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1 EPSS Preparation —User’s Guide

The EPSS (Electronic Proposal Submission Service) allows Proposers to create their
proposal completely on-line without downloading or saving anything on their local
personal computer. The EPSS service is available via the Internet as a Web based
application.

The System requirements are:

A connection to the Internet

A screen with a 1024x768 resolutiont! and small fonts. Users should not use the font
scaling option that is available with some browsers to enlarge the font size in the A
forms, as this may lead to unpredictable results while visualizing 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 Macintosh users (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 subscheme-specific, i.e. you have to first choose for
which call for proposals and for which subscheme within the call you want to prepare a
proposal. Access is provided via the respective CORDIS call page (see
http://cordis.europa.eu/fp7/dc/index.cfm ). After selecting the call, you arrive to
the call page. On the call page, go to the box "Prepare and submit a proposal for this
call"; choose the sub-scheme you want to apply for from the dropdown list and press
"Go". You will arrive at the EPSS start page. Click on "Register", fill in the registration
form and submit it. The EPSS will send you coordinator and partners’ usernames and
passwords by e-mail.

The login and password is linked to only one proposal (for the call and for the instrument
you have chosen). For each other proposal you want to prepare you have to register again,
following the procedure described above.
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1 screen resolution of 640 x 480 or VGA will prevent the forms from being completely displayed on
screen, preventing access to the save or validate button

1.2 Login

1.2.1 Initial Login

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

- Go to https://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 and the modified Other participant password to
your other participants —if any.

1.2.2 Subsequent Logins

- Go to https://www.epss-fp7.org
- Introduce the —Coordinator or Other participant- User ID
- Enter the —modified Coordinator or Other participant- Password

Note: By entering the proposal as an other participant, you can only access your A2
Form for editing. Other participants can view all proposal information but only edit A2
forms.

Tipl: Reduce typing errors: Write logins and passwords in a text program
and copy/paste them into the fields. This prevents mis-typing errors.
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1.3 General

< EPSS FP7: Prepare Proposal - Windows Internet Explorer

@ ;.-" £ hitps:/ fwww.epss-p7.orgfepss/ proposalGeneral. jsp - 8 % e
File Edit View Favorites Tools Help

W 4A |23 - e CORDIS: FP7 : Calls | @ EPSS FP7: Prep... x

Electronic Pro osai'Submission Service (EPSS el
£l i JI i Y o~
e -“‘aﬁ 2 4
CORDIS - 3 & _Mir_

CORDIS: EPSS

=7
a
k|
g
4
€
g

Change Password Check Validation Submit Proposal Logout

Proposal Setup Part A Parl B History

General Infermation

Call Salactad: FP7-TEST-MULT-BART
sub-Schama Selactad: C-10
Proposal ID: Not availabla

Title: Test title

Coordinator:

Mame: albert Emstein

Addrass:
Test street
1000

Brussels

Proposal status:
Proposal NOT submitted

4 Done @ Intermet R100% -

Now, you may prepare the proposal. By clicking on the “General” Tab, you can find
information about:

- The selected call

- The selected subscheme

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

Tip|: Please check the call and subscheme identification first. If you have

selected the wrong call and the wrong subscheme, you will have to register
again. The EPSS operator cannot change the registration information and
transfer data from one registration to another.
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Note:

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

2. If you wish to modify the Title of the proposal you will have to do it in the forms.
The title appearing in this page is taken from the registration data and cannot be
changed. This does not affect the submitted proposal, because 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 define the number of other participants that participate
in your project.

< EPSS FP7: Prepare Proposal - Windows Internet Explorer

@ i & hitps: | fwww. epss-fp7.org/lepss/ proposalSetup. jsp > & | R~

Eile Edit \iew Favorites JTools Help
W dAl |23 -|g) CORDIS: FP7 : Calls | @ EPSS FP7: Prep... x

Electronic Proposal 5ubm155|on Service {EPSS S
> @
CDR.DJS ‘1'. :'IEI :’::_1”

: EPSS

G - i Page v Q) Tools » i

=7
2

BT change Password Check Validation Submit Proposal Logout
General Part A Parl B History
Proposal Membars
Participant 10 Organisation short name AZ-Link  A3-Link E-mails(s)
1 AlbEin ] £ ] vk janni g be Edit details
Add Participant
Status of your organization naead infa?

Organisation Short Name
Participant E-mall(s)
Hon Profit Organzation Clyes () no

Method of determining Indirect Costs  need info? Public Body (Clyes () no
Research Organisation (C)yes () no

Cost Model 3 Higher, secendary education establishment () yes () no

4 Done @ Intermet R100% -

Make sure that the co-ordinator e-mail address is correct. If you include multiple e-mail
addresses, you must separate them with a semi-colon *;”.

To add an other participant to the proposal, type in the other participant name, e-mail
address as well the information related to:

-The status of organization
-The Method of determining the Indirect Cost
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~ EPSS FP7: Prepare Proposal - dows Internet Explorer

| & Ihttps:/ fwww.epss-fp7.org/epss/proposalSetup. jsp
Eile Edit !ﬁew Favorites  Tools ﬂelp
W & [ a_l:DRDlS FP7: Calls | ﬂEPSSFP?.P«en... M - B mm - rPagev () Tools v

CORDIS: GBPSS

Change Password Check Validation Submit Proposal Lagout
General |___Proposal satup | part A Part @ History
Proposal Members
Participant 10 Organisation shart name az-Link  A3-Link E-mails(s)
1 AlbEin = =] w.kentogiannigintrasaft.be Edit Datails

Add Participant

it [r— [PEM Status of your organization need info?
Participant E-mail(s) |parta@mail com
Non Profit Organization (&) yes () no
Method of determining Indirect Costs need info? Public Body () yes (®) no
Research Organisation () yas () no
Cost m Special Transition Flat Rate |« o CoRE e e s (S (W o
4. Done, but with errors on page. & Internet 100% -

You can use the “Edit details” button to modify data related to a participant:

= EPSS FP7: Prepare Proposal - Windows Internet Explorer

€3+ [E0ttpsijwwnw.epss o7.orafepss/oroposalSetup sp I [
Eile Edit View Favorites Tools nelp
W {0 B - eI CORDIS! FP7: caus |#EPpss Fp7: Prop... - EB nqn - irBage™ GiTeolsv
Electroml: Propossl Submissron Service (EPSS]
d‘ > l
CORDIS: BPSS
TN chenge Password Check Validation Submit Proposal Lagout
Ganaral [ propesal setup | Part A Part Histary

Proposal Members

w short name  A2-Link  A3-Link E-mails(s}
1 AlbEin = ] = v.kontoguanni intrasoft.be Hide Details
; 3
[ mMadify participant information
Organisation Short mame | AIBEin | Status of your organization | needinfo? |
Participant [-mail(s) 'v.honloumnm@mlras«n!l.bo'
Non Profit Organization () yes @ ne
| Method of determining Indirect Co! peed info? | | Pubihc Body (@) yes O no
: : . Research Organisation & yes () no
Cost Model | Real Indirect Cast g || e Gy . Cyes @ no
[ Update Particip 1]
-
& Done, but with errors on page. & Internet H100% -
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Click on “Update Participant Information” to update a Participant’s details.
Once a participant is added the system automatically creates an A2 and A3.1 form.
Those forms are accessible via the A2-Link, A3-Link buttons, but they can also be

found after clicking in the “Part A” Tab.

/ EPSS FP7: Prepare Proposal - Windows Internet Explorer E_,FETWSE
v £ 'D -

<) ~ & hitps:/ fwww.epss-ip7.omg/epss/ proposalSetup. jsp?z=1171647509501

Eile Edit \iew Favorites Tools Help
W 4% |23 - CORDIS: FP7 : Calls | # EPSS FP7: Prep... » f - B} - m - irPage~ (iTools v

EPSS

change Password Chack validation submit Propocal Loqout
General Proposal Setup Part A Part 8 History
Proposal Members
Participant 10 Organisation short name  A2-Link  A3-Link E-mails(=)
1 AlbEin = o v.kontogiannigintrasoft.be Edit details |

2 Parta =@ [E-] partagmaid.com Edit details | | Delete

Add Participant
status of your orqanization need info?
organisation Short Nama

Participant E-mail(s)
Mon Profit Organization (yes ) no
Method of determining Indirect Costs need info? Public Body () yas ) no

Research Organsation () yes () no
G v Highar, secondary education establishment () yas () no
[ add participant
. =
i Done & Intemet ®100% -

Tip| The e-mail addresses introduced here are used by EPSS to send
automatic e-mail confirmation once the proposal is submitted/transferred for
evaluation. Please check that they are complete and accurate

Note: The first participant is always the co-ordinator.
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1.5 Part A
This section deals with the administrative forms of the proposal or Part A.

< EPSS FP7: Prepare Proposal - Windows Internet Explorer
6-\' & hitps:/ fwww.epss-fp7.org/fepss/ proposalPartA. jsp < B | x . . R~
Eile Edit View Favorites Tools Help

W 4 |28 - CORDIS: FP7 : Calls | @ EPSS FP7: Prep... =

- -
Electronic Proposal l5|.l|::_rr|i&'.si<:-n Service [EP
| JI —
2l % 7
CORDIS o L

=
a

~

S5 e

CRDIS: EPSS

T change Password Eheck Validation Submit Proposal Logout
o proposalsetop YN parts wistory
Part A

Click on a form name to edit online, or select form(s) and press download to view as PDF.
Seroll to bottom of the form to save and validate form.

Scroll to botlum of the fonm for validation errors.,

Naote: will anly be p if form is walid.

Farm name Download (PDF) Status

a1 O Last updated 16/02/2007 18:24:01 CET by EPS5
&2 Coordinator O Last updated 16/02/2007 18:24:01 CET by EPSS
AZ Parta O Last updated 16/02/2007 16:40:36 CET by EPSS
A3 1 AlbEn O Last updated 16/02/2007 18:24:01 CET by EPSS
A3 1 Parta O Last updated 16/03/2007 18:40:38 CET by EPSS
a1z O

Plaase note that all participants in proposals must ansure that they have the authorisation of thair
orgamsation ko participate m the proposal and any project ansing from it
Co=ordinators are advised o ensure that this is the case prior to the submission of the proposal.

| Tep | CORDIS Services | EPSS FAQ | EPSS Help Desk - Publicaticns Office I o

& Done, but with errors on page. & Intemet H100% -

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 “download” to receive PDF copies of the Part A
forms.

Part A shows the overview of forms Al, A2, A3.1 and the summary A3.2 (certain

subschemes also have an A4 form). Click on the links that are listed below “Form
name” to access the forms.
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< A1 AlbEin - Windows

Internet Explorer
£ |https://www.epss-fp7.org/epss/formProcessor.jsp?valuesChanged =0&formId=15573&id=1171647705781&cmd=GetForm  ~ | g |

A

IF YES

- please give the call identifier

Mo value specified for mandatory field

Mo value specified for mandatory field
Mo value specified for mandatory field
Mo value specified for mandatory field
Mo value specified for mandatory field
Mo value specified for mandatory field

I Save Form

Similar propeosals or signed contracts?

a) Has this proposal (or a very similar one) been previously submitted to a call _
f- i &
for proposals of the 7th EU RTD Framework Programme? yE= lnad 8

- please give the propesal er contract number (if known) |

Is this proposal (or a very similar one) currently being . —
submitted to another call under FP7? | lyes [ Ino

IF YES please give the call identifier

"Proposal Acronym”
Mo value specified for mandatory field "
Mo value specified for mandatory field "
"Activity code 1"

"Free Keywords"

"Abstract (max. 2000 char )"

"a) Has this proposal (or a very similar one) been previously submitted to a call”
"Is this proposal (or a very similar one) currently being”

Proposal Title"
Duration in months”

I Validate ]

Done

& Internet ®100% -

- Fill the fields with data. (Almost all fields are mandatory, “-* or “0” are the
values that designate the “none” or “Non applicable” value)

- Press the “Validate” button at the bottom of the form: The validation is
looking for formal errors in the forms. If it finds errors, it indicates which
fields are wrongly filled.

- Ifall the necessary fields are filled you will find “no validation errors” at the
bottom of the form.

Page 11 of 28



< A1 AlbEin - Windows Internet Explorer
& |https://www.epss-fp7.org/epss/farmProcessor.jsp it ‘ e |

|HEALTH-2007-1.1-1 |- - -~

Free Keywords

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? ® Jyes]! Ino

IF YES

- please give the call identifier Iz
- 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? | lyes |® Ino
IF YES please give the call identifier

Mo Validation Errors

I Save Form Validate w

Done & Internet ®100% -

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

Note: The “Save Form” button performs form validation as well.
Fill out all forms for which you are responsible.
For forms with spreadsheets, the total amounts are automatically calculated by the

system when the “Validate” button is pressed. Obviously the appropriate fields need
to be completed first.

Tip| Save early and often. Saving will also validate the form. Pay attention to
the time-out of the system: editing a form is not considered as an action of
the user, saving or validating the form will reset the time-out.
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1.6 Part B and Annexes

< EPSS FP7: Prepare Proposal - Windows Internet Explorer

G _'V & hitps:/ fwww. epss-ip? org/epss/ proposalPartB, jsp | & |+ x R

Eile Edit \iew Favorites Tools Help

W4 B - e CORDIS: FP7 : Calls 8 ERSS FP7: Prep... » M- W% - |7 Page ¥ Q) Tools v
Electronic Proposal Sme:sswn Service [EPSS
ol
6’ "* ~-' %
CORDIS
i5: EPSS
Change Password Check Validation Submit Proposal Logout
General Proposal Setup Part A | porte ] History
PART B Upload Why only PRE?Help with PDF

Specify the location of the Part 8 file to be uploaded:

Fie:
Upload Proposal F ile

For the proposal content (Part B) ',lcm must use axclusively PDF 'Portzble Documant Format®, compatible with Adoba Acrobat Readar
wersion 3 or higher, with s 0 upload cybglte-."rkwp i2es down avoid colour and
unnacessary high resolution pi .:runcs -md g -mm The aver 'me zn\ of a rasearch proposal is ZMB (less for mability actions). You should
3im bo restrict yaut proposal to under 3MB, and under no circumstances try to upload a file larger than 10MEB

D load Part B T I (zip file)

PART B Overview

No Part B file uploaded.

- Wbt e

& Done & Intemet R100% -

1.6.1 Part B

For the proposal content (part B) you are requested to use exclusively PDF (“portable
document format”, compatible with Adobe Acrobat version 3 or higher, with embedded
fonts). Other file formats will not be accepted by the system. Both commercial and free
tools to convert files to PDF format are widely available on the WEB. Also zipped (or
otherwise compressed) archives will not be accepted (PDF is self-compressing, there is
no gain in zipping). Technical problems resulting from the use of other formats may lead
to your proposal being excluded.

Unless otherwise specified in the call text, only one PDF file comprising the complete
technical annex (part B) can be uploaded. Further files with annexes or additional
information (company brochures, supporting documentation, reports, audio, video,
multimedia etc.) will be rejected during the evaluation of the proposal.
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Tip| Do not use special characters in the file name. The system will prevent
you from uploading such files.

There are some calls though (i.e. calls for the Marie Curie funds) that request two
separate Part B files namely Section 1 and Section 2. If this is the case, then all
instructions remain the same with the only difference that the user will have to provide 2
separate files. Format and naming convention applies for these files.

Using only PDF format for submission of part B

Why?

This format for text documents is supported by the vast majority of computer platforms. The
advantage of saving as a PDF file is that the contents are "locked" and the original formatting
(margins, page breaks, etc.) will always be maintained when the file is printed. In addition, unlike
many common document formats, there are almost no viruses associated with PDF files. Allowing
proposers to submit in any possible format would require the Commission to maintain an arsenal of
software in different versions - and even then readability could not be guaranteed in 100% of the
Cases.

How?

The possibility of converting a text file into PDF is integrated into some word processors. In case
this is not implemented in the word processor you are using, you can download special conversion
software (commercial software or downloadable freeware) from the web. Conversion into PDF is
the last step in preparing a document for submission; since PDF documents are "locked", they
cannot be edited like normal text files.

The format of part B of a proposal (the description of the content of the proposal) for the
specific call is specified in the so called “Part B Template” file. By clicking on the link
“Download Part B Templates” the proposer downloads the template file (RTF format) and
uses it as a guide to structure the proposal Part B section appropriately. Open the template Part
B RTF file and edit it. Save the file, convert it to PDF and then add it to the proposal. The Part
B filename should not contain any special characters or spaces. It can only contain Latin letters
(a-2), digits (0-9), the underscore (_), the dash (-) and the dot (.) character.

Part B checklist:

- Part B is in PDF format (compatible with Adobe Acrobat version 3 or higher, with
embedded fonts))

- Filename ends in .pdf

- Filename does not contain any special characters or spaces

- The PDF Part B must not be encrypted and the parameter that prevents printing must not
be selected

- The proposal contains no unnecessary coloured or high resolution pictures. It will be
printed in Black and White at 300dpi for evaluation.
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Once the Part B file is created, use the “Browse” button to locate the part B file.
Click on “Upload Proposal File” to upload the Part B file to the proposal.

1.6.2 Annexes

For the majority of instruments and project types in FP7, part A and part B form the complete
proposal, so it might be that this section does not appear for your case.

For some particular actions, additional annexes can be required. In this case, you can use
the Annex Upload section to locate and upload them. You should not annex any other files
unless this is specifically requested in the Call Text. For the Annex content the only supported
format is PDF. The Annex filename should not contain any special characters or spaces. It can
only contain Latin letters (a-z), digits (0-9), the underscore (), the dash (-) and the dot (.)
character. The Annex filename must be different from the Part B filename.

Note: In case of uploading annexes to the EPSS, please make sure that the name of the
annex file is NOT identical with the name of your part B file

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

Upload your proposal early in the process and press the “submit” button
and all buttons that follow in the subsequent pages. Doing this ensures that
an interim version of the proposal text (the part B) is already present on the
system. Remember that the system allows multiple uploads of the proposal
text and this facility should be used to avoid the call closure rush.

In some rare instances, the proposal may be altered while in transit on the
Internet. To check that the uploaded file has been received unaltered, perform
a download of the part B.

Practice the conversion of the file to the PDF format. The conversion may
take an extended period of time if the page layout is complex or contains
graphics. There is no point is creating a PDF document with a resolution higher
than 300 DPI and in black and white. Nuances of grey may be reproduced but
should be avoided for legibility purposes.

Upon successful upload of a file the following screen appears:
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. EPSS FP7: Prepare Proposal - Windows Internet Explorer

L A it..'.“.l‘?s?‘f"r"."."".‘" 2pss-{p7.org/epso/proposalPartBupload.jep

v:‘:iv'x:..- n :p.
File Edit View Favorites Tools Help

W % [l e cORDIS: F7 : Calls | BEPSS FP7: Prep... x| B2 - B - - rPagev @Toolsv

Electronic Proposal Submission Service (EPSS) g

! —.' -
o Alad T, /4
CORDIS - o 2007 - 2013

CORDIS: BPSS
IS change Password Check Validation submit Proposal Logout
General Proposal Setup Part & | patm ] History
Part B Upload
Flease wait... processing upload
File upload complete, please wail...
File daskald.pdfl was uploaded successfully
¢ acchE3aTbTha. 4932
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 |
Tep | CORDIS Sarvices | EPSS FAQ | EPSS Melp Dusk Publicatng Ofice
4 Done & Internet £100% - .
| SRRl <= arch wih Google O EN S, eEEEL. RO W 6:46 PM

If the proposal is ready you should click on “Submit NOW” in order to submit it. If not,
then click on “Submit LATER” or any other of the Tabs in order to continue with its
preparation.
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1.7 Validation

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

BoF -~ | g e TR 7 orgf epss validationCheck. Jugp | & |||l = -
Fllo Edit View Favorites Tools Help
e g (o8- e CORDIS: FP7 : Colls | # EPSS FP7: Sub.. = - ir Poge ~ &5 Tools ~
E]ecr_ranh: Proposal Submisalon Service I:PSS
‘\ﬂ.'
._-;m.x_m.
Crmtn gens
Prapars Groposst Chanas rtnanin op Logour
Walktation Sl

The vatdation chack procs Chacking tha rules in the ordar specifed
taatd g at latlas Sl et e i el il iy

Plasse press NeMt 1o procesd with the validation check,

(mes)

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

If you cannot locate validation errors please contact the EPSS help desk immediately
on +32 2 23 33 760 or support@epss-fp7.org.

= EPS5 FP7: Check Validation - Windows Internet Explorer

Lop -l = & https:f fwww.epss-fp7.oro/epss/eligibilityCheck. jsp | B ||l | |
Elle Edit View Favorites Tools umo
25 - e CORDIS: FP7 : Calls | # EPSS FPZ: Chec... = = W - irPagew &) Tgolsw
Electronic Proposal Submission Service [(EPSS
m'“ = ‘
< 55
Prepare Proposal Change Password  [ETTEPTETITEEEN Subinin Propossl Logout

Validation Chock
Validation check: SUCCESSFUL

¥ L Aoy arrors.
Howsver these checks are not ‘and do not Hhat your b5 walid for this call

If you wish, you may submit the Proposal now.

If you make further You may again before the call deadline.

[ Submanow |[ SubmaLATER |

. Done [ @ intemet % 100% -
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1.8 Submit Proposal

In order to complete the proposal submission the proposer must select the “Submit
Proposal” section (in fact it is to this section that a user is also directed when clicking on
the “Submit NOW” button). Without submission, all the uploaded data (Forms, Part B,
Annexes) are simply saved in the EPSS database without forming a proposal package
and without being recognized as a submitted proposal.

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

/< EPSS FP7: Submit Proposal - Windows Internet Explorer

@ﬂ" £ hitps:/ fwww.epss-fp7.org/epss/submission1. fsp "'.‘3 r A R~
Eile Edit View Favorites Tools Help

W 4 |28 - CORDIS: FP7 : Calls | @ EPSS FP7: Sub... = il - |5 Page v Q) Tools v "

Electronic Proposal Submission Service (EPSS T
o I I 7
o :-- 2L E‘ :’H_'Jil

CORDIS: EPSS

=
a

Prepare Propasal Change Password Check validation [T e Logout

Proposal submission

Madifications to propasals are possible a! any r-m hntms tha deadine, also after an instial submizsion, The latest version available at
the deadiine is a6 the one For open calis, this p applies to the closure dates.
This means that, at each intermediate closure date all proposals with the status .Mamlwed‘ will be locked and evaluated and there
will be no more possibility to modify them. When resubmitting you autematically accept to withdraw the previously submitted proposal
by replacing it with the now version.

By submitting this proposal the co-ordinatar confirms that all necessary internal authorisations have baen cbtained by all participants
in order to permit your organisation to submit it and that the submission complies with any internal requirements of the participants’
organisations relating to the submission of such proposals.

In doing so the co-ordinator accepts that the Ci takes no v the or selection of any proposal which
subsaquently proves not to have bean authorised by the compatant officials of E"\O [participants’ organseation(s).

Please press Next to proceed with the submessson.

- Publicatigmy Cifice |

& Done, but with errors on page. & Intemet H100% -

Press on “next”.

An automatic validation check will verify the proposal. If there are no validation errors,
the following will appear:
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< EPSS FP7: Submit Proposal - Windows Internet Explorer

5;._‘:': - i# https:/fwww.epss-Tp? org/epss/submissiond.jsp ~ ' ﬂ‘_ r R Ir — 2~
File Edll E@M’ Favorites  Tools Help
/- CORDIS: FP7 : Calls | @ EPSS FP7: Sub... | W - rBagew O Toolsw
Electronic Prupusai Submlssmn Service (EPSS)
(24 Zey|
CORDIS: EPSS
Prepare Proposal Change Password Check validation Lagout

walidation Check
Proposal submission
The proposal with 1D 000184 has been at 18:51:37 CET

Call ID: FP7-TEST-MULT-PART
Instrument: CP-1F
Titla: Tast btle

Checksum:
L accbsIaTb7bBAGES00f2ed 649932
Part B Annexes:

Comments: No comments provided

Tep | CORDIS Sarvices | EPSS FAG | EPSS Help Dask

2 Done & Intermet ®100% -

If you receive this screen, the proposal is successfully submitted. The proposal can be
modified and submitted up until the closure of the call. Each subsequent submission
overwrites the previously submitted version (earlier versions are not archived).

If there are blocking validation errors you’ll not be able to submit the proposal and get a
screen like the following:

<~ EPSS FP7: Check Validation - Windows Internet Explorer

@—. J= | Elhttps:ffwww. -fp?.org/ heck. jsp <[ & |+l o
Eile Edit View Favorites Tools Help
i 4% |5 - el CORDIS: FP7 : Calls | | # EPSS FP7: Chec... = | - irPage= Toolsw

E]m:l:runll: Pro osa! Subrmsmon Service EPSS
‘\
mlmlb

CORDIS: EPSS
PRSP change Password  IEECIECETTTTISIEE  Suboit Proposal Lagout
Validation Check

Validation check: FAILED
Fallure: Form A2 Coordinator has validation errors or has not been saved. Please fix before submission,

has arrors.
Vour Dropasal cannot b submitted

Thes chack is maraly to ensure that ol forms ane and tha basic are mat. It is the responaibility of the ca-

ordinator to ensure that the proposal meats all the elgibiity requirements specified in the call for proposals

T | COROIE Barsies | EPSS FAG | NN st Dark EEE Pubcation Ofice

4. Done, but with errors on page. @ Intemet “100% -
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If there are “Warning” type of validation errors, then you can see proceed with the
submission by supplying some relevant comments and click on the “Submit NOW”
button:

< EPSS FP7: Check Validation - Windows Internet Explorer

6“" & hitps:/ fwww.epss-ip7 org/epss/eligibilityCheck. jsp =/ & |+ X R
Eile Edit View Favorites Tools Help
t 4 || @ corpis: FP7 : Ge... | #@ EPSS FP7: Chec... x B B @ - YPage~ Goolsw "
| Electronic Proposal Submission Service (EPSS) =]
|
‘iﬁ - i
CORDIS — = = 2007 - 2013

CORDIS: EPSS

Prapare Proposal change password [N Submit Proposal Logout
Validation Check
Validation check: FAILED
Automatic checking reveals potential errors in the following arcas:

Warning: Insufficient partners from Member States or Associated States

If you wish, you may submit the Proposal now.
If you make further medifications you may submit again before the call deadline.

[ submitNOw ][ Submit LATER |

Thit chack is marely to angura that all formse are Pl and tha basic i are met. It is tha respansibility of the co-
erdinator to ensure that the proposal meets all the eligbiity requirements spacified in the call for proposals

& Done, but with errors on page. & Internat %100% -

Tip
Simply uploading a new Part B file or modifying the A forms is not
sufficient; the “submit” button (as well as the buttons on the pages
that follow) need to be pressed in order for the changes to be
registered in the proposal package.

Pressing the “submit” button is similar to putting the envelope in the
mailbox.

Proposals or modifications that have not been submitted before the
deadline are not transferred for evaluation.
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1.9 The History

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

An example of the history record before proposal submission:

= EPSS FP7: Prepare Proposal - Windows Internet Explorer

(5 )~ [ nttps:/www 7 .05/ istory.jsp slla <] [soco [ESE
Eile Edit View Favorites Tools HeID
o dw |ems l CORDIS: FP7 @ Calls | .Eﬂﬁs FP7: Prep...

E!ec:ranm Proposal Submismon Service EPSS
LY
CDI[DIS ‘b

- irPage v b Tools v

2

CORDIS: EPES
| #repare proposal | Change Password Check Validation Subimnit Proposal Logout
Ganaral Proposal Setup Part A Part 0 [ istory ]

Modification history
Date and time
16/02/2007 18:£2:30 COT

Action / Form modified
Farm AT alstin madified

Modified by
Coordnator

16/02/2007 18:52:19 CET Fomm AZ AIEIN modfed Coordinator
16/02/2007 18:51:37 CET Proposal submitted Coardinator
16/02/2007 18:49:28 COT Farm AJ_1 AlbBin medified Coardinator
18/02/2007 18149105 CET Fomm A3_1 Parta modified Coordmator
16/02/2007 6 CHT Form AZ Parta modifisd Coordinater
16/02/2007 10:48:39 CET Form AZ Pacta modfied Coordnator
16/02/2007 18:40:04 CET Form A2 AGEIn modfied Coordmator
16/02/2007 10:47:54 CAT Form A2 Alblin modfied Coordinator
18/02/2007 18:46:07 CET Documant daskal4.pdf created Coordnator

Mimer a8 history Events

Tap | CERAIS Lareeas | SFRS PAL | BEES fste Gask

Pttt s A

& Error on page.

And after the submission:

@ Internet

< EPSS FP7: Prepare Proposal - Windows Internet Explorer

K3 = |2 https:/ fwww,opss-fp? . orglepss/ proposalHistory Jsp <l 8 |42 i] [Goonl o -
Eile Edit View Favorites Tools Help
iy 4 B -|p) CORDIS: FP7 : Ca“sﬂEPSSFD?M

- mltblb

& - E;l i - |k Page v (L) Tools v

Electrumc Pro usal Subrmssron Service (EPSS
“1*
.- =oia

CORDIST EPSS
BTSN chenge Password Check validation Submit Broposal Logout
Ganeral Proposal Setup Part A Part 8 [ mistory |
Modification history
Date and time Actlon / Farm madifiod Modifiad by:
16/02/2007 18:55:32 CET Proposal submitted Coordinator
16/02/2007 18:55:26 COT Form A2 AlbEIn modified Coordinator
16/02/2007 18:52:38 COT Form A2 Albllin modified Coordnator
16/02/2007 18:52:19 CET Form A2 AlbEIn modfied Coordinator
16/03/2007 18:51:37 CET Proposal submittad Coordinator
16/02/2007 18:49:25 CET Form &3_1 AlbEin modified Coordinator
15/02/2007 18:49:05 CET Form A3_1 Parts modified Coordinator
16/02/2007 18:48:46 CET Faoam A2 Parta modified Coordinator
18/02/2007 18:48:39 CET Form A2 Parta modified Coordnatar
18/02/2007 18:40:04 CET Form A2 Albllin modified Coordmator
Wizer af funtury Lvents
Trw | COROIR Sareins | NSES FAL | ERUE Mels Dnthe Polbntiomny €l

& Internet
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2 EPSS Checklist

1. Choose the call and Subscheme for which you want to apply
(http://cordis.europa.eu/fp7/dc/index.cfm )

2. Viathe respective CORDIS call page, register with EPSS in order to obtain a
login and password well in advance of the call

3. Use the provided username and password to prepare and submit the proposal
(https://www.epss-fp7.org/epss)

4. Proposal Setup — Enter Participants,

5. Fill in the Part A Forms and save the forms,

6. Upload the Part B file (and annexes, if required) .
7. Validate the proposal.

8. SUBMIT THE PROPOSAL!

3 Note for Macintosh users

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

Better results can be obtained using the Mozilla Firefox Browser (you can download it
from http://www.mozilla.org/download.html). 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 details: support@epss-fp7.org / +32 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 EPSS application?

What is the difference between a Coordinator and other participants?

Do | need to register 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 CORDIS)?

How does EPSS support two stage calls?

0. 1 .am in an EPSS form NOT idle filling the fields and the system ejected me saying that | was idle

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

11. 1 am trying to fill the forms and the online help-hints obscure the field that | need to write in. What
can | do?

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

13. | am preparing several proposals concurrently, I am using different IE7 Tabs for the different

sessions and all my sessions are mixed up! Is that normal?

Boo~NooakwnPE

B. Coordinators:

How should | proceed as a coordinator? (Roadmap)

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

| uploaded a wrong Annex file, is it possible to delete it?

Is there any limitation on the size of the uploaded files?

When should | submit?

During submission the proposal validation check has failed. Can | still submit the proposal?
What happens with the filled in forms when | edit other participants in the list?
Which file format may | use for Part B?

10. Should I ZIP the Part B?

11. Are there any restrictions on file names?

12. May | annex other files?

13. How can | check my submitted proposal?

14. | am stuck at a specific page of EPSS. What can | do ?do?

15. | have been ejected from the EPSS system. Is that normal?

COoNoRALNE

C. Other participants:

How should | proceed as another participant? (Roadmap)

Why | cannot edit the Al / A3/ A4 (if applicable) forms?

How do | find my Part A form?

| cannot upload the Part B file.

Can | change my password?

| am trying to login but the system does not accept my password.

oakwnPE
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Questions and Answers

A. General Questions:

1.

What are my options for preparing and submitting a proposal?

You can prepare and submit an application online using the EPSS system or, in exceptional cases
and if allowed by the call on paper. You are strongly recommended to use the online EPSS system
for preparation and submission of your proposal.

What are the Minimum Requirements for using the EPSS application?

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

e An SVGA screen, i.e. a screen with a resolution of 1024x768 pixels, small fonts

e A connection to the Internet

e 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 Macintosh users (Mac OS 9 is not
supported and Safari neither)

With respect to using the EPSS, what is the difference between a Coordinator and other
participants'?

e Coordinators register for a specific call, define the participants of the proposal, edit electronic
forms, send usernames and passwords to other participants, upload Part B files/annexes and,
finally, they submit the proposal.

e  Other participants use usernames and passwords for a specific call (that they receive from the
coordinator), edit their own forms and send their annexes to the coordinator. Other
participants can not submit the proposal.

Do | need to register to use the EPSS system?

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

I have lost my password, what should I do?

You have to click on the “Forgot your password?” link in order to reset it to the original one. Note
that only coordinators can request new passwords. If you 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 from the EPSS. You need to download the desired form
first as a PDF file. To download a specific form, tick the corresponding “DOWNLOAD (PDF)”
box next to the form. Then click the download button and follow the onscreen instructions. Once
the form is downloaded, you will be able to print it provided you have the Adobe Acrobat
Reader installed on your machine.
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10.

11.

12.

13.

What do evaluators see?

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

Can | access EPSS directly (not via CORDIS)?

Yes it is possible to bypass the CORDIS call selection page once you have obtained a username
and password. The URL to connect is: https://www.epss-fp7.org

How does EPSS support 2 stage calls?

User name and passwords will remain identical for the first and for the second stage -for projects
that are retained for the second stage of the call.

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

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

I 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 another using the Tab key and not the mouse. The
hints appear/disappear based on the mouse movements NOT based on the field selection. Move
your mouse on the screen and the help-hint that obscures the field will go away.

I 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 configurations may lead to the inability to open online the
form in PDF format. The exact reason is not yet clear, but it is probably related to the PC security
policies combined with the cache settings for HTTPS sessions. A work around solution is to save
the form locally on the PC in PDF format and then open it.

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

Due to the way that several browsers handle the cookies that are used by JAVA applications to
identify user sessions, it may happen to have interference between sessions which are initiated on
different tabs. Typical examples of applications that suffer from interferences are the ones that use
login credentials to identify different sessions (EPSS is such an application). The browser cannot
handle the different login sessions if they are opened on different Tabs; it can only differentiate
them when they are opened on different browser windows. IF YOU HAVE TO PREPARE
MULTIPLE PROPOSALS, YOU MUST USE DIFFERENT BROWSER WINDOWS, NOT
TABS.
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B. Coordinators:

1.

How should | proceed as a coordinator? (Roadmap)

Coordinator steps:

Register on the CORDIS website for a specific call.

Login to access the online EPSS.

Change the passwords for the coordinator and the other participants.
Send the usernames and passwords to the other participants.

Set up the proposal by entering the number of participants, their participant id, name and
email addresses.

Edit Part A forms.

Edit and upload the Part B file.

Upload other annexes, if required.

9. Validate proposal to ensure basic checks are satisfied.

10. Submit the proposal.

11. Logout.

arwdE

o N

I have just registered and the system asks me to change my password. Is that normal?

Yes, the first time you login, the system asks you to change the coordinator’s and partner’s
passwords for security reasons.

| uploaded a wrong Part B, is it possible to delete it?

You cannot delete a Part B file but you can overwrite it. If you upload another Part B file the
previous one will be overwritten. Please remember that you must re-submit (press the SUBMIT
button) after you have uploaded the new part B.

I uploaded a wrong Annex file, is it possible to delete it?

Yes it is possible to delete Annex files. Please note that Annex files are only permitted where they
are specifically requested in the call text. All others will be ignored.

Is there any limitation on the size of the uploaded files?

In order to have a fast upload process and avoid possible timeout errors, it is recommended not to
upload very big files. To keep sizes down, make sure that your Part B file is in PDF, avoid colour
and unnecessary high resolution pictures and graphs. The average size of a research proposal is
2MB (less for mobility actions). You should aim to restrict your proposal to under 3MB, and
under no circumstances try to upload a file larger than 10 MB.

When should | submit?

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

During submission the proposal validation check has failed. Can I still submit the proposal?
It depends on the reasons for the failure. The proposal validation check could have warnings (e.g.
non mandatory fields left blank) or errors (e.g. missing Part B, missing A forms, blank mandatory

fields left blank). In the former case you can continue the proposal submission and also provide
some comments regarding the warnings. In the latter case the submission is not possible.
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10.

11.

12.

13.

14.

15.

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

e Deleting a Participant: The Participant Numbers and the Participant Types remain unchanged
and the order of participants is adapted.
Note: when deleting a Participant, all associated Part A forms are deleted as well. For
example, when deleting Partner 5, the A2 and A3.1 form for Participant 5 will also be deleted.
e Adding a Participant: A new Participant is added at the end of the list of participants, a new
A2 and A3.1 is added automatically by the system.

Which file format may | use for Part B?

For the proposal content (part B) you must use exclusively PDF (portable document format,
compatible with Adobe Acrobat Reader version 3 or higher, with embedded fonts). Other file
formats will not be accepted by the system. Both commercial and free tools to convert files to PDF
format are widely available on the Internet. Zipped (or otherwise compressed) archives will not be
accepted (PDF is self-compressing, there is no gain in zipping). Most calls allow only one PDF
file comprising the complete technical annex (part B) to be uploaded. You should check the call
text and guide for proposers before uploading any annex. (Please note that un-requested

information such as company brochures, etc. will be ignored.) Any annexes uploaded must also
use exclusively PDF.

The PDF Part B must not be encrypted and the parameter that prevents printing must not be
selected

Should I ZIP the Part B?
NO! PDF files are already compressed. Send the Part B only in PDF format.
Are there any restrictions on file names?

Use only alpha-numeric characters and the “_” character. Do not use spaces and do not use any

special characters such as /, \, *, punctuation characters etc?

May | annex other files?

Do not annex any other files unless they are specifically requested in the call text.
How can I check my submitted proposal?

After you have submitted, you are advised to download the proposal and print it in black and white
at 300 dpi resolution — Check the result: this is how your proposal will be seen by the evaluators.

I am stuck at a specific page of EPSS. What can | do?

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

I have been ejected from the EPSS system. Is that normal?

The EPSS system automatically disconnects users that have been inactive for more than 30

minutes. Being active means clicking on “buttons” (performing a validation, save or submit
operation, adding or deleting participants); entering data into the electronic forms is not accounted
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for. You are advised to save the form early and often. If this does not explain the reason for being
ejected from the system, contact the EPSS Helpdesk without delay.

C. Other participants:

1.

How should I proceed as another participant? (Roadmap)

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 are satisfied.
Logout.

agrwdE

Why can | not edit the A1/ A3/ A4 (if applicable) forms?
Individual Participants can only edit forms that apply to themselves such as A2. Only the proposal
coordinator can edit all the other forms.

How do I find my Part A form?

After logging in, navigate to the Part A tab and edit the form that indicates your name as provided
by the coordinator or go to Proposal setup and see the forms that are associated with each
Participant. Only A2 forms can be edited by the Participants, the respective A3.1 forms are edited
by the coordinator.

I cannot upload the Part B file.
Only the coordinator has the permission to upload Part B files. The other participants can only
download the files.

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

I am trying to login but the system does not accept my password.
Contact the proposal coordinator to check if he/she has changed the other participant’s password.
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