European

Commission
|

User's Guide of the Unique Registration

Facility (URF) and Participant Portal for
Education, Audio -visual, Culture,
Citizenship and Volunteerin ¢

2015/07/16 (URF/PP version 3.2)




European
Commission | Erasmus+

Table of Contents

Do o0 4 1=] 0 A 1S3 (0] Y/ OSSR 3
] 0o 11X 1 o 4
Main Features and reqQUIrEMENTS ......cccvvvieeiiiiiiiieis cvvvire e e e ssirie e e eninee eeeeeaanans 4
CoNtaCt & SUPPOIT woovieiiiiiiiiiciiiii et e 5
URF registration PrOCESS  .iiiiiviiiiiiieeiiiiiiiieeiis avvtirereeesiiinnn e e e e sninne eeeeesaanreeeeeeas 6
OVEIVIEW...coiiiii i iiiiieiiiies eeeviieeesiiee s siie e niees eeeessieeeesneeessnineeenees eeeaes 6
The RegiStration PrOCESS ......ccccvivieiiiiiiiiiiiii eevceee e e s s e e e sniinne eeeessannnneeeeas 6
Organisation Data Modification & Updates ........ccccccviiiiiiiiiiiies e 7
Document Management .....cccoviiiiiiiiiiiiiiiiiies i e e e 7
Message and Error Management .....ccccvcceeeviiiiiieieiis evveee e eeeeeans 8
ROIES i iiiiis e e eeeeeeaan 8
Viewing Organisation DetailS........cccccoiiiiiiicciiis e e 8
Major changes to organisation contact detailS .........ccccccceeiiiiiiis e 9
Registration iIN URF ..o e e 10
Registration: AcCess to0 ECAS & URF .....occociiiiiiiiiiiiiiies e e 10
Registration: The Registration Wizard ...........cccccccciiiiiiiiies iiiieeeeeeeeeeeaaeeee e, 15
Registration Wizard: WELCOME (Preliminary Check) ......cccvvvvviveiviiiiiiiies v, 16
Registration Wizard: ORGANISATION DAta ...ccocovveeiiiiiiiiiiiiiiiies e 21
Registration Wizard: Legal ADDRESS Data.......cccocceviiiiiiiiiiiiiis et 27
Registration Wizard: CONTACT Data ........ccccoeeevviviiiiiiiiiies viiiiiiireeeienaaaaaees e 29
Registration Wizard: Programme-Specific Information.........ccccccvveviviivceees i, 33
Registration Wizard: Finishing the registration .......c.ccccoiviiiiiiccs e 34
Registration Wizard: SUBMIT (SUMMAIY) ..ccooiiiiiiiiiiiiiiiiiiiiiies aeeeeeeeeaaeaesese s s 35
Registration Wizard: CONFIRMATION ....ccoooiiiiiiiiiiiiis ettt .. 36
Save Draft & Resume RegiStration........cccccoviiiiiiiicciis e e 40
Modifying the Registered Data........ccccccvviiiiiiiiiis vt e 44
Viewing the Registered Data..........cccccvviiiiiiiiiiiies v eeeerreaeaaaeas 45
Uploading Supporting DOCUMENES.......uuuiiiiiiiiiiiiiiiiieiees eevevccvrrrrrnnreeeeees aaaeeaeens 46
Data modifications and UpdateS i e e 51
Modifying Organisation Data .............cccccciiiiiiiiiies e e 51
The URF Update Panel ........ccccoooiiiiiiiiiiiiiiis it e eeee s 51
Core, Common, and Specific Data UpdatesS ........ccccvvveeiiiiiiicics e 52
Updating Common Organisation Data.......cccccvvvviiiiiieiiiies e e 54
Validating Your UPdates .........coooviiiiiiiiiiiiiiiiis et e 54
Document management ...t e 56
Notification messages Management ..o eeeeeeeee e ——— ... 65
Communication among organisation contact PErsONS ........cccccevvvvviviiiiiiiies eeveveeeeaeeaeen 65
Error Messages: Error Management in URF ... e 69
GlOSSANY covviiiiiiiiiiceee i et ervere—————————— aaaaaaaa 70

URF/ PP Waider(ZDE5/07/16) i 3.1, page 2



European

Commission | Erasmus+
Document history
Version Change Pages
1.1 Clarification on use of Latin characters in the registration 17,23, 24
process
1.2 Change of incorrect address for the list of National 4
Agencies
1.3 Intr oducti on of document hi st or y|allpages
Contact Personodo terminology use€
confirmation email
2.0 L . . 8, 16, 20, 30,
- note for organisations registered in URF for research 31 34,58 -61
programmes
- additional comments for natural persons registerin gon
behalf of an informal group of young people
- change of wording for registration for specific
programmes, such as Erasmus+
- description of specific programme data update
21 - organisation types defined 11,77,53, 58
- added paragraph for maj  or changes in LEAR or contact
details of the organisation
- added clarification for central re -validation in case of
changes to the core organisation data
22 - correction of the legal form of the organisation T 21
UNKNOWN instead of OTHER
3.0 Adaptation to call 2015 all pages
3.1 Corrections of help desk contact details 6, 10
3.2 Adaptation to visual template all pages
URF/ PP Waider(ZDE5/07/16) i 3.1, page 3




European
Commission | Erasmus+

Introduction

The Unique Registration Facility (URF) is an online web interface that provides
access to the registration s ervice. It is a European Commission service producing
unique identification for organisations and, in certain cases, natural persons, required

to apply to several European Programmes as Erasmus+ , Creative Europe, Europe for
Citizens, EU Aid Volunteer, Hori ~ zon 2020, FP7, CIP, COSME, etc.

Access to URF is provided through a single -entry point, the  Participant Portal . The
Participant Portal for the Education Programme Erasmus+ , Audio -visual, Culture,
Citizenship and Volunteering can be found here:

http://ec.europa.eu/education/participants/portal/desktop/en/home.html

Main Features and requirements

URF enables potential applicants to perform two main types of actions pertaini ng to

the process of registration of an organisation:

A the organisation registration itself (registration of your own organisation or

registration on behalf of another organisation), and

A the update of organisation data

Registration . The registration proce  dure is performed in the URF Registration Wizard

T a step -by-step, user -friendly tool for entry of all the information required for an
organisation to be registered. The URF Registration Wizard is invoked from the
Participant Portal page when a new registr ation is started or when a draft (partially
completed and saved) registration is resumed. The URF Registration Wizard uses a
heuristic method of detection of organisation duplicates during the registration
process.

Data Update . The updating of organisation data is mainly managed from the URF
Update Panel that contains the relevant organisation details pages. The URF Update

Panel is accessed from the Participant Portal page and covers options for updating

core, common, and specific data as well as facilities for management of supporting
documents.

As a participant, you are only required to register once i URF then assigns you a
unique Participant Identification Code (PIC) that you can use for all future
communication and interactions with the European Commiss ion and its Agencies for
the given organisation. The use of a PIC for each organisation helps to avoid
redundant requests for information and facilitates the effort to keep participant -related

information up  -to-date.
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The ECAS Prerequisite

Before you star t using URF, note the following about ECAS (the European

Commission's user  Authentication Service) and URF:

A ECAS enables authorised users to log in to a wide range of Commission

information systems, using a single username and password.

A Youmusthave an ECAS (European Commission's user Authentication Service)
account to be able to start the initial registration procedure.

For more information, see ECAS help at: https://webgate.ec.europa.eu/cas/help. html

Contact & Support

For technical issues related to URF or the Participant Portal please send an email to:
EC-RESEARCH-IT-HELPDESK@EC.EUROPA.EU

All questions concerning Erasmus+ actions manag ed by National Agencies should be
addressed to your local National Agencies as they play a key role in the practical
implementation of the Programme and can reply in your language. The list and contact
information of National Agencies can be found at the P articipant Portal (SUPPORT /

Contact) or directly at the following address:
Http://ec.europa.eu/erasmus -plus/na

All questions concerning Erasmus+ actions managed by the Education, Audiovisual
and Culture Executive Agency (EACEA) and questions concerning Creative Europe,
Europe for Citizens and EU Aid Volunteers should be addressed to the EACEA
Helpdesk:

EACEA-PORTAL-ERASMUSPLUS@EC.EUROPA.EU
EACEA-PORTAL-CREATIVE-EUROPE@EC.EUROPA.EU
EACEA-PORTAL-EUROPE-FOR-CITIZ@EC.EUROPA.EU

EACEA-PORTAL-EU-AID -VOLUNTEER@EC.EUROPA.EU

More information can be found at the following website:

https://ec.europa.eu/education/parti cipants/portal/desktop/en/support/contact.html
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URF registration process
The Unique Registration Facility (URF) is responsible for the organisation

registration and data update but it is also important for keeping a unified registration

method and consi  stent organisation data.

Overview

There are two main scenarios in URF usage T the registration of a new organisation,
and the post -registration modification of organisation data. Outside URF, some
additional activities add to the registration process, suc h as the preliminary ECAS
registration.

The following diagram illustrates some basic steps in the URF workflow:

Registration in ECAS

Modif y registered data Registration of an
and upload supporting = - organisation
documents

Entry of core or!smisation data

The Registration Process

In URF, you can register:

I your own organisation (an organisation you work for, or to which you are in volved
in a close business relationship) T when you self -register, or
I adifferent organisation - when you register "on behalf of another organisation" (an

option in the registration wizard).
The process for both variants is identical, the only difference b eing in the Contact page
where you are prompted if you register on behalf of another organisation and if so,
you must refer a relevant Contact Person for the organisation being registered. The
Contact Person must be formally associated with the organisatio n.
The initial registration process involves the use of the Registration Wizard T a series of
data input fields and selection lists are organised thematically across several pages
where you are prompted to provide information about the organisation as well as
additional related data. The last step enables you to provide programme - specific

information to better identify your organisation as a future participant.
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The Registration Wizard contains a preliminary step (the Welcome page) in order to

check whether the organisation that is to be registered already exists in the database.

If the organisation data matches an existing legal entity, URF will offer you a list of

fisi mil aro organisations that you could choose
Saving a Draft and Resuming Registration

After you complete the initial step in the registration process, you are enabled to save

a draft of the registration data submitted up to that point and resume the registration

at a later time.

. .
You can save your draft using the button available on each page from

Step 2 onwards.
When you save a registration draft, you will receive an automatically generated

notification email to the email address provided during ECAS registration.

. Delete Draft
You can delete your draft using the button.

URF will keep your draft for up to 12 months as of the latest draft save. If you do not
resume the registration within a year's time, your draft data will be automatically

deleted.

Organisation Data Modification & Updates

You can modify your organisation's data from the "My Organisa tions" tab (by clicking
the "OD" button next to the respective organisation) in the main menu.
When you modify organisation data, URF presents the data in the same structure as

during the registration and validation processes:
A Core organisation data updat  es
A Common organisation data updates

A Specific organisation data updates T legal organisation status information,
programme -specific data modifications, and so on.

See section Data modifications and updates further i n this document.

Document Management

As a self -registrant, you can upload supporting documents for an organisation and

modify their metadata.
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You can also read and download all the uploaded documents for the respective
organisation. However, you cannot de lete a document once uploaded in the system,

even if you uploaded it.

Message and Error Management

Messages: Communication to Self -Registrant

The Message management facility in the Update Panel allows users, associated with
the organisation, to create and send custom messages concerning the organisation, as
internal or external communication to other parties dealing with this organisation.

Error Messages

URF will display an error message whenever the data entered is incorrect, incomplete
or missing.
Error messages are displayed on the left -hand side of the respective page of the

Registration Wizard and the problematic entry field is highlighted.

Roles

When you submit the organisation data as a new participant, you are assigned the
Self-registrant role as  the actively logged -in user in ECAS. The Self -registrant role is
also assigned to the Contact Person if the contact provided in the Registration Wizard

is a different person and not the actively logged -in user.

When you register your organisation the Self -registrant role is also assigned in 1AM
(Identity and Access Management) to the Contact Person. IAM is synchronized with

ECAS so on the next synchronisation between IAM and ECAS, ECAS will automatically

send an invitation to the Contact Person's email addr ess if it does not have this

account registered.

Viewing Organisation Details

To view the details of an organisation you are linked to, log in to the Participant Portal

and open the 6My Organisationsé tab. From the 6O0rg
a list of your organisations I click the button next to an organisation to view its
details.

To view the details of any organisation registered in URF, use the Search where you

can search for an organisation by its unique PIC number or by other search cr iteria.
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Major changes to organisation contact details

In case of major changes to the organisation contact details, either to the LEAR or for

the contact person, which may result in organisation losing access to its registration in
URF, itis advised that  the organisation concerned contacts the URF helpdesk. The URF
helpdesk contact information are available at the following website:

http://ec.europa.eu/educati on/participants/portal/desktop/en/support/contact.html
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Registration in URF
Registration: Access to ECAS & URF

Registration in URF is the registration of an organisation from the Participant Portal

page.
You can register;

9 your own organisation as a part icipant - i.e. an organisation you are part of or are

associated with in business terms, or

9 on behalf of an organisation different than your "own" one - for example, if you are
a Project Coordinator for a project involving a Consortium of several organisa tions.
Any ECAS user can register an organisation. To self -register in URF, you must first log

in to ECAS from the Participant Portal page.
Follow the procedure below to perform the preparatory steps i logging in to ECAS and

accessing the URF registration wizard:

1. Inyour browser, open the Participant Portal page at

http://ec.europa.eu/education/participants/portal/

2. Log in to ECAS 1 click the Login button as indicated in the visual example in

Figure 1: Participant Portal - Welcome Page below.
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Contact | Legal Notice | | English

* Wk
* *
* -.—

Education, Audiovisual, Culture, Citizenship and Volunteering
Participant Portal

European Commission > Education And Formation = Participant Portal> Home

HOME | ORGANISATIONS v EXPERTS v  SUPPORT~

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The Participant Portal is your entry point for the electronic administration of EU-funded projects under the programmes:

= Creative Europe

=+ Erasmus+

= Europe for Citizens
EU Aid Volunteers.

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your
or expert details here. In the Organisation tab you will be able to search for registered organisations.

Are you a new user?

Do you already have an ECAS account?

& Eurcpean Communities

Figure 1: Participant Portal - Welcome Page

If you are not registered in ECAS yet, please make a new registration by clicking on
Register ,asshownon Figure 2: Participant Portal - Registration on ECAS
For more information on the ECAS registration process see ECAS help at:
https://we bgate.ec.europa.eu/cas/help.html
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Contact | Legal Notice | | English

el 3
* *
* *

Education, Audiovisual, Culture, Citizenship and Volunteering

E —
Participant Portal

European Commission > Education And Formation > Participant Portal > Home

HOME = ORGANISATIONS =  EXPERTS - SUPPORT ~

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The Participant Portal is your entry point for the electronic administration of EU-funded projects under the programmes:

* Creative Furope

* Erasmus+

* Europe for Citizens
= EU Aid Volunteers.

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your
or expert details here. In the Organisation tab you will be able to search for registered organisations.

Are you a new user?

Do you already have an ECAS account?

© European Communities

Figure 2: Participant Portal - Registration on ECAS
Once you log in, the Welcome page of the Participant Portal will open T see Figure 3:
Participant Portal - page after log in

Please note that natural persons registering on behalf of an information

group of young people will have to follow these steps for registration.

URF/ PP Uider(M15/07/16) i 3.1, page 12



- European
— Commission | Erasmus+

Contact | Legal Notice | | English -

+ e
*

A Education, Audiovisual, Culture, Citizenship and Volunteering

*
* gk

European S
Participant Portal

European Commission> Education And Formation = Participant Portal = Home

HOME ORGANISATIONS ~  EXPERTS = SUPPORT =

Welcome to the Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The Participant Portal is your entry point for the electronic administration of EU-funded projects under the programmes:

Creative Europe

Erasmus+

Europe for Citizens
= EU Aid Volunteers.

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your

or expert details here. In the Organisation tab you will be able to rch for registered crganisations.

Are you a new user?

Do you already have an ECAS account?

© European Communities

Figure 3: Participant Portal - page after log in

3. Click Organisations tab and then Register to open a registration page (Figure

4 Participant Portal - Register an Organisation ).
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Education, Audiovisual, Culture, Citizenship and Volunteering

European S
Participant Portal

Eurcpean Commission > Education And Formation > Participant Portal = Register An Organisation

HOME ORGANISATIONS - EXPERTS - SUPPORT =

Register an Organisation

To participate in proposals and projects, you must register your organisation first.
After registration, a unique identifier is assigned to your crganisation

This is the 5-digit PIC (Participant Identification Code) number that will be used as a reference by the Commission in any future interactions. A single
registration is required for each organisation in the system.

Organisation Registration

Please keep the legal data of the organisation and programme related information at hand. You can check the information you will need for the registration
in the documentation of the call for proposals. Please note that you have to register your organisation before submitting a project application.

You can pause the registration process at any time and continue it later. The system automatically saves your draft registration and will keep it until you
complete it or for up to one year after its last edit.

REGISTER ORGANISATION RESUME REGISTRA

Figure 4: Participant Portal - Register an Organisation
4. Click the Register Organisation link to proceed to the actual organisation

registration process:
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* *

Education, Audiovisual, Culture, Citizenship and Volunteering

European S
Participant Portal

Eurcpean Commission > Education And Formation > Participant Portal = Register An Organisation

*
* gk

HOME ORGANISATIONS - EXPERTS - SUPPORT =

Register an Organisation

To participate in proposals and projects, you must register your organisation first.
After registration, a unique identifier is assigned to your crganisation

This is the 5-digit PIC (Participant Identification Code) number that will be used as a reference by the Commission in any future interactions. A single
registration is required for each organisation in the system.

Organisation Registration

Please keep the legal data of the organisation and programme related information at hand. You can check the information you will need for the registration
in the documentation of the call for proposals. Please note that you have to register your organisation before submitting a project application.

You can pause the registration process at any time and continue it later. The system automatically saves your draft registration and will keep it until you
complete it or for up to one ye

REGISTER ORGANISATION

RESUME REGISTRATION

Figure 5 - Participant Portal - Register an Organisation

Note: If you have performed some of the registration steps before and you ha ve then

saved your draft registration S[e ) Resume Registration TNy

Registration: The Registration Wizard

The URF Registration Wizard provides an easy step -by-step procedure for initial
registration, including a preliminary check for an organisation duplicate in the syst em.

Note that the following buttons are available in all pages of the Registration Wizard:

A Click - / to go to the next / previous registration page; note

that you can browse this way only if you have completed the mandatory fields

in the currently open p  age.

A Click to save your current data in a temporary URF database. This

option is available from the Registration Wizard: ORGANISATION Data

page onwards.
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Save Draft & Resume Registration  for more information.

. ft . ) . .
A Click ks to delete your registration draft if you have saved one. This

button is read -only when no draft exists.

; , Close . ) . . . .
A Click - to exit the Registration Wizard without saving the data entered

since your last saved draft (if any) or since your last login (when no draft
exists).
A Most of the entry fields and selection drop -down lists provide additional help

tips via the o buttons 1 hover with the mouse on the respective button to

display useful information about the required en try.

Registration Wizard: WELCOME (Preliminary Check)

On the Welcome page of the Registration Wizard, URF performs a registration
duplicate check prior to the actual registration process, in case the same organisation

has already been registered in the sys tem in the past.

In the Welcome page (see Figure 6: Registration T Welcome ), perform the

following steps:

1. Enter the legal name of the organisation in Latin characters. If your
organisation name is written in differ ent than Latin alphabet, you will be able to
provide full name in the national alphabet on the next screen in field "Business

name".
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English(en) E-
ADDRESS CONTACT PROGRAMME SUBMIT DONE
Registration overview Welcome
The Registration Wizard will guide you What is the Legal Name of your Dema Organisation
through the process of registration. At the organisation?
SR BB R T RS What is the Country of registration? Belgium |Z|
Identification Code (PIC) of your organisation.
Please keep the basic legal information Does your organisation have a Value ® Yes " No BE123456789
(Registration extract, VAT data) of the Added Tax (VAT) number?
TR T L SR E TR Does it have a Business Registration & Yes (" No 123456789
forms quickly and correctly. The registration Mumber?
process normally takes about 5-10 minutes to) Does it have a website? & Yes C No

complete.

The current Welcome page will prompt you
for some preliminary information about your
organisation reguired to check if this
organisation has already been registered, as
well as to identify any existing PIC numbers
of similar organisations that could potentially
match your reguest.

Please enter the data of the organisation that
you are registering. If you register on behalf
of ancther entity, pleaze fill in the data
accordingly.

Note: To access a previous registration of

yours, close this window and select the

relevant PIC number from "My Organisations™
= "Organisation” tab in the Participant Portal.

www.demo.com

Figure 6: Registration T Welcome

2. Select the country of registration. If you are a natural person

registering on

behalf of an informal group of young people, enter your country of residence.

3. Provide the VAT number of the organisation, if available:

A if the organisation has a VAT number, click [Yes] and enter the number in

the entry field that appears n ext to the button row;

A else, click [No] and proceed to the next step.

4. Provide the business registration number of the organisation, if available:

A if the organisation has a business registration number, click

enter the number in the entry field th

[Yes] and

at appears next to the button row; If

there is any national identification of the organisation, different from PIC

and VAT numbers, it can be entered here.

A else, click [No] and proceed to the next step.

5. Provide the address of the website of the organisatio n, if available:

A if the organisation has an official website , click [Yes]

website address in the entry field that appears next to the button row;

A else, click [No] and proceed to the next step.

and enter the

URF/ PP Gsider(ZDE5/07/16)
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6. Click [Next] to proceed to the next screen or cl ick [Close] to cancel the
registration at this time.

Note: During this step you cannot save a draft of the registration data.

The system wil|l di splay a list of any fisimilar?o
to) the criteria you have entered. Organisation s tatus can vary (‘'DECLARED',
'VALIDATED', etc.), as shown on Figure 7: Matching organisations below :

The following organisations were found based on your
search criteria:

Next steps

1. Click "More details™ if
the data found

ERCO

Avenue Brussels 1. 1234, Bruxelles

PIC: 950003742, VAT: BE123456789, National
| registration number: 123456789

Status: DECLARED

More details

corresponds to the data of
your organisation.

2. Click Next” to continue
the registration process
for the new entity in case
the data found does not
correspond to the data of
your organisation.

Figure 7: Matching organisations

A If you cannot find your organisation in the list, cli ck to start the

registration procedure

A If your organisation is displayed in the list, then it has already been registered

. . M tail . L . .
in URF. Click for the respective organisation to start using this

organisation as a participant and to view available information about it (see

Figure 8: Previously registered organisation ).
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CONTACT PROGRAMME SUBMIT DONE

9 . 4 . 2 -

The following data was previously registered for your organisation:
PIC number:950003742 STATUS: DECLARED

Next steps

You can now use the following PIC number
to identify your organisation in your further
communication or interactions with the
European Commission and its Agencies.

ERCO, 1, Avenue Brussels, Bruxelles, BE
VAT: BE123456789, Registration # 123456789

Thank you for using the Participant Portal
European Commission. Validation Services Team

(crerne [ oo | o] <out ] oo

Figure 8: Previously registered organisation

In the Done page, you have the following options:

A Clicktosendanemailtot he contact person for the fAsi
- see Figure 9: Explanatory email to the contact person o f a similar
organisation
The objective of such communication could be, for example, to formally check with
the contact person if the organisation is the correct one to use or not (So you can

proceed with the registration of a new entity).

A Click to receive a mail containing some data of the 'similar' organisation.

See image below.

A Click IR

to printa summary  of the data of the organisation.
A Click to go back to the fresh registration page.

A Click I to go back to quit the Registration Wizard and return to the Participant

Portal page .
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Could you please contact me concerning Demo Organisation where you are acting as a
LEAR or contact person?

DEMO USER

Close Send email

Figure 9: Explanatory email to the contact person of a similar organisation

Enter the content of your email to the contact of the organisation and click

. . Close
to send the email, or click - to cancel.
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Registration Wizard: ORGANISATION Data

On the ORGANISATION  page of the Registration Wizard, URF will prompt you for the
core data of your organisation, such as i legal name, business registration number

and authority, and more. You are required to fill in all the mandatory entry fields

(marked with an asterisk *) and it is recommended to provide as much informat ion as
possible in all other input prompts.

In the Organisation page (see Figure 10 : Registration I Organisati on core data ),

perform the following steps:

1. In the first prompt, 60Ar e you rregoirsgtaenriisnagt i com ?kbe h as
6Yesd i f you are registering on behalf of another
6 N oAny ECAS user can register on behalf of an organisation different than their
own; for example, when being a Project Coordinator.
Note: If yo u are registering on behalf of another organisation, the Participant
Identification Code (PIC) that is assigned at the end of the registration process will
be associated with that other organisation, so in the next stages of registration you
will be requir ed to provide contact data that is relevant to that organisation,
including a Contact Person who will be requested to provide supporting documents

during the process of validation of the data.
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ADDRESS CONTACT PROGRAMME SUBMIT DONE
@ & \ 4 @ .

Organisation data Enter information about your organisation nd
Please enter the data for the organisation. Are you registering on behalf of @ Mo " Yes
More info on NACE code another organisation?

Is the organisation a Legal Person? @Yes C Mo, 'm a natural person.

Is it @ non-profit organisation? CYes @& No

Is it a public body? CYes @& No

Is it a NGO? ~Yes @ No

Business Name DEMO Organisation :

Business Registration Number * 123456789

Registration Date * 01-01-1990

Registration Authority * Dema Authority

Establishment/Registration Country * Belgium |Z|

Region/County Arr_ Admin_ Bruxelles-Capitale - [x] |

Legal Name * Demo Organisation

Official Language * English |Z|

Delete Draft

English(en) =] -

Figure 10: Registration i Organisation core data

2. In the next four prompts, specify the type of the organisation you are

registering.
FIELD COMMENT
Legal Person A Legal Person has a legal personality, can act on its

own name, exercise rights and be subject to obligations.

A 'Legal Person' is established on the basis of an act of
incorporation and usually also a registration is required.

A Legal Person exercises rights and is subject to
obligations with regard to the national law of its place of
establishment, community law or international law. A
Legal Person can group other legal entities (natural or

legal), or contain only possessions (e.g. foundation).
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FIELD COMMENT
Natural Person A 'Natural Person' is a citizen (to be distinguished from
a 'Legal Person', which refers to corporations, etc.). For

infor mal groups of young people, one member of

the group should register, as a natural person, in
the Organisation tab, on behalf of the group.
Natural Persons always have legal personality and are
therefore legal entities without other proof being
required tha n their identification papers. Please note
that an individual, who is registered as a freelance
professional and has a VAT number, can also be
considered a 'Legal Person', in addition to being a
‘Natural Person'. As a result, a citizen who is a freelance
professional must choose whether to apply as a 'Natural

Person' or as a 'Legal Person'.

Non - Profit A legal entity is qualified as a 'Non - Profit Organisation'
Organisation when it is considered as such by national or
international law (international organis ations as well as

any specialised agency set up by international

organisations).

As a general consequence, any possible profits have to
be reinvested within the organisation itself and may not
be distributed. The quality of being a Non - Profit

Organisation has to be proven by your statute.

Public Body A 'Public Body' stands for any legal entity established as
such by national public law, and international

organisations.

Established' signifies that the legal entity must be either
incorporated as a Public B ody in the formal act and/or

governed by public law (usually both are required).

To define a legal entity as a Public Body, more criteria
are required than just the direct supervision of a legal
entity by the State, the public financing or the public

serv ice mission.
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FIELD

COMMENT

NGO

A 'Non -Government Organisation' (NGO) stands for a
legally constituted corporation created by natural or
legal persons that operate independently from any form

of government. The term normally refers to
organisations that are not a part o f a government and
are not conventional for  -profit businesses. In the cases
in which NGOs are funded totally or partially by
governments, the NGO maintains its non -governmental
status by excluding government representatives from
membership in the organisat ion. NGOs are typically

non - profit organisations..

3.

Enter t he

to provide the official name of your organisation written in the native language.

Use this field if your organisation name i s written in other than Latin alphabets

in the official registration documents. The Business name can be up to 400

characters long.

Enter your

6Business registration number 6

is usually a unique code identifying your organisation, usually provided by the

Chamber of Commerce of the country of registration/establishment of the

organisation.

Tips: The Registration Number, the Registration Authority, and the Registration

Date are usually provided in the same document. Con tact your financial
department for more information. Any other national identification of the
organisation, different from PIC and VAT numbers, can be entered here. If your

organisation does not have a Business Registration Number, you can enter "not

appli cable".

Enter t he

The Registration Date is the date when your organisation was established or

registered as such

country.

- for example, with the Chamber of Commerce in your
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English(en) =] -

ADDRESS CONTACT PROGRAMME SUBMIT DONE
Organisation data _ . I
o Is it a public body? CYes @& No
Please enter the data for the organisation.
More info on NACE code .
Is it a NGO? ~Yes @ No
Business Name DEMO Organisation |
Business Registration Number * 123456789
Registration Date * 01-01-1990
Registration Authority * Demo Authority
Establishment/Registration Country * Belgium |Z|
Region/County Arr. Admin_ Bruxelles-Capitale - [ =
Legal Name * Demo Organisation
Official Language * English =]
VAT number @ Yes  No | BE123456789
NACE code Computer programming, consultzE o
Legal Form UNKNOWN =]
* Mandatory data -
Delete Draft

Figure 11: Registration i Organisation core data (scroll down)

6. Enter the O6Registration authorityoé under which
or registered. The Registration Authority is the authority that your organisation
was registered before - for example, the administrative body of the city/region,

the Chamber of Commerce, and so on.

7. Sel ect the O6Establishment/ Registration Countryd
drop -down list. Usually this is the location of the headquarters of the

organ isation.

8. Sel ect t he O0Region/ Countybd wher e the ororgani s
registered. Even i f mar ked as dAoptional o this

Education Programme. It is strongly suggested to fill the region.

9. Enter the 6éLegal ahsati@.oTheoégaltNdme most cgrrespond to
the official legal name in the statute of the organisation but needs to be

entered in Latin characters. This field can be up to 240 characters long.

10.Sel ect the O6Official Language 6hefaoguage offi@allyor gani s at

used for communication within the organisation.
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11. Provide the O6VAT number 6 of t hei wlrigaakni 64¢ $ ®n aif
enter the VAT number in the field that is will appear next to the button. The
VAT number is a unique number given to every organisation that pays Value
Added Tax (VAT).

12.Provide the ONACE <coded6 of the organisation (
classification of economic activities in the European Community (in French:
Nomenclature statistique des activités éc onomiques dans la Communauté
européenne ), commonly referred to as 'NACE', is a European industry -standard
classification system using a 6 -digit code format. For more information:

http://ec.europa.eu/eurostat/ramon/index.cfm?TargetUrI=DSP_PUB_WELC

13.Specify the 6éLegal f or méd expdnd theodwop -dowrglstrands at i on
select the option that corresponds to the legal registration form of your
organisation the best. Select OUNKNOWNOSG i f you ¢catabedegal fi nd a

form in the list.

The legal form is usually noted in the registration act/statute of the
organisation. It depends on the type of the legal entity and the country of
registration. For example, if your organisa tion is a private body, its legal form
could be LLP, Ltd, PLC, SA, GmbH, etc. After validation of the organisation
data, the Legal Form field will be shown as validated by the European
Commission.

Note: 'University' and 'Public Body' are not valid legal f orms.

14. Click k.
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Registration Wizard: Legal ADDRESS Data

On the ADDRESS page of the Registration Wizard, URF will prompt you for the legal
address of your organisation and for other data related to this I such as, internet
address, phone numbers, etc.

You are required to fill in all the mandatory entry fields (marked with an asterisk *)

and it is recommended to provide as much information as possible in all other input

prompts.

In the Address page (see Figure 12 : Organisation Legal Address related

information ), perform the following steps:

1. Enter the 6Street named as part of the Legal Addr
statute of the organisation (in most cases this is the address of the headquarters,

not the ad dress of subsidiaries, departments, and so on).

English(en) =] -

ADDRESS CONTACT PROGRAMME SUBMIT DONE
Legal address data Enter Legal Address information
Enter the registered, official legal address of [0 [ [ (=113
the organisation. If you are registering on Street Name and Number * Rue Demo
behalf of another organisation, please
provide the relevant Legal Address P.0O. Box 1
information for the other entity.
Postal Code 1000
CEDEX
City * Bruxelles
Region/County Arr. Admin_ Bruxelles-Capitale - [
Country * Belgium [~]
Phones
Main Phone * 02123456
Fax
Secondary Phone
Internet Address
Internet web address / website www.demo.com
* Mandatory data
Delete Draft

Figure 12: Organisation Legal Address related information

2. Enter t he 6Street number 6 or t he name of t he b

organisation's Legal Address (can be up to 20 alphanumerical characters long).
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10.

11.

12.

13.

Enter the d&imbeiftheBganidation has a postal box.
Enter the 06P-oletPestl/ZI® €aled the organisation's Legal Address.
Enter the 6CEakXpplicable fdrérance.

Sel ect thetWeCiadrygpamifsati onds Legal Address from th
name of the City where the organisation was established or, in case of a natural

person, where you are residing.

Specify the 6Region/ Countyo6 where the agsegf@ani sati or

natural person, where you are residing.

Select the 6Countryd of the organisationdés Legal
official name of the Country where the organisation was established or, in case of a

natural person, where you are residin g.

Specify the 6Main phoned number for official comm
Use the following format, without any spaces: +CCCNNNNNNNNNNNNNNxBBBBB :
international code  -C- (1-3 digits, no zeros) followed by your phone number -N-

(max 14 digits), f  ollowed by extension  -B- ("x" char + max 5 digits; optional).

Enter the OFax6 number for of ficial communi cati or
following format, without any spaces: +CCCNNNNNNNNNNNNNNxBBBBB
international code  -C- (1-3 digits, no zeros) fo  llowed by your phone number -N-

(max 14 digits), followed by extension -B- ("X" char + max 5 digits; optional).

Speci fy t he 6Secondary phoned number for of fic

organisation. Use the following format, without any spaces:
+CCCNNNNNNN NNNNNNNxBBBBB : international code -C- (1-3 digits, no zeros)
followed by your phone number -N- (max 14 digits), followed by extension -B- ("Xx"

char + max 5 digits; optional).

Specify the o6l nternet addressd for off i ciTlkel commu

format must be  www.homepage.domain - for example, www.mycompany.com

Click to proceed to the next step.
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Registration Wizard: CONTACT Data

On the CONTACT page of the Registration Wizard, URF will prompt you to enter the
contact information of the person who will be the official point of contact for this
organisation. If you are registering on behalf of another organisation, the Participant
Identification Code (PIC) that is assigned at the end of the registra tion process will be
associated with that other organisation, so please provide contact data that is relevant

to that legal entity, including a Contact Person who will be requested to provide
supporting documents during the process of validation of the dat a.

You are required to fill in all the mandatory entry fields (marked with an asterisk *)

and it is recommended to provide as much information as possible in all other input

prompts.

In the Contact page (see Figure 13 : Registration I Contact Information ), perform

the following steps:

1. Enter the 6Titled of the Contact Person ( Mr. Mr s
English{en) E-
ADDRESS CONTACT PROGRAMME SUBMIT DONE
Contact data Enter contact information |l
During this step, you are prompted to provide [l efs];]1 =4
official contact information for communication R Mr
relating to your organisation during the
wvalidation process and as a future Paosition in the organisation CEO
participant. The Validation Services will use
this information to contact you (or the Department
designated Contact Person) during the
process of validation of your organisation Professional E-mail * demo@demo com L
data. . T
Gender * @ Male " Female
Last Name * USER
First Mame * DEMO
Address
Use the existing Legal Person's Yes No
address? I
Street Name and Number * Rue Demo
P.0. Box 1
Postal Code 1000
CEDEX (France only)
City * Bruxelles -
Delete Draft
Figure 13: Registration T Contact Information
2. Enter the Contact Petrhseo nodrsg adnPiossa ttiioomd ,i ni f appl i cab
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Enter the organisation O6Departmento / di vi sion w
applicable.

Enter the officiamaiélPé ohddsesnalofethe Contact P
belong to the Contact Person and not to a functi on/team/group in the organisation.

Please note that unless you have selected the option "Are you registering on behalf

of another organisation”, the fields of Professional E -mail, Last Name and First

Name will be automatically pre -filled with the data from your ECAS account and

they cannot be modified.

When the option "Are you registering on behalf of another organisation" has been

selected, you will be asked to fill in the fields.

Specify the 6Genderdé of the Contact Person.

Enter the OLast maxtRPerson. dhie systdmeaut@matically displays the

last name of the self  -registrant - modify it if the Contact Person is different.

Enter the O6First named of the Contact Person. The

first name of the self  -registrant - mod ify it if the Contact Person is different.

In the Address section, click 6Yes6 if you want
address information for the Legal Person. This option will automatically copy the

address data provided in the previous step.

If you le ave the option to "No" (default), please provide new address information

as follows.

(

a. Enter the O6Street namedé of the Contact Per sono

b. Enter the O0Street number 6 or the name of t he

Contact Personb6s add R2Caplkanumeriaahchdraetersilgng)t o

c. Enter t he A&imbediftheBContadt Person has a postal box.
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English(en) =] -

ADDRESS CONTACT PROGRAMME SUBMIT DONE
Contact data 0
Address
During this step, you are prompted to provide Use the exfstfng Lega} Person's Yes No
official contact information for communication address?
relating to your organisation during the Street Name and Number * Rue D
wvalidation process and as a future Ue Liemo
participant. The Validation Services wil use P.O. Box
this information to contact you (or the s 1
designated Contact Person) during the Postal Code 1000
process of validation of your organisation
data. .
CEDEX (France only)
S
City Bruxelles
Region/County Arr_ Admin_ Bruxelles-Capitale - [x]
* -
Country Belgium =]
Phones E
Use the existing Legal Person's Yes No
phone numbers?
ain Phone * +322123456
Fax
Secondary Phone

* Mandatory data -

Delete Draft

Figure 14: Registration i Contact Information (scroll down)

P-otle Pastal/Z1@ €atle d the Contact Per son.

o

d Enter the
e. Enter the ¢&éCEXpplicable fdrérance.

f. Select the 6Cityé of the Contact Personb6s addr
g Specify the 6Region/ Countyod6 of the Contact Per
h. Select the 6Countryd of the Contact Personds a

9. In the OPhtoinoens,6 sseelcect 6Yesd i f the phone numbers
the same as previously entered for the Legal Person. This option will automatically
copy the phone data provided in the previous step.
| f you | eave the option to &6déonéw phahe humber t ) , pl ea

information as follows.

a. Specify the O6Main phoned number of the Contac
format, without any  spaces: +CCCNNNNNNNNNNNNNNxBBBBB:
international code  -C- (1 -3 digits, no zeros) followed by your phone number
-N- (max 14 digits), followed by extension -B- ("X" char + max 5 digits;

optional).
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b. Enter the OFax® number of the Contact Person.
without any spaces: +CCCNNNNNNNNNNNNNNxBBBBB: international code -
C- (1-3 digits, no zeros) followed by your phone number -N- (max 14

digits), followed by extension -B- ("x" char + max 5 digits; optional).

c. Specify the 6éSecondary phoned number of t he
following format, without any spaces: +CCCNNNNNNNNNNNNNNxBBBBB :
international code  -C- (1-3 digits, no zeros) followed by your phone number
-N- (max 14 digits), followed by extension -B- ("X" char + max 5 digits;

optional).

10. Click to proceed to the next step.
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Registration Wizard: Programme-Specific Information

The next step of the registrati on consists of entering data for the SME status of your

organisation.

Figure 15: Registration Wizard: Programme-Specific Information - SME status

Please select Yes or No depending on whether or not your organisation is a small or
medium enterprise (SME).

If you select Yes, a new window with SME Self -Assessment Wizard will appear guiding

you through some questions to establish some facts about your organisation. You can

either perform the SME self  -assessment now or skip this ste p, if you consider this will
not be necessary in your case. You can also complete this self -assessment later on,
when updating your organisation's data. Please be aware that in order to participate in

some specific actions under Horizon 2020 (like the "SME instrument”), a self -
assessment of the declared SME status is mandatory.

If you wish to continue with the SME assessment, please visit the page below for more

information and guidance through the self -assessment module:

https://webgate.ec.europa.eu/fpfis/wikis/display/ecresearchgms/beneficiaries

URF/ PP Uzider(ZDE5/07/16) T 3.1, page 33


https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/Beneficiaries
















































































































