This instructions refer to a version of submission using pdf forms which is no longer in use.
Please, click here for the current version, and update your bookmarks with the correct
URL.
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Minimum Technical Requirements

This step is the core of the submission process. You can come to this step by either clicking on the Next
button, as stated above, or, to access a previously saved draft proposal form, go to Manage my area >
My Proposal(s) page in the Funding & Tenders Portal (you must be logged in), click on the Actions
button next to the proposal and select Edit Draft:
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The following image shows Step 5 of the Online Submission Wizard:
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When clicking the edit forms button, make sure that your administrative form looks like an embedded
pdf or that you get a message inviting you to open it using Acrobat, like in the example below.
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If it does look like a web page (i.e. you can read "eForm" on the top of the emerging window), please
use this other version of the submission manual, instead.

The Action Buttons Edit Proposals Form

The action buttons shown in the step 5 of the submission wizard are:

Button Description
m Click to open the PDF form Part A that you need to complete.
view history Click to view in detail the list of all system and user actions on the form. This function enables:

the Proposal Coordinator to verify that partners have updated their forms
Partners to verify that the coordinator has submitted the proposal in a timely
fashion.

print preview Click to open or download and save a copy of the proposal locally on your computer in pdf format. This pdf cannot be edited nor
submitted, but it gives you an idea of what has been filled in so far and what the EC would see if you submit your proposal right now.

Download Part B 0 Click this button to download templates before the draft proposal is created.
Templates Click to download the latest proposal requirements package, in a readily editable (RTF) template.
Once completed, you must convert the proposal template into a PDF file.

Click to upload the respective file.

The upload process for the complete set of files can take between a few seconds and a few minutes, depending on the speed of your
Internet connection. When the upload is complete, the system displays a confirmation message and creates the respective entry in the
history log.

Please check the requirements for uploading your files below.

Familiarising Yourself with the Wizard and the Form

Click the first @ button at the top of the screen to read the general help instructions for editing proposal
forms, as shown on the image below:



https://webgate.ec.europa.eu/funding/display/ECResearchGMS/Step+5+Edit+and+Complete+Proposal_WebForm

Edit Proposals’ Forms

= You may return to this step from the "My Proposals® section of the
Participant Portal.

= Submit your propesal as early in the process as possible - you can
update and resubmit an improved version many times before the call
closure

= Submitting a proposal will overwrite any previous versions of this same
proposal - this process is irreversible

= Any changes made here to the proposal will not be available to the
European Commission/service in charge unless resubmitted before the
call closura,

Click the @ button in the Administrative Forms section to read the help instructions for editing the
administrative forms of the proposal, as shown on the visual example below:




Administrative Forms

* As coordinator you have the nghts to edit all sections of the
administrative form, participants can only update their relevant sections
= including the budget form.

» Mote that participants and other coordinator contacts may also update
the form while you are editing it, with the last-saved having priofity

* Always re-check the content for correctness prior to submission

» Data which is pre-populated in the administrative forms from the
Beneficiary Registry is read-only and cannot be changed. If you
consider that a change is necessary then please follow the existing
procedure to request an update via Participant Portal.

* The forms will open in Adobe Acrobat - the configuration panel on the
lower left of the screen indicates your system's readiness for this

» If you have a browserf/0S combmation which offers an Adobe Acrobat
browser plug-in, then the forms will open within this browser session

+ If your browser/OS does not support a plug-in then the forms will open
in a separate Adobe Acrobat window

» Please click the "help page" in the Configuration widget on the left for
maore information and help

* Extra guidance can be found inside the form as "ghost text’ in the data
fields, guidance text when you position the mouse on the data item and

expandable help text denoted by a '?" box. y

@ Note: Click the edit forms button to start editing the forms. Depending on the configuration of your
browser, the form will be open embedded in your browser (i.e. online mode) or as a downloaded PDF
form (i.e. offline form). Please see the Minimum Technical Requirements section for more information on
how to configure your browser. See Working in offine mode below to see some important aspects when
you are editing the form as a downloaded PDF form (i.e. outside your browser).

The form may not auto-fit in the size of your currently open window, as shown in the image below.
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You may need to adjust your window size, or the form size, or both: When adjusting the window size,
the form opens on top of the Submission Wizard.
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Use the zooming (+/-) buttons to zoom the form window size in or out.

Alternatively, you can specify the percentage ratio in the % drop-down list: either select a pre-defined
percentage from the drop-down list (i.e. 150%) or type in the desired number directly in the field. You
may need to adjust your window size, or the form size, or both: When adjusting the window size, you will
notice that the form has been opened on top of the Submission Wizard.See the image above.

@ Note: While the form is open, please do not apply any changes to the consortium within the
Submission Wizard. Should the consortium be modified, please close the form first, and then go back to
Step 4 of the wizard to apply those changes. Modifying the consortium while the form is still open can
generate a conflict preventing you from submitting later on.

What You Need to Know about Completing the Form

Who Can Fill In the Form?




The Main Contact (or the top-level role for calls with specific contact roles — see Appendix C at the end
of this document) is the only person that can complete the form, including the budget table and all other
administrative details. Partners can preview the form and edit their contact detail information.

Click the Edit forms button to access the forms.

Read-only Fields

The list of participants and contact persons, the Participant Identification Code (PIC) and the respective
summary data of the participants (shown in blue in the form) are read-only fields. To modify the list of
participants or contact persons, please go back to Step 4. To modify the legal data of the organisation,
please read more about it in this Data Update section.

Guidance in the Form

If you click on the question marks in blue, you can read more information about the sections. Each box
of the form contains a short text with guidance on the format, the length and required information.
Guidance for the fields displays when you bring your cursor over the boxes. Once you click on the text
or start editing the information, it disappears automatically.

Navigation in the Form

To view the different sections in the form, you may either use the scroll bar or click on the blue "Show"
buttons in the Table of contents.

Validation

The form has built in checks and gives error or warning messages in case fields are not completed.
Please click on the Validate Form button to check your data. Errors and warnings will be listed at the
end of the form. Error fields will be highlighted in red, whereas fields with warnings will be highlighted in
yellow. Errors mean that mandatory information is missing (such as the Proposal Title). The proposal
cannot be submitted until these errors are resolved. Warning messages do not block submission, but
they indicate missing information that may be important for the proposal and, ideally, these warning
messages ought to also be addressed and the information fields ought to be corrected. By clicking on
the "Show" button, you can easily get back to the respective fields to correct them.

Saving of the Data

Clicking the Save button saves your input at any moment. Please note that no data is actually saved
until you perform the saving action. You can continue editing after clicking on Save.



http://ec.europa.eu/research/participants/docs/h2020-funding-guide/grants/applying-for-funding/register-an-organisation/data-update_en.htm

Before closing the form, click the Save and Close button. It just saves the data and closes the form for
further editing later on, but it does not mean that the proposal is submitted yet. This will take you back to
Step 5, where you can upload the Technical Annex and any additional documents. You may return to
edit the form as many times as you wish before the closing date of the call. However, remember that any
changes saved in the form need to be_resubmitted to actually save them into the proposal, if you already
submitted the form once.

Action Buttons within the Form
Two action buttons in the PDF form help you find and verify the information easily.

Button Description

When you click this button, all data fields in the forms will be validated against a set of rules.
The system assesses if the available data is valid, checks the data formats, performs computations, and checks interlinked data for
consistency.
Any issues found in the form are reported at the end of the PDF form.

Save And ClOSE Click to save the completed administrative form and close it for editing.
You can save your form data even if the form is not completely filled in - you can edit it at any moment prior to the deadline. Save and
Close does not validate the data nor submit your proposal.

Save Click to save your input until that moment, and continue entering new input afterwards.

No data gets saved until the Save or the Save&Close buttons are clicked.

Working in Offline Mode




Before opening the form, please pay attention to the technical requirements diagnostics shown in the
Step 5 screen, at the left hand bottom side of the submission system.
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This information is important. It refers to the configuration of the browser in your PC. If it appears as Con
figuration OK, the form will open embedded in your browser.

However, if the message appears as Check Config, it means that your browser does not support
opening the form. The form will open still in offline mode. In this case, following message will be
displayed:

Plug-in not installed or not configured properly x
The administrative form (Part A) requires an Adobe plug-in component. It seems that
the Adobe Plug-in is not installed or not correctly configured on your Computer.

You can either configure your Adobe plug-in component or proceed further by using
the offline version of the Administrative form (Part A).

View guidelines for setting up the plug-in Continue using the offline form
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You can check Appendix A at the end of this manual for further information about configuration of the
browser, or you can click on the 'View guidelines for setting up the plug-in' in the submission system
to see that same information online.

If you are unable to solve the configuration for your browser, you can work with the offline version of the
form. Click the 'Continue using the offline form' button. Completing the form either in online or in
offline mode works the same: the functionality of all buttons, fields, and the entire process are exactly
the same in both cases.

After clicking 'Continue using the offline form' button, following message will be shown:

Useful information on the Offline forms x

In order to access the offline form you should have Adobe reader installed in your
computer. You can find and download the latest version by clicking on this link

Saving the Data:

It is mandatory to regularly save your data. Press the "Save and Close" button, placed
on the top of each form page in order to send the information to the application
server. You can then continue by re-downloading the form and continue the encoding.

Form Validity:
For security reasons, you can only edit data on this form up to two hours after its

download from the application server. Failure to save and close within these two
hours will imply that all encoding made will be lost as no upload of the data will be
possible.

Click Continue to open the form and start editing it. The message summarizes two important aspects to
bear in mind when working in offline mode, which are repeated in a second warning when the offline
copy is finally open.

11
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These two aspects are related to the limitation of time to update that particular offline copy, and the way
you save your changes and transfer them to the EC server (i.e. your draft proposal online). Please, read
this information carefully, since most of the reported issues with the offline form are linked to them:

1. Validity and expiration time when working offline.
Please note that the offline copy has a time stamp from the commission's server expiring
after 2 hours. If the offline copy is not saved within 2 hours using the Save and Close button
within the form, the changes you made offline cannot be saved into your online draft proposal. In
that case, you will need to download a new copy and start over again.
The expiration time is displayed in the footer of the form, right side:

HI0R0-CP-F016-v2 pdl Ver! 00 20161107 Page 1 of 20 Form expires on D021 T al 19001 (Brussels Local Teme)

If the form cannot be completed within the 2 hours, please click the button within the form before
expiration time, even if you did not finish editing the form yet. A message will be displayed
informing that the changes have been sent to the European Commission's server.
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Your changes have been uploaded to the
submission system.
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This message is your confirmation that the changes have been transferred to the EC server. If you

do not see this message, the data was not properly saved.

2. Continuous editing and saving your changes:
To continue editing the form, please access your draft proposal once more, and download the form
again. You can continue working on it for another 2 hours. Before the form expires, save and close
it again. Then, download a new copy by accessing your draft proposal. Perform this action as
many times as needed until the form has been completed.
To save your data, you need to use the Save and Close button only. This is the same button to
save data when working online. When you work offline, because of opening it in adobe Reader,
you could feel tempted to use the Adobe Reader function buttons/menus. Please, do not do so.

o .

e B TP LRTE T TR L
S We never une the Adobe Save button In Adobe o edit the foem "1

I'&,‘KH = #)01 | s20 | (e} (o] | 117% | = = WL - Fill B Sigm | Comament | Extended

5] Pl Bl st the ellminng borm. Vou can s et typed it this foems. _

. : .
m Raeseanch & nnovation . Participant Portal
Proposal Submission Forms

Valdale Form

Horizon 2020

Call: H2020-IND-CE-2016-17

(Industry 2020 in the Circular Economy) buttontoswe s danges

Tranir~ CAIE.NA4 27048
@ Note: When you click Save and Close, the Validate Form and the Save and Close buttons
are disabled and they are not visible any more. Even if a copy of the form remains open in your
Adobe reader, you cannot use that form anymore. Please close it, access your draft proposal and
download a new copy from there for further editing.If you see the following message concerning
the Protected View functionality in the reader when opening the form offline, please click on Enabl
e All Features to display the content of the form.

Protected View is & secure, read-only mode that does not support all content types. (lck Enable All Festures to trust and view this document. (g Enable All Features

You are advised to run a test in order to ensure that you are able to send data to the EC servers
using the offline form.

Editing and Completing the Form

To start completing the form, scroll down or click on the blue Show button in the Table of Contents to
navigate to the required section of your form. This is primarily an administrative form that requires
general information, administrative data of participating organizations, budget information by partner,
and also Call-specific information.

13
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When filling the form, if you need a clarification about a section you can click on the question marks to
get a text explaining about what to provide for that field/section:

Abstract

The absiract should provide the reader with a clear understanding of the objectives of the proposal, how they will be acheived, and their
relevance to the Work Programme. This summary will be used as the short description of the proposal in the evaluation process and in
communications to the programme management committees and other interested parties. It must therefore be short and precise and should
not contain confidential information.

Also, placing the mouse on the editable fields marked in blue displays a tip about the input you are
expected to provide for that particular field:

Abstract

The absirac should provide the reader with a clear understanding of the objectives of the propesal, how they will be acheived, and their
relevance fo the Work Programme. This summary will be used as the shart descripbion of the proposal in the evaluation process and in

15 b0 thir prog ] parties. It must therefore be short and precise and should
not contain confidential information.

test connetion offline

Short summary (max. 2000 characters, with spaces) to cleardy
explain:
the akestrots of the propesal
o theey willl be achieved
. thair relevance 1o the werk progeammse.
Will b used a5 the thort description of the propossl in the
process and tiny programene
mansgement committees and other interested parties .
d Do ot include any confidential information.
Use plain typed text, avoiding formulse and other
- speeinl chaspeters
Remaining characters 1978 W the proposal is written in a language other than English, please
include an Emglish version of this abstract i the “Technical
Anrex” section.

@ Note: It is likely that when opening/editing the form, one of the messages below are displayed:

14



ENT-CW pafl - wll M - 360 30aE3T Fage 1o 11

r-.n-l-nu-

4 - Ethics issees lable

it Tt F80 OCufd Pl P AP i AN Pl et ETae | oy s I T Weailedy Sl i I
o Wi ey pet §op Peamr B

1 [
e s e e e e o 237
| S—— - N

lorm jrdoe=agion

Cprwet i Fovvw, o cemmanaony
s PPl UL Vim0 Lt B 1 S | i D Wik P8 B8 il [l

I yous meondd Wm0 coy Pt o spoondhs, plamss B 8 s i ek &

These error messages can be ignored as they are simply informing you that the forms cannot be saved
on the PC drive.

You need to click on the Save and close blue button in order to save the form in the system (as shown
in the pictures above).
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Note: If changes are applied to the consortium data (Step 4) while the form is open (online mode, see first
image below) or after having downloaded the form for editing (offline mode, see second image below),
you need to reopen the form and validate it before being able to submit your proposal.
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Step 5 Edit Proposals' Forms

Edit Proposal

In this step you can edit the administrative forms and upload the proposal itself. e
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. ™ ) Part B and Annexes

DRAFT ID| SEP-210

In this section you may upload the technical annex of the proposal (in PDF format only) and
any other requested attachments. (-]

DEADLINE (Brussels Local Time)
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gays leftuni closure ‘ 13 17_v20760725 pelf
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45
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Visit our ‘How to’ user guide &
Visit our 'H2020 Online Manual' €7
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[ B a5R1ra s 5yttt - Rdobe Pader ™ T o |
Fie Edt_View Window Help =
BESE|x &[] =auw]-]| B0 ) Fill & Sign | Comment

Prctected Viewe: The e ceeg potentialy unsale kocats e e disabient 1o v ptersialsecurity sk, () Tnable &4 Fesbires

Your changes have been uploaded to the
submission system.

Changes have been made in Step 4
(Parties) since the time the form was
downloaded. In order to be able to submit
the proposal, you have to re-download the .
administrative form (i.e. click the ‘edit
forms' button in Step 5), revise the
changes, validate, and after making sure
that there are no blocking errors, save the
form.

Validating, Saving and Closing the Form
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You must click the Validate Form button to make sure that your form meets the administrative
requirements. Validating the form must be done before being able to submit, if you do not run it via the V
alidate Form button, but you finish filling the form, you will automatically arrive to the validating results
(please note, if you did not fill in all sections in the form, the validation results will not be shown, still, you
will not be able to submit and you will be asked to review the errors/warnings when trying to submit).
The form will run a self check and advise you of any errors or warnings, as shown below:

Forms ®

Be=|®®s|m =@ 58 | Fill & Sign | Comment

1= Please fill out the following form. You cannot save data typed into this form. i — =
Please print your completed form if you would like 2 copy for your records. Lot Extna L

European Commission
gé' m Research & Innovaln[l - F_‘artlclpant Portal Goto | jl
Proposal Submission Forms
ﬁl Table Of Contents Validate Form Save and Close
|Pmp05a.' ID SEP-210411739 Acronym  testd |
The red ‘Show Error’ button indicates an error due fo a missing or incomrect value related to the call eligibility criteria. The submission
of the proposal will be blocked unless that specific field is corrected!

The yellow 'Show Warning' button indicates a wamning due to a missing or incorrect value related to the call eligibility criteria. The
submission of the proposal will not be blocked (proposal will be submitted with the missing or incorrect value).

Section Description

Declaration Declaration acceptance is mandatory
General Information Similar Proposal submitted - missing entry

Declaration Declaration acceptance missing

Declaration Declaration acceptance missing

Declaration Declaration acceptance missing

Declaration Declaration acceptance missing
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To amend the errors or improve the items for which a warning is being shown, you can scroll to the
affected sections. You will notice the affected sections are highlighted in the body of the form. All errors
/warnings are highlighted in pink, the one you are currently checking is highlighted in yellow.

General information

Topic  MSCA-NCP-2017

Call Identifier H2020-MSCANCRHAT
Type of Action CSA
Deadine |d H2020-MSCA-NCP-21MT
Agronym II'TW

Proposal tithe®

Mot that for Pechnical masons, the inlowing characiors s nod scoapied i he Proposal Titly and ual be emoved: < > © £

Durabion in monihs |

Free keywords

You can also click on the Show Error / Show Warning buttons from the validation results to access the
concerned parts directly. If the errors/warnings are related to missing organisations or main contacts in
the consortium, the Show Error / Show Warning buttons will take to the part in the form where you find
those problems, but to fix this specific issues you need to save and close the form and go back to Step 4
in the wizard.

When all issues are fixed, click the Save and Close button. Your form has now been saved on the
Commission servers, but it is not yet submitted. Your proposal submission takes place next.

Part B — Downloading and Completing the Annex Forms

18



Click the Download Part B Templates button to download the latest proposal requirements template in

a readily editable RTF file.
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The template describes the information that must be included in your application and how to structure
that information. You will need to complete this package as thoroughly as possible. You may want to

also check with Enterprise Europe Network and your National Contacts Point for Assistance (see the S
upport menu of the Funding & Tenders Portal). It is important that you remain within the file size and
page limits that a proposal may have. Once you have completed your proposal based on the
downloaded template, you must convert it into a PDF file, which you will then upload as an Annex form

of the proposal. This is referred to as Part B of your proposal.

Part B - Uploading the Annex Forms
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https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/een
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/ncp

When you complete the annex forms, you must prepare them for uploading. Only the coordinator of the
proposal can upload files in Part B. All annexes must be in PDF format or ZIP format, and depending on
the configuration of the calls, spread sheet (xIs, xIsx and ods) can also be required.

A number of limitations and requirements are in place for each of the forms, depending on the call —
such as, page size and page limit, document size limit, etc.

Note: Make sure that you first familiarize yourself with all the specific annex form limitations and
requirements in the documentation available in the respective call information package on the Funding &
Tenders Portal. Your proposal will be considered ineligible if any of these formal requirements are not
met. Click the question mark for each attachment in order to display the specific limitations applying to
that specific attachment:

Attachment info

Part B — Project description and implementation

- mandatory attachment

- filetype: pdf

- maximum file size: 10.0 MB
- maximum 30 pages

The breach of certain limitations, such as document size limits, could result in failure to upload. As a
result you may need to amend the documents and upload them again. If you exceed the page number
limit, when applicable, you will be still able to upload the document but all of the excess pages will just
contain a watermark as content:
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You will also see the following warning, informing that the content of those water marked pages will be
dismissed during the evaluation session.

The following file has been successfully uploaded:

SEP_UserManual_ Version_HTMLS.pdf s5.1MB

Warning: The uploaded file has 82 pages and exceeds the limit (30 pages) for this type of annex.
Please be aware that the excess pages will be disregarded by the experts during the evaluation
session.
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In the process of completing your annex forms, and prior to uploading them, make sure that your
documents comply with the mentioned requirements and recommendations, as generally outlined below.

1. PDF conversion issues and checks.

Before you start the conversion to PDF, clean up your document - accept all tracked changes,
delete internal review notes or comments, check for any formatting issues, and so on. The

document to be converted into PDF must only contain the final, "clean” content.

Check that your PDF conversion software has successfully converted all the pages of your
original document (e.g. check for any problems with page limits, tables, graphics or footnotes).
Check that your PDF conversion software has not cut down pages with landscape orientation to fit

them into portrait orientation format.

Check that captions and labels have not been lost from your diagrams.
Embed all fonts in the PDF file (math symbols, non-Latin alphabet text, etc.).

2. Limitations in document page number, font size, and page margins.

Each form template, depending on the specific call, may impose certain limitations in the document
formatting with regard to the maximum number of pages in the document, the minimum/maximum

font size allowed, and/or the minimum margins you must allow for in the page layout.

Always make sure to check and apply the guidance for the specific call, available on the Funding &
Tenders Portal, as well as the instructions at the beginning of the annex form templates for each

specific call.

If you attempt to upload an annex form that contains more pages than the specified limit, you will not
get an error message during the upload process. However, when you attempt to validate the
uploaded document, the system will display a warning message, advising you to shorten and re-
upload the proposal in order to allow for it to be qualified as eligible - as shown in the picture below:

The following warnings will not block submissions of your proposal,
but may affect its eligibility during evaluation:

Eligibility warnings

rd_proposal_template_-_Part_B_EN-test.pdf {Part B - Project description and
contang 32 pages, the guide for applicants states that the decument should

If the number of pages in one of the uploaded documents still exceeds the allowed limit and the
deadline has not yet expired, you will receive an automatic Eligibility Warning advising you to

shorten and re-upload the proposal, as shown in the picture below:
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After the deadline, any excess pages will be overprinted with the ‘watermark’ indicating to
evaluators that these pages must be disregarded:

3. Document files size.

The allowed file size of annex forms may be limited, too. Check the guidance documentation
available in the topic page information package on the Funding & Tenders Portal.

When the document file size exceeds the allowed limit, the system will display an error message
immediately during the upload process, as shown in the picture below:

Upload has failed

maximum file size exceeded

4. Graphical resolution. Use a maximum resolution of 300 dpi for all graphics and text (photocopy
quality). This can dramatically reduce the PDF file size.

5. Printer-friendliness.

Proposals will be printed out in black-and-white colour on plain A4 paper. If you have used other
colours in your annex forms, make sure that they are correctly interpreted and visible as nuances
of grey in the output PDF file.

Ensure that printing is done at 300 dots per inch and that no scaling is applied to make the page
"fit" the window. Print a test copy of your PDF files before uploading them.
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6. Documents file name and security.

Ensure that the annex forms file names contain alphanumerical characters only (A-Z, 0-9).
Do not protect the uploaded files with a password.

7. Post-upload verification

Once you upload your files, check their quality - download them to check whether the file transfer
was successful and if the file is complete. If not, make the necessary corrections and upload again.

@ Note : Make sure that the files you upload can be opened and printed without any problems. If the
Commission encounters a problem when opening or printing a file you have uploaded as part of a
proposal, the complete proposal will be considered ineligible.

Also note that only one file per category can be uploaded. That means that if you have several
documents (e.g. CVs) they need to get merged in a single PDF file with a maximum size of up to 10MB

Once the downloaded templates have been completed and are ready to upload, follow these steps to
upload them:

1. Click the button for the respective document in Step 5 of the Submission Wizard.

Part B and Arineoss

i
e @@
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2. Select the file to upload from the File Upload window. If your file has blank spaces in its name, the
system will upload it filing the blank spaces with "_".
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3. Click the Open button. A confirmation message will be displayed:
Note: If the file uploaded is not in a valid PDF format, an error message will appear instead of the

Thop folicraing fle has Dean sucoeishlly uploaded

[=C . T

confirmation message
4. Click the Close button. The uploaded file will be shown in the list and a green check mark will
appear next to it, as shown in the picture below:
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5. Optionally, you can click the Delete button to delete an uploaded file to and replace it with a new
file.

Validate and Submit your Application

25



You must click the validate button to make sure that your application meets the requirements. The
system will check and advise you of any issues with all the forms, and whether your application meets
the requirements of Partners, file sizes, number of pages, etc. Any errors will be displayed as indicated
below:

Validations

Your administrative form (Part A) is blank, please edit, enter the necessary

content, save and then validate.

Close

@ Note: that this action is not exactly the same as clicking on Validate Form within the form. When you
run a validation from within the form, the validation checks only the content of the form, i.e. the
administrative form in part A.

When you run a validation from the submission application via validate, you run a validation of your
whole draft proposal. This includes all documents both in Part A and Part B.
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The following screen shows the results of validating the whole draft proposal.
Walidations

 Your proposal cannot be submitted until the errors below are
corrected:

Part & Form

Declaratson
Part B and annexes

Mandatory Techmcal Annex Section 1-3 18 missing

Mandatory Technical Annex Section 4-5 is missing

The following warnings will not block submissions of your proposal,
but may affect its eligibility during evaluation:

Eligibility warnings

» Call requires at least 3 participant(s) from different EU member states or associated countnies,
currenthy you have 0.

Part A Form

Budget

Declaration

Ethics

General Information

Participants and contacts view w

You have blue links for the errors and warnings. Clicking on them will expand the details for the error
with new links. By clicking on these new links, you will access the affected parts in the form.

M Your proposal cannot be submitted until the errors below are
corrected:

Part A Form

Declaration wview : (1

—_— R
However, the affected items will not be highlighted anymore. You are advised to run both validations in
different moments. When filling in the form, use the validate form functionality within the form. Before
submitting your proposal, run a validation from the submission application to check if your application is

ready to be sent by clicking on the action button Validate.
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Part of the validation can include reviewing previous steps, such as the Step 4 for managing related
parties:

Walidations

3 Your proposal cannot be submitted until the errors below are
corrected:

Part A Form

Call specific questons yiew err
Declaration e & (1)
Genaral Information view erroes (5]

Participarts and contscts vigw arrors (3]
s Blaiis oo hack s Stes 4 tp anter o -

Prncipal Irvestgater yigw srroe (3

Part B and annexes

Handatory Part B is missing

7 The following warnings will not block submissions of your proposal,
but may affect its eligibility during evaluation:

Part A Form

Budget yiew w ag (2}
Call speaific qUestsang e wa
Declarabon oo war a5 [4)

Bthics wiew sarnings (1

General Information yigw wi

Farticpards and contacts yvigw wi

Principal Investigator yiew warmengs (41

When this is the case, clicking the link Please go back to STEP 4 above will take you back to the
administrative form, where you cannot actually apply amendments. Please go to Step 4 by clicking
the button in order to correct this kind of warning/error.

When all errors and warnings are corrected, click the Validate button again to make sure you have not
missed anything. Once you get the No Errors validation screen, click the Submit button. Your proposal
has now been submitted and the system displays a message indicating that the proposal has been
received.

The Submitted status will also be shown on the My proposals page of the Funding & Tenders Portal.
The system also sends a submission confirmation e-mail to the Proposal Coordinator, containing the
details of the submitted proposal. Note that the e-mail could end up in the spam folder or get blocked by
the anti-spam system of your organisations, so make sure that you check your inbox regularly.

The submission is completed when the Proposal Coordinator clicks the Submit button and receives an
email confirming that the proposal has been received. Uploading the Annex documents in itself does
not finalise the submission process. Therefore, we advise you to upload your proposal as early as
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possible, and to submit it at least 48 hours before the deadline. Otherwise, there is a serious risk that
you will not be able to submit it on time.

You can upload your Annex documents or submit your proposal as many times as you wish prior to the
call deadline, but it is strongly advised not to wait until the final moment to perform these operations.

Each time you upload a new Annex document, you must click the Submit button , if you want to save
your changes.

Video

To watch a video of this task being performed, click the image below:

Download the whole Proposal Submission Service User Guide as an Adobe PDF file.

B
h 4 LS i

Next step f)
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