The EACEA Participant Portal

New rules for organisation management in
the framework of the

2014 -2020 programmes




What is the EACEA participant portal?

A Unique entry point for the registration of organisations that want to
participate (as applicant or partner ) for the following programs:
- Erasmus +

- Creative Europe
- Europe for Citizens
- EU Aid Volunteers

A Unique entry point for Experts applying for the call for expression of
iInterest EACEA/2013 for experts

A National Erasmus+ Offices' future Grant agremeents with the EACEA
will also require a registration!




Organisation registration I Why ?

A Organisation will need to register only once and receive a
Participant Identification Code (PIC) via the unique
registration facility .

A eForms will be pre-filled with the organisation's data by
iInserting the PIC.

A No need to send the organisation documents for each
application T only uploaded once.

A Database is common to other Commission services
(example Research).




Organisation registration I How?

A Necessity of a personal ECAS account to start the
registration

A Registration will take 5-10 minutes if all information are
available

A After the first registration and the creation of a PIC,
documents related to the organisation can be uploaded .
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Organisation registration I Who ?

U If an organisation already exists and has a PIC, no new one should
be created !

U For Tempus/ E+ Capacity Building for HEIs, the PIC should be at
the level of the University , notthe level of the Faculties !

It's importantto have 1 person designated at the level of the
organisation’ managementas Legal Entity  Appointed
Representative (LEAR):

U for being the correspondent towards the Commission on all
Issues related to the legal status of the entity.

U Inform the staff from the different departments /faculties
who need to provide the PIC number .




Organisation registration I What ?

A For the initial registration, you need a completed legal entity
form .

Form can be uploaded from :
http:// ec.europa.eu/budget/contracts grants/info contracts/legal

entities/legal entities en.cfm

A Depending on the Calls for proposals requirements , other

documents might be requested . They can be uploaded at later
stages.



http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
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Participant Portal

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

Participant Portal

»Education And Formation = Participant Portal > Home

ORGANISATIONS - EXPERTS

SUPPORT w

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

# Creative Europe

* Erasmus+

& Europe for Citizens

s EU Aid Volunteers.

If vou 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 Nnew User?

n To register your organisation
or expert details, you need first to
hawve an ECAS account (European
Commission Authentication
Service)

Do you already have an ECAS account?

n If you don't have an ECAS
account, you can create one by
clicking here or by using the
"Reqister" button above. Further
information on ECAS accounts can
be found here.

H Authenticate your identity
using the "Login" button abowve
and continue your registration by
clicking the Organisations or
Expert tabs.


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

ECAS Account registration
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Choose a username

First name =
Last name *
E-mail =

Confirm e-mail =

E-mail language

Enter the code =

* Required fields

EUROP
(ECAS)

External

EUROPA > Authentication Service » Sign Up

EAN COMMISSION AUTHENTICATION SERVICE

2 Login New password [EjlslaliV]s] Help

! Is the selected domain correct? External Chanae it

English {en) hd

[C] Privacy statement: by checking this box, you
acknowledge that you have read and
understood the privacy statement =

Last update: 31/01/2013 (3.1.9-m) | 7 ms | 4 Top

A ECAS account

creation is necessary
to start the
registration.

An email confirmation
IS sent after the Sign
Up.

This step is not the
organisation
registration. It  allows
starting the process .
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Support page FAQ

Contact | Legal Notice | | English -

Education, Audiovisual, Culture, Citizenship and Volunteering

European

Commission PartICIpant POI’tal

European Commission >Education And Formation > Participant Portal = FAQ

HOME  ORGANISATIONS 5  EXPERTS ,  SUPPORT

Frequently Asked Questions (FAQ)

The questions and answers are organised along the following categories:

1. Participant Portal

What is the Participant Portal?

The Participant Portal is the single-entry point for the electronic administration of EU-funded projects related to the Erasmus for All, Creative Europe, Europe for

Citizens and EU Aid Volunteer programmes. It offers you the possibility to use some services and tools that facilitate the monitoring and the management of
your proposals and projects.

2 User Registration and Authentication
How do I register and then log into the Participant portal?

Although I am certain that | am using the correct username/password combination, the system refuses to give me access. What shall | do?

After ECAS registration, | did not receive any email. what shall | do?

Itried to request ta change my password by using the link in ECAS "Change password” When | filled in the username or my email address as requested, |
never received the email to initialise my password.

A General information about

the process is provided
the FAQ.

in
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Support page Contact

European

Commission Participant Portal

European Commission >Education And Formation = Participant Portal = Contact Us

HOME ORGANISATIONS ,  EXPERTS 5  SUPPORT

Contact Us

‘ MATTEO SOLARO

Business Questions ?

Actions managed by National Agencies

All questions concerning Erasmus+ actions managed 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.

Search for your National Agency Contacts

Technical Questions ?

Actions managed by EACEA

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 adressed to the EACEA

Helpdesk:

Erasmus+
Creative Europe
Europe for Citizens
EU Aid Volunteers

For technical issues related to this web site please send an email to the following address:

EC RESEARCH IT HELPDESK

© European Communities

For General questions
about the process, the
programme functional
mailboxes can be
used.

In case of technical
problems the IT
Helpdesk should be
contacted .
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Organisation/Company | search

874 Education, Audiovisual, Culture, Citizenship and Volunteering

Participant Portal

European Commission »Education And Formation »Participant Portal » Organisation Search

HOME = ORGANISATIONS EXPERTS 5  SUPPORT 4

A The Search tool allows to look
Search a registered arganisation and PIC |f your Organisation does not
exist already inthe database .

Search Term

i EEET—— A If an organisation already
Registration exists and has a PIC, no new
one should be created .

City
VAT
A Please note that the database
Website IS common to other
Commission services

(example Research)

CLEAR




Organisation/Compan I Registration

HOME = ORGANISATIONS , ~ EXPERTS ,  SUPPORT.

——— A If your organisation does not
exists , it can be created by

To participate in proposals and projects, you must register your organisation first. ChOSIﬂg the n RGgISter

organisation” button .

This is the 9-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.

A The botton will redirect to the
unique registration  facility .

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 reaistration 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.

RESUM

REGISTER ORGANISA’

How to update your organisation data?

Modify registered data Upload supporting documents Modify validated data

If the Validation Services have not started the If the Validation Services have already started If your data has been validated by the
validation of your data yet: the validation process: Validation Services:
To modify the data of your organisation, click the You are able to upload additional documents up Only the Legal Entity Appointed Representative
My Organisations option in the Organisations to 10 MB. Once uploaded, these documents may (LEAR) (or a person with the Account

menu, then click the ED button next to the name not be withdrawn or modified. Administrative role for your organisation) is

authorised to request organisation data
modifications and provide the supporting
documents via the My Organisations option in the
Organisations menu.

of your organisation.
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Welcome page of Unlque Registration FaC|I|ty (URF)

2 Registration of an organisation - Windows Intemet Explorer

WELCOME ORGANISATION

ADDRESS

English(en)

CONTACT

PROGRAMME SUBMIT

Registration overview

The Registration Wizard will guide you through
the process of registration. At the end, it will
assign and display the Participant Identification
Code (PIC) of your organisation.

Please keep the basic legal information
(Reqistration extract, VAT data) of the
organisation at hand so you can fill in the forms
quickly and correctly. The registration process
normally takes about 5-10 minutes to complete.
The current Welcome page will prompt you for
some preliminary information about your
organisation required 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 request.

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

MNote: 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.

Welcome

What is the Legal Name of your
organisation?

What is the Country of registration?

Does your organisation have a Value
Added Tax (VAT) number?

Does it have a Business Registration
Number?

Does it have a website?

Education,
Audiovisual

& Cutture
Executive Agency

® Yes (— No

® Yes  No

® Yes (— No

CREATIVE EUROPE DESK
Belgium

BE111111111

111111111

www.desk.eu
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Organisation | legal data reglstratlon

(2 Registration of an organisation - Windows Internet Explorer

WELCOME ORGANISATION

- e I |

ADDRESS CONTACT PROGRAMME SUBMIT DONE A O n Iy th e I e g a-I

Organisation data

Please enter the data for the organisation.
More info on NACE code

® @ @ ® - information should

Enter information about your organisation il .

Are you registering on behalf of @ No (" Yes be reg |Ste red

another organisation?

|s the organisation a Legal Person? @® Yes (" No, I'm a natural person.

Is it a non-profit organisation? " Yes @ No A Informatlon Should
Is it a public body? @ Yes  No m a.tCh Wlth the

Is ita NGO? CYes @ No iInformation on the
Business Name CE Desks V OffICIal reg IStratlon
Business Registration Number * 111111111 dOCU mentS

Registration Date * 01-01-2014

Registration Authority * Trade registrer of city

Establishment/Registration Country * Belgium EI

Region/County Arr. Admin. Bruxelles-Capitale - AIEI

Legal Name * CREATIVE EUROPE DESK

Official Language * Arabic E|
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Education,
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Executive Agency




Organisation I legal address registration
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