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BROWSER SETTINGS: 

The browser must support SSL 128 bits (i.e. Internet Explorer 5.5). In your 
Internet Explorer browser, make sure to do the following: 

1/ Select Internet Options in the Tools menu. 

2/ Click the Advanced tab and scroll down to the Security options. 

3/ Uncheck the following options if they are selected: 

– - Do not save encrypted pages to disk, 
– - Use HTTP 1.1, and 
– - Use HTTP 1.1 through proxy connections 

For Netscape, also uncheck the Do not save encrypted pages to disk option. 

4/ If you modified the above options, click the Apply button to save the change. 

1. SELF REGISTRATION 

Open the application (https://webgate.acceptance.ec.europa.eu/hac/index.cfm). 
If you do not have an id/password click “Self Registration” on the top right menu. 
Fill in your personal information and click “Registration”. ECHO will process your 
request and send you your id/password via e-mail. 

If you select 'Yes' for 'Confirmation allowed', it gives to the person who encodes 
the right to officially confirm a report. If different people have access to the 
application EDRIS via different user names and passwords, this option enables 
restriction of the rights of each user in regard to the final confirmation of a report 
 but not for the encoding or update of this one. If you want to apply restrictions to 
a particular user name, you will select 'No' for this field 

If you select 'Yes' for 'Notified whenever ECHO/MS confirmed', this option will 
generate e-mail confirmations for all and any insertions of ECHO/MS report. In 
order to avoid a huge amount of e-mail confirmations, you are advised to select 
'No' for this field. Trigger amount: is the minimum donation amount for which you 
want to receive a notification by e-mail. 

2. LOG IN 

Log in with your ID number and password. 

You are now in the Main page. If you have unconfirmed reports in the system 
they are visible here, on the left part, ranked by year. If no reports are visible it 
means that all reports have been confirmed. 

On the top right you have a menu to choose from (Insert decision/contract, Find 
report etc). Below you will find an explanation to each of the titles and how to 
treat the reports under each title. 
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3. INSERT DECISION/CONTRACT 

To encode a new report click on “Insert decision/contract”.  

The report opens.  

Introduce the relevant information for each field. For guidelines on the various 
fields, see separate summary of guidelines which you will find in the menu once 
logged in. 

When all information is encoded click “Insert” to save the report. Please note that 
some fields are mandatory. If you have not filled in a field in a correct way you 
will receive an error message notifying you on what is missing. Fill in the relevant 
information and click “Insert” again. When the report is accepted you will see the 
ready report on the screen. 

Fields 11 (budgetary source) and 12 (contact person) will be automatically filled 
in with data contained in the personal information of the encoder. However, these 
information could be changed if necessary. 

Go to Main Page. There you will see the overview data on the report(s) you are 
working with. On the right side of your report(s) you will find “Update” and 
“Confirm” (when using a confirmer password. If you use an encoding password 
you will only see “Update”). 

If you need to await information or decision/adoption date or you have to update 
the report later on you leave it as it is. If you do not need further updating click 
“Confirm”, the report opens, scroll down the page and click “Publish” at the 
bottom. The report is now confirmed and has entered into the system. 

If you go back to Main page you will see that the proposed report is no longer 
visible. It is now inside the system and can be viewed by everyone. 

4. FIND REPORT 

Click on “Find report” on the top right menu. 

Choose your criteria. Chosen criteria should be moved to the right box, either by 
double clicking on the criteria or by clicking on the criteria and using the arrows 
between the boxes. Two arrows mean that all will be moved. No criteria chosen 
in the right side boxes means that everything will be shown. When criteria have 
been chosen use one of the relevant bars: "Show details results" gives you a 
list of all decisions/contracts reported with information on crises, country and 
amount. You can click on a report and open it for further information. This should 
be used only when there are not that many reports to visualise. If you have 
chosen all donors the total number of reports for all donors will be shown 
alphabetically. 

Aid amount crosstab – is the most useful. Use this when for example you are 
looking for all donors and all countries. A table shows donors and recipient 
countries. Click on the amount for donor/recipient country and the detailed 
results will open. Click on the relevant report to open. You can also download an 
excel table from here. 
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Report count crosstab – same kind of table as above but showing the number 
of reports for each donor and each recipient country. 

Donor list – list of amount per donor per year. 

Donor bar chart – same as above but as a chart. 

Recipient list – list of amount per recipient country per year.  

Recipient bar chart – same as above but as a chart. 

NEW: it is now possible to save a search. Click on "find report" on the top right 
menu. Choose your criteria as described. At the bottom, click on "saved reports" 
and add a name. Click on "show detailed results" or one of the other bars.  

To retrieve the saved search, click on "find report". The first criterion is "saved 
reports". The scrolling menu gives you the name of the saved searches and 
allow to upload the criteria.  

In-kind or cash contributions: it is possible to search on cash, in-kind or both type 
of contributions.  

There is a link between global commitments and contracts. For reporting 
purposes the system will show the balance of the commitments2 and the sum of 
the contracts; 

5. MODIFY REPORT 

Go to the “Find report” function and search for the report and open it. 

Scroll down the page and click on “Modification/Cancellation”. A second version 
of the report will open up. This is visible on top of the page (Status: Proposed, 
Version number: 2). Insert the modifications, scroll down the page and click 
“Update”. Go to the Main page, click on “Confirm”. Report opens. Scroll down 
and click “Publish”. The new version is now inside the system. If you go to the 
“Find report” function and search the report you will see that it now says “Version 
number: 2” on the report. If you want to look at version number 1, scroll down the 
page to the bottom and click “History”. The old version opens. 

6. CANCEL A CONFIRMED REPORT 

Go to the “Find report” function and search for the report and open it. 

Scroll down the page and click on “Modification/Cancellation”. A second version 
of the report will open up. This is visible on top of the page (Status: Proposed, 
Version number: 2). On top of the page you will find “Cancellation date”. Insert 
date. Scroll down the page and click “Update”. 

                                                 
2 Balance = total committed minus the amount already contracted (or 0 if no commitment was entered by 

the Member State for a crisis). 
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Go to the Main page, click on “Confirm”. Report opens. Scroll down and click 
“Publish”.  

If you go to the “Find report” function and search the report you will see that it is 
no longer within the system. 

7. PERSONAL INFO 

Here you find your personal details. If anything changes (telephone number, e-
mail etc) you can update it here.  

If you are leaving your post you can hand over your ID/password to your 
successor – if convenient – and then update the personal details here. 

You can also change the function (Yes or No) for receiving notification e-mails 
when ECHO/another MS confirm a report. 

8. HELP 

Here you will find a very user friendly Help manual. It also includes information 
on how to prepare your computer/internet setting to allow you to work properly 
with the web application. 

9. LAST CONFIRMED REPORTS 

To the right of the map you find a link to the reports which have been confirmed 
during the last 10 days. It shows reports from all donors. 

Reference: For more detailed info go to the on-line HELP function in the main 
menu. 


