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INSTRUCTIONS FOR USERS
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This manual will guide you through the basic features of

- the eXtra Portal

- the Supplier Portal (e-fulfilment & e-invoicing)
Access is confined to contractors working for the Directorate-General
for Translation of the European Commission.

Current contractors should have an EU Login
to access the eXtra Portal and the Supplier Portal.

If you run into any technical problems,
please contact the portal manager:

dqt-fl-portal-manager@ec.europa.eu
Tel. +32.2.29 55701
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eXtra Portal

1. CONNECTING TO THE eXtra Portal

The eXtra Portal is a gateway to the External Translation web site of the DG for
Translation of the European Commission (DGT), to which contractors connect to
consult newly announced jobs, download, and upload documents and perform many
other actions related to their contracts with DG for Translation.

To connect to the eXtra Portal, you must have an EU Login account (previously
ECAS = European Commission Authentication Service) which allows to check user
credentials (e.g., login/password) and retrieve user identity.

All external translators who have an active contract with DGT (framework contract
and/or negotiated procedures) should already have registered and created an EU
Login account. If you are still active in our database and if you do not know your
login ID, please contact the Portal Manager by email (DGT-FL-PORTAL-
MANAGER@ec.europa.eu). Conversely, DGT does not store user passwords and if
you forget your password, you may need to reset it to access your account.

1.1 Create an EU Login account

Tutorial on how to create an EU Login account can be found here.

NB: To create the EU Login account/EU LOGIN UID; if you are a company, it is
recommended that you use the company email address as the UID and not
that of an individual user as this may cause problems if the user leaves the
company! Please note that only one UID account is allowed for EU Login
authentication to access the eXtra Portal.

1.2 Connecting to the eXtra Portal

To connect to the eXtra Portal, use the following url:
https://webgate.ec.europa.eu/dgt/freelance/index/home.cfm

You will reach the EU Login authentication page.
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Then type your email address.

Sign in to continue

Use your e-mail address

Create an account

Or

- Next

Select your verification method = password.

Choose your verification method

Password v

oaxn

A
Then type your password. Do not forget that the password is "case sensitive".
- Sign in
Then you will be redirected to the eXtra Portal

Attention! First time access
If you access the portal for the first time, you will get following pop-up window:

Connection to eXtra Request access 10 the eXtra Portal

Please 18 n e form below 03 submt £

©om chetads: OGT wil revew
C__ N xS h

5 ey - == oW ML el = =
Doman: external
em——rr Chosen username T
O ECAS First name mm
: ECAS Lastname &
Logowt | (CAS (matt E=mmmms wms =
-—
Company name
Legal representative

———

| Submet |

After submitting your request, DGT will link your EU login to your account in our
system. Once this is done, you will be notified by email that your access has been
granted.
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Please note that if you need to change the details associated with your EU login,
such as your username and/or email address, you must notify DGT and you may
need to create a new EU login with a new username and/or email address.

NB: If you use PIN code or biometrics to authenticate with the EU Login app, you
will receive authentication requests inside the app instead of via push notifications.
Please see screenshot below of the 4 steps authentication:

Steps for safer PIN code authentication:

Enter your EU Login
credentials

OPEN the
EU Login App

Continue as usual, with
/ \ your pin code or biometrics

If you launched e,

g the request, press (T —

} CONTlNUE Please authenticate

- :'Eri:f':?":‘ our kot P e s prese
e,

4 van 0000

€  EU Login Mobile | [ |
Pending authentication n
CONTINUE STOP n -~

»

~

Py

CEXP®

Support: https://webgate.ec.europa.eu/cas/help.html

If you want to manage your account or change your password, you can go to the
following URL: https://webgate.ec.europa.eu/cas/login.  After  successfully
authenticating, you will have a "Change password" and a "My Account" entry in the
menu at the top right corner. From there, you can change your personal information
or provide additional devices for authenticating in a more secure way.
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i
W  We advise you to:

1. Delete temporary files, history, and cookies of your browsing history (Internet options)
2. Close your browser and open it again
3. Log onto the portal again

@ If your connection to the eXtra Portal has been lost or the server is temporarily unavailable.

If you still encounter problems, your login may have been disabled and you should
contact the Portal manager > DGT-FL-PORTAL-MANAGER®@ec.europa.eu for further
help or by phone - +32 2 29 55701.

1.3 Computer environment
The eXtra Portal supports the following web browser environments:

Browser:

. 122. Chrome
. 122. Edge
. 123. Firefox.

NB: Internet Explorer is not recommended!

For the creation of the electronic invoices, the Supplier portal supports the
following web browser environments:

Chrome - Version 50
Firefox 38 ESR
Safari 9

Internet Explorer 11
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2. HOME PAGE

At the top left-hand of the screen, your EU LOGIN details are displayed: name,
email address, Domain, Domain username and EU LOGIN user id, as well as your
contract details (name and contract number). This box remains permanently on
display through all the portal screens until you decide to log out.

Underneath the connection/disconnection box, we publish in real time useful and
important notifications and information relating to the Portal and the way you
must perform your work for us. Please consult these notifications regularly.

At the top right-hand of the screen, below the menu bar you will find several
hyperlinks which lead you to useful practical information: the Important legal
notice (relating to the use of the Portal, the data and the documents put online,
copyright etc.), some information on Cookies, a Help section (leading to this Users'
guide) and a Contact page which informs you about the persons in the External
translation unit who can handle any queries related to the implementation of your
contract with us:

« Work in progress, deadlines, problems to deliver translation, invoicing, ...
- request management teams:

= Brussels: DGT-S-2-FREELANCE-BRU@ec.europa.eu
» Luxemburg: DGT-S-2-FREELANCE-LUX@ec.europa.eu

« Observations related to assignments with a quality rating below 20,0 % must
be submitted exclusively through the eXtra Portal (see point 12.3).

« Observations related to assignments evaluated with a quality rating higher
than 20,0 % (see point 12.2) and linguistic matters are to be submitted to
the language department concerned following the email formulation
DGT-LG-FREELANCE@ec.europa.eu, “LG” being the abbreviation of the target
language of the assignment.

* Observations to DGT's intention to apply penalties in the context of the
Performance Assessment:

DGT-S-2-TRAD23-PERF-ASSESSMENT @ec.europa.eu

« Technical problems, connection to eXtra Portal and Supplier Portal:

DGT-FL-PORTAL-MANAGER@ec.europa.eu

« Contracts (change of address, VAT number, subcontractors, and employee’s
validation...):

DGT-FL-CONTRACT@ec.europa.eu
« Administrative matters: DGT-S-2-SECRETARIAT@ec.europa.eu

When sending your queries, we advise you to clearly indicate in the "Subject" field
of your e-mail your FL ID No , the Assignment No YYYY/12345, as well some
keyword(s): new job, target language, upload problem, change of address, quality,
feedback, invoicing ... followed by the complete number of the document you are
referring to. This will allow us to quickly identify the subject of your mail and deal
with your enquiries effectively.
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The Home page also displays three frames: "What’s new", "What would you like
to do?" with the menu of all the portal functions and "My reading corner, the
archives", where you will find archives of the most relevant older notifications
published by the External translation unit.

2.1 What’s new

[ 2020105800 ] [ 2020001916 ] [ GROW-2020-00014-01-00 ]
[ GROW-2020-00014-01-01 ]
[ AGRI-2020-80512-00-00 ]
[ EMPL-2020-00870-00-00 ]
[ ESTAT-2020-80022-00-00 ]
[ AGRI-2020-80586-00-00 ]
[ COMP-2020-00542-00-00 ]

This window allows you to see at a glance all the new items that have been posted
online for you and that you have not yet read. The data is arranged in three
columns: New Jobs, My orders and Feedback.

New jobs: Click on the Assignment [number] to view the new assignment
details

My Orders: Click on the Assignment [number] to see further details concerning
this assignment that has been allocated to you.

Feedback: Follow the link of the Assignment [number] to get to the page where
you can view the quality assessment given to the assignment and download the
feedback file that has been posted together with all related documents. If the
Assignment is ready to be invoiced, you would be able to access the Supplier portal
from here.

IMPORTANT:

e The links will be removed from this screen as soon as you have clicked on
the link and viewed the pages with the job, order, or feedback details. It is
therefore recommended that you download the documents and save them to
your PC.
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2.2 What would you like to do?

What would you like to do ? v

This menu displays all actions that can be carried out on the Portal. By clicking on
each of these links, you will be transferred to a new screen:

o Consult the new jobs the Commission has announced to you by e-mail
and state whether you can take on any specific assignments

« Start working on the assignment assigned to you

« Send the deliverables to the Commission (upload)

« See your cascade position & the list of accepted sub-contractors

« See if some feedback has been sent to you

o Check the status of your invoices

We strongly advise you to visit our site on Europa:
http://ec.europa.eu/translation/index en.htm. All DGT's language departments
provide guidelines, glossaries and useful information intended for translators
working for the Directorate-General for Translation. The purpose of these guidelines
is to set the standard to which all translations into the official languages are to be
carried out.

2.3 My reading corner, the archives

My reading corner, the archives (%]

Older relevant communications will be listed in this window so that you can come
back to them at any time. You will find the titles sorted by their publication date.

3. MY PROFILE

3.1 Current data of your file online

On this section, you can view some of the data in your file online, including your
address, telephone, and mobile number (for SMS notification), fax numbers, and
your current e-mail address. Please inform us as soon as possible of any change in
your e-mail address, your postal address or telephone number(s). Your e-mail
address is essential to ensure that our job announcements get to you safely. E-
mail notifications can only be sent to one e-mail address.

3.2 SMS notification

If you subscribe to the SMS feature, you receive a short message announcing the
publication of a new item online ("New announcement online. Please connect to the
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eXtra Portal of the European Commission, DGT-S.2"), and this for each new job
notification and for each job awarded.

3.3 Sending a request concerning My profile data

Should you like to activate the SMS option, stop receiving notifications or just
modify data in your file, write to us by clicking on the link "Fill in this form" on the
bottom of My profile window to submit your request.

Your request will be sent to the contract manager, and you will receive a
confirmation by e-mail as soon as the required modifications have been introduced.

3.4 Ranking/Cascade position, Subcontractors list & Performance
linked to FWC TRAD23

The Ranking tab shows your position in the cascade for each TRAD23 language
combination of your contract:

Ranking Sub-Contractors Performance Megotiated Procedures Declaration on Honour

This fable shows your pesition in relation to all other contractors who are included en our lists for the language combinations and sublols in guestion (e.g. 3/17
means that you are on the third place out of 17).

Tender |  Source |  Tapet [  Sublot |  Posiion  [Stams |
TRAD23 EM DE TRAZ3 33 _' Active
TRADZ23 EM EL TRAZ3 * I Excluded
TRAD23 EM v TRAZ3 22 § Active
TRADZ23 EM ML TRAZ3 12 | Aclive
TRAD23 EM PT TRAZ23 22 Active

Key:

PAGEVERIN - active sublott

Inactive =>4 temporarily suspended sublot

-># Not awarded or terminated sublot

! Sublot in this context means the type of the contract within the public procurement with DGT (FWC, currently
TRAD23 or negotiated procedure)
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The Sub-Contractors tab lists all the subcontractors accepted by DGT for TRAD23
framework contracts:

Ranking Sub-Contractors ] Performance I Negotiated Procedures g Declaration on Honour
[

mmm
Mrs

dgt-workflow-test@ec europa.eu EM==HL [ Valid

The Performance tab lists your overall performance in terms of quality calculated
for all the assignments delivered during a certain month under the TRAD23
framework contract.

Ranking Sub-Contractors

Tender Year Month Lot Pass Share
TRAD23 2024 1" EN => DE 8989%
TRAD23 2024 10 EN => DE 90.05%
TRAD23 2024 9 EN => DE 911%
TRAD23 2024 8 EN => DE 927T%
TRAD23 2024 7 EN => DE 90.74%

Every 15th of the month (month n+1), DGT will calculate the overall pass share for
each language combination of your framework contract TRAD23 by looking into the
quality rating of each of the evaluated pages delivered in the previous month
(month n), provided that the threshold of 500 pages (due and delivered) has been
reached.

After their calculation, it takes two additional working days before the pass share
expressed in % is displayed on the eXtra Portal.

3.5 Features for negotiated procedures

The tab Negotiated Procedures under My Profile offers some specific
functionalities for freelancers working with contracts awarded under Negotiated
Procedures.

Important legal notice | Cookis

| Ranking i Sub-Contractors 1 Performance l Negotiated Procedures ( Declaration on Honour _
Here, you will see the lots you are listed for under Negotiated Procedure.
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The different lots registered in our system will be displayed with the Sublot F-T
(short for negotiated procedure [free tendering]), Source and Target language,
status, and start/end/last update dates:

Ranking Sub-Contractors Performance Negotiated Procedures Declaration on Honour

| Sublot | Source | Target | Staws | Staridate | Enddate | lastupdate |
F-T AR cs |

Aclive 28/04/2022 00:00
F-T AR EN Inactive 19/08/2022 15/02/2023 18/02/2023 17:30
F-T AR LT Aclive 28/04/2022 00:00
F-T AR SK Active 25/04/2022 00:00
F-T EE FR Active 28/04/2022 00:00
F-T BG CS Active 2810472022 00:00
F-T BG DE Active 28/04/2022 00:00
F-T BG FR Active 1500972022 15/08/2022 09:22
F-T BG LT Aclive 281 022 00:00
F-T BG (519 Active 28/ 022 00:00
F-T BG PL Aclive 28/04/2022 00:00
F-T EBG RO Active 25/04/2022 00:00
F-T BG RU Active 28/04/2022 00:00
F-T BG SK Active 2810472022 00:00
F-T BG SL Active 28/04/2022 00:00
F-T BG TR Active 28/04/2022 00:00
F-T CS DA Aclive 28/04/2022 00:00
F-T CS ES Active 28/04/2022 00:00
F-T CS ET Aclive 28/04/2022 00:00
F-T (] Fl Active 25/04/2022 00:00
F-T EM Cs5 Inactive 280472023 25110/2023 21/06/2023 14:52
F-T EM DA Acfive 280412022 00:00
F-T EM EL Aclive 280472022 00:00
F-T EM ES Excluded for & months 201212023 17/06/2024 20122023 05:30
F-T EM ET Acfive 280472022 00:00

3.5.1 Candidate lists

For each lot, there are three candidate lists and three corresponding candidate
statuses.

Key:

_ >+ on the active list of a lot

Inactive =>4 on the inactive list of a lot, serves as back-up

on the time-out list for a lot, excluded from job offers
=>4 for 6 months
=2# removed from NP list after a 6-month-exclusion

3.5.2 Workflow for publishing job offers under NP

Job offers will be published to all candidates on the “active list”.
If the first publication is unsuccessful, the job offer will be published to those

candidates on the “active list” who did not respond to the first publication and to the
candidates on the “inactive list”.
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Candidates who refused the job at first publication will not receive the job offer a
second time.

3.5.3 Request for Declaration on Honour on exclusion criteria and selection
criteria

Following the rules stipulated in the Financial Regulation, DGT can only assignh jobs
to candidates with a valid declaration on honour (DoH). Now our system
automatically checks if there is a valid DoH for all candidates of a lot under
Negotiated Procedure. If a DoH is missing, has expired or is approaching its expiry
date, our system sends the following e-mail alert to all candidates on the "active”
list and the "inactive” list of that language combination to request a DoH:

Subject: [FL _No] Request for Declaration on Honour on exclusion criteria and selection
criteria

Dear Sir/Madam,

You are/your company is registered in our system as a potential contractor for
translations under negotiated procedures.

According to the rules of the Financial Regulation, we can only assign jobs to candidates
with a valid declaration on honour. We do not have a valid declaration on honour from
you or your latest declaration on honour will soon expire.

Therefore, we kindly ask you to download the Declaration on Honour form mentioned in
Annex 1 of the Tender specifications from the eXtra Portal following the link in the
“Declaration on Honour” section on the Home tab. Please fill it in, and print, sign, scan
and upload it to the eXtra Portal by [one calendar week from notification date].

There is no need to send us the paper copies. Please keep them for your records as DGT
preserves the right to ask for the originals.

Your Declaration on Honour will be validated by the Negotiated Procedure Team. Should
we require further information from you, we will contact you.

If we do not receive your Declaration on Honour within the deadline specified above, your
freelancer account will be deactivated and you will not receive any translation job offers.

We thank you for your understanding and co-operation.

Best regards

Negotiated Procedure Team

European Commission
DIRECTORATE-GENERAL FOR TRANSLATION

Directorate S - Customer relations

S.2 - External Translation

DGT-FL-FREE-CANDIDATE@ec.europa.eu
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At the same time, the following notification is displayed in your profile on the Home
tab in the eXtra Portal:

Declaration on Homour

Please renew your Declaration on Honour by 19/06/2023

[ You can download the Declaration on Honour form mentioned in Annex 1 of the Tender specifications here. Please fill it in, and print, sign,
scan and upload it. ]

What would you like to do 7

My reading corner, the archives

By clicking on the link, you will be directed to a window where you can download
the DoH template and upload the signed document:

Directorate-General for Translation

External Translation

Oownioad Dol temnplate : o "0 temgiate 200x
Deadine : 15042023

Upload docement :  Browse No The selectes

Upon upload, the file is renamed to indicate the relevant year, your FL ID and the
DoH version:

“"DoH_2022_4801_2.pdf"” (year + freelancer number + attempt number)

TR LN eyl IOLCE | LOUKIES | LOnm@eL | nep

Sign and Upload the Declaration of Honour

Declaration on Honour

Download DoH template : Download template. docx
Deadline : 18/04/2023 Status :I

Upload document @ | Browse... | Mo file selected.

As long as the file is not imported to DGT's internal tools, you can delete it, and you
can upload a new file.

Last update March 2024 15/68



As soon as you click on Send, the request for a DoH disappears from the Home
screen:

Important legal notice | Cookies | Contact | Help

No data for the moment No data for the moment No data for the moment

What would you like to do ? [ )
My reading corner, the archives 9

Instead, the following information appears under My Profile>Declaration on
Honour:

Ranking Sub-Contractors Performance Negotiated Procedures Declaration on Honour

Valid until

DoH_2023 19468 1.FDF Submited (g

Following the submission of a DoH, DGT will proceed with the verification of the
received document. Once the document has been validated, the status of the DoH
changes to “"Approved” on the eXtra Portal:

Important legal notice | Cookies | Contact | Help

1D Ho : S Inactive from: to:
Mror Ms : MR Reason:
Address as SR VAT :
Registry Humber :
Legal Form : Registry Authority :
Streetumber ;i
Addition :
Postal Code : TR City ————
Sector : Country : SRS
Telephone : +0123456T88 Fax : «0123456780
E-mail : dgl-workfiow-tésh@ec curopa eu SMS : -D123458789

Notification : « £.mag % rax ¥ sus

Would you ke to modify vour profile data 7 (&-mail account, means of notifcation, inactrvlly periods..) . Fill in this form and we will do & for you,

I I Ranking I Sub-Contractors ] Performance I Negotiated Procedures ] Declaration on Honour _

Document Valid until Comments

DoH 2023 18208 2 POF Approved 17472024 W

An approved DoH is valid for one year from the date of submission.
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If a DoH is rejected, the system alerts you to send a correct DoH. The reason for
rejection is available on the eXtra Portal and in the e-mail notification you receive.

[18208] Request for Declaration on Honour on exclusion criteria and selection criteria: Declaration ... X

PLEASE NOTE !: This message is generated by an automatic procedure - do not reply.

Dear Sir/Madam,

Your Declaration on Honour has been rejected for the following reason(s):
[Signature missing.] £
Please submit the corrected Declaration on Honour by [18/05/2023].

If we do not receive your Declaration on Honour within the deadline specified above, your freelancer £
account wil be deactivated, and you will not receive any translation job offers. L

Thank you for your cooperation. F
Best regards
Negotiated Procedure Team =

European Commission £
D_IRECTORATE-GENERAL FOR _TRANSLATION

Close

T Y G I I I G Y I A G I G I T I I

The status of the DoH changes to “"Rejected”.

L Ranking | Sub-Contractors I Performance | Negotiated Procedures i Declaration on Honour

| Document | _Status | Valid until

DoH_2023 18208 1.PDF Rejected Signature missing. x

After an initial request, reminders are sent on the 3rd calendar day and on the 6th
calendar day.

If you have not provided a DoH within the one calendar week deadline, the
process stops, and your status will change in the system to "Removed from list”.

You will receive the following e-mail alert and will be notified on the eXtra Portal
about deactivation:
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[19786] Deactivation due to invalid Declaration on Honour on exclusion criteria and selection criteria | %

PLEASE NOTE !: This message is generated by an automatic procedure - do not reply.

Dear Sir/Madam,

We are sorry to inform you that your freelancer account has been deactivated for the language
combination(s) [DE => FR, EN => FR, ES => FR, FO => ES, FR => DE, FR => EN, FR => ES, FR => IT, FR
=> PT, IT == FR, FT == FR] under negotiated procedure since you do not have a valid Declaration on
Honour. You will not receive any translation job offers for this/these language combination(s) under
negotiated procedure.

Best regards

Negotiated Procedure Team

European Commission
DIRECTORATE-GENERAL FOR TRANSLATION

Pivmmbmrabn O Coebame e enlodinme

[ Ranking i Sub-Contractors | Performance i Negotiated Procedures l Declaration on Honour ﬂ

Sublot
F-T

F-T
F-T
F-T
F-T
F-T
F-T
F-T
F-T

Source

EN
ES
FR
FR
FR
FR
FR
PT

Start date End date Last update

Removed from list
FR Removed from list
FR Removed from list
DE Removed from list
EN Removed from list
ES Removed from list

m Removed from list
PT Removed from list
FR Removed from list

Last update March 2024

04/07/2023 00:00
04/07/2023 00:00
04/07/2023 00:00
04/07/2023 00:00
044072023 00:00
04/07/2023 00:00
044072023 00:00
04/07/2023 00:00
04/07/2023 00:00
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4. JOBS ON OFFER

Our contractors have been registered in our database following specific calls for
tenders. All transactions relating to the implementation of these contracts take
place via the eXtra Portal. The DGT’s External Translation unit announces translation
jobs online.

For each job on offer, a notification is automatically sent by e-mail and by SMS.

The contractors receive the “new job announcement” and are invited to connect
directly to the "New Jobs"” screen, by clicking on the link to the eXtra Portal at the
bottom of the email notification.

If you fail to connect to the eXtra Portal via this link, we advise you to log on to the
portal manually by typing the eXtra Portal URL:
https://webgate.ec.europa.eu/dgt/freelance in your browser’s address line.

The “New jobs"” screen displays a list of the jobs currently on offer and their
current status. Here contractors are asked to indicate online whether they are
interested in taking on any of these jobs.

Click on the Order [number] to view details of the job.

IINTRPON LI P NOLICE | COURIES | onaoe | nenj

Here you find a list of the jobs currently on offer. You and other contractors have been asked fo indicate whether you are interested in taking on any of these jobs.
Click on the order number to view the job details.
“Your reply will remain displayed on the screen until the reply deadline expires.

Important notice !!! : Please reply by the deadline. Once the deadline has passed, the new job announcement will be removed

orsermumber | Ropy descine GUT-0TA0 s ]
[ 2024100027 ] 230242024 10:07 Pending

[ 2024100016 ] 23022024 10:31 I Available 22/0272024 16:02

[ 2024100015 ] 230242024 10:19 I Available 22/02/2024 16:02

Thizs window shows the availability you have stated for those new jobs that have not yet been attributed by the External Translation unit. Once the job is attributed, the
order number will be removed from this screen and you will receive an official notification by e-mail stating whether or not the job has been assigned to you.

orsermumper s monal e s |
2024/00018 I Available 22/02/2024 16:02
2024/00015 I Available 22/02/2024 16:02
2024/00004 I Available 22/02/2024 1541

4.1 New job's (detail) screen

In the "New job" section after clicking on the Order [number] you have a quick
and complete overview of the

contents:
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e View of the related Framework contract: “TRAD23” or “Libre T — Code pour les
candidatures de traducteurs spontanées” in case of negotiated procedure.

e Identification of the Assignment number YYYY/XXXXX: e.g. 2024/00026.

e View of the Origin of the job announcement coming from our unit either in
Brussels (BXL) or in Luxemburg (LUX).

e In case of "Follow-up" - view of the related document number and the
corresponding Order number by Origin, currently under translation or already
translated by your services:

2024100026

Framework contract : TRAD23 Translation of EU documents from and inte EU official languages with a tofal of 50 language
Order number : 202400026 Attribution date : 22/02/2024
Origim: LUX
Follow up :WEuzmsmz&m-un Order number - 2020114051 Origin : BXL J
Mot yet retumed

Status :

Requirements : PR ™ LegisWite
[ View legend ]
Order details
| [Docwmest | tot ||  Deadine | Actions |
Order form - 2024/00026 (46 kb) [ Download ]
AR IFR ™ Legis\Writs
Information Sheet / Detailed instructions (132 kb) Flease read ! [ Download ]
DET-2024-00023-00-00-EN-ORI-00. DOCX (36 kb) EM == ES I 31/01/2025 23:59 % ::'P‘E“rmad ]
«  REF - DET-2024-00023-00-00-EN-RSM-00.DOC (33 ki) [ Download |

| Back

View of the "Expected deliverables" required [Requirements]:

o IPR annex (see point 9 and seq.)
o TM (translation memories)

o LegisWrite format document

e View of the Reply deadline (GMT+01:00/02:00 > Brussels' time) of the job
announcements.
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2024100013

Framewerk confract : TRAD23 Translatien of EU documents from and into EU official languages with a total of 50 language

Order number : 2024/00013 Origin : BXL
Followup : -
| U2 ITETLET 58 PR ™ LegisVikite |
Reply deadline (GMT+ 01:00) : 23/02/2024 11:30 Status : Pending

Document | (ot | pages] Denine | Smr | Ao |

Informaftion Sheet / Detailed instructions Fleasze rzad! 55kb [ Download ]
ORI - TAXUD-2024-00007-01-00-EN-ORI-00.D0OCX EN==FR .7 25/03/2024 23:59 56T kb [ Download ]
==»  REF - TAXUD-2024-00007-01-00-FR-FLPR-00.ZIP 602kb [ Download ]
==>  REF - TAXUD-2024-00007-01-00-FR-PKG-00_ZIP 782kb [Download]
===  REF - TAXUD-2024-00007-01-00-FR-FLPC-00 HTIML Gkb [ Download ]
===  REF - TAXUD-2024-00007-01-00-FR-PKG-01.ZIP 171kb [ Download ]

| Yes, | am available | | Saorry, | am not available | | Back |

At the bottom of this frame, you will find the individual documents being part of the
Assignment that can be downloaded:

1. the information sheet which is always displayed and MUST BE READ
. CAREFULLY as it contains useful information for the proper treatment of the
# assignment in general: the language combination, the sublot, the type of

* document (LegisWrite,...) and specific instructions for each document if need

be, translation memories (FLM) and annexes (FLA) to be delivered together
with the translated text.

the original to be translated
2. translation memories and/or reference documents if any that can be
helpful and need to be taken into account
3. SRC source files (graphics, images, and other non-editable content) if any
4. automatically created outsourcing packages

You may receive one or two automatically created outsourcing packages (zip
files) with the extension “PKG”. These zip files will include the resources
necessary to proceed with the assignment, as follows:

i) Main PKG: document number-target language-PKG-00.ZIP:

*xliff

General instructions (will be the same for all LDs)

General language specific instructions (in the language of the FL)
Available legislation

Memories for the language pair concerned:

0O O 0O O O

» The Euramis result of the "Retrieval": *-RET.tmx files (e.g., AGRI-
2017-80319-00-00-EN-ORI-00_EN-BG-RET.tmx)

» The Euramis result of aligned EUR-Lex titles: *-AL.tmx files (e.g.,
AGRI-2017-803 19-00-00-EN-ORI-00_CelexEN-BG-AL.tmx)
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= The download of the ‘'relevant documents' from the
Commission/DGT memories ¥*-DWN.tmx files
= Any corrected alighments

= Normative memory for the relevant language pair (e.g.,
NormativeMem_FR-PL-DWN.tmx), if available.

ii) Secondary PKG: document number-target language-PKG-01.ZIP:

o Memories from DGT’s Machine Translation MT: *-MT.tmx files (e.g.,
BUDG-2017-80064-00-00-EN-ORI-00_EN-SL-MT.tmx)

o MT instructions

o Raw alignements: raw*-AL.tmx files (e.g., rawAGRI-2015-80402-
02-00-EN-ORI-00_EN-SK-AL.tmx)

2024100013

Framewerk confract : TRAD23 Translatien of EU documents from and into EU official languages with a total of 50 language

Order number : 2024/00013 Origin : BXL
Followup : -
HEquInement=]; PR ™ LegisViite
Reply deadline (GMT+ 01:00) : 23/02/2024 11:30 Status : Pending

Document [ ot | pages] _ Dosdine | Sac | hciomm |

Information Sheet / Detailed instructions Fleaseread | 55kb [ Download ]
ORI - TAXUD-2024-00007-01-00-EN-ORI-00.00CK EN == FR .7 250372024 23:59 567 kb [ Download ]
=== REF - TAXUD-2024-00007-01-00-FR-FLPR-00.ZIP 602 kb [ Download ]
|:=> REF - TAXUD-2024-00007-01-00-FR-PKG-00 ZIF I TG2kb [ Download ]
=== REF - TAXUD-2024-00007-01-00-FR-FLPC-00 HTML Gkb [ Download ]
|==} REF - TAXUD-2024-00007-01-00-FR-PKG-01.2ZIF I 171kb [ Download ]
Yes, | am available | | Sorry, | am not available | | Back

Please note that for automatically processed assignments, a pre-processing of
the document is systematically applied and that the number of pages is thus
reduced. Therefore, we will no longer refer to the Pre-processing note in each
“Information sheet”, the rules on pre-processing being applicable de facto.

Alongside these automatically created PKGs, you may still receive other
reference files prepared by the translation units.

5. Translation report files:
- FLPC (FreeLancer Proof of Counting) in *html file format. This file is
based on the Studio analyze report and gives you the total number of pages
to be translated, as calculated by taking into account the translation
resources, the matches, repetitions, locked segments, etc.
- FLPR (FreeLancer Proof of Counting Resources) in a *zip containing
the *sdlIxliff and translation memories used for the calculation of the pages to

be translated. These files are not to be used for the translation, their

role being purely informative.
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2024/00013

Framework coniract : TRAD23 Translation of EU decuments from and into EU official languages with a total of 50 language

Order number : 2024/00013 Origin : BXL
Followup : -
[ET IS IPR ™ LegisWiite
Reply deadline (GMT+ 01:00) : 23/02:2024 11:30 Status : Pending

ocument [ o | eges]  Dwedine | sae | Aciom |

Information Sheet / Detailed instructions Flease read ! 55 kb [ Download ]
ORI - TAXUD-2024-00007-01-00-EN-ORI-00.D0CX EM == FR T 250372024 23:59 567 kb [ Download ]
=== | REF - TAXUD-2024-00007-01-00-FR-FLPR-00.ZIP | 602 kb [ Download ]
=== REF - TAXUD-2024-00007-01-00-FR-PEG-00_ZIF T&2kb [ Download ]
=== | REF - TAXUD-2024-00007-01-00-FR-FLPC-00. HTML Gkb [ Download ]
=== REF - TAXUD-2024-00007-01-00-FR-PKG-01.ZIF 171kb [ Download ]
Yes, | am available | | Sorry, | am not available | | Back

At this stage, documents are purely for information purposes, without any effect
on the final allocation of the job concerned. The publication of the documents on the
portal does not imply any contractual commitment on the part of the
Commission.

IMPORTANT:

Please make sure to respond by the specified deadline. Once the deadline
passes, the new job announcement will be removed. All deadlines are indicated
according to Brussels time (GMT + 01:00/02:00).

For assignments related to TRAD23 framework contracts:

Please be aware of the automatic publication system, known as the "cascade"
principle.

This means that new job proposals are automatically published for a
predefined duration, which is typically 3 working/office hours within the 8:30 AM
- 5:00 PM interval on working days for the European Commission, Brussels time.

Additionally, please note that as soon as you confirm your availability or decline the
assignment, your response will be immediately imported and made available to
DGT staff. Please be aware that this action cannot be reversed!

It's important to note that upon refusal and/or expiry of the 3-hour window, the
job will be automatically offered to the next contractor in the cascade.
Please be aware that there is no way to manually intervene or stop this procedure
once it's initiated.
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4.2 Handling of confidential documents

Some sensitive documents may be classified as "confidential". This means that such
documents should be handled with caution and in accordance with the contract
provisions of which you are reminded before you state your availability for these
types of job proposals.

In particular, a [conrenTa] flag is added:

- on the list of hew job's proposals:

Fecdbock
[ 2024/00025] : b No data for the moment Mo data for the moment

- on the "detail" page of the job:

CONFIDENTIAL
accept to observe the instructions for the treatment of the confidential documents. | undertake to camry out this order in accordance with
the requirements specifiEd in the information sheet,
2024100002
Framework contract : TRAD23 Translation of EU documents from and into EU official languages with a total of 50 language
Order number : 2024/00002 Origin : LUX
Followup: -
Requirements : IFR ™ Legis\Wite
Reply deadline (GMT+ 01:00) : 17/01/2024 20:43 Status : Pending
Job details
[t [ peoes]  Dwedine | sz | Acions |
Information Sheet / Detailed instructions Please read ! 132kb [ Download ]
ORI - DGT-2024-00025-00-00-EN-RSM-00.DOC EN == BG 8.4 31/01/2025 23:59 33 kb [ Download ]
==> REF- DGT.2024-00025-00-00..DOC 33kb [ Download]
’ ! [ ‘Yes, | am availabl | Sorry, | am not available | | Back ]

When published, the original (ORI) is replaced by a summary (RSM) of the text to
be translated. This summary enables the contractors to have a general idea of the
text (technical, legal text, etc.).

All other information (number of pages, language combination, special
instructions...) are identical to the information given for job proposals of non-
confidential texts.

Before stating your availability, you are asked to "accept to observe the instructions for
the treatment of the confidential documents ... " by ticking the box:

w@ ceft to observe or the treatment of the confidential documents. | undertake to camy out this order in accordance with

the requirements spwgified e Bformation sTreer
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If you fail to tick the box, you won't be able to set your availability. A warning pop-
up will be displayed:

Mezzage from webpage

You did not accept the instructions for the trestment of confidential
! documents. Please tick the box accerdingly for your offer to be valid,

0K

When the Order is validated by the External Translation unit, solely the contractor
who is awarded the job receives the original document to be translated, together
with the Assignment form and other material. The next steps of the procedure are
the same as for non-confidential documents.

4.3 Notification of availability

On the “new job details screen” you are asked to state your availability by
clicking on one of the buttons [Yes, I am available] / [Sorry, I am not
available] at the bottom of the frame. Scroll down the page if necessary.

NB: Changing your answer is only possible for assignments under negotiated
procedures as long as the reply deadline has not expired.
For TRAD23 assignments, your answer will be imported immediately and

consequently it is not possible to change your answer.

For TRAD23 assignments, please note that if you repeatedly fail to answer or
refuse to accept assignments, Article I1.18.1 of the framework contract may

apply.

IMPORTANT:

Accepting an assignment means that you accept the conditions set out in the
information sheet (deadline: date + time, number of pages, reference material to
be used, processing format, delivery of translation memories, transfer of IPR, etc.).

Once you have replied or when the reply deadline has passed because you did not
reply, the job announcement is removed from the new jobs' screen and moves to
the “Status information” frame underneath. This frame shows the answer you
have given on your availability for each job. As soon as the assignment is awarded
(= Order validated by the External Translation unit), the Order number will be
removed from this screen.
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This window shows the availability you have stated for those new jobs that have not yet been attributed by the External
Translation unit. Once the job is attributed, the order number will be removed from this screen and you will receive an
official notification by e-mail stating whether or not the job has been assigned to you.

order mumber ——[Status———— provisional odor stalus
2020/05720 I Available 18/06/2020 11:26

2020/05714 I Available 18/06/2020 10:25

2020/05701 I Available 18/06/2020 0&:42 Job not awarded

2020/05700 I Available 18/06/2020 0&:34

2020/05699 I Available 18/06/2020 0&:35

2020/05698 I Available 18/06/2020 0&:35

2020/01914 I Available 18/06/2020 11:47

2020/01904 I Available 18/06/2020 09:45

201612302 I Available 091272016 18:16

If you have replied "Yes" and the Commission has decided to award you the job,
you should receive an official notification by email and by SMS indicating that the
Assignment has been awarded to you.

For negotiated procedures, please note that the job may not be assigned to
you even though you have declared your availability. The contract will be awarded
to the tenderer having submitted the tender with the lowest price. The lowest bid
will be automatically selected by our system.

IMPORTANT:

You should not start working on the Assignment before receiving the official
notification from the Commission by e-mail stating that the Assignment has
been awarded to you.

5. NOTIFICATION OF AWARD OR NON-AWARD OF A JOB

If you have been selected for a specific Assighment, DGT sends an official
notification by e-mail (and by SMS only, if you required this option) announcing
that the job has been awarded to you and invites you to connect directly to the
“My Orders” screen, by clicking on the link “eXtra” at the bottom of the message.

If you have not been awarded the assignment, DGT sends, by e-mail only, an
official confirmation announcing that the job has not been awarded to you.

In this case, no Order will be added to your list of "My ongoing assignments”.
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6. AWARDED JOBS

6.1 Ongoing assignments

You have received the official notification by email that a job was awarded to you.
At the bottom of the message by clicking on the link "Please log on to the eXtra
Portal here", you will be logged on and connected directly to the "Home" page of the
eXtra Portal.

This screen shows all your "ongoing assignments" and their main information: the
target language, the number of pages, the delivery deadline, and the status of the
job.

New assignments are added to the list as they are allocated to you, and they are
tagged with the "newt" alert.

You can sort the information displayed in ascending or descending order by clicking
on the small arrows in each column.

[ View legend ]

[ 2020/05751 ] NEW! 12.7 08/07/2020 09:00 19/06/2020 I Mot yet returned
[ 2020/05728 ] SV 8.6 01/07/2020 09:00 18/06/2020 I Mot yet returned
[ 2020/05679 ] SV 9.6 29/06/2020 09:00 18/06/2020 I Mot yet returned
[ 2020/05654 ] 5V 10.0 29/06/2020 09:00 17/06/2020 I Mot yet returned
[ 2020/05646 ] LY 192 30/06/2020 09:00 17/06/2020 I Mot yet returned
[ 2020/05606 ] 5V 280 13/07/2020 09:00 17/06/2020 I Mot yet returned
[ 2020/05476 ] LW 235 15/06/2020 I In evaluation

[ 2020/05269 ] LW 443 13/07/2020 09:00 11/06/2020 I Mot yet returned
[ 2020/05226 ] SV 145 23/06/2020 09:00 11/06/2020 I Mot yet returned
[2020/05172 ] LW 200 01/07/2020 09:00 10/06/2020 l Mot yet returned
[2020/05149 ] 5V 301 06/07/2020 09:00 10/06/2020 l Mot yet returned
[ 2020/05000 ] 5V 26.3 25/06/2020 09:00 08/06/2020 l Mot yet returned
[ 2020/04957 ] LY 13.3 08/06/2020 I Fully returned

The icons and colours used on the screen above are meant to give you a quick
overview of the work that remains to be done for a specific assignment.
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Click on [View legend] at the top of this window to better understand this screen:

Legend
iy Sort in ascending order
W Sort in descending order
T The deadline for at least one document of this order is today !
b The deadline for at least one document of this order has passed.
Target List of target languages contained in this order.
Pages Total amount of pages of this order
Deadline Firzt deadline to be met (when more than one document is to be translated)
Attribution Cate on which this order has been allocated to yvou
I No document has been uploaded vet
At least one document has been uploaded but some documents have still to be uploaded
All documents have been uploaded
Al documents have been successfully received by the DGT and they are under evaluation
I Some (but not all} of the documents received by the DGT have been accepted.

All of the documents received by the DGT have been accepted.

For each assignment, the status in real time is indicated.

“Not yet returned” status (-) means that you have not yet delivered the
expected deliverables to the Commission.

“Partially returned” status (orange) means that at least one document being part
of the assignment has been delivered but some other translations related to the
same assignment still need to be delivered.

“Fully returned” status (green) indicates that you have successfully uploaded all
deliverables needed for that assignment i.e., translation, translation memories (if
requested) and IPR annexes.

“In evaluation” (grey) means that our unit has received all your deliverables and
successfully transmitted them to the requesting department for evaluation. If an
assignment remains “in evaluation”, it may mean that some follow-up is taking
place for quality reasons. You will be informed if a translation is considered not to
be up to the required standards.

“Accepted” status” (yellow) means that all deliverables have been accepted by
DGT and that the assignment can be invoiced.
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To get the details of the Assignment, click on the Order [number]. The following
screen below appears.

At the top of this screen you see the date on which this Assignment has been
allocated to you, the framework contract under which the job has been allocated or
if it was allocated under a negotiated procedure (Libre t), and the status of the
Assignment as a whole - "not yet returned”, "partially returned”, "fully returned”,
"in evaluation”, and "accepted" (or "partially accepted”):

2020/06035
Framework contract : TRAD19 Translation of EU documents
Order number : 2020/06035 Attribution date : 11/06/2020
Origin: BXL
Followup: -
status : [ riot vet retumea
Requirements. : PR [~ ™ & Legis\Write
[ View legend ]
Order defails
[ o | ot ] Dwame | Aciom |
Order form - 2020/06035 {47 kb) [ Download |
Heaareel- IPR - ™ Legis\Write
Information Sheet [ Detailed instructions (55 kb) Pleass read ! [ Download |
= : [ Download |
DIGIT-2020-00050-00-57-EMN-ORI-00.DOCK (49 kb) EM == MT I 12/06/2020 23:59 [IPR ][ Upload FLM][ Upload FLA |
+ REF - DIGIT-2020-00050-00-67-EN-REF-00.PDF (46 kb [ Download |
* REF - DIGIT-2020-00050-00-67-MT-REF-01.DCCX (44 ki) [ Download |
+ REF - DIGIT-2020-00050-00-67-MT-REF-02.D0CX (79 ki) [ Download |
* REF - DIGIT-2020-00050-00-67-MT-SRC-00 XLSX (25 kb) [ Download |

The Order details screen shows all information necessary to complete the job:

e Related Framework contract: “TRAD23" or “Libre t - Code pour les candidatures de
traducteurs spontanées” in case of negotiated procedure

e Identification of the Assignment number YYYY/XXXXX: ex. 2024/01125

e View of the "Expected deliverables" if required:

o IPR annex (see point 9)

o Translation memories to be delivered in a zip file in the FLM field (see
point 10)

o LegisWrite format imposed

o Annex(es) (translated SRC files to be delivered in a zip file in the FLA
field - see point 10).

Please note that the terms and deadlines (date and time) specified in the
Assignment are binding to the contractor.

The information sheet will give you detailed instructions to help you to carry out
the assignment. Please read it carefully. It will also contain the contact persons in
charge of the assignment.
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The information and documents, which can be downloaded and/or opened in the
Order details, are as follows:

e The electronic Assignment form for the job (pdf)

e The information sheet with specific instructions to be considered for this job
(pdf)

e The original document(s) as well as the deadline set (date and time) for
delivering this assignment

e A pre-processed translation package containing associated translation
memories and/or files in the XLIFF format

e Intellectual Property Rights form (IPR) to be filled in online
The documents related to the proof of page count

e Reference documents (if any)

From this screen you can upload and send your completed translation and all
requested deliverables to the Commission.

After we have imported your deliverables, the Assignment form will remain
available until the related invoice is paid by the Commission.

6.2 Handling of confidential documents

If the Assignment refers to a confidential document, a tag [conrpenTiaL] is added both
in the list of "My ongoing assignments" and on the "Detail" page of that specific
Assignment.

[ View legend ]
[ 2020/05761 ] 12.7 08/07/2020 09:00 19/06/2020 I Mot yet returned
[ 2020/05681 ] w EL 353 08/07/2020 09:00 18/06/2020 I Mot yet returned
. : ot yet returne
2020/05649 EL a9.7 06/08/2020 09:00 17/06/2020 N d

Once the Assignment has been awarded to you:
e the specific instructions to observe for the treatment of confidential
documents that you have accepted while stating your availability, can still be
consulted.

e the (confidential) original text (ORI) is available and can be downloaded for
translation while the RSM file (summary) is not displayed anymore.
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When the translation is completed, the procedure (IPR, upload FLM and or FLA if
any, upload translation, etc.) is the same as for a non-confidential document.

CONFIDENTIAL
Warning! This order is related to a confidential ducumenl.lFIease consult the instructionsltu be observed for its freatment.
| 2024/00028

Framework contract : TRADZ3 Translalion of EU documents from and inte EU official languages with a tofal of 50 language

Order number : 2024/00025 Attribution date 1 23/02/2024
Ongin: LUX
Followup : -
Status : - HNot yet returmed
HeimEmenl=; IPR ™ Legis\irite

[ View legend |

Order detailz
[ ooement [ o ] Deedme | Acom |

Order form - 2024100028 (45 kb) [ Download |
RETIDEEE IPR ™ Legis\iite
Information Sheet [ Detailed instructions {132 kb) Flease read ! [ Download ]
DGET-2024-00025-00-00-EN-ORI-00 DOCX. (36 kb) EN == FR I 31/01/2025 7358 { I'i,“a“;“"’ad I
+  REF - DGT-2024-00025-00-00-EN-RSM-00.DOC (33 kb) [ Download |
Back
IMPORTANT:

We remind you that confidential documents must be treated with caution and
can never be disclosed by email! If you encounter technical problems, please
inform us, and wait for our instructions.

7. NEW TENDER ANNOUNCEMENT BY NEGOTIATED PROCEDURE

(= “Framework contract: Libre t Code pour les candidatures de traducteurs spontanées”)

We highly recommend you to first read the contractual provisions and the
conditions laid down in the tender specifications related to negotiated
procedures. Click on the link “eXtra” at the bottom of the email message you have
received and download these documents by clicking on the corresponding links to be
found on the page with the new job details.

Submitting an offer implies that you accept the conditions laid down in the tender
specifications and the contractual provisions. You undertake to perform the
Assignment as requested in the information sheet (agreed deadline, number of
pages, processing format, reference material to be used, delivery of translation
memories, transfer of IPR, etc.). Please read carefully the instructions given in the
information sheet by the Translation unit.
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In this case, since negotiated procedure applies, you are invited to submit a bid
online by entering your price per language combination and per standard page
including all costs relating to the performance of the contract. The number of
pages has been fixed by the Commission according to its own counting rules and is
not subject to revision. The contract will be drawn up based on this fixed number of
pages. You can send your bid [price per page] by clicking on [Yes, I am available]
at the bottom of the page. Bids not submitted via the portal will be rejected.

Before stating your availability and price, you are also asked to accept the general
conditions for negotiated procedures by ticking the box: "I adhere to the
contractual provisions and to the conditions laid down in the specifications for
this tender. I undertake to perform this service as requested in the information
sheet (agreed deadline, number of pages, processing format, etc.)."

If you do not tick the box, your bid will neither be sent nor taken into consideration.

New tender by 1 -
I adhere to the: and to the or this tender. | undertake to perform this service as requested in
e Information sheet (agreed deadline, number of pages, processing format, efc

2020/06066

Framework contract : Libre t Code pour les candidatures de traducteurs spontanées

Order number : 2020/06066 Origin : BXL
Followup : -
Requirements : PR v ™ LegisWrite
Reply deadline (GMT+ 02:00) : 19/06/2020 12:13 Status : Pending

Tender details

Information Sheet / Detailed instructions Please read ! 54kb [ Download ]
ORI - DIGIT-2020-00050-00-89-EN-ORI-00. DOCX EN == BG 1608 23/12/2020 23:59 7391kb [ Download |
Please enter your price/page : , (€)
[ Yes, | am available I Sorry, | am not available ] [ Back I

Until the reply deadline has passed, you can view your submitted bid by following
the link of the specific Assignment number. If you feel you have made an error, you
can modify the data you have entered and submit your bid again before the reply
deadline expires. To keep track of your bid, print out this page for your records.

NB: The awarded job goes to the bid with the lowest price offered.

8. AMENDMENT TO AN EXISTING ASSIGNMENT

8.1 Change of deadline

You are currently working on the translation of a document. If for any reason, there
is a need to change the deadline, the Request management team (Brussels or
Luxembourg) will send you an amendment to the Assignment form.
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In practice, you will receive an email, as usual, asking you to connect to the eXtra
Portal. In "My Orders” screen, "My ongoing assignments", click on the Assignment
form for which a change of deadline has been performed. There is a new line:
Amendment - YYYY/12345_AVx? as well as the new deadline set. The download
button will allow you to see the amendment form (pdf). Downloading the
amendment form will give us the confirmation that you agree with the new
deadline set:

{
‘|

2024100015
Framework contract : TRADZ23 Translation of EU documents from and into EU official languages with a total of 50 language
Order number : 202400015 Attribution date : 22/02/2024
Origin: BXL
Followup: -

Status : - Mot yet refumed
HecUE e el IPR ™ Legis\Wiite

% [ View legend ]

Order details

I [ B v I ™S ™S
Order form - 2024/00015 (46 kb) [ Download |
DR IFR ™ LegisWrite
Amendment - 2024/00015_AVq MEW!
View and acknowledge receipt by downloading the document [{Dowmicad)]
Information Sheet | Detailed ingtructions (55 ki) Flease read ! [ Download |
BUDG-2024-00005-00-00-EN-ORI-00.DOCX. (36 kb) EN == PT I 30/0172025 23:59 %E,‘l’q“'i“"’ad]
« REF - BUDG-2024-00005-00-00-BG-PKG-00.2ip (1354 kb) [ Download |
. REF - BUDG-2024-00005-00-00-BG-FLPC-00HTML (8 kb) [ Download |

Please note that the amendment is an addition to an existing Assignment. All other
provisions of the initial Assignment remain unchanged.

There can be several amendments to an Assignment (AV1, AV2, AV3 etc.).

8.2 Change of Assignment number details

You are currently translating a document. It might happen that the number of pages
needs to be modified or reference documents must be added to your Assignment. In
such cases, the Request management team (Brussels or Luxembourg) must modify
your Assignment. You will receive the same Assignment number followed by an
underscore: YYYY/12345_x3 as the example below 2024/00030_1

2 x refers to any number equal to or higher than 1;
3 x refers to any number equal to or higher than 1
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My ongoing assignment T
2024/00030_1
Framework contract : TRAD23 Translafion of EU documents frem and inte EU official languages with a fofal of 50 language
| Order number : 2024/00030_1 | Attribution date : 26/02/2024
Origim: LUX
Followup : -
Status : - Mot yet retumed
HensEnenl=, IPR ™ LegisWiite
[ View legend ]
Order details
Document Lot Deadline Actions
Order form - 2024/00030_1 (47 kb) [ Dewnload ]
Requirements_ IPR ™ Legis\Write
Information Sheet / Detailed instructions (55 kb) Pleaseread! [ Download ]
_ . : [ Download ]
DGET-2024-00139-00-00-EN-ORI-00.DOCK (36 kb) EMN==PL I 07/03/2025 23:59 [ IPR | [ Upload FLM]
+  REF - DGT-2024-00139-00-00-PL-FLPC-00.HTML (8 ki) [ Download ]
» REF - DGT-2024-00139-00-00-PL-PKG-00.zip (364 kb) [ Download ]
+ REF - DGET-2024-00139-00-00-EN-REF-00 XLSX (48 ki) [ Download ]
Back

More than one underscore can be applied to an Assignment number YYYY/XXXXX_1,
YYYY/XXXXX _2, YYYY/XXXXX _3, etc. In this case, the new modified one will
replace the previous Assignment number YYYY/XXXXX_1, e.g., Assignment number
2024/00030_2, etc.

9. INTELLECTUAL PROPERTY RIGHTS (IPR)

These provisions apply to ALL contracts
(framework contracts and negotiated procedures)

An IPR Statement is a document to be signed by the creator of the translation (the
contractor himself/herself, his/her employees and/or one or several of his/her
subcontractors) to formally transfer the Intellectual Property Right (IPR) of the
Assignment to the European Commission.

For each document translated you must fill in an editable form indicating if the
Assignment was executed:

e exclusively by yourself if you are a natural person and you were the only
person involved in the translation of the document.

e by yourself as an individual entrepreneur registered as a company (a legal
person) or by vyour employed staff and/or by one (or more)
subcontractor(s). If you are an individual entrepreneur registered as a
company (a legal person) and you did the translation alone, you must
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indicate your name as the sole creator. In the other cases, you must indicate
the name(s) of all persons involved in the translation of the document and
the contractual relationship with these persons.

You also need to confirm that:
e the translation delivered is an original and free of any claims of third parties.

e you have all the relevant documents which prove the acquisition of all
intellectual property rights.

You need to ask your employed staff and the subcontractors involved in the
translation of the Assignment to fill in and sign the related template provided in the
framework contract/contract awarded under negotiated procedures and keep this
original document during the whole duration of the framework contract or
contract awarded under negotiated procedures, plus seven years, using the
most appropriate medium to do so.

IMPORTANT:

DGT could ask you to provide the originals for control and audit purposes at any
time.

9.1 Filling in your IPR forms

As soon as an Assighment has been awarded to you, the [IPR] button is available,
and the form can be filled in and completed:

» Click on [IPR].

o [ o [] e | oo ]
Order form - 2020/06006 (54 kb) [ Download ]
FETLET S IPR ¥ ™ LegisWrite
Information Sheet / Detailed instructions (78 kb) Flease read ! [ Download ]
AGRI-2020-80592-00-00-FR-TRA- FR == I 13/07/2020 [ Download ]
00.DOCX (43 kb) PT 09:00 [IPR J|[ Upload FLM |
- REF - AGRI-2020-80592-00-00-FR-TRA-00.DOCX (43 kb) [ Download ]
= REF - AGRI-2020-80592-00-00-PT-REF-00.ZIP (171 kb) [ Download ]
Back
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The IPR editable form is displayed on your screen:

> Option # 1: to be ticked if you are an individual freelancer contractor
(natural person) producing the entire translation on your own without the
involvement of any third party and [Confirm]. Please note that contractors
registered as private company in our system will nhot be able to select this
option.

> Option # 2: to be ticked in all other cases. Indicate if it is through an
agreement (subcontractor) or through an employment contract (employee)
and [Confirm].

The system will propose by default the most appropriate option according to
the information we have on your legal status.

The assignment was executed -'§'- OPTION 1 : fo be ticked if you are an individual freelancer contractor (natural person) producing the entire translation on your own without the involvement of any third party.

() OPTION 2: to be ticked in all other cases

Confirm | | Cancel

In case option 2 has been selected, you can start filling the IPR form as follows:

The assignment was executed:
OPTICH 1 : to be ficked if you are an individual freelancer confractor (natural person) producing the entire translation on your own without the involvement of any third party.

(@)  OPTION 2: fo be ficked in all other cases

The above-mentioned results were prepared by © J{LCa N [PRETERE T T2 T S
through an employment contract

| Confirm | | Cancel

Please start indicating the transmission mode of the IPR:
e through an agreement meaning that subcontractors were involved.

e through an employment contract meaning that employees of your
company were involved.

For TRAD23 assignments, when you chose the transmission mode “through
an agreement” which is the option to choose when subcontractors are
involved, Click on [Add Creator] the system will display a drop down list in
[Add new W] containing the names of the subcontractors that were
accepted by DGT. Scroll down and click on the name of the subcontractor, then
click on [Add] to confirm the entry.
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If you need to change the list of subcontractors already approved by DGT, you
must first inform DGT and provide the supporting documents for each addition.
Once the new subcontractor has been approved by DGT you will be able to select
the new name in order to fill the IPR form. Please inform us in good time of any
changes or additions to your subcontractors.

The assignment was executed:
OPTION 1 : to be ticked if you are an individual freelancer contractor (natural person) producing the entire translation on your own without the involvement of any third party.
@®  OPTION 2: to be ticked in all other cases

1 2
The above-mentioned results were prepared by :I thl’OUgh an agreement VII Add Creator I
o
Rights to the results were transferred _
—_—_————
® through an agreement irectly to the contractor
James BOND 2 v 8
(O'\to the contractor through the following intermediaries:
First Name James I I
Family name BOND Delete
Company Name
(if relevant) qwe
- o 6
Email address  jamesbond@gmail.com ‘
Cancel

For internal staff, choose as transmission mode “through an employment
contract”, Click on [Add Creator] the system will ask you to click on [Add
new V] then click on [Add] to enable you to fill in the name of the
employee(s) of your company. You can reuse the name of the employees
that are already registered in the database.

For each employee you would like to register, please indicate the name (first
name and family name), the name of the company (if any) as well as a
personal e-mail address.

The assignment was executed:
OPTION 1 : to be ticked if you are an individual freelancer contractor (natural person) producing the entire translation on your own without the involvement of any third party.
@®  OPTION 2: to be ticked in all other cases

= 2
The above-mentioned results were prepared by :Ithrough an employment contract v | Add Creator 1

Creator
—

=
Rights to the results were transferred _
e ——
\rect\y to the contractor
6

@to the contractor through the following intermediaries:

First Name 5 | Justin

Family name BIEBER | Delete
C_)ompaﬂy Name |

(if relevant) 7

Email address | justinbieber@gmail.com | @
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Subcontractors on Negotiated Procedures lists need also to be registered in the
system in order to properly transfer IPR.

In any case, you should indicate:

e if the rights are transferred directly to the contractor

e or through an intermediary. In the latter case, please indicate the name of the
intermediary

When the form is correctly completed, click on [Confirm]:

Please note that when the subcontractor is a company, Statements B+C+D are
necessary.

If you want to delete an employee or subcontractor that you have added to the
form that you are currently filling in, click on [Delete] in the column on the right
side of the form for the employed staff or the subcontractor in question.

The assignment was executed:

OPTION 1 : to be ticked if you are an individual freelancer contractor (natural person) producing the entire translation on your own without the involvement of any third party.
@  OPTION 2- to be ticked in all other cases

The above-mentioned results were prepared by :|thr0ugh an agreement V‘ Add Creator
T e Rights to the result were transiorred I
@® through an employment contract (@ directly to the contractor
Add new ~ Add
(O to the contractor through the following intermediaries:
FirstName  [Justin | |
Family iame  [BIEBER | Delete
Company Name |
(if relevant)
Email address |just'mbieber@gmail.com |
® through an agreement (@ directly to the contractor
[3ames BOND ~|[ Add |
() to the contractor through the following intermediaries:
First Name James |
Family name BOND Delete

Company Name

(if relevant) qwe

Email address  jamesbond@gmail.com

Confirm Cancel

The data regarding the employed staff or subcontractor will nevertheless be
saved in the database and could be re-used for another Assignment by clicking
on the drop-down list (Add new V).

Should you need to modify the data registered in the IPR form, click again on
[IPR]. The form will be displayed and can be amended.
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IMPORTANT:

You can change the data in the IPR form at any time before you upload &
send your deliverables (translation + requested document(s)). No change is
possible after you have sent your deliverables as the External Translation Unit
will retrieve them immediately from the eXtra Portal.

NB: For TRAD23 assignments - please note that any changes related to
subcontractors, should be notified in advance to DGT - External
Translation Unit (DGT-FL-CONTRACT).

For TRAD23 framework contracts only, in My Profile tab, you will have an
overview of the subcontractors approved by DGT with their status:

Directorate-General for Translation

External Translation

{ Ranking I Sub-Contractors | Performance Megotiated Procedures Declaration on Honour J

—mmm

TRADZ3 Mrs dagt-workflow-test@ec europa. eu EMN==ML l\."alld
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9.2 Printing and keeping your IPR statement

After filling in the form and clicking on [Confirm], you are returned to the
Order details screen, where a new button is displayed [View Annex]:

2024100016
Framework contract : TRADZ23 Translation of EU documents from and inte EU official languages with a fotal of 50 language
Order number : 2024/00016 Attribution date : 22/02/2024
Origin: BXL
Followup : -
Status : - Mot yet refumed
REqUNETEntaL IPR ™ Legisifite
[ View legend ]
Order details
[ [oewmen [t || Deeame | Aoow
Order form - 2024/00016 (0) [ Download ]
Hequrcments PR ™ LegisVirite
Information Sheet ! Detailed ingtructions (0) Flease read! [ Download ]
[ Do 0ad
BUDG-2024-00003-00-00-EN-ORI-00.00CX (0] EN==IT 31/01/2025 23:59 [IPR] [ Upload
FLM]
= REF - BUDG-2024-00003-00-00-1T-PKG-00 zip (1) [ Download ]
» REF - BUDG-2024-00003-00-00-IT-FLPC-00_ HTML (0) [ Download ]
[ Back |

This button allows you to generate in pdf format the IPR form you have filled
in.

NB: The pdf Statement is to be printed, signed, and kept in your own
records.

10. TRANSLATION MEMORIES ("TMs") and ANNEXES (SRC files)

10.1 Translation memories sent by the Commission

When a new job proposal is published on the eXtra Portal, in addition to the original
document(s) to be translated, the Information sheet, and reference documents if
any, there might be also a pre-processed translation package containing associated
translation memories and/or files in the XLIFF format.

When a job is awarded to you, you can find on the eXtra Portal the Original, the

Assignment form, the Information sheet, reference documents, if any, and the TMs
which can be downloaded.
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10.2 Sending your Translation memories (FLM)

IMPORTANT: vyou must upload Translation memories (if required) before uploading your
translation!

DGT's Translation units can specify in the instructions indicated in the Information
sheet that they wish to receive the TMs you used for translating the document.

Order form - 2024/00016 (0} [ Download ]
Requirements

| IPR ™ Legis\rite |

In this case, you must upload the TMs prior to uploading the translation.

A specific browsing field for uploading TMs is available in the ‘Order details’ screen
[Upload FLM] (FreeLance Memories), please note that only a zip file containing
the translation memories (XLIFF & tmx) is allowed in this field:

Framework contract : TRAD23 Translaticn of EU documents from and inte EU official languages with a total of 50 language

Order number : 2024/00019 Attribution date : 26/02/2024
Origin: BXL
Followup : -
Status : - Mot yet refumed
HEqUREtentE; IFR ™ Legis\irite

[ View legend ]

Order details
[ oeewmer | i ]| s | Ados

Order form - 2024100019 (46 kb) [ Download ]
AR IPR T LegisWWrite
Information Sheet ! Detailed instructions (55 kb) Flease read! [ Download ]

[ Download ]
BUDG-2024-00005-00-00-EN-ORI-00.DOCX. (36 kb) EN == PL 07/02/2025 23:59 bR 1 [ View Annex ]ff Upload
FLM|[ Upload FLA |
« REF - BUDG-2024-00005-00-00-EN-SRC-D0.XLSX (45 kb) [ Download ]
t& +  REF - BUDG-2024-00005-00-00-PL-FLPC-00.HTML (8 kb) [ Download ]
« REF - BUDG-2024-00005-00-00-PL-PK3-00.zip (357 kb) [ Download ]
Back
10.2.1 Automation of Filename Controls:

DGT uses a verification mechanism to check the names of the *.sdIxliff files
uploaded to the eXtra Portal in the FLM zip archives. Designed to reduce the number
of upload mistakes, the mechanism checks whether the file names comply with the
DGT naming convention.

When you try to upload a zip archive containing *.sdIxliff files under an FLM, but the
system fails to detect the *.sdIxliff file named to match the document in question,
the system will prevent the FLM upload, informing you of the error and asking you
to correct it and re-upload the file.
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Please pay special attention at the following aspects (taken from Freelance main
general instructions):
e Please work on the *.sdIxliff files provided by DGT. Do not rename
the files. Do not create your own *.sdIxliff files!

e If you have not been provided with an *.sdIxliff file for a document, but
you were asked to provide it in the FLM, name the *.sdIxliff like this:

<requesting service>-<4-digit year>-<5-digit dossier number>-<
ﬁ>-<_>—00—<target-|anguage>—TRA—OO.<J
> . sdlIxIiff.

See example: AGRI-2022-80482-0-0#-00-MT-TRA-00.BBBN. sd!xIiff

e When uploading the FLM for an earlier version, the FLM *.zip should
contain only the *.tmx file of the latest version. The target file (FLT)
should be the FLT of the latest version.

e The sdIxliff & tmx files must be uploaded directly in a zip.FLM, and
not in a folder inside that zip.FLM!

See also screenshots below:

The 2ip files should contain inside only files, without any folder. Please check below the correct example:

Correct Zip File Content
R Cusers\mataedu) Donnloads\AGRI-2022-80452-01-01-00-MT-TRA-DO.DOCK 2ip\

Wrong Zip File Content
k] C:\Users\mataedul Downloads\AGRI-2022-80482-01-01-00-MT-TRA-00.D0CCiph

File Edit Viey worites  Tools Help

Fie Edit View Favorites Tools Help

F = v B = R i
Add Extract Test Copy Move Deete lnfo $ = v @ = x i

Add Earact Test Copy Move Delete Info

T | W cusersym -\.'-)EGu‘-D(:\-n‘O-l\]ﬁ{\{'\FI 2022-80482-01-01-00-MT-TRA-00.00C zip !

T | B cusers\mataedu) Scy»t\.\i‘al.‘-c\ni 2022-80482-01-01-00 \n.]s;..m:y_)(x_-.u-.]
te | -
Name

FLM AGRI-2022-80482-01-01-00-MT-TRA-00.DOCX <; Wrong

Name

W AGRI-2022-80482-01-01-00-MT-TRA-00.DOC sgitm
[) AGRI-2022-80482-01-01-00-MT-TRA-00.00CK sdbxiff

You can find additional information in the “Freelance main general instructions”,
please see, Chapter 3.

NB: The accepted formats *tmx, *sdixliff, *xml, *HTM, *HTML must be
contained in a zip file before being uploaded to the FLM field.

10.3 Sending your Annex (FLA) (SRC = Non editable content)

IMPORTANT: you must upload the Annexe(s) (if required) before uploading your
translation!

Some documents to be translated may contain non-editable images, graphics or pie
charts. To allow contractors to translate texts and captions included in these
images, an Annex file containing an editable version of the texts is provided as
reference document (often an xlIs file > SRC document).
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As a rule, please note that only the text corresponding to the non-editable graphs
in the document to be translated need to be translated in the SRC files. Any extra
text included in the SRC files, but not in the source documents, must not be
translated.

Once the translation of the text is completed, upload the file as Annex (FLA >
FreeLance Annex) in one of the following formats: * doc *docx, *xls, *xlsx *ppt,
*pptx, *zip, *pdf, *xml, *rtf, *txt.

The file must be uploaded through the field [Upload FLA]. If several files are to be
delivered, you must zip them.

Framework contract : TRAD23 Translation of EU documents from and inte EU official languages with a total of 30 language
Order number : 2024/00019 Attribution date : 26/02/2024
Ornigin: BXL
Followup: -
Status : - Mot yet refumed

Requirements : IPR ™ LegisWrite

[ View legend ]

Order details
[ [oeemen | it [ Deamee | Aciom |

Order form - 2024/00019 (46 kb [ Download ]
AR IPR T LegisWWrite
Information Sheet | Detailed instructions (55 ki) Flease read! [ Download ]
[ Download ]
BUDG-2024-00005-00-00-EN-ORI-00. DOCK (38 kb) EN == PL O07/02/2025 23:59 [IPR e Anne pload
FLM ][ Upload FLA |
« REF - BUDG-2024-00005-00-00-EN-SRC-00 XLSX (45 kib) [ Download ]
[::f + REF - BUDG-2024-00005-00-00-PL-FLPC-00.HTML (8 kb) [ Download ]
« REF - BEUDG-2024-00005-00-00-PL-PKG-00.zip (387 kb) [ Download ]

11. SENDING THE TRANSLATION TO THE COMMISSION

As soon as the IPR form is completed and all required documents, i.e. TMs (FLM)
and/or Annex (FLA) have been uploaded, a new [Upload] button appears. It will
enable you to upload your translation, as well as a comments file, if any.

NB: The [Download] and the [Upload] links are displayed at the same level as the
original document.
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Display of this screen only if no additional document is required:

T

oo | x| oede | hoom ]
Order form - 202400049 (45 kb) [ Download ]
Requirements IPR ™ Legis\Wiite
Information Sheet [ Detailed instructions (55 kb) Flease read! [ Download |
I [ Download
BUDG-2024-00005-00-00-EMN-ORI-00.DOCE (36 kb) EN == PL 07/02/2025 23:59 [IPR ][ ViewAnnex | | Opload
FLM][ Upload FLA |
« REF - BUDG-2024-00005-00-00-EN-SRC-00 XLSX (48 kiv) [ Download ]
+ REF - BUDG-2024-00005-00-00-PL-FLPC-00_HTML (3 kb) [ Download ]
« REF - BUDG-2024-00003-00-00-PL-PKG-00.zip (357 kb) [ Download |

Display of this screen if FLM (translation memories) and FLA (SRC files) are

required:
[ eawen [ o || eame | com
Order form - 2024/00019 (46 kb) [ Download |
Requirements_ IPR. M Legis\rite
Information Sheet / Detailed instructions ({55 kb) Flease read! [ Download ]
I [ Download | [ Uplead ]
BUDG-2024-00005-00-00-EN-ORI-00.DOCK (36 kb) EN == PL 070212025 23:59 [IPR ][ View Annex ] [ Upload
FLM] [ Upload FLA ]

« REF- EUDG-2DZ4—00005—DO-U-U—ED.XLSX (48 kb) [ Download |

« REF - BUDG-2024-00005-00-00-PL-FLPC-00 HTML (& kb) [ Download ]

« REF - BUDG-2024-00005-00-00-PL-PKG-00.zip (387 kb) [ Download ]

In the ‘Order details' screen, you will find all details and reference documents (if
any) related to the translation you are about to upload. You can view the original
document to ensure that you are putting the right document in the right place.

If your Assignment contains several language combinations (ML documents, see
point 11.5), they will be displayed in the document details, and you should carry out
the upload accordingly.

Please be reminded that at this stage,

- FLM and FLA can still be changed (upload a new version) and

- the IPR form can still be changed
- [IPR] and [Upload FLM] & [Upload FLA] buttons are still available

As soon as the deliverables have been imported by DGT, this will ho longer be
possible.
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11.1 Sending your translation, comments, and other documents

To send your translation to the Commission, click on [Upload]:

T T

o [ o || owame | Amom |
Order form - 2024/00019 (46 kb) [ Download |
G IPR ™ Legis\irite
Information Sheet / Detailed instructions ({55 kb) Flease read! [ Download ]
I [ Download |[[ Upload |
BUDG-2024-00005-00-00-EN-ORI-00.DOCK (36 kb) EN == PL 070212025 23:59 [IPR ][ View Annex pload
FLM] [ Upload FLA |
« REF - BUDG-2024-00003-00-00-EN-SRC-00 XL5X (48 kb) [ Download |
« REF - BUDG-2024-00005-00-00-PL-FLPC-00 HTML (& kb) [ Download ]
« REF - BUDG-2024-00005-00-00-PL-PKG-00.zip (387 kb) [ Download ]

A new page opens »> Document details

Please read carefully and follow the instructions displayed on this screen. They will
enable you to deliver your translation on time in case you encounter technical
problems.

You are ready to send your finished document to the Commission.

This screen gives you all details related to the document you are about to upload. Please check the language
combination displayed to make sure that you are uploading the right document. Pick up your document by clicking on
" Browse " and selecting the file containing the final version from your hard disk; Zipped files are not accepted in this
field. You can also submit your comments for a specific job on a separate file. Click on " Browse " accordingly. Add
any other comments under "Remark" you think necessary and click on " Send ". NB: Do not sign the remark with
your name!

If an error occurs, the system will add a new " Send by e-mail " button on this screen next to " Send “. An error
identification key will be generated. Click on " Send by e-mail ", attach your final completed translation and send it to
the requests management team. You can keep a copy of this error for your records by clicking on " View ". Remember
that if no error is generated and you are still unable to upload your file, to meet the delivery deadline, we would ask
you to send your translation, except for confidential files — you must write us the problem you are having, to our
requests management team by e-mail: dgt-s-2-freelance-bru@ec.europa.eu (Brussels) or dgt-s-2-freelance-
lux@ec.europa.eu (Luxembourg),
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Through this screen, you can send:

Document details

Order number :
Original document :
Lot:

Deadline :

First upload date :
Uploaded file size :
Uploaded file :

Contact :

Document :

My comments :

Remark :

2024/00019
BUDG-2024-00005-00-00-EN-ORI-00.DOCX (36 kb)
EM == PL

07/02/2025 23:59

In evaluation :

Elzbieta MARKOWSKA@ec.europa.eu
| Choose File | BUDG-202_ LT-00.D0CX

| Choose File | BUDG-202...C-00.DOCX

D Maximum 1900 characiers

Pages :
Status :
Last upload date :

[ View ]
53

| Send

Cancel

» The target translation file: next to "Document”, click on and select

the file of you

r final translation.

IMPORTANT: Please note that a zip file is NOT to be uploaded to this field unless
the translation unit specifically asked you to do so. Please remember that your

translation file should have the same file format as the original (exception: pdf

originals, for which the translation must be uploaded in .docx format).

> A comments file: you can also submit your comments for a specific job in a
separate file. Next to "My comments", click on to upload your

comments' document if any.

» Any other remarks you think necessary in the field "Remark".

NB: these remarks will automatically be sent by email to the translation unit’s
secretariat. Do not sign the remark with your name! All remarks for the

evaluators are to be sent in the separate comments file only.

When your document(s) is(are) uploaded, click on .
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The following warning message is displayed:

.

Message from webpage

, Are you sure you want to send your Translation in RO to the
Commission 7

[ OK J ‘ Cancel m}_l

Check again the product, the language, and all details.

If you accept [OK], your deliverables will be sent to the Commission via the eXtra
Portal.

The status of the Assignment will turn to "Fully returned":

Framework contract : TRAD23 Translafion of EU documents from and into EU official languages with a fofal of 50 language

Order number : 2024/00019 Attribufion date : 26/02/2024
Origin: BXL
Follow up : -
Status : - Fully returmned
FETT e IPR ™ Legis\iite

[ View legend ]

Order details
[ ooemen [ o [  beedwe | Ao |

Order form - 2024/00019 (45 kb) [ Download ]
Reguirements PR ™ LegisWiite
Information Sheet ! Detailed instructions (55 ki) Flease read ! [ Download ]
[ Download ] [ Upload ]
BUDG-2024-00005-00-00-EMN-ORI-00.DOCK (36 kb) EM == PL 07/02/2025 23:59 [ View Annex ] [ Upload FLM |
[ Upload FLA ]
» REF - BUDG-2024-00005-00-00-EN-SRC-00. XLSX (45 kb) [ Download ]
= REF - BUDG-2024-00005-00-00-PL-FLPC-00. HTML (3 kb) [ Download ]
= REF - BUDG-20:24-00005-00-00-PL-PKG-00.zip (357 kb) [ Download ]

IMPORTANT:

Please upload only finalised deliverables to the eXtra Portal, as they will be
immediately retrieved and automatically imported into DGT systems as
soon as you click "OK"” to send your translation. This will happen regardless
of the day and time set for delivery (= Deadline) indicated in the Assignment form.

Once the External Translation Unit has retrieved your deliverables from the Portal,
the Assignment status will change into "In evaluation” and the [Upload]
buttons will be removed.
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When the automatic import is complete, it will only be possible for you to view and
download the deliverables that you have submitted.

Framework contract : TRADZ3 Translation of EU documents from and inte EU official languages with a fotal of 50 language

Order number: 2024/00005 Attribution date : 17/01/2024
Origin: LUX
Followup : -
Status : - In evaluation
BT IFR ™ Legisiirite

[ View legend ]

Order details
[ e | o [ Dwame | Ades

Order form - 2024/00005 (46 kb) [ Download ]
el s PR ™ LegisWite
Information Sheet ! Detailed instructions (55 kb) Flease read | [ Download ]
DGET-2023-00111-00-00-EN-CRI-00 DOCX (20 kb) EN == BG I 18/04/2024 23:59 Eei"e‘:‘“ﬁandel []D“a” ]
. REF - AGRI-2024-00005-00-00-8G-PKG-00.ZIP {192 kb) [ Download ]
I} Back

However, the Assignment remains in "My ongoing assignments" screen until your
invoice has been registered in DGT’s system:

NB: At this stage it will no longer be possible to upload new deliverables. If you
noticed that you uploaded the wrong files, please contact our Request management
teams in Brussels or Luxembourg depending on the origin of the Assignment (for
details please see section 11.4).
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11.2 Contradictory procedure - late delivery

According to the contractual provisions, the European Commission must provide the
contractor with a possibility to submit observations when it intends to apply
liguidated damages because the deliverables were delivered late.

In "My Orders” under "Order details", you can submit your observations via the
link [Observations regard late delivery]:

2024100006

Framework contract : TRAD23 Translatien of EU documents from and into EU official languages with a total of 50 language

Order number : 2024/00006 Attribution date : 17/012024
Origin: BXL
Followup : -
status : [ in evaluation
Requirements : PR ™ LegisVirite

[ View legend |

Order details
Document ot [ [ Deadioe | Aciom |
Order form - 2024/00006 (46 kb) | Download ]
Requirements IPR ™ Legis\Write
Information Sheet / Detailed instructions (55 kb) Please read | [ Download |
Observations regard late delivery | +——
| Download ] [ Detail |
BUDG-2024-00005-00-00-EN-ORI-00.DOCXK (35 kb) EN == BG 17/012024 1459 | View Annex ] [ Download
FLM]
» REF - BUDG-2024-00005-00-00-BG-PKG-00.zip (192 kb) | Download |
Back

From the receipt of our notification, you have 5 working days to submit your
observations. Please note that the system removes the possibility to send
observations after the 5 working days or as soon as the observations were
sent.

You can submit your observations for late delivery as a small text via the specific

field (maximum length is 1900 characters) and/or in a separate file as an
attachment; click on & upload your file:

Contradictory Procedure

Contradictory Procedure Description

Document details

Order number : 2021/00011
Lot: EN==CS
Deadline : 15/03/2021 16:30 Status : I
Contact : DGT-WORKFLOW-TEST@ec.europa.eu

Observations regard late delivery

Write your observations for late delivery... &/or upload a file with your
abservations in the Document Browser field below:

0 | Maximum 1400 characters
Document : = Browse... o file selected.

Send Cancel
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Check your sending after having attached your file &/or your comments in the
'Observations regards late delivery' field and click on the button [Send].

NB: Sending observations regarding late delivery can only be done once and
cannot be cancelled or changed.

Once you have clicked on [Send], the link becomes [View observations regard
late delivery]; you can visualise your observations at any time as long as the
Assignment’s Status is not yet Closed.

[ View legend ]
Order details
e [ o [ owaw | oon |
Order form - 2021/00011 (46 kb) [ Download ]
HequisHients IPR ™ LegisWrite
Information Sheet / Detailed instructions (55 kb) Flease read! [ Download ]
I View observations resard late deliveu I@
DGT-2021-00094-00-00-EN-ORI-00 DOCX (49 kb) EN => CS 15/03/2021 16:30 | Download ] [ Detail
[ View Annex ]
Back

In the window "Contradictory Procedure", you can open the file containing your
observations by clicking on [View]:

Contradictory Procedure

Contradictory Procedure Description

Document details

Order number : 2021/00011
Lot: EN=>CS
Deadline : 15/03/2021 16:30 Status :
Contact : DGT-WORKFLOW-TEST@ec.europa.eu Q
[View ]

Observations regard late delivery Your observations for late delivery

IFiIe name: DGT-2021-00094-00-00-C5-COND.DOCX I

Back

11.3 Sending your translation files UNDER a negotiated procedure

IMPORTANT: For contracts under negotiated procedure (see point 7), when your
document(s) is(are) ready to be uploaded, and before you can send your
documents, you will be asked to formally accept the conditions of the contract by
clicking on the [Sign Contract] button.

For your convenience, the contractual conditions that you have already agreed upon
when submitting your offer will be accessible again by clicking on "conditions of the
contract".
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The same applies to the instructions for the handling of confidential documents.

Document details

Order number : 2020/06066

Original document : DIGIT-2020-00050-00-69-EN-ORI-00.DOCX (7391 kb) [ View ]
Lot: EN =BG Pages : 1608
Deadline : 23/12/2020 23.59 Status : I
First upload date : Last upload date :
Uploaded file size : In evaluation :
Uploaded file :

Contact : DGT-WORKFLOW-TEST@ec.europa.eu
Document : U\BXL\TREFLE TEAM\Tests TREFLE'T Browse..

My comments : Browse. ..
Remark :
D Maximum 1900 characters
SIGNATURE : - =
| accept the conditions of the contract [| Sign Contract

I Send l [ Cancel

If you fail to [Sign Contract], you will not be able to send your translation and a
warning pop-up will be displayed:

= —

Message from webpage {4

You must #ccept the conditsons of the contract in order to send the
l document

0K

Once the contract is signed, the [Sign Contract] button is disabled (becomes
greyish); you can now [Send] your deliverables to DGT:

SIGNATURE : e
| &I:L'.‘tpt the conditions of the confract 3'_'l|:\_'|n L-Oniract

|_ Send | _ l:":; el

As soon as you click on the [Send] button, the External Translation Unit will
retrieve immediately your deliverables from the eXtra Portal. The Assignment
form will be updated with the date, time and the EU LOGIN UID:
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Special instructions
Translation to be sent Tables/graphs/diagrams

[X] Reference document(s) attached [X] via the eXtra Portal [X] reproduce in full
[X] Translation to be delivered in LegisWrite format [ 1type text only
[X] Do not return in PDF / TIF format

Read and approved K. KETTIG-BAUER
the Contractor Head of Unit
25/02/2021 10:40:00 by ecas: L/01/00000/1855
ntextmla

11.4 Sending a new version to replace your first upload

In case you discover that you have uploaded the wrong deliverables, please contact
us as soon as possible. We will either make a turn back in our system enabling you
to upload your new version or ask you to send us the new version by email.

For any query regarding a particular Assignment, send an email to the "contact"
person indicated on the "Document details" screen. We highly recommend you to
add the requests management team (dgt-s-2-freelance-bru@ec.europa.eu for
Brussels / dgt-s-2-freelance-lux@ec.europa.eu for Luxembourg) in copy of your e-
mail, to make sure that it is read on time by the External translation unit.

11.5 Sending back a translation of a multilingual document

Some documents to be translated are written in two (or three) languages. Such jobs
may therefore contain one original split into two (or three — which is the maximum)
different source languages. As the system is based on language combinations, you
will find twice (or three times) on the screen the same reference number of the
multilingual job (*- --ORI—*), one for each source language into the same

target language.

You are expected to produce one single document in the required target language
containing the complete translation of the text of two (or three) source languages.
To upload your translation, click on one of the available [Upload] links of the
screen and send the file, the second link (and the third one, if any) will
automatically change to [Detail], that's to say that you close all treatments in one

go.
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You have accepted the following contractual provisions and the conditions stipulated in the specifications, the 15/03/2021 at 16:11

2021/00012

Framework contract : Libre t Code pour les candidatures de traducteurs spontanées

Order number : 2021/00012 Attribution date : 15/03/2021
Origin: LUX
Follow up : -
Status : - Not yet returned
Requirements : IPR ™ LegisWrite

[ View legend ]

Order details
I S = TS S

Order form - 2021/00012 (46 kb) [ Download ]
Heguieients IPR ™ LegisWrite

Information Sheet [ Detailed instructions (55 kb) Please read! Download ]

[
DGT-2021-00096-00-00-ML-ORI-00.DOCX (62 kb) EN => CS 15/03/2021 16:30 | Download ][ Upload ]

[IPR] [ View Annex ]
DGT-2021-00096-00-00-ML-ORI-00.DOCX (62 kb) FR=> CS 15/03/2021 16:30 | Download ][ Upload ]

[IPR] [ View Annex ]

Back

NB:

Do not deliver two (or three) separate translations (one per source language), as
the second upload will replace the first one in the system, and so on, the delivered
translation will therefore be incomplete.

Note that the system immediately retrieves the deliverables as soon as you click
on the [Send] button.

11.6 Upload error

Whenever the system detects an error while the document is being uploaded onto
the portal, an error identification key will be generated and a [Send by mail]
button will be added on the Upload screen next to [Send]. We advise you to keep a
copy of the generated error (PDF file) as proof of an upload error for your own
records.

| Send by e-mail || Send || Cancel |
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As mentioned earlier, remember that if no error is generated and you are still
unable to upload your file, you should send your translation to our requests
management team by e-mail: dgt-s-2-freelance-bru@ec.europa.eu (Brussels) or
dgt-s-2-freelance-lux@ec.europa.eu) (Luxemburg), so that you can meet the
delivery deadline.

Attention: If you have problems with confidential documents, please wait for
our instructions. Never send such documents via e-mail!

11.7  Details of a document that has already been delivered

Data regarding any delivered document and the document itself remain available
online on the “document history” of the “Order details” screen of a specific
Assignment displayed on the "My ongoing assignment” screen.

All Assignments remain displayed on the list of the “My ongoing assignments”
screen until the invoice has been registered in DGT’s system. However, as soon as
the requesting department of DGT has performed and completed the evaluation, the
quality rating and the feedback file will be added on the “Feedback” screen.

12. FEEDBACK AND QUALITY ASSESSMENT OF THE TRANSLATION

12.1 Feedback

DGT intends to provide you with as much feedback as possible to help you to
comply with the quality requirements.

Click on the Feedback screen and check if new files have been posted. You should
consider this part as a sort of personal mailbox, where you will be notified every
time a new feedback file is uploaded ("n~ewt" alert).

]
e T YT e e —
2024/00005 Assignment 2024100005 EN=-BG 10.00%  [View] 05/02/2024

AGRI-2024-00005-00-00 ®
2024100006 Assignment 2024100006 EN=>BG 7500%  [View] 151012004
BUDG-2024-00005-00-00 ®
2024100005 Assigament 2034100005 EN =BG 3000% [View] P e
202300111_1 Assignment 202300111_1: EN=>BG 90.00%  [View] 0111212023 #
DGT.2023-00467-00-00
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If for any reason DGT modifies the feedback file and sends a new version of it, you
will be alerted with the sign “updsted . The alert signs “nNewt” and " Updated ” are
removed as soon as you click on [View].

2020105922 AGRI-2020-80672-00-00 FR=>PT 9000 % [l View ]| Updated Supplier

04/08/2020 05/08/2020 4
Portal

IMPORTANT:

= The deliverables still under evaluation and/or not yet accepted are tagged with a
red cross and cannot be invoiced yet.

» The Feedback screen also provides you with the [Ready for invoicing]
information as soon as the Assignment can be invoiced to DGT via the Supplier
Portal, see points 12.5 and 14 below.

NB: We invite you to download the feedback file as soon as it appears in the
Feedback tab. Please note that the feedback file is removed from the eXtra
Portal as soon as you have invoiced on the Supplier Portal.

12.2 Quality assessment of the translation

Once your delivered translation has been evaluated by the translating unit, a new
line will be added at the top of the Feedback screen.

Your translation will receive a quality rating which is expressed as a percentage

value between 0% and 100%.

An assignment that fully complies with our quality requirements and is usable as it

stands on delivery, ready for publication without further formatting, revision, review

or correction by DGT, will have a quality rating of 100%.

An assignment that only partly complies with our quality requirements and therefore

needs our intervention, will have a lower quality rating.

e For assignments with a quality rating below 20%, extensive revision or full or

partial retranslation will be required on our side to make the translation fit for
its intended purpose. In such cases, a price reduction of 80% will be applied.

NB: In case you do not agree with the quality rating or with the error marking
(type and/or severity of errors), you may directly contact the corresponding
translation unit and submit your comments via email. Any change of the
evaluation mark based on your comments is only possible before the mark is
acknowledged either manually by you or by the system at the end of the 10
working days period. Please be aware that you cannot revoke the
acknowledgement.

For Assignments with a quality rating below 20,0 %, a formal contradictory
procedure needs to be followed and respected to submit your observations (see
below).
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12.3 Contradictory procedure - poor quality translations

According to the contractual provisions, the European Commission must provide the
contractor with a possibility to submit observations when it intends to apply
liqguidated damages because the deliverables received are considered of very poor
quality.

This is the case when translations receive a quality rating below 20,0 %.

You have the possibility to submit your observations in the "Feedback" tab via the
link [Observations regard quality]:

Important legal notice | Cookies | Contact | Hel|

T

2024/00005 ﬁssmnment 2024/00005 EN==BG 10.00 % [ View] NewW!
[Observanons regard
AGRJ' -2024-00005-00-00 quality ]

From the receipt of our notification, you have 5 working days to submit your
observations.

Please note that the system removes the possibility to send observations after the
5 working days elapsed or as soon as the observations were sent.

You can submit your observations regarding quality as a small text via the specific
field (maximum length is 1900 characters) and/or in a separate file as an
attachment; click on & upload your file.

Check your sending after having attached your file &/or your comments in the
'Observations regards quality' field and click on the button [Send]:

ontrad 0 Procedure

Contradictory Procedure Description

Document details
Order number : 2021/00824
Lot: EN=>IT
Deadline : 29/01/2021 23:59 Status : I
Contact: Vicente.Bestard@ec.europa.eu

Observations regard quality
Your observations regard quality

D Maximum 1900 characters G

Document : I Upload your observation ﬂ!.l'e, if any Browse... I

[I Send | | Cancel
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NB: You can submit your observations regarding quality only once and it cannot be
cancelled or modified. Observations not submitted through the eXtra Portal will not
be considered.

Once you have submitted your observations, the link becomes [View observations
regard quality]; you can visualise your observations at any time as long as the
Assignment’s Status is not yet Closed.

oriermumbor ¥ [Docament = |t ™ Jouaty + 7 [Feecmck | Ackrowedge [Renty ol | |

2024/00005 Assignment 2024/00005 - EM=:BG 10.00% [ View]
AGRI-2024-00005-00-00 i 050202024

In the window ‘Contradictory Procedure’, you can open the file containing your
observations by clicking on [View]:

Contradictory Procedure

Contradictory Procedure Description
Document details

Order number : 2021/00824
Lot: EN=>IT
Deadline : 29/01/2021 23:59 Status :
Contact : Vicente.Bestard@ec.europa.eu
Observations regard quality Pleasse find attached observations for FISMA/2021/80006 _ Thank you!

File name: FISMA-2021-80006-00-00-IT-CONQ.DOCX [View ]<::I

12.4 Acknowledgement of the quality rating

Once your translation is evaluated, you are requested to acknowledge the quality
rating received so that the invoicing process can start. To acknowledge the quality
rating, just click on [ACK] on the Feedback screen.

This acknowledgement must be done within 10 working days.

If you fail to acknowledge the quality rating within 10 working days, the system will
automatically do it at the end of the 10-working day period.

Once you have acknowledged the quality rating, the [ACK] button is replaced by
the date of acknowledgement.

IMPORTANT: Please be aware that you cannot revoke the acknowledgement,
done either manually by yourself or automatically by the system!

The acknowledgment of the quality rating will trigger the information for the
invoicing of the related Assignment.
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12.4.1 Very low quality rating (below 20,0%)

If you receive a quality rating below 20,0 %, you will not be allowed to acknowledge
the quality rating.

In this case, you will receive an automatic email containing the quality rating and
informing you that the Commission intends to apply liquidated damages of 80 % of
the value of the Assignment form. You may submit your observations as indicated in
point 12.3.

Your observations will be examined, and we will let you know the final decision of
DGT regarding the application of liquidated damages.

NB: The system will automatically acknowledge the mark at the end of the 10-days
period.

12.5 Ready for invoicing

Once the quality rating has been acknowledged (manually or automatically), DGT
will confirm it in the system. The status of the Assignment will turn to "Ready for
Invoicing" and the "Ready for invoicing date" is displayed.

The link to the "Supplier Portal" will appear and you can access it (see point 14
and seq.) to prepare and send your invoice.

This latter action (invoicing) will close the life cycle of your Assignment.

|

e e e I
2024/00005 iég?;g;né ggﬁ;fggnﬂl? EN=>BG 1000%  [View] NEW! 05/02/2024 %
2024/00006 Assignment 202400006 . EN =BG 7500%  [View] 1510172024 % *
SIS R 1710172024 170172024 Supplier Portal
2023/00111_1 Assignment 202300111_1: EN=»BG 9000%  [View] MNEW! 0111212023 #®

DGT-2023-00467-00-00

NB: Payment shall be made within 30 days of receipt of the invoice once the
European Commission has accepted it.
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We remind you that the feedback file is removed from the eXtra Portal as soon
as you have invoiced on the Supplier Portal.

13. HOW TO DISCONNECT FROM THE eXtra PORTAL?

The Disconnection box remains permanently on display on the left-hand side of the
screens. Click on « Logout User Id » when you decide to quit the eXtra Portal.
Logging out from the eXtra Portal will also disconnect you from EU Login.

k% >k
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Supplier Portal

14. INVOICING & PAYMENT

A portal called "Supplier Portal" is available for DGT's external translators.
This portal is designed to automate the creation of the invoice and to send it
electronically to DGT.

14.1 Computer environment

The Supplier portal supports the following web browser environments:

Internet Explorer 11
Chrome - Version 50
Firefox 38 ESR
Safari 9

14.2 Connect to the Supplier Portal

To connect to the Supplier Portal, on the eXtra Portal's Feedback screen, click on
the link next to an Assignment you want to invoice.

Please note that you can only invoice an Assignment when it is "Ready for invoicing"
and the red cross has been replaced by the date of approval of the delivery.

| reabocsc 7
e S Y T e S T T
s preipecrei o L 0510272024 %

2024/00008 Assignment 202400008 . EN =BG 7500%  [View] 181012004 % *
S INIE e e e L 171012024 17/01/2024  Supplier Portal
2023/00111_1 Assignment 2023/00111_1: EN =BG 9000%  [View] MNEW! 01212023 ®

DGT-2023-00467-00-00
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14.3 Inbox of the Supplier Portal

By clicking on [Supplier Portal] in the eXtra Portal Feedback screen, you will be
redirected to the Inbox of the e-Fulfilment module of the Supplier Portal where
you can see the list of the invoiceable order forms.

Example below shows an order issued by Luxembourg with Status Invoiceable:

POYSCTOF

o & o —

g (= LR R T
g GO B e T e . T T B

The orders displayed by default are those that are invoiceable. However, the list can
be sorted by status:

Irvoiced
Rejected
Invioiceable
Draft Invoiced

= EY EY

i 26/04/2016 27/04/2016 Invoiceable

Invoiceable: order which is ready to be invoiced.

Invoiced: orders which have already been invoiced and for which the invoice has
been sent to the accounting system of the Commission.

Rejected: the invoice referring to this order was rejected by the Commission (wrong
application of VAT rules, etc.). The invoice must be corrected and re-submitted.

Draft invoiced: you have already started the creation of an invoice, but you did not
send it to the Commission yet and you saved its information in the system.

Example: list of orders already invoiced:

O et ey (O
<] <] B [invoces v

e m'”l DTS | ETMIBCIO0NINNGN |y 306500 RAb g, H0LE/00ERG_LX 1505016 | TS OROE06 r—
mmmﬂl DITSIUN | VMRG0 | poeiie e gdal HLEADEED LK 1S | omReEes oAONTIE s
Lo mm| DETS.LAN | DETRAI000MI G0 | o e LG0T _LX 140400 | Oz/oRa00E aNOME -
T el povsim | mowmmoscomomen | anesesmss B | 041 R LA 18REEE EHONE R
I TSI Qe e——— | s e HOLE/008EE X Wesnne | mvespms IOS036 trient
mmmmu.ri i [ P T LS X L : TNRSZE1E 205/2036 Irwoiced

On this screen, you can see for each order the "Service Receipt ID" which contains
the invoicing information related to your order form.
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By clicking on the magnifier & next to the Service Receipt Id, you will be able to
see the details of the order. If liquidated damages were applicable, you will also see
the deductions applied by the Commission and the related supporting documents.
The system will also indicate the amount to be invoiced for this order.

Reoept Sdvioe AA-PORG-417-0-RA Prom Directorsle -Geneval fod Traslstion tn

| s sutce
[er— AL 301 5-417-0-R0
Statr: [ Date: THOATOIE
P 200263/ 0/02039_RX Contruct= TAE.  CeniBuS-13/ OCECTEMEZI0N
Service Provion Stet Dele: 360472006 Service Provisien [ad Dates 17/047T036
Preedure: ounsts-18 POYSCOR Ha1a/a009_Bx

Tolal Amoust To Be Imvolced: 3552.00 D,

Donpirmient; 2 Cute

FONE_ DO B POH 57 T Tl 20 et 1 700 DAL oy
TR _OLEE_T_LD PR SRS 20140 TRl EL ;
IS D05 _BYPOE ST 201641 7-0- P T F

3 il ) Pouwnd, deplarang 1 b33

Ordar aag [O— - e Cululibld 4 e gtyfarcunt  Unk prics E:"" Mttnchments
1 Trussletion: SLARTEAMOLIN-00-00 IT-EeaDbiie] 27538 povin 17958 1 128 BUR 343130 BUR
z Tresakstice: OUARPAL00L 1 0=00=00 IT=EN-DMM] 1.00 peacw .00 .00 .50 pun JL00 pum

3 Fraeakstioss OLARDO1AAG0L10-06-02 1T-Emedean 100 pein 109 109 1120 Bum 180 U

4 Truaslitions OUATEIROLI0-00-00 IT-ERDMM] 500 pais 108 108 .20 Kun .50 BUR
L) Tresslatios: OUAFI01E00 L 10-00-04 IT=EN-0MM] 100 pesca 100 .00 FL.50 Tun JL.50 bun

3 Trasslstions OLANTSIAM0I10-00-04 T-EReOMN] 31,00 BUl 3000 B
& Trasslstioes OUAFBIED0 L1 0-00-03 TT-EReDMA] 100 peace 100 5.00 100 BUR 150 BUR
L] Trasslatioes OLAF 2014001 10-00-03 TT=-EN-0MM] *3.10 A 200 BUn

H Tresaletion: SLARTSIAMOLIS-00-06 IT-ERG0MNT 009 gl 108 1.08 3128 EUR .50 BUR
T

Traesalaticens OLARDIORD0 L 1000084 TT-ER-D8M] *3.10 B *3.5D UK

A pdf form of the Service receipt is also available by clicking on the pdf icon A at
the top. The pdf form shows additional information on the Assignment: quality
rating, late delivery (if any), liquidated damages applied, etc.

To close the Service Receipt detail screen, click on [Close] at the top right.

14.4 Create and send a new invoice

To create a new invoice, click on [ i SEICINNOISSIIONIISCSIDISEVISE ) (green*).
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mm Youg barvy | cifforent POYSCAON 1o be ivoloed, e chok o e bufton Croete Imvolor from Receipt Advicn(y

{,ﬁ Phesese ook s by aking & e e s | arswer (L SLEVEY, Vour apieion counts!

PO SC O

G ot Iy

™ M | [ [
e | COTSIUS | OBSRASSIROLICHSIIM | A6 TFO R HOUOCENE LK MOYIE | BUDAINLE | T

1 Bern(s) Fourd, displvieg 1 10 L | Pege(s): sPrevicus || 1 | Mets

* If this button is displayed in red, it means that no order is currently invoiceable, and the
inbox will be empty.

Welcome

European Commission
Supplier Portal W ¢ Furiment g

‘Directorate-General for Translation

European Commission > fimen [

Inbox (0) n You have 0 different PO/SC/OF to be invoiced, please click on the button Create Involce from Receipt Advice(s). m

. f Please help us by taking a few minutes to answer our survey. Your opinion counts!

European Commission - 26/04/2016 - 11:07 (Brussels Time)

A new screen will be displayed with the list of all the invoiceable order forms by type
of contracts and by origin (BRU or LUX):

Contract Nr Financial IBAN Amount Receipt Advice Issue Date From To PO/SC/OF
Department Reference
Code
(4Reset Filter ~Filter The system groups the legal commitments by type of contracts. You are advised to keep this grouping.
+ % Your selection will only be retained and the invoice lines generated after you click the Next button.
B9 E? B9

(@ | TRE4470.0MNIBUS-15 [ DGT.S.2.BXL |GB&SABBY090150( 5580.00 AA-2016-417-0-RA Q 25/04/2016 | 26/04/2016 | 27/04/2016 2016/01035_BX v
30CE07696230063 04522574 EUR
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IMPORTANT:

The system groups the legal commitments by type of contracts and by origin
(BRU or LUX).

You are allowed to select several order forms to group them in one invoice if they all
belong to the same contract and the same origin, i.e., for example Assignments
under TRAD23 and from Brussels cannot be mixed either with Assignments from
Luxembourg or with Libre t.

Select the orders you want to invoice by ticking the box:

1. Select Supplier | 2. Select Customer | 3. Sellect Receipt Advices | 4. Invoice Form | 5. Confirmation

26/10/2015 27/10/2013 27/10/2015 BXL11-v01/MR. eTrefle

TRF.19860,GEN11RD 01/ | DGT.R2.1Ux |RO36BACKODD0O
: AR-2015-107-0-RA Q eTrefle Interface User

B =4 B L
i F?.F,:lQESO.GEM1]_R[J_Eil',l DGT.S.2.BXL RO3IGBACK00000 113.42 % 08/02/2016 27/10/2015 21/05/2016 2016/03360BXLE —l
ey 330E05508550118 00384484001 EUR AA-2016-563-0-RA :
TRF.15860.GEN11RO 01 f' DHET.5, @ RO3GBACKO0000| 11342 % 0B/03/2016 27/10/2015 31/05/2016 2016/03960BML2 |
330E05308550118 00384484001 EUR AA-2016-561-0-RA i
TRF.J?B@-GENlLRU_DiJ" DGT.5.2.BXL | RO3GBACK00000| 113.42 % 08/03/2016 27/10/2015 31/05/2016 2016/03560BXL3 1
33CE05308550118 00384484001 EUR AA-2016-562-0-RA J
TRF.19860.GEN11RO_01 / | DGT.5.2.8xL |Rro368acxocn0e 26010/2015 | 2771072005 | 27/10/2015 | BXL15123/MR. eTrefle |1
I3CENS308550118 > 00284484001 Al-2016-209-0-RA Q «Trafls Intarface Usar | —
TRF.19860,GEN11RD_01 / | DGT.5.2.BxL |Ro3sBacxooooe| 12399 Q, | 2611072015 | 2711072015 | 27/10/2015 BXLS55789012 1
33CEN5308550118 00384484001 EUR, AA-2016-437-0-RA =
TRF.19B50,GEN11RO 01 f | DGT.S.2.BXl |ROZIEBACKO0000 % 26/10/2015 | 27/10/2015 | 27/10/2015 | BXL1512234/MR. aTrefle | ]
33CE05308550118 00384484001 AA-2016-210-0-RA eTrefls Interface User | —
TR_F_JQEEO.GENILRD_DIJT DGT.S.2.BXL RO3IGBACKO0000 12399 % 26/10/2015 27102015 27/10/2015 BXLASETE901 _l
33CE05308550118 00384484001 FUR AA-2016-436-0-RA
TRF.J?ESO.GENILRO_Di _f' DGET.5.2.EXL | RO3ZGBACK00000 12399 % 26/10/2015 27/10/2015 27/10/201% BXL456T7E90124 —l
33CE05308550118 00384484001 EUR AT (R :
TRF.19860.GEN11RO_01/ | DGT.5.2.BXL |RO368ACX00000| 185.86 26/10/2015 | 27/10/2015 | 27/10/2015 BXL151234( 1
33CE0S308550118 00384484001 EUR AR-2016-407-0-RA % o
TRF.19860,GEN11RO_01 / | DGT.5.2.BXL |RO368ACx00000| 18586 26/10/2015 | 27/10/2015 | 27/10/2015 | 2016/03560_1_LUX1
33CEQ5308550118 00384484001 FUR | AA-2016-558-0-RA-a Q O
TRF.19860,GEN11RO_01/ | DGT.5.2.B¥L |Ro268Acx00000| 18586 26/10/2015 | 27/10/2015 | 27/10/2015 | 2016/03960_1_LUX
33CE0S308550118 00384484001 EUR AS-2016-409-0-RA % O
TRF.19850,GEN11RO 01 f | DGT.S.2Z.BXL |ROZEBACKO0000| 165.86 % 26/10/2015 | 27/10/2015 | 27/10/2015 2016/03960_LUX O
Sossalasso LLlCsazanns LACIC R0 RA
B R o) U SR AR L= e o] TN
33CEN5308550118 00384484001 AA-2016-98-0-RA «Trefls Intarface User | —
O

330ENS308550118 00384484001
TRF.19860.GEN11RO 01 f DG'I'.R. RO36BACKO0000 % 26/10/2015 27/10/2015 27/10/2015 2015/03800 - Lux/MR.
33CE05308550118 00384484001 AR OTE-N13-0-RA eTrafle aTrefle Intarfacs
Usar
TRF.19860.GEN11R0O_01 ! DGT.R.2.LUX | RO3GBACKO0000 % 26/10/2015 27/10/2015 27/10/2015 |BXL30045673/MR. eTrefle l il ¥
32CE053085501128 00384484001 AA-2016-102-0-RA eTrefle Interface User | —

a

Syt

You are advised to keep them together (only orders belonging to the same contract
and to the same origin (BXL or LUX) can be invoiced together).

Reminder for VAT:

- the national VAT threshold is EUR 124,00 for orders issued in Belgium and
EUR 240,00 for order issued in Luxembourg. If the amount of your invoice is below
these thresholds, you must apply VAT. If the amount of your invoice is above these
thresholds, VAT exemption applies.

- VAT must be applied for contractors established in Portugal if they are under the
normal VAT regime.
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- if you are not subject to VAT because you are under the small business scheme,
you must not apply VAT, regardless of the amount you want to invoice.

- if you are established in a country outside of the EU, you must not apply VAT,
regardless of the amount you want to invoice.

Your selection of orders will only be retained, and the invoice lines generated after
you click the [Next] button.

NB: fields marked with a red star % are mandatory.
The next step is the completion of your invoice.

You must introduce your "own invoice number" and change the invoice date if
necessary (by default the system displays the date of the day).

Many other elements, which cannot be changed (frozen), are displayed by default:
currency (always EURO), bank account as indicated in the framework contract,
order form or contract number, ...

The system will display the amount of the order(s) selected (in positive), and the
liqguidated damages (very low quality and/or late delivery) applied (in negative) if
any.

The only data to be filled in by the contractor is the VAT rate to be applied, if any,
or the VAT exemption reason, depending on the amount to be invoiced.

To do this, you should enter in one of the detail lines of the invoice by clicking on
the icon "Edit". The information indicated in this detail line will be automatically
duplicated in all the detail lines of the invoice.

If the transaction is exempted of VAT, please introduce the exemption reason as
follows:

- for intra-Community purchases, the statement to be included in the invoice is
"For the official use of the European Union. VAT exemption/European
Union/Article 151 of Council Directive 2006/112/EC”.

- where VAT is due in Belgium, the invoice must include the following
statement "Exonération de la TVA, art. 42 § 3.3 du code TVA (circulaire
(2/1978)" or any equivalent statement in Dutch or German.

- where VAT is due in Luxembourg, the invoice must include the following
statement "Commande destinée a [|'usage official de I'Union européenne.
Exonération de la TVA article 43 § 1 k 2éme tiret de la loi modifiée du
12.02.79".
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If you are not subject to VAT because you are under the small business scheme,
please indicate the mention as provided by your national legislation indicating that
you are in this situation.

If you are located in a country outside of the EU, please specify in the VAT
exemption reason "Out of EU” or any other mention imposed by your national
legislation.

1. Select Supplier | 2. Select Customer | 3. Select Receipt Advices | 4. Invoice Form | 5. Confirmation

Invoice Type

-
YPC Commercial invoice| v |

Invoice Details

Invoice nr.*, Date*: I '16/06/2016 I e
B

Invoice Period (from-to): 26/04/2016 EY 27/04/2016
Currency*: Euro [v]
Payment means™:

IBAN*, BIC/SWIFT:

Payment Delay
O Payment Due Date ES

® payment Terms

Payment Reference (Bank

Transfer):

Contract nr.: TRF.4470.0MNIBUS-15 / 30CE07696230063

VAT receipt number:

Clauses and / or notes:

Attachments

L L —
No attachments
3 Invoice Lines
5 - - Total Amount s Total Amount
L;Be Item Name Order/Internal ref OL::!\ :r QE‘J:I:';Y :r:: excl discount (e[:::fo\‘;::') Ar:::nt incl discount Action
and excl VAT : and incl VAT
Translation: OLAF/2016/00110-00- ge— %
01 00 IT-EN:OMNI 2016-2636-0 / 2016/01035_BX 1 175.2 31 5431.20 0.00 0.00 5431.20
Translation: OLAF/2016/00110-00- e %
02 01 IT-EN1OMNI 2016-2636-0 / 2016/01035_BX 2 1 31 31.00 0.00 0.00 31.00 &

When all the requested fields have been filled in, the invoice is ready to be checked.
The system will perform various checks regarding the administrative and financial
data (e.g., VAT rules to be applied).

If an error or a failure is found, a message will be displayed, and a link will directly
bring you to the field to be filled in or modified.

When the invoice meets all the requirements, it can be sent.
- click on [Check and Send].

Please follow the instructions given by the system, they are deemed to help you
with the correct establishment of your invoice considering the specific rules applying
to the European Commission.

In case of doubt, please contact the DGT-FL-PORTAL-MANAGER.
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Once you have sent your invoice, a pop-up message will appear and ask you if you
want to return to the eXtra Portal or if you want to continue with the invoicing of
your orders. If you click under "OK", you will remain in the part of the Supplier
portal where you can consult the electronic invoices you created and sent to the
Commission (e-Invoicing module).

You will be able to consult the electronic invoices you sent to the European
Commission with their status (processed, received by the customer, rejected).

European Commission akcon -

4

Supplier portal & e-Invoicing

NB: the Invoice screen of the eXtra Portal remains active. The main information on
your invoices will be displayed on this screen as previously. You can also follow the
status of your electronic invoices via the e-Invoicing module of the Supplier Portal.

14.5 Log out of the Supplier Portal
To log out of the Supplier Portal, click on Log out at the top right

Welcome Test SUPPLIERE:I.
-

Support Email

You will then be asked to log out from EU Login.
To log in again, please go through a link on the eXtra Portal feedback screen.
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