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1 EPSS Preparation —User’s Guide

The EPSS (Electronic Proposal Submission Servitdejva 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:

- aconnection to the Internet

- ascreen with a 1024x768 resolution and small fdsgers should not use the font
scaling option that is available with some browdersnlarge the font size in the A
forms, as this may lead to unpredictable resultéewisualizing the forms

- Internet Explorer 6.0 and above or

- Netscape Navigator 7.0 and above or

- Mozilla Firefox 1.0 and above or

- Opera 6.0 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

1.1 Getting a user ID and password

Access to the EPSS is call- and sub-scheme-specéicyou have to first choose for
which call for proposals and for which sub-scheme

promotion/dissemination projects (CIP-IEE-PrommP)
creation of energy agencies (CIP-IEE-Promo-A)

within the call you want to prepare a proposal. &sscis provided via the respective IEE
call pagehttp://ec.europa.eu/energy/intelligent/call_for gwsals/call_library _en.htm

After selecting the subscheme, you will arrive bBe tEPSS start page. Click on
"Register”, fill in the registration form and sulinti

The registration form, in addition to some contdata, asks for indicating IEE Key
Actions, title, acronym and abstract of the propasawell as the number of participants.
This information is mandatory for the registratiomt can be changed later in the process
of proposal preparation (see also 1.3).

The EPSS will send you coordinator and partnersinmmes and passworioh e-mail.

The login and password is linked to only one prep@®r the call and for the subscheme
you have chosen). For each other proposal you tegirepare you have to register again,
following the procedure described above.
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1.2 Login
1.2.1 Initial Login

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

- Goto https://www.epss-fp7.org/eaci-iee/
- 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 and tbdified Other participant password to
your other participants —if any.

1.2.2 Subsequent Logins

- Go to https://lwww.epss-fp7.org/eaci-iee/
- Introduce the —Coordinator or Other participantetJ®
- Enter the —modified Coordinator or Other participd&assword

Note By entering the proposal as an Other participgmi can only access your own A2
Form for editing. Other participants can view athposal information but only edit their
respective A2 forms.
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1.3 General

IMPORTAHT LEGAL HOTICE:The i

ict | Search on EUROP,
| Viat's mew? | Links |

uropean ion > Energy
Links | Directorate-General for Energy aned Transport | Transport | Trans-European Metworks |

1>

About the Programme Prepare Proposal thange Password Check validation submit Proposal Logout
| General | Proposal Setup Part A Part B and Annexes History

Home

Projects.

Eitaii ageneias General | Information

Events

Elki sias Scimdes 1 tall Selected: CIP-IEE-2008

Links

Sub-Scheme Selected: CIP-IEE-Promo-P
Contact.
Proposal ID: Mot available

Proposal status: Proposal NOT submitted
How can you take
2
PEIE The information below has bun supplled during the registration phase; the information supplied during the

Call registration is not inherits n the EPSS account nsidered indicative only; it cannot be modified but
ol is NDT used for the evaluatlun of the proposal. Make sure tha( the correct information is present in the & forms
Eval and Part B.

cal
Coistract ikastizon Title: Expérience 242
Implementing your Coordinator:
project
farme: Albert Einstein
Address:
Rue des barbiers 49
1000
Bruzelles

Now, you may prepare the proposal. By clickinglom “General’ Tab, you can find
information about:

- The selected call

- The selected subscheme
- The Coordinator’s Details
- The proposal’s status

#$$

Note

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

2. 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 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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1.4 Proposal Setup

In the proposal setup section you add "Other ppdids” that participate in your project.

IMPORTANT LEGAL HOTICE:The

atice.

European Commission > Energy Contact | Search on EUROPA
Links | Directorste-General for Energy and Transport | Transport | Trans-Eurapean hletworks | | Vihat's new? | Links |

I ,Z Intelligent Energy | :: | Europe

P — Prepare Proposal Change Passwor: d Check Yalidation Submit Proposal Logout

General Proposal Setup Part A Part B and Annexes History

Home
Projects
e Proposal Participants
Events
Publications £ videos
Links ParticipantID  Organisation short name  A2-Link A3-Link E-mail(s)
Contact _

1 T.EST, = &= suppon@epss-ip?. org change email
How can you take
part?
Call for preposals Add Participant

Evaluation of propesals

Call for tenders Organisation Short Name
Contract negotiation . ) ,—
Implementing your BarhEiantE siatiter
project
add participant

Make sure that the co-ordinator e-mail addressiigect. If you include multiple e-mail
addresses, you must separate them with a semi-dland without any space.

To add another participant to the proposal, typdlénOther participant name and e-mail
address.

IMPORTANT LEGAL HOTICE: T|

Change Password Check validation Submit Proposal Logout
Genera 1 Part A Part B and Annexes History

Home

Projects

L ity Proposal Participants

Events

Publications & videas

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

Contact

i T:E8 T = (] support@epss-pl.arg change email

How can you take
part?

Call for proposals Add Participant
val als

al Organisation Short Name ftese
Implementing your Participant E-mail{s) test3@testoam

project add participant

Once a participant is added the system automaticakates an A2 (Participant
Information) form. This form is accessible via tA2-Link button, but can also be
found after clicking in the “Part A” Tab.
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IMPORTANT LEGAL HOTICE:The information on this site is subjectto 2 disclaimer and a copyright natic

About the Programme Change Password Check Validation Submit Proposal Logout
General Part & Part B and Annexes History

Home

Projects

it ity Proposal Participants

Eu‘Ell's

Publications & videos

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

Contact
& == = = supporti@epss-p?.org change email
How can you take
pari? = e = testi@test.com change email | Delets

Callfor proposals
Evaluation of proposals

Call for tenders

Contract negotiation Add Participant

Implementing your o
project Organisation Short Name
Participant E-mail{s) |—
add participant

#9$ $

Note The first participant is always the co-ordinator.

1.5 PartA
This section deals with the administrative formshef proposal or Part A.

Part A shows the overview of forms Al, A2 and A3ickC on the links that are listed
below “Form name” to access the forms.
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MPORTANT LEGAL NOTICE:T|

European Commission > Energy
inks | Directorate-General for Energy and Transport | Transport | Trans-Europsan Networks |

1>

Contact | Search on EUROPA]
|#vhat's new? | Links

|Aboui the Pragramme Change Password Check validation Submit Propasal Logout
General Proposal Setup Part B and Annexes History

Home

Projects

Energy agencies Part &

Events

Publications & videos Click on a form name to edit online, or select form(s} and press download to view as PDF.

e scroll to bottam 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
How can you take
part? a1 r Last updated 12/03/2008 17:49:02 CET by EPSS

Contact

Call for proposals AZ Coordinator = Last updated 12/03/2008 17:49:02 CET by EPSS
Evaluation of proposals
Call fortenidors: A2 testz r Last updated 12/03/2008 17:53:47 CET by EPSS
Contract negotiation

i A2 testd r Last updated 12/03/2008 17:55:08 CET by EPSS
Implementing your

ject

el a3 r Last updated 12/03/2008 17:49:03 CET by EPSS

download

Please note that all participants in proposals must ensure that they have the autharisation of their
organisation to participate in the proposal and any project arising from it.
Co-ordinators are advised to ensure that this is the case prior to the submission of the proposal,

The Proposers need to fill the A forms appropnateid save them on the EPSS server.
Also, each form can be downloaded as a PDF filgotor hard disk. Check the relevant
fields and click on download” to receive PDF copies of the Part A forms.

Form completion and validation of Part A forms:

www.epss-fp7.org - Al T.E.5.T. - Mozilla Firefox — |EI|1|

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

proposal to any Community programme? ~SELECT ONE- j

IF YES - please specify Programme name |.

Distribution of requested budget between programme areas (total of 100%)
Renewable Energy Energy Aspects of

Energy Efficiency (SAVE)
Sources {ALTENER) Transport (STEER)

Movalue specified for mandatory field "Froposal Acromym”

Movalue specified for mandatory field "Proposal Title"

Movalue specified for mandatory field "Duration in months"

Mo value specified for mandatary field "Key Action 1"

Mo value specified for mandatory field "Free Keywords"

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

Mo wvalue specified for mandatary field "Major outputs & expected results (max 2000 char)"
Mowvalue specified for mandatary field "Have you or your partners, previously or currently, submitted this"
Mowvalue specified for mandatary field "Energy Efficiency (SAVE)"

Movalue specified for mandatory field "Renewahble Energy”

Movalue specified for mandatory field "Energy Aspects of!

|Done Wi, epss-Fo7 . org ﬁ v

Ll
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- Fill the fields with dataAll fields are mandatory. Use “-* or, in case
numbers/amounts are requested use “0” as valuedeébmnate the “none” or
“Non applicable” value.

- Press theValidate” button at the bottom of the form: The validatisn
looking for formal errors in the forms. If it fisderrors, it indicates which
fields are wrongly filled.

- If all the necessary fields are filled you will firfno validation errors” at the
bottom of the form.

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

Note The“Save Form” button performs a form validation as well.

Fill out all forms for which you are responsible.
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For the A3 form, the total amounts are automatyozdiiculated by the system when
the “Validate” button is pressed. Obviously the appropriatedBeteed to be
completed first.
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1.6 Part B and Annexes

Part B, the Detailed Budget as well as all requaedexes can only be uploaded by the
co-ordinator.

1.6.1 PartB
For proposal content (part B) you are requestedige exclusively PDF (“portable

document format”, compatible with Adobe Acrobatsien 5 or higher, with embedded
fonts). Other file formats will not be accepted thg system. Both commercial and free
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tools to convert files to PDF format are widely éafsle on the WEB. Also zipped (or
otherwise compressed) archives will not be acce(&f is self-compressing, there is
no gain in zipping). Technical problems resultingnf the use of other formats may lead
to your proposal being excluded.

Unless otherwise specified in the call for propssainly 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 #naaluation of the proposal.

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 mamggiwhen the file is printed. In addition, unlil
many common document formats, there are almosimses associated with PDF files. Allowir
proposers to submit in any possible format woulflinee the Commission to maintain an arsena

cases.
How?
The possibility of converting a text file into PO§ integrated into some word processors. In ¢

software (commercial software or downloadable framy from the web. Conversion into PDF
the last step in preparing a document for submisssince PDF documents are "locked", th
cannot be edited like normal text files.

this is not implemented in the word processor y@iusing, you can download special conversj

software in different versions - and even then abddy could not be guaranteed in 100% of the

The format and structure of part B of a propoda @description of the content of the proposal)
for the specific call is specified in the so call&art B Template” file. By clicking on the link

“Download Part B/Annexes Templates the proposer downloads the template file (RTF
format) and uses it as a guide to structure thpqwal Part B appropriately. Open the template

Part B RTF file and edit it. Save the file, and ®finished convert it to PDF and then add
the proposal.

it to

The Part B filename should contain the proposabragn and be structured as follows: IEE-
08-ACRONYM. The file name can only contain Latittées (a-z), digits (0-9), the underscore
(), the dash (-) and the dot (.) character. Ihocaicontain any special characters or spaces.

Part B checklist

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

- Filename ends in .pdf

- Filename doerot 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 colouredgbrresolution pictures. It will be
printed in Black and White at 300dpi for evaluation




Once the Part B file is created, use tBedwse’ button to locate the part B file.
Click on “Upload Proposal Filé to upload the Part B file to the proposal.

%

1.6.2 Detailed Budget

The Detailed Budget file provides detailed informatabout the estimated budget and
costs of the proposal, broken down to the levegbaticipants and work packages. Each
participant has to provide information to the cdioator, who fills the data into the
Detailed Budget file.

For the Detailed Budget you must use EXCEL or EX@Bmpatible format. By clicking
on the link ‘Download Budget Templaté the co-ordinator downloads the template file
(XLS format) and uses it as a guide to fill in hetailed Budget section appropriately.
Do not upload a PDF.

The Detailed Budget filename should contain theppsal acronym and be structured as
follows: IEE-08-ACRONYM-Budget. The file name canly contain Latin letters (a-z),
digits (0-9), the underscore (), the dash (-) dweddot (.) character. It cannot contain any
special characters or spaces.

Once the Detailed Budget is completed, use BmWse’ button to locate the Budget
file.

Click on “Upload Budget File' to upload the Detailed Budget file to the prodosa

1.6.3 Annexes

Further to Part A, Part B and the Detailed Budgeist times additional annexes are required.
These annexes are related to each participantptiaing its legal and financial situation.

You can use the Annexes Upload section to locadeugioad them. You should not annex any
other files unless this is specifically requestethie Call for proposals.

By clicking on the link Download Part B/Annexes Templatesthe proposer downloads not
only the template for Part B but also the listeduired annexes as well as the template file for
the simplified financial statement (xIs format).

For the Annex content the only supported formaes RDF and XLS. The Annex filename
should not contain any special characters or spétoean only contain Latin letters (a-z), digits
(0-9), the underscore (), the dash (-) and the(Jlatharacter. The Annex filename must be
different from the Part B filename. As the anneges per participant, file naming should
include the short name of the participant and #ltbe system indicated in the below table:
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Type of Annex Who needs to submit Annex File name
format

Legal documents (LD) Every participant PDF Partagipshort name_L0O
Legal entity sheet (LE) Every participant PDF Raptant short name_LH
Balance sheets (BS) __privgtarticipants PDF Participant short name_BS
Simplified financial statement (SEQ)rivate participants XLS Participant short name_$FS
Financial identification form (FI) Co-ordinator PDF Participant short name_F
Declaration by the applicant (DEC) | Every participant PDF Proposal acronym_DEC
Letter(s) of support/intent (LOI) optional PDF Proposal acronym_LOI

Use the Browse' button to locate the Annexes files.
Click on “Upload Annex File’ to upload the annexes to the proposal.

Note In case of uploading annexes to the EPSS, plaake sure that the name of the

annex file is NOT identical with the name of yoar{B file.

Note Before being saved to the EPSS database, th&Pdue Detailed Budget and Annex
files are checked for viruses. If files are founde infected they are rejected by the system

and the user is warned.

E C(
) %
* + ,
[
! .
+
[] %-
00-
1 %! 0

Upon successful upload of a file the following ssr@ppears:
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If the proposal is ready you should click daubmit 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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1.7 Validation

Select"Check Validation" and click on'next" in order to validate the entire proposal.
Possible errors are indicated and can easily baedfand 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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1.8 Submit Proposal

In order to complete the proposal submission therdmatormust 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,
Annexes) are simply saved in the EPSS databatb®ut forming a proposal package
and without being recognised as a submitted propoka

By clicking on the'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 sudagsubmitted. The proposal can be
modified and submitted until the closure of thd.dahch subsequent submission
overwrites the previously submitted version (eawersions are not archived).

If there are blocking validation errors you'll nie¢ able to submit the proposal and get a
screen like the following:

If there are “Warning” type of validation errordien you can still proceed with the
submission by supplying some relevant comments clict on the ‘Submit NOW”

button:
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1.9 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 trerdioator 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

1. Choose the Call and Subscheme for which you waappdy
(http://ec.europa.eu/energy/intelligent/call for pweals/call library en.him

2. Viathe IEE call page, register with EPSS in ortdenbtain a login and
password well in advance of the call

3. Use the provided username and password to prepereudmit the proposal
(https://www.epss-fp7.org/eaci-ipe

4. Proposal Setup — Enter Participants,

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

6. Upload the Part B file, the Detailed Budget andrdgpiired annexes.
7. Validate the proposal.

8. SUBMIT THE PROPOSAL!

3 Note for Macintosh users

The combination of OSX and Microsoft Internet Explomay cause problems while
uploading files. The directory delimiters whichdmet Explorer uses are recognized as
“invalid characters” by the EPSS.

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

The Safari browser is NOT supported.
The Mac OS 9 is not supported.
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EPSS Frequently Asked Questions (FAQ)

EPSS support Contact detassipport@epss-fp7.orgt32 2 233 3760
(from 08:00 to 20:00 CET)

A. General Questions:

What are my options for submitting a proposal?

What are the Minimum Requirements using for the EBBplication?

What is the difference between a Coordinator ahdrgbarticipants?

Do | need to reqister to use the EPSS system?

| have lost my password, what should | do?

How can | print a form?

What do the evaluators see?

Can | access EPSS directly (not via the IEE welisite

How does EPSS support two stage calls?

0.  am in an EPSS form NOT idle filling the fieldsdathe system ejected me saying that | was idle

for more than 30 minutes. | lost all the data lénéited in! Is that normal?

11. | am trying to fill the forms and the online helmts obscure the field that | need to write in. Wha
can | do?

12. | try to open a form in PDF format and | get amoedike “...Error opening document. File not
found....”. What can | d®

13. | am preparing several proposals concurrently, | wmimg different IE7 Tabs for the different
sessions and all my sessions are mixed up! Ithanal?

14. | have validation errors in the forms, how shdikithem?

Boo~NogRLNE

B. Coordinators:

How should | proceed as a coordinator? (Roadmap)

| have just registered and the system asks meaigehmy password. Is that normal?
| uploaded a wrong Part B, is it possible to deite

| uploaded a wrong Annex file, is it possible tdade it?

Is there any limitation on the size of the uploaties?

When should | submit?

During submission the proposal validation checkfadsd. Can | still submit the proposal?
What happens with the filled in forms when | edhe&r participants in the list?

Which file format may | use for Part B?

10. Should | ZIP the Part B?

11. Are there any restrictions on file names?

12. Which format may | use for the Detailed Budget?

13. May | annex other files?

14. How can | check my submitted proposal?

15. | am stuck at a specific page of EPSS. What can? d

16. | have been ejected from the EPSS system. Is tratal?

CENoTR~WNE

C. Other participants:

How should | proceed as another participant? (R@gdm

Why | cannot edit the Al / A3 forms?

How do | find my Part A form?

| cannot upload the Part B file nor the annexesteel to my organisation.
Can | change my password?

| am trying to login but the system does not acceppassword.

ogkrwnE
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Questions and Answers

A. General Questions:

1.

What are my options for preparing and submitting aproposal?
You can prepare and submit an application onlynenlising the EPSS system.
What are the Minimum Requirements for using the EP$S application?

Proposers will access EPSS through Web Browsers.
The Minimum Requirements are:

An SVGA screen, i.e. a screen with a resolutiol@24x768 pixels, small fonts. Users
should not use the font scaling option that is laté with some browsers to enlarge the
font size in the A forms, as this may lead to udptable results while visualizing the

forms

A connection to the Internet

Internet Explorer 6.0 and above or

Netscape Navigator 7.0 and above or

Opera 6.0 and above or

Mozilla Firefox 1.0 and above or

Mac OS X Mozilla Firefox browser for Apple Macigh users (Mac OS 9 is not

supported and Safari neither)

3. With respect to using the EPSS, what is the differece between a Coordinator and other

participants'?

Coordinators register for a specific call, defihe participants of the proposal, edit electronic
forms, send usernames and passwords to other ipantis, upload Part B files, Detailed
Budget and annexes and, finally, they submit tloppsal.

Other participants use usernames and passwordsdpecific call (that they receive from the
coordinator), edit their own form (A2) and sendithennexes to the coordinator. Other
participants cannot submit the proposal.

Do | need to register to use the EPSS system?

Only coordinators should register. Other partictpasbtain the information to access the system
from their coordinators.

| have lost my password, what should | do?

You have to click on the “Forgot your password®klin order to reset it to the original one. Note
that only coordinators can request new passwoirfdgoll are a participant and forgot your
password, you should contact your coordinator.

How can | print a form on my printer?

It is not possible to print a form directly frometlEPSS. You need to download the desired form
first as a PDF file. To download a specific foricktthe corresponding “DOWNLOAD (PDF)”
box next to the form. Then click the download botemd follow the onscreen instructions. Once
the form is downloaded, you will be able to pribtprovided you have thédobe Acrobat
Readerinstalled on your machine
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10.

11.

12.

13.

14.

What do evaluators see?

All proposals are printed in black and white atesalution of 300dpi (dots per inch) before
evaluation. You should download your proposal ahdc& particularly the legibility of pictures
and diagrams under these conditions.

Can | access EPSS directly (not via the IEE website

Yes it is possible to bypass the IEE call page omme have obtained a username and password.
The URL to connect isittps://www.epss-fp7.org/eaci-iee

How does EPSS support 2 stage calls?

Where applicable, user name and passwords will irerdantical for the first and for the second
stage - for projects that are retained for the seéctage of the call.

| am in an EPSS form NOT idle filling the fields ard the system ejected me saying that | was
idle for more than 30 minutes. | lost all the datd have filled in! Is that normal?

If the “Save” or “Validate” buttons are not pressélte system considers the user idle because
there is interaction with the system only when éhbattons are pressed. Make sure that you save
the form you are filling OFTEN.

| am trying to fill the forms and the online help-hints obscure the field that | need to write in.
What can | do?

You have probably moved from one field to anothging the Tab key and not the mouse. The
hints appear/disappear based on the mouse movei&shased on the field selection. Move
your mouse on the screen and the help-hint thatuwbs the field will go away.

| try to open a form in PDF format and | get an error like “...Error opening document. File
not found....” What can | do?

It has been observed that certain PC configuratinag lead to the inability to open online the
form in PDF format. The exact reason is not yeagléut it is probably related to the PC security
policies combined with the cache settings for HTT@Ssions. A work around solution is to save
the form locally on the PC in PDF format and theemit.

| am preparing several proposals concurrently, | amusing different IE7 Tabs for the
different sessions and all my sessions are mixed!up that normal?

Due to the way that several browsers handle th&iesdhat are used by JAVA applications to
identify user sessions, it may happen to havefarence between sessions which are initiated on
different tabs. Typical examples of applicationattbuffer from interferences are the ones that use
login credentials to identify different session®@&S is such an application). The browser cannot
handle the different login sessions if they arengokeon different Tabs; it can only differentiate
them when they are opened on different browser avirsd IF YOU HAVE TO PREPARE
MULTIPLE PROPOSALS, YOU MUST USE DIFFERENT BROWSERINDOWS, NOT
TABS.

| have validation errors in the forms, how shall Ifix them?

At the bottom of each form the validation errore ksted. Make sure that ALL fields have values,
as all of them are mandatory. If you need to intikeda value in a field that has no meaning, use
the “-* or “0” values (if the field is character aumber respectively). Especially in the A3, only
integer numbers are accepted, without spacesr “,”.0
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B. Coordinators:

1. How should I proceed as a coordinator? (Roadmap)
Coordinator steps:
Register on the IEE website for a specific call.
Login to access the online EPSS.
Change the passwords for the coordinator and tier plarticipants.
Send the usernames and passwords to the otherijpents.
Set up the proposal by entering the number of @pénts, their name and email addresses.
Edit Part A forms.
Edit and upload the Part B file.
Upload other annexes, if required.
. Validate proposal to ensure basic checks are ieatisf
10. Submit the proposal.
11. Logout.

CoNooA~WNE

2. | have just registered and the system asks me toahge my password. Is that normal?
Yes, the first time you login, the system asks youchange the coordinator's and partner’s
passwords for security reasons.

3. luploaded a wrong Part B, is it possible to delet&?
You cannot delete a Part B file but you can ovemwit. If you upload another Part B file the
previous one will be overwritten. Please remembat you must re-submit (press the SUBMIT
button) after you have uploaded the new part B.

4. | uploaded a wrong Annex file, is it possible to dete it?

Yes it is possible to delete Annex files. Pleast tlhat Annex files are only permitted where they
are specifically requested in the call text. Ahets will be ignored.

5. Is there any limitation on the size of the uploadediles?

In order to have a fast upload process and avaidiple timeout errors, it is recommended not to
upload very big files. To keep sizes down, make $hat your Part B file is in PDF, avoid colour

and unnecessary high resolution pictures and grajtes average size of a Part B is 2MB. You
should aim to restrict your proposal to under 3MBd under no circumstances try to upload a file
larger than 10 MB.

6. When should | submit?

You may submit your proposal at any time beforé dakure. As soon as you have a consolidated
version you should submit it! You may continue toprove the proposal and re-submit the
improved version as often as you wish up to thé dakure. The submission takes place by
clicking on the “Submit” button (and all buttonsathfollow in the subsequent pages), simply
uploading or saving data is not sufficient! Do tenpt fate by waiting until the last moment!

7. During submission the proposal validation check hafailed. Can | still submit the proposal?
It depends on the reasons for the failure. The geabpvalidation check could have warnings (e.qg.
non mandatory fields left blank) or errors (e.gssimg Part B, missing A forms, blank mandatory

fields left blank, etc.). In the former case yow amntinue the proposal submission and also
provide some comments regarding the warnings.dratier case the submission is not possible.
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10.

11.

12.

13.

What happens with the filled in forms when | edit aher participants in the list?

Deleting a ParticipantThe Participant Numbers and the Participant Typesin unchanged

and the order of participants is adapted.

Note: when deleting a Participant, all associated Parfodns are deleted as well. For
example, when deleting Partner 5, the A2 Partidipanill also be deleted.

Adding a ParticipantA new Participant is added at the end of thedfgparticipants, a new

A2 is added automatically by the system.

Which file format may | use for Part B?

For the proposal content (part B) you must use usketly PDF (portable document format,
compatible with Adobe Acrobat Reader version 5 ighér, with embedded fonts). Other file
formats will not be accepted by the system. Botimmmercial and free tools to convert files to PDF
format are widely available on the Internet. Zipgedotherwise compressed) archives will not be
accepted (PDF is self-compressing, there is no igagipping). Most calls allow only one PDF
file comprising the complete technical annex (frto be uploaded. You should check the call
text and guide for proposers before uploading anyea Please note that un-requested
information such as company brochures, etc. wilignered.

The PDF Part B mugtot be encryptedand the parameter that prevents printingst not be
selected.

Note that only the co-ordinator can upload docusémEPSS.

Should | ZIP the Part B?
NO! PDF files are already compressed. Send theBPanly in PDF format.

Are there any restrictions on file names?
Use only alpha-numeric characters and the “_” attaraDo not use spaceanddo not use any
special characterssuch as /, \, *, punctuation characters etc?

Which file format may | use for the Detailed Budge?

For the Detailed Budget you must use the templedeigeed under "Download Budget Template".
It has to be exclusively in EXCEL or EXCEL compé#iformat. Other file formats will not be
accepted by the system. Zipped (or otherwise cosspd archives will also not be accepted.
Please note that un-requested information sucbmapany brochures, etc. will be ignored.

Note that only the co-ordinator can upload docusémEPSS.

May | annex other files?

You should annex exactly what is requested in #iketext. With the exception of the simplified
financial statement, all should be uploaded in P@mat. All templates are for download together
with the template for Part B.

You are requested to annex

For each participant:

- a scan of the signed legal entity form (PDF)

- a scan of the certified copy of the legal docutméRDF)

For private participants only:

- a scan of the certified copy of the most recetdce sheets and profit and loss accounts (PDF)
- a simplified financial statement (XLS)
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14.

15.

16.

For the coordinator only:
- a scan of the signed and stamped financial ifiestion form (PDF).

Note that only the co-ordinator can upload docusiemEPSS.
How can | check my submitted proposal?

After you have submitted, you are advised to doaglthe proposal and print it in black and white
at 300 dpi resolution — Check the result: thisae/tyour proposal will be seen by the evaluators.

| am stuck at a specific page of EPSS. What can b@&

Clean the Internet browser temporary files (cacre) cookies. Close your browser. Restart your
session in a new Internet browser window. If thebfgm persists contact the EPSS Helpdesk
without delay.

| have been ejected from the EPSS system. Is thabmmal?

The EPSS system automatically disconnects usetshinze been inactive for more than 30
minutes. Being active means clicking on “buttonpérforming a validation, save or submit
operation, adding or deleting participants); emigrdata into the electronic forms is not accounted
for. You are advised to save the form early androftf this does not explain the reason for being
ejected from the system, contact the EPSS Helpdibkut delay.
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C. Other participants:

1.

How should | proceed as another participant? (Roadmp)

Participant steps:

Receive username and password from the coordinator.
Login for accessing the EPSS.

Edit your Part A2 form.

Validate your Part A2 to ensure basic checks aisfieal.
Logout.

agrwnNRE

Why can | not edit the A1/ A3 forms?
Individual Participants can only edit forms thapbpto themselves such as A2. Only the proposal
coordinator can edit all the other forms.

How do | find my Part A form?

After logging in, navigate to the Part A tab andt ¢ae form that indicates your name as provided
by the coordinator or go to Proposal setup andtkeeforms that are associated with each
Participant. Only A2 forms can be edited by thetiBipants.

I cannot upload the Part B file nor the annexes relted to my organisation.

Only the coordinator has the permission to uploias.f Other participants have to send the
required annexes regarding their organisation ¢octhordinator. However, the other participants
can access and download the files.

Can | change my password?
No, only the coordinator can change passwords.

I am trying to login but the system does not accepty password.
Contact the proposal coordinator to check if helsdechanged the other participant’'s password.
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