

IFYES

- please give the call identifier |-

- please give the proposal or contract number (if known) _'_

Is this proposal (or a very similar one) currently being
submitted to another call under FP7?
IF YES please give the call identifier

1€ lyes |® |no

No Validation Errors
< I Save Form ; Validate .o

Bane & Internet #100% -

Do not forget to save the form by pressing‘tBave Form” button, or your changes
will be discarded!

Note The“Save Form” button performs form validation as well.
Please make sure, you fill out all forms for whiclyou are responsible.

For forms with spreadsheets, the total amountsati@natically calculated by the
system when theéValidate” button is pressed. Obviously the appropriatedBeteed
to be completed first.

% $
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1.7. Part B and Annexes

(- EPSS FP7: Prepare Proposal - Windows Internet Explorer D@\M
(€] ) v | hitps /fwww.epss-fo7 arg/epss/proposaPar . sp v B |[##][x] [miss univers [lp]-
Eile Edit View Faorites Took Help
i-?%?lespsswmvp & Proposal - B - & - [EPage - £ To
Trpartant Legal Notic
Electrumc Proposal Suhmlsslon Service [EF‘SS] RGN ER
\%
CORDIS: EPSS
Change Passwore d Check ¥alidation Submit Proposal Logout
(i Proposal Setup Part History
PART B Upload why only PDF?Help with PDE
Specify the location of the Part B file to be uploaded:
T i
Upload Praposal File

For the proposal cantent (Part B you must use e
R

actions), You shoul
10MB

Download Part B Templates (zip file)
PART B Overview

No PartB file uploaded.

@ Internet H100% -

1.7.1 PartB

For the proposal content (part B) you are requetiedlse exclusively PDF (“portable
document format”, compatible with Adobe Acrobatsien 5 or higher, with embedded
fonts). Other file formats will NOT be acceptedthe system. Both commercial and free
tools to convert files to PDF format are widely isfale on the WEB.
Compressed (zipped or otherwise compressed) aschvile NOT be accepted (PDF is
self-compressing; there is no gain in zipping). Arecal problems resulting from the use
of other formats may lead to your proposal beingjueed.

Unless otherwise specified in the call legal teoxt)y one PDF file comprising the
complete technical annex (part B) can be uploadedther files with annexes or
additional information (company brochures, suppgrtdocumentation, reports, audio,
video, multimedia etc.) will be rejected during #nealuation of the proposal.
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There are some calls though (i.e. calls for the id&urie funds) that requesivo
separate Part B files namely Section 1 and Section 2. If this he tcase, then all
instructions remain the same with the only diffeesthat the user will have to provide 2
separate files. Format and naming convention appdiethese files.

%

Using only PDF format for submission of part B

Why?

This format for text documents is supported by #ast majority of computer platforms. TH
advantage of saving as a PDF file is that the cwstare "locked" and the original formattin
(margins, page breaks, etc.) will always be mamegiwhen the file is printed. In addition, unlik
many common document formats, there are almostimses associated with PDF files. Allowin
proposers to submit in any possible format woulfline the Commission to maintain an arsena
software in different versions - and even then abddy could not be guaranteed in 100% of the
cases.

ocQ o @

How?

The possibility of converting a text file into PO integrated into some word processors. In gase
this is not implemented in the word processor y@iuwsing, you can download special conversjon
software (commercial software or downloadable framy from the web. Conversion into PDF|is
the last step in preparing a document for submissiince PDF documents are "locked", they
cannot be edited like normal text files.

The format of part B of a proposal (the descriptaf the content of the proposal) for the
specific call is specified in the so called “PartT@mplate” file. By clicking on the link
“Download Part B Template$ the proposer downloads the template file (RTHrfat) and
uses it as a guide to structure the proposal PagcBon appropriately. Open the template Part
B RTF file and edit it. Save the file, convertatPDF and then add it to the proposal. The Part
B filename should not contain any special charaabeispaces. It can only contain Latin letters
(a-z), digits (0-9), the underscore (), the daylrid the dot (.) character.
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Part B checklist

- Part B is in PDF format (compatible with Adobe réloat version 5 or higher, wit
embedded fonts)

- Filename ends in .pdf

- Filename doesot 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 coloureldigir resolution pictures. It will be

14

printed in Black and White at 300dpi for evaluati

Once the Part B file is created, use tBedwse’ button to locate the part B file.

Click on “Upload Proposal Fil¢ to upload the Part B file to the proposal.
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1.7.2 Annexes

For the majority of instruments and project typesFP7, part A and part B form the
complete proposal, so it might be that this seatioes not appear for your case.

For some particular actions, additional annexesbearequired. In this case, you can use
the Annex Upload section to locate and upload théou should not annex any other
files unless this is specifically requested in @al Text. For the Annex content the only
supported format is PDF. The Annex filename shawdticontain any special characters
or spaces. It can only contain Latin letters (admjits (0-9), the underscore (), the dash
(-) and the dot (.) character. The Annex filenamestrbe different from the Part B
filename.

Note In case of uploading annexes to the EPSS, please sure that the name of the
annex file is NOT identical with the name of yoartB file!

Note: Before being saved to the EPSS database, theBPamtl Annex files are checked for
viruses. If files are found to be infected they emjected by the system and the user is warned.

[ & o

[] %-

-
%! 0

EPSS User Manual Released on 5 May 2008 page 22 of 29



Upon successful upload of a file the following sar@ppears:

CheckSum: accb53a7b7b83655400f2ed3a6dd4932
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.
[ SubmitNOW | [ Submit LATER ]
“ Publicatians Office
& Done & Internet ®100% -
iistart CBEC# B3 ~ ~e. CiE. (B3 ~ EEERLRES YOS g aEEEL G0 B 6:46PM

If the proposal is ready you should click ddubmit NOW?” in order to submit it. If not,
then click on Submit LATER ” or any other of the Tabs in order to continuehwis
preparation.
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1.8. Validation

Click on this tab in order to validate the entiregmsal. Possible errors are indicated and
can easily be found and resolved.

Please note that during the validation prodasers or Warnings may be reported. It is
still possible to submit a proposal, which Ndarnings;it is NOT possible to submit a
proposal that hasrrors.

If you cannot locate validation errors please cointfae EPSS help desk immediately
on +32 2 23 33 760 @upport@epss-fp7.org
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1.9. Submit Proposal

In order to complete the proposal submission thepgsermust select the Submit
Proposal’ section (in fact it is to this section that a usealso directed when clicking on
the “Submit NOW” button). Without submission, all the uploadedadétorms, Part B,
and Annexes) are simply saved in the EPSS datawékeut forming a proposal
packageand without being recognized as a submitted proposa

By clicking on theé'Submit Proposal” button the screen that follows appears:

Press onPress this button to submit the proposal

An automatic validation check will verify the progad. If there are no validation errors,
the following will appear:
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If you receive this screen, the proposal is sudabgssubmitted. The proposal can be
modified and submitted up until the closure of ttal. Each subsequent submission
overwrites the previously submitted version (eamersions are not archived).

If there are blocking validation errors you'll nie¢ able to submit the proposal and get a
screen like the following:
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If there are “Warning” types of validation erroithen you can see proceed with the
submission by supplying some relevant comments clicd on the ‘Submit NOW”
button:
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1.10.  The History

By clicking on the “History” Tab, the record of dle actions performed while using the
EPSS system appears. Thus it is possible for thelo@tor to check when for example
Partner 2 updated his A2 form.

An example of the history record before proposahsigsion:

And after the submission:
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2 EPSS Checklist

I. Choose the call and Sub-scheme for which you waapply
(http://cordis.europa.eu/fp7/dc/index.cjm

Il. Via the respective CORDIS call page, register \BSS in order to obtain a
login and password well in advance of the call

[ll. Use the provided username and password to prepdrsudmit the proposal
(https://www.epss-fp7.org/epss

IV. Proposal Setup — Enter Participants,

V. Fillin the Part A Forms and save the forms,

VI. Upload the Part B file (and annexes, if required).
VII. Validate the proposal.

VIIl. SUBMIT THE PROPOSAL!

3 Note for Macintosh users

The Safari browser is NOT supported.

Better results can be obtained using the MoziltafBk Browser (you can download it
from http://www.mozilla.org/download.htrplIt handles the files without their pathname.

The Mac OS 9 is not supported.
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