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EPSS – Online Preparation –User’s Guide

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

The System requirements are: 

· A connection to the Internet,

· A screen with a 800 x 600 resolution
,

· Internet Explorer 5.0 and above or

· Netscape Navigator 7.0 and above or

· Opera 6.0 and above.

1.1 Login

Use the login and password that has been sent to you either by e-mail or by regular postal mail to access the EPSS.

· Go to https://www.epss-fp6.org/epss/login.jsp 

· Introduce the Coordinator User ID

· Enter the Coordinator Password

· Change the Coordinator Password (First time login only)

· Enter the Partner Password (First time login only)

· Change the Partner Password (First time login only)

Note:  By entering the proposal as a partner, you have only edit access to the A2 Form. Partners can view all proposal information but only edit A2 forms.

Tip:  Write logins and passwords in a text program and copy/paste it into the fields.  This prevents mis-typing the passwords.

General
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Find a Partner

LS TETEE ctrument Selected: SSA
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Submission type:
Online preparation - Online submission
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Proposal unsubmitted
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Now, you should be able to prepare the proposal.  By clicking on the “General” Tab, you can find information about:

· The selected call

· The selected instrument

· The Coordinator’s Details

· The submission Type (online preparation/online submission)

· The proposal’s status

Tip:  Please check the call and instrument identification first.  If you have selected the wrong call and the wrong instrument, you will have to register again. The EPSS operator cannot change the registration information and transfer data from one registration to another.

Note: If the co-ordinator details change, you do not need to register again, since the actual co-ordinator information is taken in fact from the A2 forms.

Go to “Proposal setup”.

Proposal Setup
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You are here: P& Home > EPSS > Prepare Propasal
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What is FP6?

FP6 step by step
d a call
Get Support Proposal members:

Find a Partner

Participant 1D Participant name E-mail(s)

Find a Document
_ 1 Albert Einstein elben@einstein.com
What's New? change emails

Rearrange participant order

Add a new participant in the proposal

Please provide the e-mail addresses of all those in your organisation who should be notified of changes to, or submission of the proposal
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In the proposal setup section you define the number of partners that participate in your project.

· Make sure that the co-ordinator e-mail address is correct.

· To add a partner to the proposal, type in the partner name and e-mail address in the relevant fields and click on “add”.

· The partner gets added to the proposal.

· The system automatically creates the appropriate number of A2 forms for all the participants that are defined for the proposal.

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

O

You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?

FP6 step by step
d a call
Get Support Proposal members:

Find a Partner

Participant 1D Participant name E-mail(s) Delete
Find a Document

_ 1 Albert Einstein elben@einstein.com
2 r

What's New? Pierre Curie pierre@curie.com

change emails delete

Rearrange participant order

Add a new participant in the proposal

Please provide the e-mail addresses of all those in your organisation who should be notified of changes to, or submission of the proposal
Participant ID: 3

Nami

E-mail(s): (Multiple addresses should be separated by a semicolon)

add
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 By clicking on the “Rearrange participant order” link   you can change the order of the participants.

Note: The first participant is always the registered person (co-ordinator).
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You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?

FP6 step by step
d a call
Get Support

Find a Partner Please use the drop-down list to rearrange the proposal members:

Find a Document  pyeticipant 10 Participant name.

| WhatsNew? ooy Pierre Curie

Please note that f the participant order is changed, then the correspanding Part A forms will also be modified autamatically

Cancel
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1.2 Part A
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> FPB Quick Links !
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You are here: £P6 Home > EPSS > Prepare Proposal
4 a call ~ proposalsewp  INTTYNENEE 0 cots Histoy

Get Support ciick on a form name to edit online, or select form(s) and press download to view as PDF.
Find a Partner Scroll to bottom of the form to save and validate form.
— """ gcroll to bottom of the form for validation errors.
Find a Document | sto; putomatic calculations will only be performed if form is valid.

What's New?

Home
What is FP6?
FP6 step by step

a1 =] Last updated 21/07/2003 18:59:43 CET by Coordinator
52 Albert Einstein =] Last updated 21/07/2003 18:58:47 CET by Coordinator
A2 Pierre Curie =] Last updated 21/07/2003 19:01:32 CET by Coordinator
a3 =] Last updated 21/07/2003 19:01:28 CET by Coordinator

download

Please note that all participants in proposals must ensure that they have the authorisation of their organisation to participate in the
proposal and any project arising from it
Co-ordinators are advised to ensure that this is the case prior to the submission of the proposal.
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The Proposer needs to fill the A forms appropriately and save them on the EPSS server. Also, each form can be downloaded as a PDF to your hard disk.  Check the relevant fields and click on “download” to receive PDF copies of the Part A forms. 

Part A shows the overview of forms A1, A2, A3 and A4.  Click on the links below “Form Name” to access the forms.
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· Fill the fields with data. (Fields with bold captions are mandatory fields) 

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

· If all the necessary fields are filled you will find “no validation errors” at the bottom of the form.
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Do not forget to save the form by pressing the “Save Form” button, or your changes will be ignored! 

Note: The “Save Form” button performs form validation as well.

Fill out all of forms for which you are responsible.

For forms with spreadsheets, the total amounts are automatically calculated by the system when the “Validate” button is pressed. Obviously the appropriate fields need to be completed first.

Tip Save early and often. Saving will also validate the form.

Part B
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> FPB Quick Links !

O

You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?

FP6 step by step
d a call
Get Support

Find a Partner No Part B file uploaded.

Find a Document

_ Specify the location of the Part B file to be uploaded:
What's New?  File [C\Documents and Setting_Browse

Upload Proposal File

The proposal submitted as answer to this call should be in PDF (Portable Document Format) or in RTF (Rich Text Format)

Download Part & Templates

No Annexes uploaded

Specify the location of the Annex file to be uploaded:

File: Browse.
Upload Annex File

The proposal submitted as answer to this call should be in PDF (Portable Document Format) or in RTF (Rich Text Format)
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The format of a proposal’s part B file for the specific call is specified in the so called “Part B Template” file. By clicking on the link “Download Part B Templates” the proposer downloads the template file (RTF format) and uses it as a guide to structure the proposal Part B section appropriately.

Once the Part B file is created, use the “Browse” button to locate the part B file. The proposers are encouraged to use RTF or PDF format for the Part B, even though other file types (as DOC) are accepted. Click on “Upload Proposal File” to upload the Part B File to the proposal.

If Annexes are present as well, use the Annex Upload section to locate and upload them.

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

Tip Upload your proposal early in the process and press the “submit” button. Doing this ensure that an interim version of the proposal text (the part B) is already present on the system. Remember that the system allows multiple upload of the proposal text and this facility should used to avoid the call closure rush.

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

Upon successful upload of a file the following screen appears:
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> FPB Quick Links !

O

You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?

FP6 step by step
d a call

Get Support
Find a Partner Please wait... processing upload

Part B Upload

Find a Document | gjle upload complete, please wait

What's New? cp,e ckesum: 65f1d634f128a8004f0d86bb07cbe72e

Eloore [T 18 [ merme:




Click on “next”

1.3 Validation
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> FPB Quick Links !
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You are here: FP& Home > EPSS > Submit Proposal

Home
What is FP6?
FP6 step by step

dacall validation Check
Get Support

__Find aPartner  pi,oc; chocks are merely to ensure that all farms are complete and the basic requirements are met. It is the responsibility of the co-ordinator ta ensure that the
Find a Document  proposal mests all the eligibility requirements specified in the call for proposals

What's New?  Rules

Al Part A forms for all participants exist
All compulsory fields in all forms have valid values.
Multi-participation forms have a minimum and maximum number of partipants. Participant countries belong to categories like: member states (MS), assosiated

states (AS) and associated candidate countries (ACC). Depending on the proposal type there must be a correct combination of participants from the different
categories!

4. PartB file exists. If annexes are defined, annex files exist

The validation check shall praceed by checking the rules in the arder specified above. If any of the rules fail, the check shall stop immediatedly and the system shall
present an apprapriate information message.

Please press Next to proceed with the validation check.
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Click on this tab in order to validate the entire proposal.  Eventual errors are indicated and can easily be found and resolved.

Please note that during the validation process Errors or Warnings might be reported. It is still possible to submit a proposal, which has Warnings; it is NOT possible to submit a proposal that has Errors.
If you cannot locate validation errors please contact the EPSS help desk immediately on  

+32 2 23 33 760 or support@epss-fp6.org.
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Home
What is FP6?

FP6 step by step
d a call
Get Support

Find a Partner

Find a Document

What's New?

> FPB Quick Links !

You are here: FP6 Home > EPSS > Check Validation

Validation check: SUCCESSFUL

Preliminary automatic checking has not detected any errors.
However these checks are not exhaustive and do not guarantee that your proposal is valid for this call

retum

“This check is merely to ensure that all forms are complete and the basic requirements are met. It is the responsibility of the co-ordinator to ensure that the proposal
meets al the eligibility requirements specified i the callfor praposals
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Submit Proposal

In order to complete the proposal submission the proposer must select the “Submit Proposal” section. Without submission all the uploaded data (Forms, Part B, Annexes) are simply saved in the EPSS database without forming a proposal package.

By clicking on the “Submission Proposal” button the screen that follows appears:
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> FPB Quick Links !

O

You are here: FP& Home > EPSS > Submit Proposal

Home
What is FP6?
FP6 step by step

dacall Proposal submission
Get Support
Find a Partner

__Find aPartner  yqiications to prapasals are passible at any time before the deadiine, also after an inifial submission, The latest version available at the deadine is considered as the
Find a Document  one submitted. For continuously open calls, this procedure applies to the intermediate closure dates. This means, at each intermediate closure date all proposal with the

status "Submitted” wil be locked and evaluated and there will be na mare possibility to madify them. When resubmitting you automatically accept to withdraw the
previously submitted proposal by replacing it with the new version.

What's New? & submitting this proposal the ca-ardinator canfirms that all necessary internal autharisations have been abtained by al participants in order to permit your
arganisation to submit it and that the submissian complies with any internal requirements of the participants' arganisations relating to the submissian of such proposals.

In doing so the co-ordinator accepts that the Commission takes no responsibility for the evaluation or selection of any proposal, which subsequently proves not to have
been authorised by the compstent officials of the participants' organisation(s).

Please press Next to proceed with the submission
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Press on “next”.
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> FPB Quick Links !

O

You are here: FP& Home > EPSS > Submit Proposal

Home
What is FP6?

FP6 step by step
d a call

Get Support

Validation check: SUCCESSFUL

Find a Partner Preliminary automatic checking has not detected any errors.
“Find 2 Docament However these checks are not exhaustive and do not guarantee that your proposal is eligible for this call

submit

What's New?
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An automatic validation check will verify the proposal again.  When finished press on “submit”: 
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O

You are here: FP& Home > EPSS > Submit Proposal

Home
What is FP6?

FP6 step by step
d a call
Get support The proposal with ID 003477 has been successfully submitted at 21/07/2003 19:04:27 CET

Proposal submission

Find a Partner
Find a ocament Call ID: FP6-2003-LIFESCIHEALTH-IT
Instrument: S5
_ Title: My frst proposal
What's New? Part A forms:
A2 Albert Einstein

A2 Pierre Curie
a3

Part B file:
Checksum:
68f1d534f128a8004f0d66bb07cheT2e

1. EPSS-PSW2RTF

Part B Annexe:

Checksum:

2 bests_03.pdf C3edb5751e0ee3f2a6e8a1c33c35a02

Comments: No comments pravided

i
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If you receive this screen, the proposal is successfully submitted.  The proposal can be modified and submitted up until the close of the call.  Each subsequent submission overwrites the previously submitted version.

Tip 

Simply uploading a new Part B file or modifying the  A forms is not sufficient; “submit” needs to be pressed in order for the changes to be committed in the proposal package. 

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

The History

By clicking on the history Tab, the record of all the actions performed while using the EPSS system appear. Thus it is possible for the coordinator to check when for example Partner 1 updated his A2 form.

An example of the history record before proposal submission:
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> FPB Quick Links !

O

You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?
FP6 step by step
d a call
Get Support Modification history

Find a Partner

i oo Date and time Action / Form modified Modified b
21/07/2003 18:56:05 CET Document bests_03.pdf created Goordinator

What's New? 51/07/2003 18:41:14 CET Farm A2 Pierre Curie created Epss
21/07/2003 18:41:11 CET Partner pierre Curie created Goordinator
21/07/2003 18:37:17 CET Passward of Partner madified Goordinator
21/07/2003 18:37:17 CET Passward of Coordinator madified Goordinator

21/07/2003 18:33:23 CET Form 43 created Epss

21/07/2003 18:33:22 CET Farm 42 Albert Einstein created Epss

21/07/2003 18:33:22 CET Form a1 created Epss

21/07/2003 18:33:22 CET Partner Albert Einstein created Epss

view all history Events
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And after the submission: 
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> FPB Quick Links !

O

You are here: P& Home > EPSS > Prepare Propasal

Home
What is FP6?
FP6 step by step
d a call
Get Support Modification history

Find a Partner

i oo Date and time Action / Form modified Modified b
21/07/2003 19:04:27 CET Propasal submitted Goordinator
What's New? 51077200 19:01:25 CET Farm 43 Albert Einstein modified Goordinator
21/07/2003 19:00:31 CET Farm 42 Pierre Curie madified Goordinator
21/07/2003 18:59:49 CET Farm A1 Albert Einstein modified Goordinator
21/07/2003 18:59:30 CET Farm A1 Albert Einstein modified Goordinator
21/07/2003 18:58:47 CET Farm A2 Albert Einstein modified Goordinator
21/07/2003 18:56:05 CET Document bests_03.pdf created Goordinator
21/07/2003 18:55:36 CET Document EPSS-PSW2 RTF created Goordinator
21/07/2003 18:41:14 CET Farm A2 Pierre Curie created Epss

view all history Events
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EPSS Checklist

1. Register with EPSS in order to obtain a login and password well in advance of the call (http://fp6.cordis.lu/fp6/subprop.cfm) 

2. Use the provided username and password to prepare and submit the proposal (https://www.epss-fp6.org/epss) 

3. Proposal Setup – Enter Participants,

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

5. Upload the Part B file and any desired Annexes.

6. Validate the proposal.

7. SUBMIT THE PROPOSAL!!!
EPSS help desk

Phone: +32 2 23 33 760 (English, French, German, Dutch, Greek)

Email: support@epss-fp6.org 

Saying of the day: 

“A successful scientist asks his questions well in advance of the deadline”

2 EPSS (Online Version) Frequently Asked Questions (FAQ)

Index

A. General Questions:

1. What are my options for submitting a proposal? 

2. What are the Minimum Requirements for the EPSS Online Version?
3. What is the difference between a Coordinator and a Partner?
4. Do I need to register to use the online EPSS system?
5. I have lost my password, what should I do?
6. What is the EPT?
7. Do I have to register to download the forms / EPT?
8. How can I print a form?
9. Where can I download the Adobe Acrobat Reader?
B. Coordinators:

1. How should I proceed as a coordinator? (Roadmap)
2. I have just registered and the system asks me to change my password. Is that normal?
3. During the registration procedure I have stated that the proposal will be submitted and prepared online. Is there anyway I can change that?
4. I uploaded a wrong Part B, is it possible to delete it?
5. I uploaded a wrong Annex file, is it possible to delete it?
6. I have used the EPT to prepare my proposal. I try to upload it using the online submission system (EPSS) but I cannot find the appropriate button.
7. Is there any limitation on the size of the uploaded files?
8. During submission the proposal validation check has failed. Can I still submit the proposal?
9. What happens with the filled in forms when I edit a partner in the list?
C. Partners:

1. How should I proceed as a partner? (Roadmap)
2. Why I cannot edit the A1 / A3 / A4 (if applicable) forms?
3. How do I find my Part A form?
4. I cannot upload the Part B file.
5. Can I change my password?
6. I am trying to login but the system does not accept my password.
Questions and Answers

A. General Questions:

1. What are my options for submitting a proposal?

You can submit an application online using the EPSS system, offline using the EPT Tool or on paper. For efficiency reasons it is recommended to use the online EPSS system.

2. What are the Minimum Requirements for the EPSS Online version?

Proposers will access EPSS through Web Browsers.  

The Minimum Requirements are:

· A SVGA screen, ie a screen with a resolution of 800 * 600 pixels

· A connection to the Internet

· Internet Explorer 5.0 and above.

· Netscape Navigator 7.0 and above.

· Opera 6.0 and above.

3. What is the difference between a Coordinator and a Partner?

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

· Partners receive usernames and passwords for a specific call from the coordinator, edit the forms and send their annexes to the coordinator.
4. Do I need to register to use the online EPSS system?

Only coordinators should register.  Partners obtain registration information from their coordinators.

5. I have lost my password, what should I do?

You have to click on the “Forgot your password?” link in order to receive via regular mail a new one. Note that only coordinators can request new passwords.  If you are a partner and forgot your password, ask your coordinator for the password.

6. What is the EPT?

EPT is the electronic proposal tool. It can be used to offline prepare the proposal (including all the appropriate forms). When the proposal is ready you can either submitted online (using the EPSS) or you can send it on a CD / diskette or on paper.

7. Do I have to register to download the forms / EPT?

Registration is only required for access the EPSS for the preparation and submission of your proposal online. It is not required to download the forms; neither is required to download the EPT.

8. How can I print a form?

It is not possible to print a form directly from the online EPSS. You need to download the desired form first as a PDF file. To download a specific form, tick the corresponding “DOWNLOAD (PDF)” box next to the form. Then click the download button and follow the onscreen instructions. 

Note: To open the*.pdf file, you need the Adobe Acrobat Reader.

9. Where can I download the Adobe Acrobat Reader?

This software can be downloaded for free at: http://www.adobe.com/products/acrobat/readermain.html
B. Coordinators:

1. How should I proceed as a coordinator? (Roadmap)

Coordinator steps:

1. Register on the CORDIS website for a specific call.

2. Login for accessing the online EPSS.

3. Change the passwords for the coordinator and the partners.

4. Send the usernames and passwords to the partners.

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

6. Edit Part A forms.

7. Edit and upload the Part B file.

8. Upload Part B annexes.

9. Validate proposal to ensure basic checks are satisfied.

10. Submit the proposal. 

11. Logout.

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

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

3. During the registration procedure I have stated that the proposal will be submitted and prepared online. Is there anyway I can change that?

No, the decision is final and cannot be changed after the registration finishes.

4. I uploaded a wrong Part B, is it possible to delete it?

There can be only one Part B file. Therefore, you cannot delete a Part B file but you can overwrite it. If you try to upload another Part B file the previous one will be overwritten.

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

Yes it is possible to delete Annex files.

6. I have used the EPT to prepare my proposal. I try to upload it using the online submission system (EPSS) but I cannot find the appropriate button.

This situation has two possible causes. Either you are not the coordinator of the proposal and therefore you cannot upload the proposal or during the registration procedure you have defined that the proposal will be prepared online and submitted online.

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

No, there is no such limitation. However, it is recommended to not upload very big files in order to have a fast upload process and avoid possible timeout errors.

8. During submission the proposal validation check has failed. Can I still submit the proposal?

It depends on the reasons of the failure. The proposal validation check could have warnings (e.g. fields left blank) or errors (e.g. missing Part B). In the former case you can continue the proposal submission and also provide some comments regarding the warnings. In the latter case the submission is not possible.

9. What happens with the filled in forms when I edit a partner in the list?

· Deleting a Participant: The Participant Numbers and the Participant Types remain unchanged and the deleted Participant leaves a gap in the numbering. (e.g. if Partner 5 out of 8 is suppressed then there will be participants 1,2,3,4,6,7 and 8 but no Participant 5.


Note: when deleting a Participant, all associated Part A forms are deleted as well. For example, when deleting Partner 5, the A2 form for Partner 5 will also be deleted. Also the A3 form will be modified to remove the row for the deleted Participant.

· Moving a Partner to another position: Use this function to either re-arrange the participant order or to fill a gap after deleting a participant. The Participant number will be affected automatically to reflect the change.

Note: when moving Partners, the associated Part A forms are automatically modified to indicate the new Participant number.
C. Partners:

1. How should I proceed as a partner? (Roadmap)

Partner steps:

1. Receive username and password from the coordinator.  

2. Login for accessing the online EPSS.

3. Edit your Part A2 form.

4. Validate your Part A2 to ensure basic checks are satisfied.

5. Logout.

2. Why I cannot edit the A1 / A3 / A4 (if applicable) forms?

The partner can only edit forms that apply to partners such as A2. Only the proposal coordinator can edit all the other forms.

3. How do I find my Part A form?

After you login, navigate to the Part A tab and edit the form that indicates your name as provided by the coordinator.

4. I cannot upload the Part B file.

Only the coordinator has the privilege to upload Part B files. The partners can only download the files.

5. Can I change my password?

No, only the coordinator can change passwords.

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

Contact the proposal coordinator to check if he has changed the partner’s password.







� Screen resolution of 640 x 480 or VGA will present the forms from being completely displayed on screen, preventing access to the save button
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