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Visit the Participant Portal

The Participant Portal is the main entry point for users invalvgulojects under FP7. It also
provides the access point for the FP7 Project Reporting Tool. Héséoliowing URL to
connect to the Participant Portal:

http://ec.europa.eu/research/participants/portal/appmanageifyzarts/portal

Identify yourself using ECAS

Click on the "Login" link on the left hand side of the Particip@attal screen and provide the
user name and password you have selected while registeringCl% E the European
Commission Authentication System.

‘European Commission
Authentication Service

Forgot your password? thange Password Privacy Statement : contact : Help

»» EUROPA > Authentication Service > Login

Authentication requested by: ques#

Fill ip your username

Damain External {*)
Username or email address [ remember rmy username
Password

[] warn me =ach time an application asks far my identity q 'Fl" in YOU.T passulord

D Wiew rmy ECAS account details after logging e in

E Having problems reqistering or logging in for the first time? Don't yet have an ECAS password?

Security notice

(*) Ir the relactad domain correct? If nok, plesre changs it - or alve pour usarnama or a-mail will not ba racognizad.

(Forgotyuurpasswnrd? Change Password Privacy 5tatement : Contact : Help W&w"gfg'“ﬁ, D GIT‘: :' top

CE:This Website is managed by the European Cornmission's Informatics DG - Version 1.9.1.1.4938 - 29/01/2010 - 14:30 - Processing: 28 millizeconds




Identity and access management in the Participant P ortal

The Participant Portal uses an ldentity and Access Managaystatn (IAM) based on roles
of persons in projects and organisations, so that each user fiedsomnalised web space with
projects and functions related to his/her specific roles.

In order for a user to have access to the Reporting functionslitg, must have the role of
scientific representative (either of the project coordinatoof another beneficiary in the
grant). The information on the persons with this role comes fimngrant agreement
preparation forms that were completed in the negotiation tool MEISting users of the

reporting tool (FORCE and SESAM, before they were integratedtit Participant Portal)

were migrated to the Participant Portal IAM database.

The next version of the IAM (planned for March 2010) will provide mdegilfility for

consortia to manage access and roles themselves, via functiomssigning tasks and
delegating roles, so that the necessary flexibility bellavailable.

Accessing the reporting functions

After having logged in with your ECAS password you should see youonmised home
page of the Participant Portal.

Select My Active Projects

Click on "My projects" at the top of the screen and then "Actiust below it. If the
requested project is not in the presented list, pleasedewribe following:
Has the grant agreement already been signed by the Coomassl is the project
indeed active?
Are you the scientific representative of one of the pigdting organisations and were
your details and e-mail address (the same as used in yous B&dunt) registered in
NEF during negotiation?
If all the above are positive and you still do not see your praedhe 'Reporting &
Deliverables' link does not appear next to it, then pleaséngouch with the FP7 Helpdesk
(ec-fp7-it-helpdesk@ec.europa,&tB2 2 29 87 288).




Click on "Reporting & Deliverables" to reach the ReportimgIT

Report results of the project

Periodic and final reports have to be submitted by their due dateefined in your grant
agreement. Other types of information can (and should) be subraittady time. This

concerns any deliverables (other than the periodic and fir@irts}, information on

publications, patents and other IPR. The reporting tool will gathéhis information and will

present it in the correct form in the periodic and final reparttheit you do not have to
introduce the same information twice.

Upload Deliverables

Click on the Deliverables menu item on the left side of dbeen to manage the list of
deliverables.



Using a small workflow system, you may already "upload" eedibles before finally
"submitting” them later on. Uploaded deliverables appear irfDiediverables in progress"
list, while submitted ones in the "Submitted deliverabless:"

Once submitted, the deliverable is considered officially setihe EC for approval and it is
automatically registered as received. The user mayerfirm any changes to it afterwards.
The list of submitted deliverables is assembled automatibglithe tool for presentation in
the Periodic Report.

Register publications, patents etc.

The lists of (i) publications, (ii) applications for patents iyl exploitable foreground are
part of the Final Report. You are advised though to introduce the afiormalready at the
time it becomes available during the project to make the cotiopilaasier when submitting
the Final Report.

Each of the three lists is managed by clicking on thess@ link on the main menu, on the
left side of the screen.

Publications

Please introduce the publications as soon as essential infornsagieailable for the required
fields. Once a publication introduced, the Coordinator may updatdete dieand eventually
change their order. That order will be kept when the list bgliconsolidated in the Final
Report.



Applications for patents etc.
Similar to the Publications, this list is integratedha Final Report.

If a URL is provided, then clicking on it will open a window kwvthe application details as
they appear in the Patent Office.

Exploitable Foreground
Similar to the Publications, this list is integratedha Final Report.




Periodic Reporting

The report consists of a set of structured web forms that efitgat with information already
available on your project and one or more text documents withndreative" part of your
report. The narrative part has to be uploaded in pdf forma

Clicking on the back menu item, the user is returned to the prment page. Select 'Reports
to manage the reports to create and submit.

The system shows then the list of intermediate (draft andubatiged) and submitted reports
for the selected type (Final Report in the example below).

In order to create a periodic report, you should
select 'Periodic Report' in the drop down list box
next to the label 'Report Type'.




Before clicking the 'Create Report' button, make sure the neggeriod is indeed the correct
one:

Clicking on the 'Create New Report' button takes you to the sasahto fill in the basic
information for the Periodic Report.

Further below on the form, the list of submitted deliveraldeprefilled and you can add
comments to each deliverable:

%



After completing all the requested report details, sa@edhort (the 'Save' button is found at
the bottom of the screen.

This is a mandatory step, before being able to attacloteereport (the "narrative part" in a
pdf document) and other additional documents.

Click on the 'Attach PDF' document and select the filgpload.



By clicking the 'Upload' button, the document is becoming anhattant of the draft report.

After attaching the document and making sure that all requifethation is provided, check
the box indicating that you agree that this report will be regggtand considered officially
submitted.

The text is repeated below:

| have read and | agree with the following statemerfthe electronic submission of the
report using this application (SESAM) stands for formal submission of thet rapdrits
attachments to the European Commission, in the context of the afbi@mee research
project. The European Commission will file and register the repod its attachments as
formally received communication from you and proceed with itsnve@t Consequently,
submission of the same information via other channels (e.g. in papeatfor by e-mail) is
not necessary. Only the version submitted via SESAM is considettezl\adid one; versions
sent in parallel via other channels will be ignored.

Finally, press the Submit button, just above the declaratioonydar for the report to be
officially submitted.



The submitted report appears now in the list of 'Submitted Repodsthe consortium may
not modify it any more (unless the Commission project offiegrcts the report and reopens
it for editing).

Clicking on the button with the report type — as indicated above -shadllv the generated
PDF document containing the report. The same document is r@dsivilie Project Officer
for his assessment.

;DUQLQRU UHDVRQV Rl VIVWHP SHUIRUWPN@MH WCKH BQHWD@RME 7KLV PD\ WI
PLOQXWHV GXULQJ WKH SHULRG ENWVKHHHBSWKW \DXEP MVKH RBQ) RHQHUDWLRQ

LV QRW DYDLODEOH IRU FRQVXOWDWLRQ

The submission concludes the steps required for the successfuksiobnof a periodic
report. For further information, please refer to the completserU Guide
(https://webgate.ec.europa.eu/sesam/index.do?action=view&igdafé/or get in touch with
the European Commission FP7 Helpdesk (ec-fp7-it-helpdesk@ec.@urdpa.

Final reporting

In order to complete the Final Report for the project, firskenaure that you select the
'Reports’ menu option on the left side of the screen.

In the following screen, make sure the report type Final Répsetiected:

Then, click on the 'Create New Report' button or click orFtven name link to edit a draft
Final Report that you had started drafting and saved ipasie

The following form is shown and has to be completed:



Fill in all mandatory information (form elements with a rededask next to them) and as
much of the optional as possible. The lists of publications, aplics for patent and
exploitable foreground are consolidated and presented in the reportopagerlinformation
registered during the course of the projects (see above undienseBeport results of the
project":




If you want to add more entries to any of the lists, click on ¢spective button and manage
the list as needed. When returning to the final report functibe respective list is
automatically completed with the additional entry.

For all entries under "Exploitable Foreground" the "descriptioritl fraust be completed

mandatorily.
Finally, the Report on Societal Implications (questionnaine$trbe completed by responding

to all questions:

If all data is correct, save the report once and re-open ptadceed with the submission.
Before clicking on the 'submit' button, make sure you have chebkelox indicating that
you agree that this report will be registered and considdfiecthy submitted.

The text is repeated below:

| have read and | agree with the following statemernfthe electronic submission of the
report using this application (SESAM) stands for formal submission of thet rapdrits
attachments to the European Commission, in the context of the afbi@mee research
project. The European Commission will file and register the repod its attachments as
formally received communication from you and proceed with itsnreatt Consequently,



submission of the same information via other channels (e.g. in papeatfor by e-mail) is
not necessary. Only the version submitted via SESAM is considetezh\aditl one; versions
sent in parallel via other channels will be ignored.

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



