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1  EPSS Preparation  ïUserôs Guide 
 

 

The EPSS (Electronic Proposal Submission S ervice ) allows proposers to create their proposal 

completely on - line without downloading or saving anything on their local personal computer. 

The EPSS service is available v ia the 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 the font scaling option that is available 

with some bro wsers to enlarge the font size when viewing '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 Macintosh users (Mac OS 9 is not 
supported and Safari neither !, see Note on last page)  

- JavaScript or ActiveX controls enabled (depending on browser)  

- Cookies enabled browser   

 

Note :  The EPSS web application is best viewed with using:  

- Inter net Explorer 6.0 (and above)  

- or Mozilla Firefox 1.0 (and above).  

- Safari is NOT supported (whatever the OS)  

 

 

 

1.1.   The first step: Register and get a user ID and password  

  

Registration should be done only by proposal co - ordinators. Partners receive 
registra tion information from their co - ordinator.  

Access to the EPSS is call -  and sub -scheme -specific, i.e. you have to first choose for which 
call for proposals and for which sub -scheme  within the call you want to prepare a proposal.  

Ã promotion/ dissemination proj ects (CIP - IEE-Promo -P) (open in Call 2009)  or  

Ã creation of energy agencies (CIP - IEE-Promo -A) ( not open  in Call 2009!)  

 

Access is provided at the website of the IEE programme at the respective call page 
http://ec.europa.eu/energy/intelligent/call_for_proposals/call_library_en.htm .  

After selecting the sub -scheme , you will arrive at the EPSS start page. Click on "Register", 

fill in the registration form and submit i t .  

http://ec.europa.eu/energy/intelligent/call_for_proposals/call_library_en.htm
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The registration form  first asks for some contact data . Optionally , i f you have a PIC 

(Participant Identification Code) you can already enter  it here. You will be still able to stop 

working with a PIC if you decide so once you have obtain ed the EPSS ac count . If you enter 

your PIC, and wish to see what the associated PIC data is you may click on the  'View PIC 

data' button. If at that stage you object the correctness of your PIC -data or simply you 

decide not to use it, you can clear it by clicking on the "Clear PIC -data" button. After 

clearing your PIC -data (or simply if you donôt have a PIC) you should proceed with entering 

valid data to all mandatory fields by manual typing. For further information about using PIC 

for IEE  see 1. 4. 

Next you are asked to  indicat e IEE Key Actions , title, acronym and abstract of the proposal 

as well as the number of participants . 

All information marked with an * is mandatory for the registration but  can be changed later 
in the process of proposal preparation (see also 1.3).  

 

The EPSS will send you coordinator and partnersô usernames and passwords by e - mail.   

Important notice:    

¶ The EPSS registration email, which contains the access codes to prepare and submit 

the proposal, will be sent  to the email address you define during th e registration. This 

email will be sent from noreply@epss - fp7.org. Prior to the registration you should 

check that this domain (epss - fp7.org) is accepted by the email server of your 

organization. If you do not receive this email, please check your SPAM in case it ends 

up there. In any case you can always contact the EPSS Helpdesk to assist you if you 

have not received the EPSS codes.  

¶ The login and password is linked to only one proposal (for the call and for the sub -

scheme you have chosen). For each other p roposal you want to prepare you have to 
register again, following the procedure described above.  

 

 

1.2.   Login  

1.2.1  Initial Login  

 

As a co -ordinator you must use the login and password that has been sent to you by e -mail 

to access the EPSS.  

ü Go to https://www.epss - fp7.org/eaci - iee /   

ü Introduce the Coordinator User ID  

ü Enter the Coordinator Password  

ü Change the Coordinator Password  

ü Enter the Other participant Password  

ü Change the Other participant Password  

  

Distribute the Other participant  username and the modified Other participant  password to 

your other participant s ïif any.  

 

 

https://www.epss-fp7.org/eaci-iee/
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1.2.2  Subsequent Logins  

ü Go to https://www.epss - fp7.org/eaci - iee/   

ü Introduce the ïCoordinator or O ther participant -  User ID  

ü Enter the ïmodified Coordinator or Other participant -  Password  

Note :  

Other participants can view all proposal information but can only edit the own A2 form.  

 

 

 

1.3.   General  

  

 
  

  

Now, you may prepare the proposal. By clicking on t he ñGeneral ò Tab, you can find 

information about:  

- The selected call  

- The selected sub -scheme  

- The proposalôs status  

- The proposal number (if this has been submitted)  

- The Coordinatorôs Name (as registered) 

- The proposal Title (as registered)  

In " General " no da ta can be entered. Information is only displayed.  

Tip :   Reduce t yping errors: Write logins and passwords in a text programme and 

copy/paste them into the fields.   This prevents mis - typing errors.  

https://www.epss-fp7.org/eaci-iee/
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Tip :   Please check the call and sub -scheme identification first.   If you have selected the 

wrong call and the wrong sub -scheme, you will have to register again. The EPSS operator 

cannot change the registrat ion information and transfer data from one registration to 

another.  

 

Note :  

- If the co -ordinator details change, you do not need to register again; co -ordinator 

information is taken from the A2 forms.  

- If you wish to modify the Title of the proposal you will  have to do it in the forms of 

Part A . The title appearing in this page is taken from the registration data and cannot 

be changed. However, t his does not affect the submitted proposal, because what is 

evaluated is the content of the Part A and the Part B.  

 

 

Go to ñProposal setup ò.  

 

 

1.4.   Proposal Setup  

In the proposal setup section you define the number of other participants that participate in 

your project.  

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

   

 

 

 
 

Make sure that the co -ordinator e -ma il address is correct. You can include multiple e -mail 

addresses, you must separate them with a semi -colon ñ;ò.  
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1.4.1  Adding participant s 

 

To add a participant  to the proposal the co -ordinator  must provide  the partner's short 

name and e -mail address. Optional ly, i f this partner has provided a PIC, the co -ordinator  

may insert  the relevant participant's PIC number.  

 

Click the "Add participant" button.  

Once a participant is added, the system automatically creates an A2 form and an extra row 

in the A3 form. Those  forms are accessible via the A2 -Link, A3 -Link buttons, but they can 

also be found after clicking in the ñPart Aò Tab.  

 

 

 

 

If a PIC was  entered , clicking on "add participant" opens  a window "PIC ï Verify Data" . It 

informs about the data associated wit h the PIC and asks to either "Accept "  or "Reject " . If 

you disagree or decide not to use it, click "Reject"; otherwise "Accept"  to complete the 

addition of this participant .  

If a PIC is provided , some  of the A2 data fields (such as the legal name of the or ganisation  

city and country ) will be filled automatically  once the corresponding A2 form is opened . Most  

fields will be in 'read -only -mode'  and allow no change  in the respective fields . However PIC 

data can always be cleared at a later stage , see 1. 4.2  Mod ifying participant information.  

 

 

Tip : The e -mail addresses introduced in this section are used by EPSS to send automatic 

e-mail confirmation once the propos al is submitted/transferred for evaluation. Please 

check that they are complete and accurate.  
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Important:  

The co-ordinator must make sure that all  participant s open the corresponding A2 form in 

order to finish validation :   

(a)  All  participants must complete their A2 form  with data which need to be added 

manually , even if a PIC is used . Most of these data are mandatory, and therefore must 

be completed.  

(b)  The associated PIC - data set is only inherited once the A2 form opened . The same 

validation step is mandatory if the PIC number is deleted or modified. These validation 

ste ps are necessary to avoid unintended changes in the administrative data. If for some 

reason you decide to change or re - introduce a PIC, please always make sure that you 

not only click on the 'Update Participant information' and then click on 'Accept' but 

afterwards you make sure that the corresponding A2 form is opened to finish verification 

and have the PIC data inherited.   

 

Using PIC in EPSS  within  IEE  

Important : This is not a compulsory step -  you can prepare and submit a proposal 

without holding and/or using a PIC.   

 

Intelligent Energy -  Europe  uses the services offered by the Unique Registration Facility 

(URF) of the European Commission's Research DGs. The PIC or Participant Identification 

Code  is a 9 -digits unique code for the identification of legal e ntities validated by the 

European Commission. Applicants who use the PIC will not have to submit their legal 

information and supporting documents each time they participate in a proposal or negotiate 

a grant agreement, but they just introduce their PIC.  

I f you do not yet have a PIC, and you decide to use this service please follow this link to the 

Unique Registration Facility: : http://ec.europa.eu/research/participants/urf/   

For more informati on about Unique Registration Facility including support please visit the 

corresponding section of CORDIS: http://cordis.europa.eu/fp7/urf _en.html  

After registration, the new PIC will only be act ive in EPSS after 48h, therefore please ensure 

that you start your registration well before the deadline of the chosen call.  

The default format of PIC is a 9 digits numeric code without separator or special characters. 

In EPSS only the proposal co -ordinat or (who is responsible for the overall coordination 

between partners) can introduce a PIC or clear a PIC for a participant. Providing the PIC 

implies that the proposal co -ordinator has access to this information from its own 

organisation or through the pro posal partners' organisations.  

Note : All organisations which already signed a Research FP7 contract with the Commission 

should have received a PIC. Find out within your organisation who are contact points for FP7 

grant agreements; they will be able to tel l you your organisation's PIC. If you cannot find 

any contact point within your organisation, ask the URF help  desk to put you in contact with 

them.  

 

http://ec.europa.eu/research/participants/urf/
http://cordis.europa.eu/fp7/urf-pic_en.html
http://cordis.europa.eu/MailAnon/index.cfm?fuseaction=Hiding.PostalForm&address=00440049004700490054002d0045004600500037002d0053005500500050004f00520054004000650063002e006500750072006f00700061002e00650075&name=URF%20help%20desk
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1.4.2  Modify ing  participant information  

 

The co -ordinator  can use the "Edit Details" button in the section "Proposal Parti cipants" to 

modify PIC, organisation short name and the email(s)  related to a participant . The following 

screen appears :   

 

 

 
 

 

 

If a co -ordinator  object s the accuracy of the retrieved PIC information , he/she  can remove it 

by clicking on the  "Clear PIC -data"  button.  If the PIC -data is cleared, than all associated 

information will be erased from the A2 form and have to be re -entered manually.  
 

Important: In order to enforce changes you must click on "Update Participant Information" 

to update a Participant ôs details. 

 

Participants can be removed from the proposal by  clicking the "Delete" button.  
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1.5.   Part A  

 

This section deals with the administrative forms of the proposal and is called " Part A ".  

 

Part A shows the  forms A1, A2 and A3. Click on the links that are listed below ñForm nameò 

to access the forms.  

 

 
  

 

The proposers need to fill the A forms appropriately and save them on the EPSS server. 

Also, each form can be downloaded as a PDF file to your hard disk.   Check the relevant fields 

and click on ñdownl oadò to receive PDF copies of the Part A forms.  

 

 

Note :   

 

For a participant for whom a PIC has been provided, the first time that the A2 or A3 form is 

opened the below  screen shows up.  

 

In case some information is not correct, the participant can click t he "Open the form" button 

and edit the information in the form, if the field is editable. If it cannot be edited, the 

participant should contact the co -ordinator and ask for clearance of the PIC.  

 


