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|. Create a Review Report as External Expert using  the
Reporting Tool

External experts engaged as reviewers for an FP7 researcht graje to complete and
submit a review report. The following steps show how an exterealmgy request access to
the tool

Accessing the Reporting and Review Tool (SESAM)
Using the URLhttps://webgate.ec.europa.eu/segam arrive at the following screen:

Legal Motice | The information in this website is subject to a disclaimer and a copyright notice,

o G®

2002 - 2006

'|You are here: = FP7 Home = Project Management > Welcome

Home

— Cayvelcome

Questionnaires yolcome to SESAM, the European Commission anling reporting tool for Ressarch and Technalogical projects. Please note that sxcept for MCA quest

and guestionnaires submission.

starting from the release 7, SESAM is using the European Commission Authentication Service (ECAS). Apart from the authenticatio|
management of the user accounts {e.g. user registration, P d, personal details). For more info about ECAS)|
https:/ fwebgate.ec.europa.eufecas

If you have been already registered as a SESAM user and you don't have the ECAS account yet, in order to continue using the sy«
initialized during the migration) must be upgraded. Please click on "Login’ in the menu and then follow 'Don't yet have an ECAS pa
SESAM username or e-mail address. Only in case you were notified by the e-mail that your old SESAM username was changed you
make sure that the domain that is selected in ECAS is "External’, not 'European Commission'. Please choose your password wisely
provided on the pages. When you have completed these steps, your account will be automatically activated. Once your account h4
SESAM.

If you did not manage to upgrade your account {username or email address were not recognized by ECAS), this is probably becau
not possible. In such case you will have to register to ECAS as a new user.

The new users can register their accounts following the appropriate link on the ECAS Login page {after clicking on "Login® in the m

Once you have been registered to SESAM you can register to & project, Each request for registration to a project will be notified to the correspondin
to be validated by him. The requesting user will be notified of the validation by e-mail.

FP&/FP? participants should complete their reports by logging in, choosing appropriate project and the type of the forms they want to work with ('Re
‘Motifications' in the menu),

Reviewers of FP&/FP7 projects should complete their reports by logging in, choosing appropriate project and 'Review Reports' aption in the menu,

Beneficiaries of Marie Curie actions should complete their questionnaires by clicking on 'Questionnaires’ without any registration to the system,

Click on the "Login" link to authenticate yourself.

Identify yourself using ECAS

In order to be able to use the application you must authenyicatself using the European
Commission Authentication System (ECAS). If you do not yeelmvECAS account, please
create one at the following web site: (creation of a&@ccount is simple and quick).

Once you have an ECAS account, provide your ECAS user name andgh@be same that
you use for many other ECAS enabled applications, as e.q?ER8 following the "Login"
link shown at the screenshot above.



IMPORTANT : Disclaimer, confidentiality notice and rules on Privacy Protection

‘European Commission
Authentication Service

Forgot your 2 : thange d : Privacy Statement : Contact @ Help

= Intracomm > Authentication Service > Login

Authentication requested by: research

Dormain European Commission (*} Fill in your username

Username K: ‘ M Rermember o nsermame

ECAS password Fillin your password

[ warn me each time an application asks ECAS for my identity

[[] wiew rmy ECAS account details after logging me in

Don't yet have an ECAS password?

Security notice

[*) Is the selacted domain corect? If not, please change it - or else your username or e-mall will not be recognised.

rFomotrourpasswoFd? i Change Password | Privacy Statement : Contact : Help ol D GIT 3 tep

You should now arrive at the project selection page of the Regamnd Review Tool.

]Yuu are here: = FP7 Home » Project Management = Select Project = ...

. Select Project

[l

Please select the project vou want to warl with,

— If the Project Murmber you require is missing from this list, please reqgister by clicking on 'Register to a Pr

| [aad

Project ID | 212225 +

021090

207948 E:]
203079
203108
210030
211382
211407
211800

AR
T | Y ' Helroesk 1 Fag 1 @

212237

213200
AR

What is FP77? : FPT step by step @ Find a Call @ Get Support : er : Find a Docurment : Prepare & s

Select the project for which you want to create the Revaport and click on the "Work
With" button.



'
A The list of projects is empty!

'|Yuu are here: » FP7 Home » Project Management > Select Project = ...

Helpdesk

% }
nome Select Project

Register to a p""ie‘:t?Please select the project you want to wark with,

Logout
If the Project Nurber you require is missing from this list, please register by clicking on 'Register to a Project’ {in the menu an the left),

If the project for which you have to prepare a review report doesppear on the list you

must 'Register to a Project' by clicking on the respectieau item on the left side of the
screen.

On the next screen, provide the basic parameters of project

Register as new participant

This page is restricted to the existing users involved in more than one project or as more than one participant on a project, Before gaining the access
for submission as each new project participant bevond the first, ad-hoc configuration is required through this page.

Flease enter the project related information and click the button 'Next' to proceed with registration yourself as new participant.

Personal Information

Project Identification
Instrument | CP-CS4 - Combination of CP & CSA,

Project type CP-CEA-Infra-Integrating Activities / e-Infrastructures

Project 1D: iZj

B

Cancel

The funding scheme (Instrument) and the sub-funding scheme (Prgpex) should

correspond to the project ID. If all is correct clicking tiext' button will show the following
page:

L In the future, this step will not be required ahd external experts will be using the ReportingITaa the

Participant Portal, like the other Project Partcifs. An updated user guide will be distributeahtteindicate
the new way of working.



In the 'Project Participant Type' list box, you must selatject Reviewer' and then at the
'Reviewer Type' one of the 5 offered options (consolidated Reviewene of the four
individual Reviewers).

Clicking on the 'Register' button would send a notification to theeBrd@fficer who will
establish your access to the project. After having receheddtification of access (by email
or other communication means) from the Project Officer you shop&htehe steps above for
accessing the system. The list of projects should now catfitaiproject you are dealing with.

Review submitted reports

In order to properly evaluate the work performed by the project, ygwiew the periodic or
final reports submitted by the Coordinator, by selecting thedR&€ menu option:

& Tao fill-in report, select 'Reports’ from menu.

e To logout from the systerm, select 'Logout’ from menu.

The list of reports submitted per report type is shown iishéelow:



By selecting a report type, the respective reports (ifemaysubmitted under this type) will be
shown.

Clicking on the 'Form name' link will open the submitted repbdtHer documents have been
attached to the report, a link in the 'Attachments' columhbeilshown; clicking on it will

allow you to download a compressed .ZIP file containing all the st@andocuments —
attached to the report.

Create review report

In the list of options shown after selecting the project to workptease select "Review
Reports":

The system shows then the list of intermediate (draft andubatiged) and submitted reports
for the selected type, if any such exist already (ReviepoR in the example below).



If a review report already exists and is in draft for thgoréng period you are interested in,
simply click the link with name "Review Report" correspondimghiat period.

In order to create a new report, make sure the Report Tgee tic Review Report;
Before clicking the 'Create Report' button, make sure the neggeriod is indeed the correct
one (please pay attention to the arrows shown in the pidiokea

Clicking on the "Create New Review Report" button takes ydhdscreen used to complete
all information required for the Review Report.

After completing the report, save it (the 'Save' buttoousd at the end of the report.



This is a mandatory step, before being able to submit goetre
After making sure that all required information is provided, kitbe box indicating that you
agree that this report will be registered and considdfaiady submitted.

Finally, press the Submit button, just above the declarationydar for the report to be
registered.

The report submitted is no longer accessible for editing by ydusaautomatically forwarded
for registration and archiving by the European Commission.

The submitted report appears now in the list of 'Submitted Re&por

Clicking on the button with the report type — as indicated above -shalv the generated
PDF document containing the report.

;DUQLQ@KH 3') LV QRW JHQHUDWHG P@VYWDQNMOD |2V PRDKIWAHMR G XULQJ WKH
EHWZHHQ WKH VXEPLVVLRQ Rl WRHUIHBRRW WEE WRAXPHQW LV QRW DFFHV

That concludes the steps required for the successful submissiage\oéw report. For further
information, please refer to the complete User Guide (DocutB&8AM 7 User Guide'
found at the bottom of the home page of the application) and/or geuah with the

European Commission FP7 Helpdesk (ec-fp7-it-helpdesk@ec.eurppa.eu



