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1 EPSS Preparation —User’s Guide

The EPSS (Electronic Proposal Submission Servitleyva 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 thesfraling 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

JavaScript and ActiveX controls enabled
Note the EPSS web application is best viewed with using:

- Internet Explorer 6.0 (and above)

- or Mozilla Firefox 1.0 (and above).
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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 managemeatgss of the programmes
managed by the Commission's Research DGs. Partisipdll not have to submit their

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

All organizations which already signed an FP7 atirwith the Commission should
have received a PIC, which has been communicatedl tontact points for FP7 grant
agreements known to the Commission. Find out wiglour 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 organiaat ask thdJRF _help deskto put you

in contact with them.

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

For more information about Unique Registration Fgcincluding support please visit
the corresponding section of CORDI$tp://cordis.europa.eu/fp7/urf _en.html

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

Once ready, you should type your PIC when aske&8R$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 thinkeéhare 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 (wghoesponsible for the overall
coordination between partners) can introduce a ®Clear a PIC for a participant.
Providing the PIC implies that the proposal co-oatlor has access to this information
from its own organisation or through the proposatiers' 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 theresponding 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 callaggp (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 stmtie. Click on "Register”, fill in the
registration form and submit it. The EPSS will seymu coordinator and partners’
usernames and passwoinse-mail.

Important notice: The EPSS registration email, which contains tbeess codes to
prepare and submit the proposal, will be sent¢odimail address you define during the
registration. This email will be sent from noreplg@ds-fp7.org. Prior to the registration
you should check that this domain (epss-fp7.orgciepted by the email server of your
organization. If you do not receive this email,gse check your SPAM in case it ends up
there. In any case you can always contact the Bfeh@lesk to assist you if you have
not received the EPSS codes.

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

Electronic Proposal Submlssmn Service [EPSS)

- Vi

Registration - Personal Details

Call Selected: STANDARD_CALL PIC_ENABLED
Sub-Scheme Selected: C2-FF-INFS0

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

PIC info?

Fc | | [ ClearPiCdata

view PIC data

/
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If you enter your PIC, and wish to see what theeiated PIC data is you may click on

the 'View PIC data' button.

Electronic Proposal Submission Service (EPSS)

CORDIS: EPSS

Registration - Personal Details

Call Selected: STANDARD_CALL FIC_ENABLED
Sub-Scheme Selected: CP-FP-INFSC

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

PIC info?
i 1256780 || Clear PICdata |

PIC - Verify Data

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

PIC information:
p1c: 123456789
Organisation information:
Organization Legal Name: TEST Organization
Crganisation Short Name: TEST
Street name and number: Street 1
City: Brussels
Country: BELGIUM
Posteode: 123
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If at that stage you object the correctness of YRi@-data or simply you decide not to

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

t Legal Notice

Electronic Proposal Submission Service [EPSS) '

i i
2007 EU 3

CORDIS: EPES

Registration - Personal Details

Call Selected: STANDARD_CALL_FIC ENABLED
Sub-Scheme Selected: CF-FF-INFSC

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

PIC info?
fic 123456789 | [ Clear PICdata ]<—'
View PIC dats

Microsoft Internet Explorer

\.p Are vou sure you want to clear PIC data? I ': PIC Cleared

| 874 %[ Cancel J

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

Important: The login and password you receive by e-madpscifically linked to only
one proposal (for the call and for the instrumemni 1ave chosen). For any other proposal
you want to prepare you have to register agaifgviahg the procedure described above.

EPSS User Manual Released on 30 June 2008 page 7 of 29



1.3. Login
1.3.1 Initial Login

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

Go tohttps://www.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 andioelified '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 participgmt,can only access your A2 Form
for editing. Other participants can view all progbisformation but only edit A2 forms.
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1.4. General

EPSS FP7: Prepare Proposal - Windows Internet Explorer

G’:\;- |2 hitps: /fwwrw.spss-p?.org/epsspic foroposalGeneral.jsp v 44 X |brussskarines P~
Flle Edt View Faworfes Tooks Help

U4l @8 SCHOLA EUROPACA - .. | EPSS FP7:Prepare P % | & Citbank Belgim == f- B @ v drage (Tockw T
Electronic Proposal Suhmlssmn Service (EPSS)
e
<3 ’ znm 2073
CORDIS: EPSS
= Change Password Check Validation Submit Propesal Logout
m Proposal Setup Part A Part B History

General Information

Call Selected: STANDARD_CALL_PIC_ENABLED
Sub-Scheme Selected: CF-FE-INFSO
Proposal 10: Not availsble

Proposal status: =roposal NOT submisisd

The information below been supplied during the registration phase; the information supplied during the
Mnm*ﬂeﬁhhtﬂ'ﬁsq«mmeRQCMI»dmmonmrt:mmbamoww

m_:.“ r the evaluation of the propesal. Make sure that the correct information is present in the A forms.
art

Title: Test Title

Coordinator: Albert Einstein

Top | CORDIS Serviess | EPSS FAQ | EPSS Help Desk.

Done @ Internet #100% -

Now, you may prepare the proposal. By clicking loa ‘tGeneral’ 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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#3$$

- Ifthe co-ordinator details change, you do not rnieemgister again; co-ordinator
information is taken from the A2 forms.

- If you wish to modify the Title of the proposal yaull have to do it in the forms.
The title appearing in this page is taken fromrgistration data and cannot be
changed. This does not affect the submitted prdpbsaause 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 nurmbether participants that participate
in your project.

Note: The first participant is always the co-ordinator.

Make sure that the co-ordinator e-mail addressoisect. You can include multiple e-
mail addresses, you must separate them with a celom“;”.

#$$

To add another participant to the proposal, you may provide the relevant
participant's PIC number and must provide a padici short name and e-mail
address. If a PIC is provided then the correspandata will be retrieved from
the database once the corresponding A2 form isexpen
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http://cordis.europa.eu/fp7/dc/index.cjm

II. Via the respective CORDIS call page, registethidPSS in order to obtain a
login and password well in advance of the call

lll. Use the provided username and password to peepad submit 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 requ)red
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.htmllt handles the files without their pathname.

The Mac OS 9 is not supported.



