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BENEFICIARY REGISTER - The Registration Process

The Beneficiary Register is an online web interface offering registration and data update
services for participants via the Research and Innovation Participant Portal as well as the
Education, Audio-visual, Culture, Citizenship and Volunteering Participant Portal.

The Beneficiary Register enables Participant Portal users to:

- register their organisation in order to participate in EU-funded research & innovation and
education, audio-visual, culture, citizenship & volunteering programmes

and

- manage their organisational data in the Update mode

Before starting your registration, we kindly advise you to read these frequently asked
questions (FAQ) to help you better understand the registration process.

- Why registering my organisation?

Before applying for research funding (by submitting a project proposal), all organisations
(partners) involved in the project must first be registered with the Commission. When an
organisation does not have legal personality, his/her representatives must prove they have
the capacity to undertake legal obligations on behalf of the organisation and that the
organisation has financial and operational capacity equivalent to that of legal persons.

You can check if your organisation is already registered on the Participant Portal Beneficiar
y Register page.

- Where | can find the Registration Wizard?

Initial registration in the Beneficiary Register is the registration of an organisation from the
Research Participant Portal.

See also "How to register an organisation"

- What documents should | prepare before registering? All registration documents will help
you fill the data with the correct information.

Once validation will start, you will be asked to provide supporting documents to
demonstrate the following:

1. legal name



http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html
http://ec.europa.eu/research/participants/portal/desktop/en/organisations/register.html

2. legal form
3. legal address - address of head office or, for individuals, their habitual residence

You can provide documents in any official EU language but you may be asked to provide an
English translation. A translation is required for documents submitted in languages other
than the EU official languages. The supporting documents have to be recent at all times. A
VAT or VAT exemption document cannot be older than 6 months.

During validation, you will be required to provide the following supporting documents - in
printed or electronic format:

Signed identification document:

for individuals ('natural persons'): copy of valid identity card or passport AND if the

person is VAT registered, an official VAT document
for public bodies : copy of the resolution, law, decree or decision establishing the

public body; or, failing that, any other official demonstrating its status as a public body
AND if the body is VAT registered, an official VAT document; if not, proof of VAT
exemption may be requested

for businesses and other types of organisation SMEs (small and medium-sized

businesses):

1.

2.

copy of any official document (e.qg. official gazette, register of companies, etc.)
showing the legal name, address and national registration number

copy of the VAT registration document (required only if the organisation is VAT
registered and the VAT number does not appear on the above official document).
If the organisation is not VAT registered, proof of VAT exemption must be
provided.

. SME status will be validated based on a self-declaration through a web-based

questionnaire in the Beneficiary Register of the Participant Portal. This
questionnaire allows you to determine your status in a user-friendly way.
If the SME status is an eligibility criterion and based on the result of the SME
questionnaire, you may request the Validation Services to confirm this status. In
this case and in case of ex post checks or audits, the following documents will
need to be submitted:
balance sheet, profit and loss accounts, staff head count expressed in annual
work units - AWU (for your organisation and for linked and partner
companies)
a self-declaration, including a bona fide estimate (in the form of a business
plan) made in the course of the financial year in case you are a newly
established enterprise (e.g. start-up companies) that has not yet closed
accounts
a declaration of the investment made and the likely expected return to
demonstrate that, despite the lack of turnover, your enterprise is engaged in
an economic activity (if you are an enterprise whose activity implies a long
time-to market).



http://europa.eu/about-eu/facts-figures/administration/
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m Identification Organisation Contact Summary Success

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

« Please keep the basic legal information + The registration process normally takes « Afthe end, it will assign and display the PIC
(Registration extract, VAT data) of the about 5-10 minutes to complete. The system (Participant Identification Code) of your
organisation at hand so you can fill in the will automatically save the information provided organisation.

forms quickly and correctly. during registration in case you want to exit the

wizard. Your data will be restored the next time
you will access the Beneficiary's Register.

Continue your existing registration?

We found an ongoing registration. Do you wish to continue with the existing registration or start a new one?
+ Saved at: 10:00:29 07/09/2015

- Who can register as an organisation?

In the Beneficiary Register, you can register your own organisation or also an organisation
you work for, with whom you are in a close business relationship or even a different
organisation - by declaring a different contact person (registration "on behalf of another
organisation").

In case of registering on behalf of another organisation, you are asked to provide details for
the relevant Contact Person of the organisation being registered. The Contact Person must
be formally associated with the organisation as they will be contacted during the validation
process and prior to the appointment of the LEAR for the organisation.

- What is the result of the Registration process?




The Registration Wizard allows you to obtain a Participant Identification Code (PIC) for your
organisation in the quickest possible way. Participants are only required to register once -
the Beneficiary Register then assigns a unique (PIC) that can be used for all future
communication and interaction with the European Commission and its Agencies. The use of
a single PIC for each organisation helps to avoid redundant requests for information and
facilitates the update of participant-related information.

- Who can update/manage organisation's data ?

After completing the registration of an organisation (and getting a PIC), the Self-registrant r
ole will be assigned to the user logged in to ECAS at the time of registration. The
self-registrant is allowed to access the PIC in the Participant Portal and update
organisation's data.

If a Contact Person, different from the person registering the PIC has been indicated during
registration (registration "on behalf"), also this user will be allowed to update Organisation's
data. After the Validation of the Organisation, a Legal Entity Appointed Representative
(LEAR) will be appointed and approved forapproved for the respective organisation. From
that moment, the Self-registrant and the Contact person will not have access anymore to
the PIC. The LEAR will be able to appoint an account administrator who will have access to
the data management of the PIC.

Navigating in the initial 'metro line' registration

When logging in to the Beneficiary Register through the Participant Portal and starting the
Registration process, a new tab through which you can access the registration wizard will

open in your browser. A navigation bar resembling a 'metro line' will appear at the top of

the page highlighting the registration step that you are currently working on.

The registration process finishes on completion of six steps which follow a logical sequence:
Welcome, Identification, Organisation, Contact, Summary and Success. During the
identification step 2, of the registration process, the new wizard employs a heuristic method
to automatically detect organisation duplicates.

The Registration Wizard is using the restful web services for his URL

This means that users can access a specific page of the Beneficiary Register application
simply by including the correct sub-folders of the URL in their browser. https://ec.europa.eu/




research/participants/urf/registration/summary
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Welcome Identification Organisation Contact Summary Success

Identification

Please fill in 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.

Legal name | 1 o 2 Tele & Company
Establishment/Registration country * (5 ] Belgium (BE) E
Registration number o Re her
VAT number * (5 ] I AT number l
If the VAT number is not applicable, please check the option below
[C] VAT number not applicable
Website o The format should be www.homepage.domain - for example, WWwWw.mycompany:. cor

Saved at: 11:12:30 18/09/2015

Mandatory fields LYou are required to fill in all the mandatory fields (marked with a
red asterisk *). It is recommended to provide as much information as possible in all
other input prompts.

Info tips 2 For each field, when clicking the icon

o

, an info tip will appear on your screen providing a detailed description of the data to
be provided in the Beneficiary Register Wizard.

Error messages 3Incasea wrong value is entered or a mandatory field is missing, an
error message will appear in red colour.

Saving a draft 4 After you complete the initial step in the organisation page of the
registration process, you can save a draft of the registration data submitted up to that
point and resume the registration at a later time by clicking on the 'Save' button.
Navigation The following buttons facilitate your navigation through the Registration




Wizard: click 'Next'/'Prev' to go to the next / previous registration page. You can only
proceed to the next step if you have completed all the mandatory fields in the
currently open page.

Navigating in the Data update facility

When logging in to the Beneficiary Register through the Participant Portal and starting the organisation data's update process, a new tab
will open in your browser enabling you to access the modify the data update facility. See also this section in the wiki: How to modify your data
from the PP.

The modify registration process consists of a series of data input fields and selection lists organised thematically on a page.

The Registration Wizard is using the restful web services for his URL

This means that users can access a specific page of the Beneficiary Register application simply by including the correct sub-folders of the
URL in their browser. https://ec.europa.eu/research/participants/urf/registration/summary
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PIC: 926651768

1

Organisation Organisation H2020 online manual | @YEITR

> Organisation data

H2020 and FP7 - )
Registration information

SME 5
Financial viability 3 Legal name * 2 e

Tele O

Messages Business name Q Business name

Documents [E) Describe the legal status of your organisation by selecting the appropriate options

4 Legal status

(3 ) © a natural person @ a legal person
_ e © non-profit @ for profit

(5] @ private entity © public body

(5] NGO
Official language * (] French (fr) E‘ ©
Establishment/Registration country * e Belgiumn (BE) E‘ C)
Legal form * e AKTIENGESELLSCHAFT E‘ ©
VAT number * e VAT number

VAT number not applicable

Registration number e i f
Registration date e W =
Registration authority (5]
Maro rnda o [




Navigation 1 You can directly move to one of the several section of the page by
scrolling down into the page. You can also use the menu in the left of the screen where
a vertical line helps you select the appropriate section.

Info tips 2 For each field, when clicking the icon

o
, an info tip will pop up providing a detailed description of the data to be provided in
the Beneficiary Register Wizard.

Mandatory fields 3 You are required to fill in all the mandatory fields (marked with an
asterisk *). It is recommended to provide as much information as possible in all other
input prompts.

Submit your changes4 When modifying the organisation data using either the input
fields or the selection lists, a warning message will appear in orange asking you to
submit your changes by clicking on the button

Declared value and last validated value® Whenever a field requiring Validation has
been entered by the user and the latest declared value differs from the validated one,
a clock icon will appear next to it.

When clicking this icon, the "Current declared value" and "Last validated value" will be
displayed in a popup window.The current declared value corresponds to the value of the
field which is currently declared or which has recently been modified by the
self-registrant/LEAR of the organisation.

The Last validated value corresponds to the last entry field value that has been validated by
the SRE Validation Services. In case, the field value has not been validated, a warning
message will appear in yellow under the field.

Legal name

Current deeclared value of Legal name

lele

Last validafed value of Legal name

I'his field needs to be validated by the European Commission.




Contact & Support

Refer the Horizon 2020 Helpdesk for questions regarding organisation registration and data
updates, as well as any aspect of European research and the EU Research Framework
Programmes.

Refer to the Research IT Helpdesk for any IT-related problems that you might experience
with the Research or Education Participant Portals.

How to register an organisation?

How do | start the registration of my organisation in the Beneficiary Register

Accessing the Beneficiary Register

Go to the Participant Portal: http://ec.europa.eu/research/participants/portal/desktop/en/ho
me.html

Research Participant Portal - Welcome Page
Click

. You will be asked to log in to your ECAS account.

Research Participant Portal - Register

To access the Registration Wizard, log in to your ECAS account (as shown in step 2 above).

10


http://ec.europa.eu/research/index.cfm?pg=enquiries
http://ec.europa.eu/research/participants/api/contact/index.html
http://ec.europa.eu/research/participants/portal/desktop/en/home.html
http://ec.europa.eu/research/participants/portal/desktop/en/home.html

Contact | Privacy Statement |English (en) w

EUROPEAN COMMISSION AUTHENTICATION SERVICE (ECAS)

European
Commission

EUROFA > Authentication Service » Login

ECAS authenticates your identity on European Username or e-mail address

Commission websites -

Password

Remember my usermame
Bl Warn me each time an application asks for my identity
M View my ECAS account details after logging me in

LOGIN!

Lost your password?

Create an account | Hel
External e

Is the selected domain correct?

CHANGE IT

Log in with your

m s

Password Maobile phone Token Software token elD ECAS mobile app

Last update: 02/07/2015 (4.2.7-hum) | 12 ms | Contact | Privacy Statement | Top

European Commission Authentication Service (ECAS)

If you do not have an ECAS account, click the Register icon in the upper right corner of the
portal menu list to create a new ECAS account. Once logged in, click the How to Participate
tab.

11



(&-Z) Sitemap About this site Contact Legal Notice Search | English =

RESEARCH & INNOVATION

European

Commission Pal’tid[ﬁ]aﬂt Portal

Eurcpean Commission > Research & Innovation > Participant Portal = Home

HOME = FUNDING OPPORTUNITIES HOW TO PARTICIPATE = EXPERTS  SUPPORT w  [Search PP VIRGINIE DESMEDT ~
My Croanisation(s)
My Proposal(s) - N " X,
My Project(c W /7 B\ Horizon 2020 Funding

My Notification(s) @) ' ! ; A Starting from 1/1/2014
My Formal Motification(s) _ }

My Expert Area On this site you can find and secure funding for projects under the following EU programmes:

#+ 2014-2020 Horizon 2020 - research and innovation framework programme
+ 2007-2013 7th research framework programme (FP7) and Competitiveness & Innovation Programme (CIF)
* Research Fund for Coal & Steel, COSME, 3rd Health Programme, Consumer Programme

MNon-registered users Registered users
» search for funding » submit your proposal
* read the H2020 Online Manual & download the * sign the grant
legal documents * manage your project throughout its lifecycle
» check if an crganisation is already registered * register as expert advising the Commission

» contact our support services or check our FAQs

- [ 3

WHAT'S NEW? FUNDING HOW TO WORK AS AN MY PERSONAL INFORMATION
OPPORTUNITIES PARTICIPATE EXPERT AREA AND SUPPORT

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF

£ Eurcpean Commission

Accessing the Beneficiary Register

From the menu on the left, select Beneficiary Register. Searching the Beneficiary Register
for existing organisations

To make sure that your organisation has not already been registered in the Beneficiary
Register, search for organisations by clicking

Search for existing organisations

12



Find your organisation

You may enter a {complete or partial) organisation name (e.g. "Oxford" or "University of Oxford®). Entering additional information like country/city usually
leads to better results. You may also search based on VAT number of the organisation in international format (e.q. "GB123456789")

Search Term*

B

Captcha code*

SEARCH CLEAR

Find organisations

To find organisations in the Beneficiary Register, enter the partial or complete name of your
organisation and click the

.button. You will also be asked to fill in a randomly generated captcha code. To restart your
search with different search terms, click

CLEAR

When the system finds an organisation matching the search term(s) you entered, it will
display the results in one of the following two ways, as can be seen in the two screenshots
below:

2 search results for topolino

Show 10 -' entries Search
PIC LEGAL NAME CITY COUNTRY VAT STATUS ACTION RANK
937799202 ASSOCIAZIONE SPORTIVA Trento Im IT01283260220 DECLARED 96
TROFEQ TOPOLINO 5CI
945172948 Fippo e topoling Rome I SLEEPING 95
Showing 1 to 2 of 2 entries. +«— PREVIOUS 1 NEXT —

13



2 search results for topolino

ASSOCIAZIONE SPORTIVA Pippo e topolino

TROFEO TOPOLINO SCI

Rome, IT
Trento, IT VAT -
VAT : IT01283260220 m
DECLARED
PIC 0937799202 PIC 0945172948

TABLE VIEW SEARCH CRITERIA

Supporting documents for registration

Prior to registration, prepare the relevant documents:
Copies of the certificate on the state registration (for private organisations), law/decree
(for public entities), Treaty (for international organisations)

VAT Extract (if applicable)
Copies of Statutes (if entity declares non-profit status) etc.

Beneficiary Register - Wizard Welcome
In the first page of the Registration Wizard you can read some useful information on the

registration process.
If you did not complete your registration in a previous session, you will also see a message

and the application will allow to continue it by clicking on

Click on

if you want to delete the draft.

14
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%

«# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

+ Please keep the basic legal information +" The registration process normally takes " At the end, it will assign and display the PIC
(Registration extract, VAT data) of the about 5-10 minutes to complete. The system (Participant dentification Code) of your
organisation at hand so you can fill in the will automatically save the information provided organisation.

forms guickly and correctly. during registration in case you want to exit the
wizard. Your data will be restored the next time
you will access the Beneficiary's Register.

How to continue with a previous registration

If the system finds a previous unfinished registration (draft), it will give you the option to
proceed with your incomplete registration. Such drafts exist because you did not complete
your ongoing registration which can be due to many reasons: your session was interrupted,
you were logged out of your ECAS account or computer by mistake or simply because you
decided to continue your registration at a later point. In all these cases, a draft of your
ongoing registration is automatically saved by the system.

The Welcome screen briefly outlines how to use the registration wizard and offers the
possibility to complete a previously started registration via the 'Continue' button, as shown

below:

15
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European Commission> Research & Innovation> Participant Portal> Beneficiary Register

Identification Organisation Contact summary success

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

+" Please keep the basic legal information " The registration process normally takes " Atthe end, it will assign and display the PIC
(Registration extract, VAT data) of the about 5-10 minutes to complete. The system (Participant Identification Code) of your
organisation at hand so you can fill in the will automatically save the information provided organisation.

forms quickly and correctly. during registration in case you want to exit the

wizard. Your data will be restored the next time
you will access the Beneficiary's Reqister.

Continue your existing registration?

We found an ongoing registration. Do you wish to continue with the existing registration or start a new one?

o Legal name: Tele & Co
o Saved at: 12:28:08 07/09/2015

Discarding the previous draft registration:
If you would like to start a new registration, click the 'Start a new registration' button

Identification (Duplicate check)
Enter ldentifiers

The Registration Wizard needs to detect if the organisation you are registering is a potential
duplicate in the system. For this purpose, you are asked to fill in five data fields that enable
the system to match existing database entries against your search criteria.

16
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Welcome Identification Organisation Contact Summary Success
Identification

Please fill in 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.

Legal name * 0 Tele & Company
Establishment/Registration country * (5 ] Belgium (BE) E|
Registration number (5 ] Pegisimtion number
VAT nurnber * o VAT number
VAT number not applicable
Website 0 The format should be www.homepage.domain - for example, WWW.ITycompany.co

Saved at: 11:12:30 18/09/2015

In this step, you must at least fill in all the mandatory entry fields (marked with a red
asterisk).

Legal Name

Enter the legal name of the organisation. The Legal Name must correspond to the
official legal name in the statute of the organisation. This field can be up to 240
characters long.

Establishment/Registration Country
Select the 'Establishment/Registration Country' of the organisation from the drop-down list.

Usually this is the location of the headquarters of the organisation.

VAT number

17



Provide the 'VAT number' of the organisation (if available) - click 'Yes' and 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). In the European
Union, the VAT is a general, broadly based consumption tax, assessed on the value added
to goods or services.

Check the "not applicable" checkbox if you don't have a VAT number.

Registration Number

Enter your 'Business registration number' of the organisation (if available). This is a unique
code identifying your organisation, ordinarily provided by the Chamber of Commerce of the
country of registration/establishment of the organisation

Website
Specify the Website for official communication with the organisation.

Find similar existing organisations

By clicking on next, the system will launch the search and return as results, some similar
organisations.

If no organisations are found, the registration will continue with the "organisation data".

If the system detects existing entries matching the search terms that you have entered on
the Step 2 Identification page, it will display them in a list as shown in the picture below.

18
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Research & Innovation

Participant Portal - Beneficiary's Register

Welcome Organisation Contact Summary Success

Identification completed! The following organisations are already existing in
the Beneficiary's Register

If you recognise one of these organisations as yours, select it and click on the "Use this PIC' button 10 proceed

AASSOCIAZIONE SPORTIVA TROFEQ TOPOLINO SCI
ui: 2

#APippo e topolino

Qitaly - 2948

#topolino

S8

| save Saved at: 15:11:38

List of registered organisations

If you recognise any of the listed organisations as yours, you can select the relevant
organisation by clicking its name. This will open the detail view that includes several key
identifiers such as address, VAT number, national registration number, PIC as well as status
of the PIC which can range from declared to validated.

19



Welcome Organisation Contact Summary Success

Identification completed! The following organisations are already existing in
the Beneficiary's Register

If you recognise one of these organisations as yours. select it and click on the “Use this PIC' bution to proceed.

NE SPORTIVA TROFEO TOPOLINO SCI

APippo e topolino

Qitaly - § 48

@ualy -
Address VAT number National registration number Use this PIC

via rom, roma

Detailed view of selected organisation

If you are sure that the selected organisation is the one that you would like to register, e.g.
characteristics such as name, VAT number, country of establishment, match those of your

organisation, you can use the PIC that has been generated without needing to register

again.

The picture below illustrates how to continue using an existing PIC from the list of search

results.

20



Welcome Organisation Contact Summary Success

Identification completed! The following organisations are already existing in
the Beneficiary's Register

If you recognise one of these organisations as yours, select it and click on the "Use this PIC' bution to proceed.

SSOCIAZIONE SPORTIVATROFEO TOPOLINO SCI
APippo e topolino
048

Address VAT number Mational registration number Use this PIC

Via rom., roma

#Atopolino
Qitaly

1 declare that none of the organisations above corresponds to Topoling and | want to proceed with the registration of Topolino.

How to use an existing PIC

If you find out that the organisation you are registering is already in the system, you don't
need to continue the registration. In order to be able to change some data before using the
PIC, you might want to contact the LEAR (Legal Entity Appointed Representative) by email,

by using the existing option.

21



Welcome Identification Organisation Contact Success

Use this PIC

topolino
PIC: 926745858

Address: via rom, roma
Country: Iltaly

You recognised the organisation above as the one you are registering. If you would like to verify if it is the correct PIC for you to use, you can send a message to the

Contact person/ LEAR of the organisation.
Contact Organisation -

To go back to the list of previously registered organisations, click the "PREV" button.

Saved at: 11:32:45 17/09/2015

By clicking the 'CONTACT LEAR Button' you will be able to compose a message you want to
send to the Legal Representative of the PIC:

22



Research & Innovation
Participant Portal - Beneficiary's Register

Welcome Identification Organisation Success

Use this PIC

topolino
PIC: 926745858

Address: via rom, roma
Country: Italy

From Giuseppe AMORUSO1@ex! ec europa eu
Subject Registration of 926745858 - topoling

To topoling

Message Dear organisation

| write you on behalt of Topolino

Kind regams
Giuseppe AMORUSO

Continue registration

Ignore proposed duplicates and continue registration

If the details of the selected organisation do not correspond with the data of the
organisation that you would like to register, just tick the box as shown in the figure below.
This will allow you to proceed to the following step.

Important: The system will not allow you to click on "next" if the declaration checkbox is not
ticked.

23



APippo e topolino

Qitaly - 945172048

#Atopolino

Qitaly - 926
Address VAT number Mational registration number Status Use this PIC

Wia rom, romsa Declared

fAtopolino
@italy

B | declare that none of the organisations above corresponds 1o Topolino and | want o proceed with the registration of Topolino

Saved at: 15:15:1

Organisation Data

During the third step of the Beneficiary Register Wizard, the Organisation page will prompt
you to fill in three groups of data for your organisation:

1 - Organisation data, 2 - Legal Address , 3 - Contact Information

24



| Activibies

| Orgarisaton Organisation

Organisation data 1[ Organisation data :
Legal Address

Contact infomation

LEAR Legal name * o Tele & company ]

20D and FET Business name o BSINasSs Mame

SME

) o Describe the loagal status of your organisation by selecting the appropriate options

Financial viability
Legal status (1] ©) a natural parson @ a lagal person

Messages [ ] ) non-profit @ for profit

Dacuments 'ﬂ' @ private Errlih"::' public body

L] NGO
Official language *
Coirs e O [row g °
Establishment/Registration country * o Relgium (B5) B ©
Lageal fomm * o AKTIENGESELL SCHAFT B e}
VAT number * o AT number
VAT number not applicable
Ragistration number (1] not applicable ®
Registration date L ] 01-01-1900 = o
Registration authority (1] not applicable ®
2 [LegalAddress ]
Official registered address of the beneficiary
Street name and number * (1] tost ®
ELCH Ho o PO. Box
Postal code * (i ] Expected format: NNNN (1234)
City * 1] test ©
Main phons e 132123456789
Fax 'ﬂ' Expected fomat: +COCNNNAMAVANWMAWMMANAOCEEESE
Secondary phone (1] Expectad format: +COCNNNMMARMANVMNVAGEEEEE
Website o Wodaie
3 [Cuntactinformation ]

Until the LEAR of the organisation has not been validated, the Commission will use this information to contact you and send automatic e-mail notifications
about the actions to do. You have the so-called Self-Reqgistrant role on the Participant Portal.

Before filling in your Organisation data please take into consideration the following
important points and features of the new registration wizard. > Mandatory fields
You are required to fill in all the mandatory fields (marked with a red asterisk *). It is
recommended to provide as much information as possible in all other input prompts.
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Legal name and stat

Legal name *

Describe the Legal Status of your

Legal status

> The info tips

For each field, when clicking on icon

o

, a tooltip will pop up providing a detailed description of the data to be provided in the
Beneficiary Register Wizard. The popup will close once you will click again on the

Icon.
sation
mation relat L ElTETE as stated in your official documents (registration act/si
The Legal Name of the organisation as
me and stated in the legal statute or the
registration act/decree establishing the
organisation. The Legal Name size can o ibm
! Stat be up to 240 characters long. The " 4
_egal Status riate options
g Legal Name should be in Latin p P
characters (phonetic translation if the o a natural person @ a legal person
original characters are non-Latin
. ° i
characters) (1] non-profit @ for profit
(1] @ private entity © public body
(1) FINGO
tion data

> Error messages

In case a value is entered in the wrong format, an error message will appear in red colour,
below the data field and the whole row will be hightlighted.

When trying to proceed to the next page, also the presence of data in the mandatory fields
is checked by the system.

An error message will be generated in case a mandatory data remains empty.
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The city name is mandatory

+456456

Check all the fields

Saving a draft of the Registration After each step, the system will automatically save a
draft of your registration. You can force the saving by pressing the save button at any time.
The timestamp of the last saved draft is displayed next to the save button.

Official language *

Legal Address

Enter the official registered address of the beneficial

Redion nt.
Saved at: 15:04:50 07/07/2015

Section 1: Legal name and status

In the Legal name and status section:

> |n the first prompt, enter the name of your organisation. Enter the 'Legal name' of the
organisation.
o
The Legal Name of the organisation as stated in the legal statute or the registration
act/decree establishing the organisation. The Legal Name size can be up to 240 characters
long. The Legal Name should be in Latin characters (phonetic translation if the original
characters are non-Latin characters). > In the next four prompts, you will have to describe t
he legal status of your organisation by using the existing options. When clicking on the icon
o
, the info tips will pop-up giving you a description of each of the various types of
organisations you can find in the following table. Please note that if you need more
information about the rules for participation and dissemination in "Horizon 2020, you can
consult the "REGULATION (EU) No 1290/2013 OF THE EUROPEAN PARLIAMENT AND OF THE
COUNCIL of 11 December 2013 ". To access the regulation, follow the link below: +http://ec.
europa.eu/research/participants/data/ref/h2020/legal_basis/rules_participation/h2020-rules-
participation_en.pdf+
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FIELD COMMENT

Natural ==
Person \ , . . . . . ——
JLegal A 'Legal Person .has a Iegal personality, c.an act onits o'wn name,.exerase rights and be su'bject.to <l)bI|gat|.ons.
A 'Legal Person' is established on the basis of an act of incorporation and usually also a registration is required. A 'Legal
Person 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).
D
A 'Natural Person' is a citizen (to be distinguished from a 'Legal Person', which refers to corporations, etc.). Natural
Persons always have legal personality and are therefore legal entities without other proof being required than their
identification papers.
For Profit / L e
Non-Profit o o \ . e, . ) ) ) )
Organisation A legal e.ntlty is qual'lflefj as a 'Non-Profit Organllsa.)tlon when it is con5|d'ered as 'such by na.tlonal or international law
(international organisations as well as any specialised agency set up by international organisations). When the
'non-profit' status does not arise directly from the legal form of the organisation, there should be the statutory/legal
obligation to reinvest all the profits made in the activity of the same organisation, without any possibility to distribute
them to the shareholders or members. Decisions on not distributing profits made by the managing board, associates,
members or stakeholders are not sufficient proof of the non-profit nature. The obligation has to be specifically inserted in
the articles of association, statutes or act of establishment.
Private —~eSS—————E—--
entity / . ) ) ) . . . N
_ A 'Public Body' stands for any legal entity established as such by national public law, and international organisations.
Public Body - . L . . . .
Established as 'public body' signifies that the entity must be: 1) Incorporated as a public body in the act of creation or
recognised as a public body by national law AND 2) Governed by public law.Both conditions must be satisfied.
NGO

0

A 'non-governmental organization (NGO)' is any non-profit, voluntary citizens' group which is organized on a local,
national or international level. This field is not displayed if the organisation is "public"

Section 2: Registration data In the Registration data section:

> Select the 'Establishment/Registration Country' of the organisation from the drop-down
list.
=

Usually this is the country of registration or establishment of the organisation.

> Enter the 'Business registration number' of the organisation (if available).

o
This is a unique code identifying your organisation, usually provided by the Chamber of
Commerce of the country of registration/establishment of the organisation.
The Registration Number, the Registration Authority and the Registration Date are often
provided in the same document. Contact your financial department for more information.

> Enter the 'Registration Date' when the organisation was established/registered.
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o
The Registration Date is the official authority that registered the organisation (e.g. the
administrative body of the city/region, the Chamber of Commerce, etc).

> Enter the 'Registration Authority' under which the organisation was
established/registered.

o
The Registration Authority is the official authority that registered the organisation (e.g. the
administrative body of the city/region, the Chamber of Commerce, etc).

> Specify the 'Legal form' of your organisation - expand the drop-down list and select the
option that best corresponds to the legal registration form of your organisation.

o
The legal form is usually noted in the registration act/statute of the organisation. Be sure to
select the country first to be able to see the appropriate legal forms.

> Provide the 'VAT number' of the organisation (if available) - click 'Yes' and enter the VAT
number in the field that is will appear next to the button.

(2]
The VAT number is a unique number given to every organisation that pays Value Added Tax
(VAT). In the European Union, the VAT is a general, broadly based consumption tax,
assessed on the value added to goods or services.

> Enter the 'Business Name' of the organisation (optional).

o

The Business Name can be the official acronym or the native language appellation of the
organisation. It can be up to 400 characters long.

> Select the 'Official Language' for the organisation.

o

This is the language officially used for communication within the organisation.

Section 3: Legal address

In the Legal address section , the Beneficiary Register will prompt you for the legal address
of your organisation and for other data related to this - 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.
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In the first prompt,

> Specifies the 'Region/County' where the organisation was established.

Then, in the other prompts you should:

> Enter the 'Street name' as part of the Legal Address, as stated in the official legal statute of the organisation (in most cases this is the
address of the headquarters, not the address of subsidiaries, departments, and so on).

> Enter the 'P.0. Box' number if the organisation has a postal box.
> Enter the 'Postal code' - the Postal/ZIP Code of the organisation's Legal Address.

> Select the 'City' of the organisation's Legal Address from the list. This is the official name of the City where the organisation was
established.

> Specify the 'Main phone' number for official communication with the organisation. Use the following format, without any spaces:
+CCCNNNNNNNNNNNNNNxBBBBB : international code € (1-3 digits, no zeroes) followed by your phone number & (max 14 digits),
followed by extension B ("x" char + max 5 digits; optional). > Enter the 'Fax' number for official communication with the organisation. Use
the following format, without any spaces: + CCCNNNNNNNNNNNNNNXBBBBB : international code € (1-3 digits, no zeros) followed by your
phone number f (max 14 digits), followed by extension B ("x" char + max 5 digits; optional).

> Specify the 'Secondary phone' number for official communication with the organisation. Use the following format, without any spaces:
+CCCNNNNNNNNNNNNNNxBBBBB : international code € (1-3 digits, no zeroes) followed by your phone number & (max 14 digits),
followed by extension B ("x" char + max 5 digits; optional).

> Specify the 'website' for official communication with the organisation. The format must be www.homepage.domain - for example, www.
mycompany.com .

Contact Data

In the fourth step of the Beneficiary Register Wizard, the Organisation page will prompt you
to provide three categories of data for your contact data:
1 - Contact person , 2 - Address , 3 - Phones
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Contact Legal natice

5 Research & Innovation
Participant Portal - Beneficiary Register

Eurapsan Comimission » A=raanch & Innavatian > Participant Portsl e

Welcome Identification Organisation Summary Success
Contact information 1
Unitil the LEAR of the crgenisstion has not been validated, the Commiesion will usa this information to contact you and sand sutomatic e-mall notifications about the
actionz 1o do. You have the so-called Sel-Hegistrant role on the Participant Portal.

Contact person

Iz Virginie DESMEDT the contact person? [ ] @ vos® no

Title

Position in the organiaation

Departiment o
Profeesional e-mall * ﬂ' Virginie DESMEDT@ed_ec_suropa.su
Gander * |:¢::| Female |:::| Mala
Last name * DESMEDT
First name * Virginia
Change peraonal nfomation
Address z
Usa the exiating organisation’s address? (] ™ voe @ o
Street name and number * 1aet
P.O. box (3
Poatal code a
Gty * test
Counry Belgium (BE) I~
Fegion/county P B
Phones 3
Uz the edsting organisation's phone numbens? (5] th':i' Mo
Main prvone * i ] AP IZIASETED
Fax a Expecied formal: +COCNNNNNNMNNNANNMNEEESS
Sscondary phone a Expected fonmat: +CUCNNMMNNNARNMNMEEEES

Saved al: 143702 17/08/2015

31



In the CONTACT person section of the Registration Wizard, the Beneficiary Register will
prompt you to enter the contact information of the person who will be the official point of
contact for this organisation until someone - the same person or someone else - gets
validated as the LEAR for the organisation.

If you are registering on behalf of another organisation, the Participant Identification Code
(PIC) that is created at the end of the registered organisation will be also associated with
this other person, 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 data.

Note: See the FAQ section on the Participant Portal and the H2020 Online Manual for more
information about the LEAR role.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 section ,

1. Click 'Yes' if you want to use the previously entered address information for the Legal
Person. This option will automatically copy the address data provided in the previous
step.If you leave the option to 'No' (default), please provide new address information
as follows.

Enter the 'Street name' and the 'Street number' (or the name of the building on the
street) of the Contact Person's address.

Enter the 'P.O. Box' number if the Contact Person has a postal box.

Enter the 'Postal code' - the Postal/ZIP Code of the Contact Person.

Enter the 'CEDEX' code (only applicable for France).

Select the 'City' of the Contact Person's address from the list.

Specify the 'Region/County' of the Contact Person's address.

Select the 'Country' of the Contact Person's address

N

ONoUuAW

In the Phones section ,

a. Select 'Yes' if the phone numbers of the Contact Person are the same as previously
entered for the Legal Person. This option will automatically copy the phone data provided in
the previous step. If you leave the option to 'No' (default), please provide new phone
number information as follows.

b. Specify the 'Main phone' number of the Contact Person. Use the following format, without
any spaces: +CCCNNNNNNNNNNNNNNxBBBBB : international code € (1-3 digits, no zeroes)
followed by your phone number ¥ (max 14 digits), followed by extension B ("x" char + max
5 digits; optional).
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c. Enter the 'Fax' number of the Contact Person. Use the following format, without any
spaces: +CCCNNNNNNNNNNNNNNxBBBBB : international code € (1-3 digits, no zeroes)
followed by your phone number N (max 14 digits), followed by extension B ("x" char + max
5 digits; optional).

d. Specify the 'Secondary phone' number of the Contact Person. Use the following format,
without any spaces: +CCCNNNNNNNNNNNNNNxBBBBB : international code € (1-3 digits, no
zeroes) followed by your phone number & (max 14 digits), followed by extension B ("x" char
+ max 5 digits; optional).

Click

to proceed to the next step.

Summary

vk
+*
*
*
*

*

Research & Innovation

European

Commission Participant Portal - Beneficiary Register

European Commission > Research & Innovation> Participant Portal = Beneficiary Register

Welcome Identification Organisation Contact Success

—N e

All required information has been provided. The Registration process is almost completed. Before submitting your data to the system, please take a minute to review the information.

Organisation Organisation # Edit

Contact
Legal name and status
24 Print summary

Legal name (5 ] topolino new Circus
Legal status (5 ] a legal person
(] for profit
(5 ] private entity
(] NOT a public body
Registration data
Establishment/Registration country (5 ] laly
Registration number (]
Registration date (5 ]
Registration authority (]

Saved at: 11:44:29 17/09/2015 Submit
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Summary of registration data
In Step 5 you can see an overview of the data you provided in steps 2, 3 and 4.

contact

Is the contact person?

Is Giuseppe AMORUSO the contact person? (5 ] No
Establishment/Registration country (5 ] Italy
Title
Position in the organisation
Department
Professional e-mail (5 ] filomena marasco@gmoil.com
Gender Female
Organisation Last name Filomena
Contact First name Marasco
1 Print summary Address
Street name and number Via Marrapodio 27
P.0. box (5 ]
Postal code (5 ]
city Sersale (CZ)
Country Italy
Region/county
Phones
Main phone (5 ] +45645465
Fax (5 ]
Secondary phone (5 ]

Saved at: 11:44:29 17/09/2015 Submit

Editing data in Step 5
You can review and if necessary edit organisation data by clicking the

A Edit
button as shown in the picture above. This action will take you back to the Organisation (or
Contact) page where you can edit your previously entered data.
Once you are sure that the data you provided are both correct and complete, you can
submit by clicking the green

Submit

bottom on the right bottom. This action will finalise your registration.

Success page (+ what's next)
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3 Research & Innovation
Participant Portal - Beneficiary Register

European Commission > Research & Innovation> Participant Portal = Beneficiary Register

Welcome Identification Organisation Contact Summary

[ — A —
iy What's next?

You will shortly receive an email confirming your registration.

Registration
completed

Go to the Participant Portal, section 'My Organisations' to:

2

4

.

Provide programme specific information.

Itis obligatory to fill in this information for Horizon 2020. Otherwise
you will not be able to submit your proposal.(wait confirmation
from REA).

You have successfully registered your Legal Entity.
Your PIC number is:

926647209

A Provide SME information.
If you submit a proposal to an SME instrument call of H2020, you
must carry out the SME self-assessment. For most other H2020
calls you only need to declare the fact that your organisation is
SME.

11} Update your organisation data.

Q

Upload required documents and read/send messages to the
European Commission.

Thank you for using the beneficiary's registration. You can now safely close the browser's window/tab.

Continue to update

Registration Completed
After filling in your data and clicking the

button, the system will display a message confirming your successful registration as a Legal
Entity.

Your PIC has been generated and can now be used to submit a proposal via the electronic
proposal submission service.

If you want to continue updating your data (e.g. providing SME Status information or
Research specific data), in this page you will find also indications on how to proceed.

If you want to provide additional information, click the

Continue to update 4

button.
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This option will open the Modify Organisation/Update page.

Closing the browser's tab is now safe. The information provided are submitted to the system
and the PIC is created.

Modify Organisation - the UPDATE page of the Beneficiary Register

In the latest version of the Beneficiary Register, the Update page (Modify Organisation) is
particularly important. Through this page you can provide specific data about your
organisation after registration.

Here you can contact EC Validation Services or enter additional information and documents
(LEAR details, SME Status, Research Legal Status, Financial and other data) that may be
requested for specific programmes (H2020, FP7).

How to access the Update page

It is through this page that you can access your organisation's data; either right after
completing the registration or later. Simply log on to the Beneficiary Register via the
Participant Portal (Research or Education) and select "My Organisations".

Click the MO Icon in the "My Registered Organisations" table to open a new tab in your
browser and access the update page.

Important : Some information, data groups or other elements of the Update page that are
specific to Research programmes may not be visible when opening the Update page from
the Education Participant Portal. All available data can be viewed and edited at all times
(e.g. an user accessing the Education portal who has previously entered Research Legal
status, will always have access to this specific data).
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European
Commission

(A-Z) Sitemap About this site Contact Legal Notice Search | English  +

RESEARCH & INNOVATION

Participant Portal

European Commission > Research & Innovation = Participant Portal = My Organisations

FUNDING OPPORTUNITIES HOW TO PARTICIPATE EXPERTS SUPPORT -

My Proposal(s)

My Project(s)

My Motification(s) o
My Formal Motification(s)
My Expert Area

My Organisations

| H2020 ONLINE MANUAL | HOW TO

To access and manage your organisation data onlineg, you must have registered the data initially or been
nominated a= a Legal Entity Appointed Representative (LEAR) or an Account Administrator (appointed by the
LEAR). As a Financial Statement Authorised Signatory (FSIGM), you can have a view of your organisation data.

LEAR=s and Account Administrators can view all the roles of their organisation, neminate and revoke roles, as

well as access the list of projects and proposals.

My Registered Organisations

View Modify
LEGEND Organisation m Organisation

Show 10 E| aentries

Organisation Views o e = Contact
Proposals Roles Project Organisation
Search

VAT + STATUS + ACTION

LEGAL NAME - PIC
Sciant Associates Ltd. 949837678
Tele 932523857
Tele & company 930895906

Showing 1 to 3 of 2 entries.

DECLARED ol vol
DECLARED Vo o)
DECLARED Vo[ vol

— PREVIOUS | 1 | NEXT— |

Do you want to continue the registration of your organisation to receive a PIC?

If yvou started the registration of your organisation in the Commission register some time ago, but did not finalise it -
your organisation has not received a PIC number yet - you will not be able to see it above in the section My

Organisations. Flease continue its registration by clicking on the button that leads you to the registration tool. You may
check the information that will be necessary for the registration in the user manual.

{ITINUE REGISTRA

HORIZON 2020 RESEARCH ON EUROPA CORDIS OLAF

Contact & Support

European Commis:

You can use the Messaging function (section Messages) on this page to contact the EC

Validation Services.

Refer the Horizon 2020 Helpdesk for questions regarding organisation registration and data
updates, as well as any aspect of European research and the EU Research Framework
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Programmes.
Refer to the Research IT Helpdesk for any IT-related problems that you might experience
with the Research or Education Participant Portals.

Content of the Update page

The Update page consists of a series of data input fields and selection lists organised
thematically by groups on a single page.

You can also manage your Messages and Documents through the relevant sections.

The data groups are Organisation (Organisation data, Legal Address, Contact information),
LEAR, H2020 and Fp7 (Legal Status, Indirect Cost Method, Certification), SME, Financial
viability.

When updating their data in Beneficiary Register, the activities section are presented on the

top of the scrolling page as dismissible alerts. Each activity can be closed by clicking on the
“x" icon. These alerts will appear in following cases:

when data is required from the LEAR and/or Financial roles

' fl Requested data You have been requested to provide the following information: LEAR

when documents are requested from the participants:

D Requested documents You have 4 documents to provide. View

in case there are unread messages:

P‘v._i New messages You have 9 unread messages. View

Structure of the Update page

The Update screen is divided into 3 main parts:

1. A header, on top with:

the user logged into the application;
the name of the organisation;
the PIC number;
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links to user manuals.

2. A navigation menu on the left, always present on the screen;

3. The body of the page containing the data section, on the right, consisting of a series
of data groups.

Contact Legal notice | English "

S Research & Innovation

Compresion Participant Portal - Beneficiary Register

European Commission > Research B Innovation> Participant Portal > Beneficiary Register

1 PIC: 926651768
S 2 Orgal‘lisatiol‘l H2020 online manual @) 1EAC)
AR Organisation data
H2020 and FP7 3
Registration information
SME
Financial viabilty Legal name * e Tele o
Documents a Describe the legal status of your organisation by seleciing the appropriate options
Legal status (] © anatural person @ a legal person
[ ] @ private entity ) public body
(] NGO
Official language * e French (fr) E| <
Establishment/Registration country * e Beigium (B5) E| ®
Legal form = e AKTIENGESELLSCHAFT B 0]
VAT number * ;] VAT number
VAT number not applicable
Registration number [ ] .
Registration date [ ] dd-MM-yyyy =
Nace code ;] E|

The header of the Update page

The Header of the update page displays the following elements:
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Contact Legal notice | English ~

2 Research & Innovation

European

Cammission Participant Portal - Beneficiary Register

European Commission > Research B Innovation > Participant Portal > Beneficiary Register

PIC: 926661768

Orgaisation Organisation H2020 online manual

The name of the Participant Portal (in the image below, it is Research & Innovation
Participant Portal) and in the blue ribbon displays the path to follow to get to the Beneficiary
Register.

In a grey area just below you can check the name of the user, the PIC as well as the name
of the Organisation which can also be edited .

The two icons

[ Hz020 ONLINE mANUAL | (3} |

describe Help topics. Clicking each of them, will open in new browser tabs the H2020
online manual and the How To wiki pages respectively. You will find other links to these
resources in the context.

Layout of data groups

Data groups are the main part of the Update Page of the Beneficiary Register.

They contain the data you entered during registration and other data sections to provide
additional information. Some Groups (Organisation, H2020 and Fp7) are structured into sub
sections.

The icon next to the data group header gives you information on the submission status of
your data (To submit, requested, formatting error).
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data group header

Organisation L HID20 oaline manisal ,___,'3_'

Légal nhf ~

ee
c

Busanai i NE=

data fields
Legal sixtus

Official languags *
Estblishmantfegistraticn eountny *
Legal feem

VAT nissier

hnlilfium fiUMmDeE
mlllflllbﬂ axte

Registraticn asthansy

coQ0e aaaaaaam:

Hace code

Layout of data groups
Data groups are the main part of the Update Page of the Beneficiary Register.

They contain the data you entered during registration and other data sections to provide
additional information. Some Groups (Organisation, H2020 and Fp7) are structured into sub
sections.

The icon next to the data group header gives you information on the submission status of
your data (To submit, requested, formatting error).

Data Fields

mandatory field tool tip data field textbox Validation status
/ '
data field label ™, lll,-"' \
Legal name i ] 1 Amencan Faclory @
Busingss name ﬂ' Basenoo G

Tooltip

For each field where you see the

e

icon , a tooltip will provide a description of the data to be entered. You can open a tool tip
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by clicking the
e

icon. The popup will close once you will click again on the

== H2020 online manual  GEHTRN

Regisl  The legal name of e arganisation as
stated in the kegal statife of the
regisiration ackidecree estabiishing
thé organisation. Thi Legal Name sine
Bu can be up 1o 240 characiers long The
Lgal Hame should be in Latin
characiers (phonetc transiabon if Ehe
original Characlers aré non-Latn

Jillan Music Sione o

Basenrg (o]

- -

by sedpching the aoprognale opbons

L® naracters) 2] a natural person @ a legal person
o AGn-profl @ far proft
i ] @ private entity © public body
i ] NGO
Official language * o Haban = ©

Mandatory fields

All fields marked with an asterisk * must be filled in.

It is recommended to provide as much information as possible in all other input prompts.

Department in the organisation

Professional e-mail

Gender "
Last name *

First name *

Validation Status

In certain cases, the Commission will need to validate the information you provided (e.g.
H2020 and FP7).

If you enter a value for a field requiring validation, a clock icon will appear until validation is
performed.

[ ] NGO
Official language * [ ] talian (it .'| o
Establishment/Registration country * ﬂ taby (1T j| 0]
Legal form * (5] ADENDA SPECIALE '| c]
VAT number * (i ]
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It may happen that, after validation, you submit a new value for the data field. The Clock
icon is now active again. Clicking it will to open a window displaying both "Current declared v
alue" and "Last validated value".

Official language

Curnen] ceciansd value: Ealan

L% wakdaled value

Navigation Menu

The navigation menu allows an easy navigation through data groups and section of the
Update page. You can select the relevant data section to view or edit your organisation's
data.

The navigation menu also provides information on the status of data submission in the
Update Page.

Read more about icons and symbols within the navigation menu in the following paragraph.

/—- I | incorrect format
|2 | Datato be Submitted
Organisation & _,..-r-"""'fr" :

1 | Data Required
LEAR EQ———

1 | Deocwwments Requested
Research data
| # | Submit Changes

& | incorrect format Warning

SME

Financial vability
ICM

Ceniication

Messages

Documents H

Submit changes

Check thi invalid data &
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Icons and Symbols

1. Incorrect forma: the incorrect format icon
Q
appears when you submit data that does not correspond to the formatting rules (e.q.
too many characters). The icon will be displayed next to the data category in the
navigation menu. Additionally, a warning is displayed below the submit changes
button;

ta @

Important: When this icon is displayed, you cannot submit changes until the data is entered
in the correct format;

2. Data not Submitted: every time you modify data, a yellow icon

is displayed. The user is reminded to submit changes before closing the application.
The navigation menu displays an icon in the relevant data group. In the main page, data
groups containing unsubmitted data will be marked with the label

Legal nams [+]

BUSIMESS Mams [+ ]

Important: You are advised not to close the browser tab while the page shows a "To be
Submitted" icon as the system will not retain your modified data. The system will display an
alert should you accidentally close the browser tab.

3. Data Required: the
Data Required

and

DR |
icons appear if specific data is requested by the Validation Services. In such cases, you

can still submit changes but the icons will be displayed as long as the requested data is
still missing.

4. Document Requested. The number inside the red box
B
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details how many documents are requested by the EC Validation Services.

All requested documents, as listed in the document section below, can be uploaded one by
one.

5. Submit changes: click the

Subimsl changes
button to finalise your data update. You can find this button when you access the page in
"update" mode and at least one input field has been changed (

icon appears). Once changes are submitted, the page will be in View (read only) mode. To

continue editing, you can click
By Lkt pocpurest

6. Info tips: for each field, click the icon

e

for a description of the data field. To close it, click outside the window.

Data Groups
Organisation

In this section, you can update your registration data: Organisation's data, Legal Address
and Contact Person's Information.

Please refer to the Registration Wizard Wiki page for further information on the data fields
for "Organisation”.
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Participant Portal - Beneficiary Register

Europ=an Cammissky ch & Innavatian = Participant Portal> Banaficlary R

PIC: 026685815

1 Organisation

Organisation data

Registration information

Orpanisation Legal name *

LEAR
Business name

Hessanch data

® anmmmm'@'alagalpasm
® non-pm‘frt':{.z' for profit

i@ prwmmtly':::' public body

[ neo

English

Legal status
KM

Cartification

Mesnanes Odficial language *

Establishment/Registration country * -

Legal form *

Submit changes
EEl

FRegistration number

ZJH FSTANDIGE

KN/ K1 | KN
@

VAT e

miruma'mq:-plca:ua

Miagisiralion mumiber

o eQe oCcoCOoCOR

Registration date Fagicirabion daie ao-MM-yy i
Hagetralm authorty Magisiralon sutfonty
Maca coda

- B

2 Legal Address

Otfficisl registered address of the banaficiany

Sireat name and number *
PO, Box

Postal code

City *

Region/county

sk phoia & A2 2BASETED

IFax

teaf Kot +CACCNNRRRRRRANNAN D EEEREE

Secondary phons

3 Contact information

Until the LEAR of the organization has not been validated, the Commission will use this information to contact you and send automatic e-mal
notifications about the actions to do. You have the eo-caled Seif-Reoietrant role on the Participant Portal.

Expachad lommgl: +COCNNNARNRRRAAWAANAERRRE

202000000
?
[]

Wiahalo

LEAR
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The LEAR data group enables you to add or update personal information of the Legal Entity
Representative of the organisation.

The system allows you to copy Address® and Phone details entered for the contact person,
by selecting 'Yes' to the relevant options.

You are required to enter LEAR information when the requested data label appears in the
LEAR Section. This means that the validation of your Organisation has just started.

When Validation Services start validating LEAR data, the entered LEAR information will no
longer be available in the Update page and the LEAR data fields become empty.

Please check all information about the LEAR appointment process in the How to Wiki pages.

Important: Once your data has been validated by the Validation Services and a Legal Entity
Appointed Representative (LEAR) appointed, the Self-registrant role(s) will be revoked and
only the LEAR (or an Account Administrator appointed by the LEAR) will be able to modify
the data of the organisation and provide supporting document(s).

LEAR

Enter information about the Legal Entity Appointed Representative (LEAR) of the Organisation. Besides providing the data here, you must send to the
Commission the signed LEAR appointment letter and other requested forms available on the Participant Portal. Please be aware that digital and/or
scanned signatures in the above documents will not be accepted. If you also wish to upload an electronic version of the original posted documents
under the 'Documents' tab, please note that copies of the ID cards should not be uploaded.

Title 6
Position in the organisation (5 )
Department in the organisation (3 ]
| Organisation
Organisation data Professional e-mail * a
Legal Address
I Contact information Gender * ® Fernale © Male
LEAR [ R | Last name *
Research data First name *
SME
Use the existing organisation’s address? (5 ) ® Yes © No
FEETREE Y Street name and number * test
ICM e
P.O. Box
Certification
Postal code (5 )
Messages -
Gty test
Documents

Country *

Belgiurn E‘
Region/county — y — E‘

Use the existing Organisation's phone ) Yes @ No
numbers?

Main phone *

Fax

- -

Secondary phone
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https://webgate.ec.europa.eu/fpfis/wikis/x/dJpQBQ

H2020 and FP?7

Legal Status

This section enables you to add or update the information about the Research legal status
of your organisation.

For Horizon 2020 participation, an entity that does not have a legal personality under the
applicable national law, will only be accepted as a legal entity on condition that its
representatives have the capacity to undertake legal obligations on behalf of the entity and
that they offer guarantees for the protection of the Union's financial interests equivalent to
those offered by legal persons.

Note : A participant organisation can only be registered for the 7th Framework Programme if it is a
'Legal Entity' - any Natural Person, or any Legal Person created under the national law of its place of
establishment or under Community or international law, which has a legal personality and which may,
acting on its name, exercise rights and be subject to obligations.

H2020 and FP7

Please answer the following questions about the Research legal status of your arganisation

A participani organsation can only be registersd for the Tin Framework amme if i 5 a ‘Legal Enlity” - any Natural Person, or any Legal
Person created under the national law of its place of establishment or under Community or ntermnational law, which has a legal personality and
which may, acting on #5 name, exercise nghts and be subject to oblgations

For Horizon 2020 participation, an enlity thal does not have a legal personality under the applicable nabional law, will only be accepled as a
egal entity ondition that #s representatives have the capacity 1o undertake legal obligations on behall of the enbly and that they offer
gquarantées for the protection of e Union's inancial intérésts equivakent 10 those offered by legal persons

Man profit

(i ] & Mon profl O For profil o
Public body ﬂ Privale company @ Public enlity ©
International organisation ﬂ Yes Ho
International erganisation of European interest B Wesg Mo
Higher or secondary education establishment B Weg MO
Ressarch arganisation ﬂ s MO

i ] Yes Mo

See below for a detailed description of each legal type.
Non-Profit Organisation

A legal entity is qualified as a 'Non-Profit Organisation' when it is considered as such by
national or international law (international organisations 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.
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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 Body 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 service mission.

International organisation

An 'International Organisation' stands for an inter-governmental organisation other than the
European Community, which has legal personality under international public law. Any
specialised agency set up by such international organisations is also considered an
‘International Organisation'.

International organisation of European interest

An 'International Organisation of European Interest' stands for an international organisation,
the majority of whose members are Member States or Associated Countries, and whose
principal objective is to promote scientific and technological cooperation in Europe.

Higher or secondary education establishment

A 'higher or secondary education establishment' is an organisation, whose main objectives
are training and education, and which produces diplomas recognised by the respective
State.

Research Organisation

A 'Research Organisation' stands for a Non-Profit Organisation, which carries out scientific
and/or technical research as its main objective. The quality of being a Research
Organisation must be stated in the statute of this organisation. Important - this status is
based on self declaration

Large Research Infrastructure

To define your organisation as a 'Large Research Infrastructure', please note that you
should carefully read the instructions provided under the information icon

=
and also listed below. Only requests from entities with an already validated PIC and LEAR
will be taken into account. Therefore if you are self-registering your organisation for the first
time, please wait till the PIC and LEAR are validated in order to introduce this declaration.
Only complete requests with the supporting elements listed in the information box
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e

will be taken into account. The declaration in the information box

e

follows below:
By ticking this box, | declare that my organisation:

operates 'large research infrastructure' within the meaning of Point D.4 of Article 6.2 of
the Horizon 2020 Model Grant Agreement (including the thresholds);
has already a cost accounting methodology in place which complies with the conditions
set out in the Guidelines as part of the Horizon 2020 Annotated Model Grant
Agreement;
requests an ex-ante assessment of its methodology for declaring the costs for large
research infrastructure(see administrative procedure )
| also confirm that to complete this request, | have already provided the documents
proving the following:
A brief description of the activities of my organisation (i.e.: legal form, organizational
chart, etc.),in particular the ones associated with the large research infrastructure (i.e.
different domains of activities (research/focus areas), etc.);
A breakdown of the research infrastructure per location and research area and the
associated costs as set registered in the accounts of the beneficiary. This must be
reconcilable with the fixed asset register of the beneficiary.

The two last statutory accounts (balance sheet, profit&loss accounts and its
annexes).

| have uploaded the documents in the Documents tab and marked them as
‘Large Research Infrastructure' document type.

Civil society organisation

You can only select this option if your organisation is a 'Non-Profit Organisation' one and is
NOT a 'Higher or secondary education establishment'.
The types of civil society organisations are as follows:

Citizens' association pursuing a common purpose of public interest

Foundation or charity pursuing a common purpose of public interest

Organisation pursuing a common purpose of public interest

Organisation representing commercial interest

Other types of civil society organisation, requires entering additional comment -
another type that does not fall into the other categories, if you select this option, you
will be prompted to enter a brief description to clarify the type of your civil society
organisation.

Professional association [e.g. lawyers, doctors, etc.]

Science centre, museum, library and other cultural mediator

Think tank, policy institute or other organisation conducting policy research

Trade Union and other labour organisation
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FP7 Indirect Cost Method (ICM)

If you are registering your organisation for Horizon 2020 participation, this information is
not relevant and the 'Not Applicable' value defined by default can be left as such.

If you are registering for FP7 participation, you can use the drop-down menu to define the
relevant FP7 Indirect Cost Method for your organisation. The indirect cost calculation
method is determined on the basis of the legal status of the participant, the status of their
accounting system, and the history of indirect cost calculation methodologies used in
previous FP7 Research participations (if present).

[ you are registenng your organsation for Horzon 2020 parcipation, this mformalion & nol rélevant and the ‘Nl Appicable’ value defined by

Indirect costs method * o

The participant shall apply the same indirect cost calculation method in all grant
agreements under the Seventh Framework Programme. For any exceptions and for further
information, please consult the Guide to Financial Issues.

You can use the drop-down menu to define the relevant FP7 Indirect Cost Method for your
organisation. Below you can find a detailed description of each Indirect Cost Method.

Not Applicable

Indirect costs are set at a single flat rate for all H2020 participants, so[DV1] select this
option if you are registering for Horizon 2020 participation.

Real Indirect Costs

This method is available to all categories of beneficiaries, which can identify their indirect
costs using an analytical accounting system.

Simplified Method

This method is available to all categories of beneficiaries, which can only aggregate their
indirect costs at the level of the legal entity and are hence unable to perform a detailed cost
allocation. This method cannot be used if the participants have used Real Indirect Costs in
previous FP7 Research participations.

Specific Flat Rate of 60%:
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Also referred to as “Transitional Flat Rate of 60% . This method is available to certain
organisations (Non-Profit Public Bodies, secondary and higher education establishments,
Non-Profit research organisations, and SMEs that are active in research and development
activities), which are unable to identify with certainty their real indirect costs unless they
have used the Real Indirect Costs method or the Simplified Method before. The method
applies a flat rate of 60% of the organisation's total eligible costs, excluding the direct
eligible costs for subcontracting and the costs for reimbursement of resources made
available by third parties that are not used on the premises of the participant.

Standard Flat Rate

This method is available to all categories of beneficiaries, unless they used the Re4al
Indirect Costs method or the Simplified Method in previous FP7 Research participations. The
method applies a flat rate of 20% of the organisation's total direct eligible costs, excluding
its direct eligible costs for subcontracting and the costs of reimbursement of resources
made available by third parties that are not used on the premises of the participant.

ATTENTION: If your organisation participated in the 6th Framework Programme and used
the Full Cost (FC) model, it can be assumed that your organisation has an analytical
accounting system and would therefore not be eligible for the 'Specific Flat Rate of 60%'
method in FP7 Research programmes. Such non-eligibility might be revealed through
potential ex-post audits, with all the potential consequences for the organisation as a result.

Certification

The Certification Data of an organisation, if present, can only be updated by the Validation
Services Team on request. By default, the Certification Data content (when available) is in
read-only mode in the Beneficiary Register Update Panel unless there is an update request.

The following visual example shows the state of an organisation without any certification
data.

Cartifications of the organessation

SME
The Small Medium Enterprise (SME) Status can be set and modified in this data group.

Use this section to provide information about your SME Status. In some Horizon 2020 calls,
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like the SME instrument topics, the Self-Assessment is mandatory.

For more information, read the SME page of the Participant Portal and/or the SME definition
page.

Important: SME Information is optional if you apply for the Education Programmes

1

Vear Result Tipe Dwtails Closing date Status

In the SME section of the Update mode of the Beneficiary Register, you can:

View existing SME data for the available financial periods;

Open the SME Self Assessment Wizard to run the SME self-assessment questionnaire
and check whether your organisation qualifies as an SME (or finalise an incomplete
SME Self Assessment, starting from an existing draft);

Declare your organisation's SME Status

Viewing the SME data of your organisation

If some SME data has already been provided, the first sub-section of SME data group will
display a table with the existing SME information.

Each table row relates to a specific existing financial year and displays the following
information:

- Financial year;

- Result (SME/Not SME);
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- Type of SME data (Self declaration, Self-Assessment, EC validation);
- Details (available for Self-Assessments and EC validations);
- Financial Closing date;

- Status (this shows the

status for data not yet submitted);

The table below presents your existing SME data

Vear Result Typ& Details Closing date Status

Mot SME Self-geclansd A 0202015

Important: the SME Data table is only visible if some SME information is available.

Run the SME self-assessment

To perform the SME self-assessment, you can click the START SME self-assessment button.
When starting the assessment, please consider the following points:

- You can find relevant information and guidelines on the "How to" link that you will find in
the SME self-assessment section;

- An SME self-assessment for a specific financial year will overwrite existing SME data for
the same year;

- After completing the SME self-assessment, you will see a new row appearing in the SME
data table with the status

. In order to adopt the changes made, you must click the
Subimit changes
button;

- The system will save a draft copy of your Self Assessment and keep it for you to work on
later. You can continue working on it by selecting the option

Continue: SME 568 assessment
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Important : this option is not available if you completed the SME self-assessment wizard.

Provide an SME self-declaration

To declare your organisation as SME (or not SME), you can use the option in the last section
of the SME data group (SME self-declaration). After selecting your SME status, you must add
a date and click the "ok" button.

A new row will appear in the SME data table displaying the status "To Submit". In order to
adopt the changes made, you must click the

Subimit changes
button.

& SME & Non S3ME as fTrom

Nice to know:
Q: SME Declaration and Self-Assessment: which Financial Year am | creating?

A: The Financial Year you create is computed from the date you enter. For dates from 1/1/xx
to 30/6/xx the system will generate the financial year xx-1; For dates from 1/7/xx to 31/12,
the system will generate Financial Year xx.

Financial viability

After the Validation of the Organisation, if requested by the Validation Service, the
LEAR/Account Administrator must provide recent Financial information (data and supporting
documents).

You can provide Financial data only when the icon
Data Required

appears in the data group and navigation menu.
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Financial year Closing date Actions State

To fulfil the request: click on the

button in the requested financial year.
A pop-up window will allow you to enter financial data .
Before submitting the financial data requested, please consider the following points:

- all mandatory fields must be filled;
- you cannot modify the "Year"l. If you are providing data referring to an year different from

the one requested, just enter the financial closing date?. The correct financial year will be
set by the Validation Services;
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View/Edit 2014 Financial Year

Zma
Gloging daie * 10.09-2015

Indicative final date of validity 10-09-2015

Duration * 4

Euro Mernber Countries, Euro
Units
1

Assets

Liabilities

Profit and loss account

FP7 financial ratios

Documents

Update financial data

- the total value of the "Assets and Liabilities" field must be equal;
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Assets

Local cumency BEUR-comverted

1. Subscribed capital unpaid 0.00 Value in euros
2. Fixed assets 0.00 Value in euros
2.1 Intangible foeed assets 0.00 Value in euros
2.2 Tangible fixed assets 0.00 Value in euros
2.3 Hnancial assets 0.00 Value in euros
3. Cumrent assets 0.00 Value in euros
3.1 Stocks 0.00 Value in euros
3.2.1 Debtors due within the year | 0.00 Value in euros
3.2.2 Debtors due after the year 0.00 Value in euros
3.3 Cash in bank and in hand 0.00 Value in euros
3.4 Other current assets 0.00 Value in euros
TOTAL ASSETS 0.00 Value in euros

Liabilities
Profit and loss account
FP7 financial ratios

Documents

Update financial data m

Before starting to upload the financial document , please consider the following points:

- you cannot save your financial data if you don't upload at least one financial document;
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View/Edit 2014 Financial Year

Year 2014

Closing date * 11-09-2015 =
Indicative final date of validity Indiicative final fate of validity dd-\ | &
Duration * 3 £
Currency * Euro Member Countries, Euro E|
Units Units E|
Exchange rate 1

Assets

Liabilities

Profit and loss account
FP7 financial ratios

Documents

Update financial data

Cannot save/update financial data because no relevant documents found for this year. Please provide the necessary documents in order to proceed

- The information relating to the Year cannot be modified. The Validation Services will
correct this information if documents are referring to a different year.

- To submit your document, click on

Submit for prooessing
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ASERLS
Liabilities

Profit and loss account
FPT financial ratios

Docmants

Baiect a file Browse. | CHEMDgNAASNTT By

Decument trpe

Toar 118

Dapcription

arginad language

Ll i Sueml R PO RSN

Updabe franc il data m

- after providing all data and documents requested, you can click on

Upckat financial data

. This will close the Financial Viability pop-up window.
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View/Edit 2014 Financial Year

Year
Closing date *
Indicative final date of validity

Duration *

Assets

Liabilities

Profit and loss account
FP7 financial ratios

Documents

On performing this action, you wil see the Year in the Financial data table with the new
status 'To be Submitted'.

Click the

Subimsl changes

button in the navigation menu to adopt the data changes (documents are already
sent,when submitted for processing).

Messages

This section allows users, associated with the organisation, to create and send custom
messages concerning the organisation, to the EC Validation Services.
To write a new message, click

Use standard editing and formatting tools from toolbar and add a subject line.
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Click

to send your message, .

Sent messages can be viewed clicking the icon

. To read a received message click on

Messages

Read messages of your onganisation and send messages to the EC ValidalionSenvices

New message
Subject - Message Date - View
* Document{s) requestad ves THES IS AN AUTOMATED MESSAGE. DIRECT REPLIE 10-09-2015 14.45:29 u

fizst 123 digfdgidg 10-09-2015 14.42:26 H

The unread messages in the Messages section of the Beneficiary Register Update are
displayed in bold.

Messages g

Read messages of your organisation and send messages o the EC ValidationSenvces.

Subject Message Date ~ View

* Document(s) requested Following the seff-registration of your organizati... 02-02-2016 11:38:27 B

Documents

In the Documents section you can upload new documents by using the

Add documenl
or specific documents requested by the Validation Services. You can also modify the details
of the documents uploaded (description, type, year).
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¥ou don't have documents o display

Size of the Documents: You can upload as many documents as you want but a single file
cannot exceed 6 megabytes.

For each document you upload, you can provide 'description’, 'type' and other details where
available.

The Self Registrant/Contact person (and later, the LEAR, once appointed) can read and dow
nload existing documents for the respective organisation. Existing documents cannot be
deleted once uploaded to the system.

Multiple documents must be uploaded one at a time , taking into account the appropriate
document type.

See section DOCUMENT MANAGEMENT for full details about document management in the
Beneficiary Register.

Step by step procedure: Upload a requested document

1. Go to the documents section;
2. Select requested document 1 you want to upload,;

3. Click on browse? to select the file upload the document of the requested type
(document type is not editable)

4. Use the Description field 3 to provide additional information on the document (a
description of the file - author, subject, content, and so on);

Check the 'Original Ianguage'4 box if the document is in the original language of the
organisation (for example, the place of establishment of the organisation).

1. Click on 'Submit for Processing' > button to send the requested document or "cancel”
to abandon document upload.

The document status is now defined as sent.

Next time you will access the update page or after refreshing the page, the state will be
"Received".
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Documents

On this page you can review, add and update documents for the current organisation. You can upload document files with sizes up to 6 Mb per file.
Before you upload a supporting document, always ensure their consistency and quality.
Updates take immediate effect after clicking the "Submit for processing.' button.

Find out more on how to submit a docurmnent.

1

B Balance Sheet 2014 11-09-2015 Received
B FEL Form private entity 11-09-2015 Accepted
B LEAR Appointment Documents 11-09-2015 Accepted
B Registration Document 11-09-2015 Accepted

Add a new document

Socta 2 [ oo wion

Document type —Solect one— E|

Please sedect a document type

Description 3

Original language 4 s

(=N "= lll  Submit for processing

B LEAR Appointment Documents 14-09-2015 Sent

Add a new docurnent
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Step by step procedure: Upload a new document

1. Go to the documents section1

2. Click on Add new document ? ;
3. The new document tab will expand in the document section.

Documents 1

On this page you can review, add and update documents for the current organisation. You can upload document files with sizes up to 6 Mb per file.

Before you upload a supporting docurnent, always ensure their consistency and quality.
Updates take immediate effect after clicking the 'Submit for processing.' button.

Find out more on how to submit a document.

You don't have documents to display Add a new docurnent

4. Click on browse3 to select the file.
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Documents

On this page you can review, add and update documents for the current organisation. You can upload document files with sizes up to 6 Mb per file.
Before you upload a supporting docurnent, always ensure their consistency and quality.
Updates take immediate effect after clicking the 'Submit for processing.” button.

Find out more on how to subrmit a document.

Add a new document

Select a fle 3 No il selocted.
Document type 4 --Select one-- E|
Description

5

Original language 6 @ 7

5. Select from the dropdown list 4 a document type;

6. Use the Description field 3 to provide additional information on the document (a
description of the file - author, subject, content, and so on).

7. Check the Original language % box if the document is in the original language of the
organisation (for example, the place of establishment of the organisation).

8. Click on Submit for Processing 7 button to send the requested document or "cancel" to
abandon document upload.

9. The document status is now defined as "sent". Next time you will access the update page
or after refreshing the page, the state will be "Received"
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B Other 14-09-2015 Sent

Documents Status

For every document requested or uploaded in the" documents" section, you can verify the
status.

The status of the Document will appear as "Requested" when Validation Services need the
document in order to perform the validation of specific data (Legal Entity, Financial
Viability).

E el n private entity Requested

B Registration Document Requested

After you sent your document by clicking on "Submit for Processing", the status of the
Document will appear as "Sent"

Submission of the data

After you finish editing your organisation's data, click the
Submil changes

button.

A confirmation dialogue will list all modified data groups that you wish to submit.
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You're about to submit your changes

Yiowi mdibed the Tolowing dais grougs
» CHGAPESANON
= SWE

Once submitted, your data on the Update page will be in "read-only" mode (View
Organisation).

You can neither modify data nor access specific tools such as the SME Self-Assessment
Wizard in "View Organisation" mode. All data fields will be greyed out and the

Subimil Changes

button will be replaced by

Organisation H2020 online manual (G5

LEAR —
b m Organisation data
HAIM and FPT
Resgistration information

Fanczal wabdity -
ancial vabiity [ Legal name [: ] Zman Music Siore

rrer e Business name i ] Basenzio
Documents [f) Descrie the egal siatus of your organsaton by selaching the Apampnale opions
Legal status ﬂ A NAUral pErson S A legal person
= O :rusemm
i ] @ privabe enilly  publc body
i ] NGO
Official language © [: ] Halian ()
Establishment/Registration country * [ ] Ity (1T}
Legal form © L] CONSORDO
VAT number * i ]
VAT number not appiicabie

if you wish to continue modifying your organisation's data. You will be redirected to the
Modify Organisation (Update organisation).
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