e ] ===
SEVENTH FRAMEWORK
PROGRAMME

SESAM




SESAM User Manual

TABLE OF CONTENTS

(oo 18 i o o A OO TP P PP PP PR PPPTPPRPRPR 3
T 0] o= 3
Definitions, Acronyms, and ADDIEVIAtIONS. ..........oiuiiiiiiie et s e e e e e e s e s e e e e e e s nnnnnees 4
REFEIEINCES ...ttt s h bt e e h et e s h bt e s b et e sa bt e e b et e e Rb e e e be e e ab e e e s s ne e anbe e e nnre e e nnreen 6

2.USEI MAINUAL ...ttt ettt sE et s e et n e r et e 7
YU o] 1A @ T 1= 1] (o] o g T 1T SRR 8
Save/Validate/ SUDMIT REPOIT ... ... .ottt et e e e e e e e e st e be e e e e e e e annbeeeeeas 10
Y Eo Y= T [T R {=T oo £ PRSP 15
]| o o £ IO PP P PP OTPPPPPPPPPPTN 17
ACCESS USEI DOCUMENL.......coiiiiiiiiiiiiie ettt ettt e e e e e s et e e e e e e s rrr e e e e e e s s e arnreeeresesesaaannns 31
Y=ol =TT IR (o I = oo (=T SRS 32
Y= T = Vo T Lo 1AV T =V o[PS 33
MaNAGE PUBICALIONS ...ttt e e et et e e skttt e e e abbe e e s sabe e e e e sabneeeeanes 35
Manage DiSSEMINALION ACHVILIES .........cciiiiiiiiee e e e e e e e s e e e e e e s s e e e e e e e s s sattrbreeeaaesessnsteeeaaesssnnnnnes 36
Manage ApPIICAtiONS fOr PAENt ........ccii i e e s e e e e e e e s st e e e e e e e s srreeeeaaeeeannnnnes 38
Manage EXPlOitable FOrE@QrOUNGS ........coiuiiiiiiiiiee ittt e et e e e s sab e e e s sabeee s sabeeeeeane 40
MANAGE PAITNEIS ... .ot a e 42
MANAGE FEIIOWS' GALA ....eeieiiiiiiiiiiee e e e e e e e e s e e e e e e e e e saa b e baeeeeaeesssassesbeeeeeeesnsnsraneeaaeessaasnes 43

v.2.00 - 02/11/2011 2/45



SESAM User Manual

Scope

The FP6 and FP7 are the Sixth and Seventh European Community framework programmes for Research,
Technological development and Demonstration.

The implementation of the framework programmes objectives is achieved through a number of RTD projects
as well as various support activities carried out by the research DGs — RTD, INFSO, TREN, ENTR and
MARE. The key business process spans from the publication of the call, then submission, evaluation, and
funding of proposals, followed by project contracting, follow-up and reporting.

In context of the project follow-up, the Commission seeks an integrated service to support timely acquisition
and analysis of the relevant information about project organisation, progress and continuous alignment to EC
research key objectives. After aggregation, the statistics shall then feed a dashboard or used for reports
generation.

The required business functions shall be supported by SESAM, an IT application made up of 2 dedicated
modules, specialising in data acquisition (QUEST), and QUEST administration (QUEST-I).

The QUEST represents the main data input module in SESAM architecture, which provides users with
means to fill-in various on-line forms. In general, the high-level functionality of SESAM - QUEST is to:

e Allow Internet users to fill-in Forms in a user-friendly way.

e Store in a central repository collected Forms, in the structured (XML) format, thus allowing their further
processing and performing various kinds of statistical analysis.

e Generate printable version of collected Forms (PDF format) and store them to central repository.

The herein document provides the comprehensive description of the SESAM - QUEST functionality, from the
GUI usage point of view. The following functionalities are described in details, using a step-by-step
approach:

e  Submit Questionnaire — allows filling-in and submitting Questionnaire for specified project.

e Save/Validate/ Submit Report — allows filling-in, saving and submitting Report for specified project and
Project Participant.

e Manage Reports — allows displaying existing Forms for specified project and Project Participant, as well
as, additional manipulation of displayed Reports (e.g. accessing of PDF files and attachments).

e Fill-iIn Form - allows filling-in Forms in a user-friendly way, including sub-functionalities like the
management of publications, applications for patent, exploitable foregrounds or dissemination activities.

e Access User Document — allows accessing User Documents.
e Send Email to Helpdesk — allows sending emails to the helpdesk.
e Error! Reference source not found. — allows registering as a new Project Participant.

e FP6/FP7 layout — a different layout (logo and links) for the FP6/FP7 project selected.
v.2.00 - 02/11/2011 3/45
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e Manage Deliverables — allows accessing, uploading, updating and deleting Deliverables.

e Manage Publications — allows accessing, updating and deleting Publications.

e Manage Dissemination Activities — allows accessing, updating and deleting Dissemination Activities.

e Manage Applications for Patent — allows accessing, updating and deleting Applications for Patent.

e Manage Exploitable Foregrounds — allows accessing, updating and deleting Exploitable Foregrounds.

e Manage Partners — allows accessing, updating and deleting Partners list.

e Manage Fellows’ data — allows accessing, updating and deleting Fellows’ data.

Definitions, Acronyns,

and Abbrevi ati ons

Term Definition

EC European Commission

ED EUROPEAN DYNAMICS

FP6 Sixth EU Framework Programme for Research and Technological
Development

FP7 Seventh EU Framework Programme for Research and Technological
Development

ERA European Research Area

RTD Research, Technological Development and Demonstration

RTD Project

A project within FP6/FP7

SECUNDA FP6/FP7 Security module hosting user competences
ECAS European Commission Authentication Service

CPF Contract Preparation Forms

CPM Contract and Project Management module

FORCE Form C Editing module

SESAM SED, ESS, ARI, MCA requirements implementation project
MCA SESAM user group — Marie Curie Actions

SED SESAM user group — Socio-Economic Dimensions
GAP Gender Action Plan

QUEST SESAM module — Questionnaires Module

QUEST-I SESAM module — Questionnaires Internal Module

Project ID (Contract ID)

Six-digit number, uniquely identifying a project (contract)

User General term used to describe any type of user.

Actor Concept used in the context of use cases. It describes a user who
performs one or more actions.

Form General term used to describe any kind of feedback or survey form

that can be submitted through QUEST.

Questionnaire

Form created by anonymous user.

Report

Form created by authenticated user (username/password
combination).

v.2.00 - 02/11/2011
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Vacancy

Job Vacancy managed in SESAM in order to be exported to
EURAXESS finally.

Draft Report/Vacancy

Report/Vacancy that is temporarily saved within the system,
eventually to be completed and submitted/validated (extracted in case
of Vacancy).

Completed Report/Vacancy

Report/Vacancy that is completed and submitted by the Project
Contractor (different than Project Coordinator), eventually to be
checked and submitted (extracted in case of Vacancy) by the Project
Coordinator.

This status cannot be reproduced once the interaction with PADME is
activated for target project.

Ready for Submit Report

Report that is completed and validated by the Project
Coordinator/Project Participant, but waiting to be submitted.

(Applicable only if the interaction with PADME is activated for the
project type)

Intermediate Report

Common term for Draft, Rejected (draft), Completed and Ready for
Submit (if applicable) Reports.

Submitted Report

If the interaction with PADME is activated for the project type: Whole
dossier has been submitted and the report has been submitted within
the system.

If the old mode is activated (no interaction with PADME): Report that
is completed and submitted within the system.

Exported Vacancy

Vacancy that is completed and submitted within the system being
exported to EURAXESS.

Rejected (draft) Report

Kind of Submitted Report, which was completed and submitted within
the system, but afterwards rejected by the Project Officer (using
QUEST-I) in order to be corrected.

Project Contractor

Person representing one contractor (participant) on the project.

Project Coordinator

Project Contractor that coordinates the project on behalf of the
contractors (participant index 1).

Project Reviewer

Person representing a reviewer of the project progress.

Project Rapporteur

Person representing a project reviewer that is responsible of creation
and submission of the consolidated review report. This notion only
concerns FP7 projects.

Project Participant

Person participating in a project by submitting reports through
QUEST, i.e. common term for Project Contractors and Reviewers.

Link (Active Link)

Information linking particular QUEST Internet user to particular
Project Participant, thus allowing him/her to create various QUEST
Reports for the project. A link is represented by a combination of
username (used by user to be authenticated in QUEST as a Project
Participant), Project ID (identifying the project) and participant index
(identifying the particular Project Participant).

Pending Link

Link not allowing particular QUEST Internet user to create various
QUEST Reports for the project, but can be activated by the QUEST-I
Administrator or Project Coordinator.

Review Session

Review session is a period during while the project reviewer is able to
create, save and submit the review report. Session created by the
Project Officer.

v.2.00 - 02/11/2011
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Table 0-1: Definitions

Ref er ences

Ref. Title Version Date Author

R1 QUEST Functional Specifications 1.30 02/11/2011 | Sarah
Devresse

Table 0-2: Reference documents

Ref. Title Reference Version | Date

AO01 Framework Contract ESP-DESIS DIGIT-05717 | N/A 06/10/2006

Table 0-3: Applicable documents

v.2.00 - 02/11/2011
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The SESAM - QUEST GUI implements the following functionality:

¢ filling-in and submitting Questionnaires

e filling-in, saving and submitting Reports

e deleting Intermediate Reports

e accessing PDF files of Intermediate Reports
e accessing PDF files of Submitted Reports

e accessing attachments of Submitted Reports
e accessing User Documents

e sending emails to helpdesk

o (different layout for the FP7 project selected.
e managing of the Participant Registrations (Project Links) by Project Coordinator
e managing Project Publications

¢ managing Project Dissemination Activities

e managing Project Applications for Patent

e managing Project Exploitable Foregrounds

e managing Deliverables

v.2.00 - 02/11/2011
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Submit Questionnaire
This option allows submitting Questionnaire for specified project.

Note: if you access to the application through the Participant Portal, this functionality is not available.

In order to submit Questionnaire, the following steps should be considered:

1. Click the link QUESTIONNAIRES inside the menu of Home page. The QUESTIONNAIRE TYPE SELECTION PAGE
is presented (Figure 0-1).

Select questionnaire type

Please select the type of questionnaire you wish to fill-in for your project, following the steps below:
1. In the 'Instrument’ selection list, set the instrument of your project.

2. In the 'Project type’ selection list, set the type of your project.

3. In the 'Questionnaire type' selection list, select the type of questionnaire you wish to fill-in.

4. Click the button 'Edit Questionnaire’ to proceed.

Instrument | MC-Support for training and career development of researchers (Marie Cur\e)E

jecttype | MC-IOF Outgoing f (IOF) [=]

Questionnaire type | Mid-Term Assessment Questionnaire [

Edit Questionnaire

Figure 0-1: Questionnaire Type Selection Page (With Selected Questionnaire Type)
2. Specify Questionnaire type:

a. Select instrument using the drop-down list INSTRUMENT.

b. Select project type using the drop-down list PROJECT TYPE.

c. Select Questionnaire type using the drop-down list QUESTIONNAIRE TYPE.

3. Click the button EDIT QUESTIONNAIRE. The PROJECT IDENTIFICATION PAGE is presented (Figure 0-2).

Project Identification

Please enter the six-digit code (i.e. 123456 from contract number ABCD-CT-200x-123456) of your project in the field 'Project 10" and dick the button 'Validate' to proceed.
Project type MC-1OF-International Qutgaing Fellowships (IOF)
ProjectID 214040

Clear | Validate

Figure 0-2: Project Identification Page (With Entered Project ID)
4. Enter Project ID in the field PROJECT ID.

5. Click the button VALIDATE. In case of successful project identification the FORM EDITING PAGE is presented
(Figure 0-12); otherwise appropriate error message is presented.

Fill-in all Form fields (please refer to 21
6. Fill-In Form).
Click the button suswmiT.

e In case of successful submission (i.e. if all Form fields are properly filled-in) the QUESTIONNAIRE TYPE
SELECTION PAGE is presented (Figure 0-1), accompanied with the COMPLETION MESSAGE Box (Figure
0-3).

v.2.00 - 02/11/2011 8/45
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Windows Internet Explorer, ['>__<|

L] E The guestionnaire has been successfully submitted. Thank you For your contribution.
L

Figure 0-3: Completion Message Box

2. In case of unsuccessful submission (i.e. if some Form fields are not properly filled-in) the refreshed FORM
EDITING PAGE is displayed, clearly presenting the invalid fields (please refer to 21

e Fill-In Form). Please proceed with Step 1.

v.2.00 - 02/11/2011 9/45
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Save/ Val i date/ Submit Report
This option allows saving/validating/submitting Report for specified project and Project Participant.

If you access the application through the Participant Portal, you can directly jump to the step 4. Steps 1 to 3
are not accessible. The project selection must be done using the Participant Portal.

In order to save/validate/submit Report, the following steps should be considered:

1. After the successful user authentication (see Error! Reference source not found.) the SELECT PROJECT
PAGE is presented (Figure 0-4).

Please select the project you want to work with.

If the Project Number you require is missing from this list, please register by clicking on ‘Register to a Project’ (in the menu on the left).

Project 10 | 200500 [~

Weork With

Figure 0-4: Select Project Page
2. Select the project Id from drop-down list PROJECT ID.

3. Click the button Work WITH. The WORK WITH A PROJECT PAGE is presented (Figure 0-5).

FP7 Work with a Project 214040

Project Coordinator Please choose one of the following:
[epe] W To go to home page, select 'Home' from menu.
 To fill-in report, select 'Reports’ from menu.
== & To fill-in declaration on the conformity, select ‘Documents' from menu.
B To fillin request, select | Requests’ from menu.
 Ta fill-in notification form, select 'Notifications' from menu.
B o o o, s Toetion oy

B To logout from the system, select 'Logout' from menu.

Home

Reports
Documents

Amendment Requests What is FB72 2 FP7 step by step : Find a Call z Get Support * Find a Partner : Find a Document * Prepare & submit a proposal : What's New?

Notifications QUEST version 8.3.2 in TEST envirenment

Publications
Patents Top| CORDIS | About | HelpDesk | FAQ [ ©
Exploitable Foregrounds
Vacancies

Logout

Back

Figure 0-5: Work with a Project Page

4. Click on one of the following available links in the menu: REPORTS, REVIEW REPORTS, ASSESSMENT
REPORTS, DOCUMENTS, AMENDMENT REQUESTS OR NOTIFICATIONS. The REPORT SELECTION PAGE for
specified project and particular Project Participant is presented (Figure 0-6 or Figure 0-7).

5. Specify Report:

a. Select form type using the drop-down list REPORT / REVIEW REPORT / DOCUMENT / AMENDMENT /
NOTIFICATION TYPE.

b. If applicable, select participant using the drop-down list PARTICIPANT.
c. If applicable, select the review session using the drop-down list REVIEW SESSION.
d. If applicable, select the project reviewer using the drop-down list PROJECT REVIEWER.
e. |If applicable, select REPORTING PERIOD for which the report will be submitted
6. Open Report for editing
a. Create new report:

i Click the button CREATE NEw REPORT / REVIEW REPORT / DOCUMENT / AMENDMENT REQUEST /
NOTIFICATION.

v.2.00 - 02/11/2011 10/45
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¢ In case that data may be imported from some previously submitted Report (e.g. the Report
to be created is periodic one and there are Reports submitted for previous reporting
periods), the DATA IMPORT WINDOW is presented (Figure 0-8 or Error! Reference source
not found.). To proceed without data import, click the button No; the FORM EDITING PAGE is
presented (Figure 0-12), displaying the Report without imported data. Otherwise, specify the
Report from which to import the data, by selecting the participant index (the drop-down list
PARTICIPANT INDEX) and reporting period (the drop-down list REPORTING PERIOD), and click
the button YES. The FORM EDITING PAGE is presented (Figure 0-12), displaying the Report
with imported data.

v.2.00 - 02/11/2011 11/45
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Please choose one of the following:

1. Create a new report by clicking the button 'Create New Report'.

2. Continue editing an existing report by clicking the link in the column 'Form name' of the table 'Intermediate Reports' for target Report.
3. Delete an existing report by dlicking the link in the column ‘Delete’ of the table 'Intermediate Reports' for targst Report.

Instrument MC - Suppert for training and career developmant of researchars (Marie Curia)
Project Information 214040
Username epc

Reporttype | Periodic Report

pant 1-CENTRE NATIONAL DE LA RECHERCHE SCIENTIFIQUE (CNRS)) [~]

Form name Period Date created Date last uy Status Delete Print

™

27/10/2011 18:13:29 CET 27/10/2011 18

Reporting Period | 1[~]

Create New Report

Submitted Reports

Report status | Submitted and Rejected (Archived) [+

Draft delete orint draft

Username Participant Index Form name Attachments Period Date submitted Date rejected Status Comment  ARES Reg. N. Acknowledgement

epc 1 Periodic Report 2 17/08/2011 18:18:34 CET  27/10/2011 16:36:33 CET  Rejected (Archived) res(2010)1313756715002 res(2010)1313736715321
epc 1 Periodic Report 1 27/10/2011 05:46:58 CET 27/10/2011 16:56:34 CET Rejected {Archivad) - -

epe 1 Periodic Report 1 08/07/2011 00:00:00 CET  D8/D7/2011 00:00:00 CET  Rejected (Archivad) Ares(2010)1308906910725  Ares(2010)1308906912173
epc 1 Periodic Report 1 17/03/2011 00:00:00 CET 17/03/2011 00:00:00 CET Rejected (Archivad)  [&] 2 2

epc 1 Periodic Report 3 12/10/2010 18:24:51 CET 12/10/2010 18:24:51 CET Rejected (Archivad) Ares(2010)1290729652417 Ares(2010)1290729652513
epe 1 Periadic Report 2 12/10/2010 17:13:50 CET  12/10/2010 17:13:50 CET  Rejectzd (Archivad) z z

epc 1 Periodic Report K 12/10/2010 17:08:23 CET 12/10/2010 17:08:23 CET Rejected (Archived) Ares(2010)1290729653076 Ares(2010)1290729653142
epc 1 Periodic Report 2 15/07/2010 23:33:41 CET 15/07/2010 23:33:41 CET Rejected (Archivad) 2 2

apc 1 Periodic Report 2 15/07/2010 23:29:58 CET 15/07/2010 23:29:58 CET Rejected (Archived) [0 2 2

epc 1 Periodic Report 2 15/07/2010 23:26:59 CET 15/07/2010 23:26:53 CET Rejected (Archivad) 2 2

epc 1 Periodic Report 1 14/07/2010 18:30:09 CET 14/07/2010 18:30:09 CET Rejected (Archived) - -

=pc 1 Periodic Report 1 28/01/2010 16:46:48 CET 28/01/2010 16:46:48 CET Rejectad (Archivad) - -
Count of Questionnaires

Questionnaire type Count

Evsluation Questionnaire 1

Follav-up Quastionnaire 4

Figure 0-6: Report Selection Page

Please choose one of the following:

1. Create a new review report by clicking on the button ‘Create New Review Report’.

2. Continue editing an existing report by clicking the link in the column 'Form name' of the table 'Intermediate Reports' for target Report.
3. Delete an existing report by clicking the link in the column 'Delete’ of the table ‘Intermediate Reports' for target Report.

Instrument ERC - Support for frontier research (ERC)
Project Information 210355
Username ecru
Review Report type | Project Review Report [+

Review Ses:

Test new review report (OPEN) [=]

Project Reviewer | Al [=]
Intermediate Review Reports
Username Project Reviewer Form name Review Session Date created Date last uy Status Comment Delete  Print |
eru ruru Broject Review Report Test naw raview raport 31/10/2011 15:35:11 CET 31/10/2011 15:35:11 CET Draft print draft ‘

Create New Review Report
Submitted Reports

Report status | Submitted and Rejected (Archived) [+

e —— e R B Gerer—e G Status Comment  ARES Reg. N. Acknowiedgamant I

ecru cru cru Broiect Review Report Test new review report 31/10/2011 15:32:54 CET Submitted - -

Figure 0-7: Review Report Selection Page

Do yvou want to import the data from an already submitted form?
If yves, please =select the participant index and reporting pericd and click the button "ves'; otherwise click the button
‘Mo’ to proceed without importing the data.

Report | Periodic Report |z|

Participant index | 1 |z|

Reporting period | 1 |z|

Yes| ND|

Figure 0-8: Data Import Window

v.2.00 - 02/11/2011
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e In case that data cannot be imported from some previously submitted Report (e.g. the
Report to be created is not periodic one or there are no Reports submitted for previous
reporting periods), the FORM EDITING PAGE is presented (Figure 0-12).

e In case that the Project Participant is a Project Coordinator, s/he should not be able to create
new Reports for other Project Contractors, if not explicitly linked through QUEST-I to the
particular Project Contractor.

e In case the Project Participant is a Project Reviewer, s/he should not be able to create new
Review Reports for other Project Reviewers.

b. Open previously saved Report:

i Click the hyperlink in the column FORM NAME of the INTERMEDIATE REPORTS table for target
Report (in status “Completed”, “Draft” or “Rejected (draft)”). The FORM EDITING PAGE is presented
(Figure 0-12), displaying the selected Report.

e Project Contractors different than Project Coordinator should not be able to edit Reports with
status COMPLETED.

e Project Reviewers should not be able to edit Review Reports of other Project Reviewers.
3. Fill-in Form (please refer to 21
7. Fill-In Form).
8. Save/Validate/Submit Report
a. Save Report

i Click the save button. The REPORT SELECTION PAGE from which complete action was initiated is
presented (Figure 0-6).

b. Validate Report (if PADME is accessible for target project type):

i Click the VALIDATE button.

e In case of successful validation (i.e. if all Form fields are properly filled-in) the REPORT
SELECTION PAGE from which complete action was initiated is presented (Figure 0-6 or Figure
0-7).

O If you are the Project Coordinator, a Project Reviewer or a Project Rapporteur, the
report/review report/consolidated review report is displayed in the INTERMEDIATE
REPORTS table with status READY FOR SuBMIT. Afterwards, the Report can still be edited
and validated, while the status didn’t pass to SUBMITTED.

O If you are not the Project Contractor, the Report is stored as a Completed Report and
displayed in the INTERMEDIATE REPORTS table with status COMPLETED. Afterwards, the
Report may be further edited and validated by the Project Coordinator.

4. In case of unsuccessful validation (i.e. if some Form fields are not properly filled-in) the refreshed FOrRM
EDITING PAGE is displayed, clearly presenting the invalid fields (please refer to 21

e Fill-In Form). Please proceed with Step 10.b.
c. Submit Report (if PADME is not accessible for target project type):

i Click the suBmIT button.

e In case of successful submission (i.e. if all Form fields are properly filled-in) the REPORT
SELECTION PAGE from which complete action was initiated is presented (Figure 0-6 or Figure
0-7).

O If you are the Project Coordinator, a Project Reviewer or a Project Rapporteur, the
report/review report/consolidated review report is moved in the SUBMITTED REPORTS
table and become read-only. Depending on the Sub-funding Scheme and Unit of the
project, you might receive an Acknowledgement of Receipt by email.

v.2.00 - 02/11/2011 13/45
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0 If you are not the Project Contractor, the Report is stored as a Completed Report and
displayed in the INTERMEDIATE REPORTS table with status COMPLETED. Afterwards, the
Report may be further edited and submitted finally by the Project Coordinator.

5. In case of unsuccessful submission (i.e. if some Form fields are not properly filled-in) a warning message
is displayed. Click the OK button and the refreshed FORM EDITING PAGE is displayed, clearly presenting
the invalid fields (please refer to 21

e Fill-In Form). Please proceed with Step 10.b.
9. Undo the validation of a Report (if PADME is accessible):

On the REPORT SELECTION PAGE, click the “Undo Validation” hyperlink for a report in status “Ready for
Submit”. The REPORT SELECTION PAGE from which complete action was initiated is refreshed with the
report in status “Draft”.

v.2.00 - 02/11/2011 14/45
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Manage Reports

This option allows displaying existing Forms for specified project and Project Participant, as well as,
additional manipulation of displayed Reports (e.g. accessing of PDF files and attachments).

In order to manage Reports, the following steps should be considered:

10.

11.

12.

13.

14.

Reach the REPORT SELECTION PAGE (Figure 0-6 or Figure 0-7). Please refer to 0 Save/Validate/ Submit
Report.

Select Report Type or Review Report Type: A type of Reports to be managed may be modified by
using the drop-down list REPORT TYPE or REVIEW REPORT TYPE. The REPORT SELECTION PAGE is
refreshed, displaying in the tables INTERMEDIATE REPORTS and SUBMITTED REPORTS existing Reports of
selected type.

Select Review Session: Drop-down list REVIEwW SESSION contains all the review sessions available for
the Project Participant (open and/or closed). After selection, the REPORT SELECTION PAGE is refreshed,
displaying in the tables INTERMEDIATE REPORTS and SUBMITTED REPORTS existing Reports of selected
Project Participant.

Select Project Reviewer: The Project Reviewer may be modified by using the drop-down list PROJECT
REVIEWER. The REPORT SELECTION PAGE is refreshed, displaying in the tables INTERMEDIATE REPORTS
and SueMITTED REPORTS existing Reports of selected Project Reviewer.

a. For Project Reviewer, the drop-down list Project Reviewer contains the different Project Reviewers
related to the selected Review Session, as well as, entry All representing all Project Reviewers.

b. For Project Rapporteur, the drop-down list Project Reviewer contains entry All representing the
unigue Project Rapporteur.

Select Project Participant: A Project Participant, for which to manage Reports, may be modified by
using the drop-down list Participant. The Report Selection Page is refreshed, displaying in the tables
Intermediate Reports and Submitted Reports existing Reports of selected Project Participant.

a. For Project Coordinators the drop-down list Participant contains all Project Participants, as well as,
entry All representing all Project Participants. In this way, Project Coordinators may access
Completed Reports of other Project Contractors, in order to check and validate/submit them finally.

Select Reporting Period: Drop-down list Reporting Period contains the remaining values of period(s)
for which new report can be created. Selected value is the period that contains the day of creating new
report. If report has been already fulfilled for that period, the first available period will be pre-selected. If
the Final report or Document or Amendment Request or Notification is selected, the Reporting Period
select box is not displayed. If the Periodic report is selected and the report has been fulfilled for all the
reporting periods by the selected participant, the Reporting Period select box is displayed but disabled.

Select Report Status: A status of Submitted Reports to be managed may be modified by using the
drop-down list Report Status. The Report Selection Page is refreshed, displaying in the table Submitted
Reports existing Reports of selected statuses.

Edit Intermediate Report: A previously saved Report may be edited by clicking the hyperlink in the
column Form name of the Intermediate Reports table (in status “Completed”, “Draft” or “Rejected
(draft)”). The Form Editing Page (Figure 0-12) is presented, displaying the selected Report.

a. Not for Review Report, Project Contractors different than Project Coordinator are not able to edit
Completed Reports (Reports with status COMPLETED).

Delete Intermediate Report: A previously saved Report may be deleted by clicking the hyperlink delete
in the column Delete of the Intermediate Reports table. The Report Selection Page is refreshed,
reflecting the modified information about Intermediate Reports.

a. Not for Review Report, Project Contractors different than Project Coordinator are not able to delete
Completed Reports (Reports with status COMPLETED).

v.2.00 - 02/11/2011 15/45
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15. Access Intermediate Report PDF: The PDF file of a previously saved Report may be accessed by
clicking the hyperlink print draft in the column Print of the Intermediate Reports table. The PDF file,
clearly marked as draft one, is created and the File Download Window is displayed (Figure 0-9).

File Download

Do you want to open or save this file?

mih Mame: reporkz0271.pdf
| | Tvpe: Adobe Acrobat Document, 51,666
From:  a-jestrovic

Cpen ] [ Save ] [ Cancel

i e | “While files from the Intermet can be uzeful, zome files can potentially
d harm vour computer, If you do not trugt the zource, do not open or
= zave thiz file, What's the rigk?

Figure 0-9: File Download Window

16. Access Submitted Report PDF: The PDF file of a Submitted Report may be accessed by clicking the
hyperlink in the column Form name of the Submitted Reports table. If the PDF file exists for selected
Report, the File Download Window is displayed (Figure 0-9); otherwise, if PDF file does not exist (still not
created), appropriate error message is displayed (Figure 0-10).

Windows Internet Explorer ﬁl

L ] E The pdf has not been generated vwet. Please try again in a Few minutes.
[ ]

Figure 0-10: PDF Creation Error Message

17. Access Submitted Report Attachments (if PADME not accessible for target project type): The
attachments of a Submitted Report (as a ZIP archive) may be accessed by clicking the hyperlink in the
column Attachments of the Submitted Reports table. The File Download Window is displayed (Figure
0-9).

18. Access Submitted Report Attachments (if PADME accessible for target project type): The
attachments of a Submitted Report may be accessed by clicking the hyperlink in the column
Attachments of the Submitted Reports table. The Attachment Window is displayed (Figure 0-11). A
specific attachment file can be accessed by clicking in the column Attachment of the list. The File
Download Window is displayed (Figure 0-9).
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European Commission

Research

t attachments

Attachments

Attachment Type

Test Document 1.doc Wwork progress

Test Document 2.pdf worl: progress

Test Document.zip Worl: progress

Test Document 1.pdf Publishable Summary

Close

Figure 0-11: Submitted Attachments Window

19. View Submitted/Rejected Report Comment: When a comment is available on a Submitted or Rejected
Report, an icon is displayed in the Comment column. Click this icon to view the comment, as shown in
Figure 0-6.

20. Download ARES Documents: The ARES registration number appears in the ARES column. Click this
hyperlink in order to download the report, its XML version and its attachments as they are stored in
ARES as a ZIP archive. The File Download Window is displayed (Figure 0-9).

21. Download the Acknowledgement of Receipt: The Acknowledgement of Receipt (AoR) registration
number appears in the Acknowledgement column. Click this hyperlink in order to download it. The File
Download Window is displayed (Figure 0-9).

Fill-In Form

This option allows filling-in various Forms in a user-friendly way, using the FORM EDITING PAGE (Figure 0-12).
The Forms have been designed in such a way that the possibility of errors during their completion is
minimised:

e Radio buttons and selection lists are used for filling-in questions with limited number of answers.
o Date fields are filled-in through dedicated functionality (O Fill-In Date Field), using the DATE WINDOW
(Figure 0-14).

e Country fields are filled-in through dedicated functionality (0 Fill-in Country Form Field), using the
COuNTRY WINDOW (Figure 0-15).

Filling-in tables with variable number of rows is supported as well (0 Fill-In Table with Variable Number of
Rows). It is also possible to attach annexes (0 Manage Report Attachments) to Reports (not Questionnaires)
to be submitted.

Submission/Validation of Forms involves filling-in all obligatory (mandatory) fields, which are indicated by a
red asterisk next to them. Furthermore, some fields may be conditionally obligatory (mandatory), i.e.
obligatory under some conditions, for example depending on the answer to some previous question. Such
fields are indicated by a green asterisk next to them.

Two kinds of validation are performed:
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e Validation of obligatory fields: It is validated if obligatory field (or conditionally obligatory field, if related
condition is fulfilled) is filled-in with any value.

e Validation of type: It is validated if the field is filled-in with a value of appropriate type. The following
types are supported:

0 String: Any text (no type validation).
0 Integer: Number (e.g. 1)

0 Double: Decimal number (e.g. 1.5). It should be noted that “.” (character dot) is used as decimal

character and not “,” (character comma).

0 Amount: Decimal number (e.g. 1.5) between -99 999 999.99 and 99 999 999.99 with 2 decimals.
The formatting is applied automatically so that 2 decimals are always shown (e.g. 1 - 1.00; 1.5 >
1.50). If more than 2 decimals are inserted, the value will be rounded to the nearest second decimal
(e.g. 1.234 > 1.23; 1.235 > 1.24).

While editing a report, the system automatically performs the validation of type, displaying appropriate
message. The most common validation of type errors are the following:

o Integer field is filled-in with a decimal number (e.g. 1.5 instead of 1).

e Double field is filled-in with a decimal number using “,” as decimal character (e.g. 1,5 instead of 1.5).

Process of Form submission/validation includes the validation of obligatory fields filled-in Form. In case of
unsuccessful submission (i.e. if some Form fields are not properly filled-in), a warning message appears.
Once clicking on the OK button,the refreshed FORM EDITING PAGE is displayed, clearly presenting the invalid
fields (Figure 0-13).

v.2.00 - 02/11/2011 18/45



SESAM User Manual

Project Monitoring Report
- INSTRUCTIONS

- Multi-line text fields are limited to 4000 characters (including spaces).
- After completion, press the ‘submit’ button to submit the report.
- You may use the 'save’ button at any time to save a report and continue its editing later.

- Decimal numbers should be indicated by a dot and not by a comma (i.e. 3.5 and not 3.5).

- General Information

Project Mo: 210355

Project acronym: OPTICALBULLET

Project full title: Studies of neurosecretion by remete control of exocytosis and endocytosis with
ligt

Funding Scheme: F?:‘?-ERC—SG

Assessment:™ () Mid-Term
(_) Final

Period covered - start date:™ 2011-09-01

Period covered - end date:™ 2013-02-28

Project starting date: Sep 1, 2008

Project duration: 60

Scientific Officer name:*

Principal Investigator name: Dr. Pau Gorostiza

Host Institution name: INSTITUTO DE BIOINGENIERIA DE CATALUNA - IBEC

Mame of reviewer who drafted the consolidated report (if applicable):

b 1. Implementation of the project
w 2 Overall Assessment

Overall assessment of project progress

&

(") Excellent progress (the project has met its objectives and technical goals for the period or has even exceeded expectations).
(") Good progress (the project has met most of its objectives and techinical goals for the period with relatively minor deviations).
(_) Unsatisfactory progress (the project has failed to achieve its main objectives and/or severly delayed).

Comments

&

¥ 3. Recommended follow-up actions
v 4_Flag the Project
= B. Extraction to other systems - Not related to the ‘certified as correct’

() I declare that | have reviewed the publishable summary, the project web site address and the related attached documents submitted by the Principal
Investigator and | find them suitable for publication, | E. CORDIS, etc...

() | have reviewed the publishable summary, the project web site address and the related attached documents submitted by the Principal Investigator
and | do NOT consider them suitable for publication.

Reason for non-agreement

&

cancel | spell checking | | sawe | submit | attachments

Figure 0-12: Form Editing Page
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Project Monitoring Report
- INSTRUCTIONS

- Multi-line text fields are limited to 4000 characters (including spaces).
- After completion. press the "submit’ button to submit the report.
- You may use the ‘save’ button at any time to save a report and continue its editing later.

- Decimal numbers should be indicated by a dot and not by a comma (i.e. 3.5 and not 3.,5).

~ General Information

Project Mo: 210355
Project acronym: OPTICALBULLET
Project full title: Studies of neurosecretion by remote control of exocytosis and endocytosis with
ligt
Funding Scheme: F?:'T-ERC-SG
Assessment:*
Mid-Term
Final
Period covered - start date:® 2011-09-01
Period covered - end date:* 2013-02-28
Project starting date: Sep 1, 2008
Project duration: 60
Scientific Officer name=* I:l
Principal Investigator name: Dr. Pau Gorostiza
Host Institution name: INSTITUTO DE BICINGENIERIA DE CATALUNA - IBEC

MName of reviewer who drafted the consolidated report (if applicable):

v 1. Implementation of the project

* 2. Overall Assessment

(|.‘Neral| assessment of project progress

E‘ Excellent progress (the project has met its objectives and technical goals for the period or has even exceeded expectations).
E‘ Good progress (the project has met most of its objectives and techinical goals for the period with relatively minor deviations).
P‘ Unsatisfactory progress (the project has failed to achieve its main objectives and/or severly delayed).

Comments

=

+ 3. Recommended follow-up actions
~ 4. Flag the Project
[O] Mo flag for the project;

r‘ Flag(s) for the project. In this case, please select the flag(s) in the following list:
HThe specified value is invalid]

Highlight as a success/case story

High visibility/media attractive project

Substantial R&D breakthrough character

Significant R&D participation from outside EU

Project with international recognition of the results (awards, prizes. etc: please specify)

Project with an impact on EU policies (http://ec.europa.eu/policiesfindex_en.htm)

Project with significant involvement of industrial stakeholders

Project with ethical issues associated

Invalvement of non-research actors in the field (economics, policy makers, civil society, end-users, standardisation bodie, etc..)
Other

Comments

v 6. Extraction to other systems - Not related to the ‘certified as correct’

cancel | spell checking  save = submit = attachments

Figure 0-13: Form Editing Page (With Displayed Invalid Fields)
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Fill-In Date Field

This option allows filling-in date form fields in a user-friendly way.

In order to fill-in date form field, the following steps should be considered:

1. Reach the FOrRM EDITING PAGE (Figure 0-12) displaying the Form with at least one date field.

2. Click inside the date field. The DATE WiNDOW is displayed (Figure 0-14).

February 2009

Wik Mon Tue Wed Thu Fri Sat Sun

3

B i 3 2 3 i 7
7 g o1m 1 12 13 14
3 18 i 12 1% 20 A
E £} 24 EF 28 Z7  ZB

Today iz Mon, 16 Feb 2009

Figure 0-14: Date Window

3. Browse for a date and click on a date. The DATE WINDOW is closed and the selected date is displayed in

the edited field on the FORM EDITING PAGE from which complete action was initiated.

v.2.00 - 02/11/2011
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Fill-In Country Form Field
This option allows filling-in country form fields in a user-friendly way.

In order to fill-in country form field, the following steps should be considered:

1. Reach the FOrRM EDITING PAGE (Figure 0-12) displaying the Form with at least one country field.

2. Click inside the country field. The CounTRY WINDOW is displayed (Figure 0-15).

Please select a country from the selection list below.

Country IZ|

Figure 0-15: Country Window

3. Select a country from the drop-down list COUNTRY. The COUNTRY WINDOW is closed and the selected
country is displayed in the edited field on the FORM EDITING PAGE from which complete action was
initiated.
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Fill-In Table with Variable Number of Rows
This option allows filling-in tables with variable number of rows.

In order to fill-in table with variable number of rows, the following steps should be considered:

1. Reach the FOrRM EDITING PAGE (Figure 0-12) displaying the Form with at least one table with variable

number of rows.

2. Insert Row: Click the button INSERT ROW (Figure 0-16). The FORM EDITING PAGE is refreshed, displaying

the table with inserted row at the table bottom.

3. Delete Row: Click the button DELETE ROW (Figure 0-16). The FORM EDITING PAGE is refreshed, displaying

the table with the last row deleted.

It should be noted that completely empty rows (without any filled-in field) do not have to be deleted manually,
even if they contain obligatory fields; the completely empty rows will be automatically removed by the system

on the Form submission/validation.

Month when the event took

Event Number Participant hosting the event* Type of Event place Start date of the event

NAM workshap

1 uTrieste [~ 48[ ~] 20111117
workshape
2 NZ [~] 23[+] 2011-11-24
P
NOVAMASS

insert row  delete row

Figure 0-16: Table with Variable Number of Rows (Form Editing Page)
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Check Spelling

It is possible to check the spelling of all the text areas of a report by following these steps:

1. Reach the ForRM EDITING PAGE (Figure 0-12) displaying the Form with at least one table with variable
number of rows.

2. Click the check spelling button at the bottom on the form.
3. Wait for the Spell Checker to load (Figure 0-17).

ﬂ" Spell Checker - Windows Internet Explorer =101 x|

Processing

hii

Figure 0-17: Spell Checker Loading

4. Once loaded, the Spell Checker will process each text area as shown in Figure 0-18. In the Spell
Checker, the following options are available:

a.

The upper left text area shows a part of the text, with an unrecognized word indicated in
red.

Ignore Once: ignore a single occurrence of the unrecognized word

Ignore all in this field: ignore all occurrences of the unrecognized word within the current
text area

Suggestions: shows a list of known words that are similar to the unrecognized one. Click on
a word to select it, and then click on CHANGE for replacing the current word with the selected
one, or CHANGE ALL for replacing all occurrences of the current word with the selected one
(within the current text area).

Next Field: click this button to skip the processing of the rest of the current text area, and
continue with the next (non-empty) one. If the current one is the last one, this button is
changed to “DoNE” and clicking it will close the Spell Checker.

Manual Edit: click in the upper left text area (with the unrecognized word) in order to switch
en Edit Mode (Figure 0-19). In this mode you can modify the text area and then click
CHANGE for applying your modifications. To cancel your modifications and switch back to the
normal mode, click on UNDO EDIT.
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Hele Wolrd The iz wrng

wark of the proj

+ 2. Project «

Fleaze provide a
alone document.

[

/7~ spell Checker - Windows Internet Explorer o [m] S
Attached documi | [Heallo Wolrd! = lgnore Cnce m
wark of the proj
lgnore all in this field
+ 2. Project «
Flease provide a | | Suggestions: = Change in
alone document.
Flease include a Wold Word — Change All b
Words Wordy B
Anther eror Mext Field
World Would -
Figure 0-18: Spell Checker processing a text area
Hele Wolrd The iz wrng
/7~ spell Checker - Windows Internet Explorer o [m] S
Attached documi| |Hello Wolrd! A Undo Edit m

lgrore alllin this field

Suggestions: (Disabled)

Flease include a Wold Wold
Anther eror Words Words
World World

Change

Change All

D

Wext Freld

Figure 0-19: Spell Checker in Edit Mode
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Manage Report Attachments (if PADME not accessible)

This option allows attaching annexes to the Reports to be submitted. This functionality is available only if
PADME is not accessible.

In order to attach annexes, the following steps should be considered:

1.

Reach the FOrRM EDITING PAGE (Figure 0-12) by opening a previously saved Report. Please refer to 0
Manage Reports Step 13. If you are currently creating a new report, please save it first.

Click the button ATTACHMENTS at the bottom of the FORM EDITING PAGE or the button or attach PDF,
Attach Document or attach Access database at the bottom of its sections (the button exists only for
Reports that supports attaching annexes). The ATTACHMENTS WINDOW is displayed (Figure 0-20). If you
clicked the button at the bottom of a section, the corresponding ATTACHMENT TYPE will be selected
automatically.

Attachments

Attachment Type Delete

Fila: [ Choisissez un fichier | Aucun fi... choisi

Attachment Type: E|

Upload Close

Figure 0-20: Attachments Window

3.

Click the button BRowsE and browse for the attachment. If you accessed the Attachments Window using
“attach PDF” from the Form Editing Page, you must select a PDF file. If you accessed the Attachments
Window using “attach Access database” from the Form Editing Page, you must select a MDB file. If you
accessed that window from the attachments button at the bottom of the Form Editing Page, the expected
file format will depend on the Attachment Type you select at step 4. For Attachment Types different than
“Other”, please refer to the corresponding section of the Form Editing Page in order to know the
expected file format (PDF or any). The path of the selected file is displayed inside the field in front of the
button BROWSE. The maximum file size is 250mb.

Select the ATTACHMENT TYPE from the drop-down list, if not already selected.

Click the button UpLoAD. The button UpLOAD becomes disabled and the uploading of the selected file as
a Report attachment is initiated. After the file upload is finished, the button UPLOAD becomes enabled
and refreshed ATTACHMENTS WINDOW is displayed, reflecting the modified information about the Report
attachments.

Access Attachment: An attachment may be accessed by clicking the hyperlink in the column
ATTACHMENT of the ATTACHMENTS table. The FiLE DOwNLOAD WINDOW is displayed.

Delete Attachment: An attachment may be deleted by clicking the hyperlink in the column DELETE of the
ATTACHMENTS table. The ATTACHMENTS WINDOW is refreshed, reflecting the modified information about
the Report attachments.
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Manage deliverables list

This option allows managing the deliverables list to the Reports to be submitted (on the reports where the
deliverables available, e.g. “CP-CSA-NoE Periodic Report”).

In order to manage the deliverables list, the following steps should be considered:

1. Reach the ForRM EDITING PAGE (Figure 0-12), displaying the Form containing the List of deliverables as
presented in Figure 0-21.

TABLE 1. Deliverables (4)

Delivery date
Deliverable Dissemination from Annex | AchalijCorecast .

Del. no. name Version WP no. Lead beneficiary  Nature level (5) (proj month) delivery date Status’ Comments
1 File Accepted - 2 1.0 1 Lead Beneficiary Nature Dissemination 43 2011-03-08 Submitted E|

10 File Pending 1.0 1 Lead Beneficiary Nature Dissemination 43 2011-09-08 Not Submitted E|

" File Accepted 10 1 Lead Beneficiary Nature Dissemination 43 2011-03-08 Submitted E

1 File Reminded 10 2 Lead Beneficiary Nature Dissemination 43 2011-09-08 Submitted E|

2 File Accepted - 3 1.0 2 Lead Beneficiary Nature Dissemination 43 2011-09-08 Submitted E|

3 File Accepted - 3 10 2 Lead Beneficiary Nature Dissemination 43 2011-09-08 Submitted E

0 File Rejected 10 LS Lead Beneficiary Nature Dissemination 43 2011-09-08 Not Submitted El

Add or modify deliverables

Figure 0-21: Table of deliverables (Form Editing Page)

2. This table is automatically loaded with the deliverables associated to the current project. Having said
that, if the list must be updated and if PADME is not accessible, click the ADD OR MODIFY DELIVERABLES
button, to access the Deliverables Management Page (please refer to section 0).

Manage Report Publications

This option allows attaching publications to the Reports to be submitted (on the reports where the
publications available, e.g. “IAPP-ITN Final Report”).

This functionality is managed by the functionality publication list and allows, for project IAPP and ITN to
upload and download attachment. The process is similar to the functionality Manage publications list.

For existing report created before the introduction of this functionality, Publication will be automatically
migrated the first time the report is reopened.
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Publications List

D.O.L

1f D.0.1 is provided mandatory fields bacome optional.

Title

Main Author

Title of the periodical or the series

Number, date or frequency
Publisher
Place of publication
Date of publication

Syntax: dd/mm/yyyy

Relevant pages

Permanent identifiers (if available)
Open access is/will be provided to this publication  ves @ no ©

Add Publication Cancel Edition

Project Publications

Main  Title of the periodicalor Number, date or Place of Date of Relevant identifiers f  Open s/ will be provided to 5

> B Tt Author the series frequency Publisher o blication publication _ pages available) this publication B s &0

1 sfafe fe =f dfd fdf Brussels s0/0s/2010 34 rers Yes vaupaTep 42d2ts

pdats
2 of asdfadsf dsf sdaf asdf gsdfadsf  qsdfasdf 13/07/2011  qdfsdaf Yes vaupaten 42date TR GG F
3 pubi  main & : publisher hera 29/04/2010 12 qdsfdsf No vaupatep 42dste TR
4 fezfezf  fe fdaf dffd fdf Brussals 03/os/2010 34 ves vaupaten 4232t FH G F
5 KLSIDLKFIMDSLFKI Yes vaLtDATED Y2dste TR
Save Order

Figure 0-22: Publication screen with upload/download attachments

Manage publications list

This option allows managing the publications lists to the Reports to be submitted (on the reports where the
publications available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the publications list, the following steps should be considered:

3. Reach the FoOrRM EDITING PAGE (Figure 0-12), displaying the Form containing the List of publications as
presented in Figure 0-23.

TEMPLATE A1 - LIST OF SCIENTIFIC (PEER REVIEWED) PUBLICATIONS, STARTING WITH THE MOST IMPORTANT ONES
Is open

Title of the Permanent access(4)
periodical or Number, date Place of Date of Relevant identifiers (3) (if  provided to this

No. Dol Title Main author the series or i icati icati pages applicable) publication?

1 efefz fe ef dffd fdf Brussels Sep 30, 2010 M4 rere Yes

2 qf qsdfgdsf dsf sdqf gsdf gsdfqdsf qsdfgsdf Jul 13, 2011 qdfsdgf Yes

3 pubi main ti 1 publisher here Apr 29 2010 12 qdsfdsf No

4 fezfezf fe fdgf dffd fdf Brussels Aug 3, 2010 34 Yes

5 KLSJDLKFJMDSLFKJ Yes

Add or madify publications
Figure 0-23: Table of publications (Form Editing Page)

4. This table is automatically loaded with the publications associated to the current project. Having said
that, if the list must be updated, click the ADD OR MODIFY PUBLICATIONS button, to access the Publications’
List Page (please refer to section 0).

Manage dissemination activities list

This option allows managing the dissemination activities list to the Reports to be submitted (on the reports
where the dissemination activities are available, e.g. “CP-CSA-NoE Final Report”).
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In order to manage the dissemination activities list, the following steps should be considered:

1. Reach the FOrRM EDITING PAGE (Figure 0-12), displaying the Form containing the List of dissemination
activities as presented in Figure 0-24.

TEMPLATE A2 - LIST OF DISSEMINATION ACTIVITIES
Neo. Type of activities Main leader Title Date Place Type of audience Size of audience Countries addressed

Scientific community (higher

1 Publication UNIVERSITEIT UTRECHT  Deliverable to delete 7 Sep 23, 2010 Brussels education, Research) - 567 France
Industry
2 Publication UNIVERSITEIT UTRECHT  Activity FATT9 Nov 17, 2010 Brussels Industry - Civil society 567 Belgium
3 Publication UNIVERSITEIT UTRECHT  Test Test Test Nov 17, 2010 Ezef Scepticloonmuntyistegp> Belgium
education, Research)
UNIVERSITEIT "
4 Publication e fdsgsfg Sep 13, 2011 qsdfgsdfgsdf Chvil society qsdfgdsfds
UNIVERSITEIT .
5 Publication UTRECHT dsfasfsg Sep 13, 2011 qsdfgsdf Civil society qsdfsdf
UNIVERSITAET
3 Publication ECVHBIELEFELD qsdfgsd Sep 27, 2011 qsdfsdf Policy makers 3 qsdfsdf

Add or modify dissemination activities
Figure 0-24: Table of dissemination activities (Form Editing Page)

2. This table is automatically loaded with the dissemination activities associated to the current project. In
case the list must be updated, click the ADD OR MODIFY DISSEMINATION ACTIVITIES button, to access the
Dissemination Activities’ List Page (please refer to section 0).

Manage applications for patent list

This option allows managing the applications for patent lists to the Reports to be submitted (on the reports
where the application for patents available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the applications for patent list, the following steps should be considered:

1. Reach the Form EDITING PAGE (Figure 0-12), displaying the Form containing the List of application for
patents as presented in Figure 0-25.

TEMPLATE B1: LIST OF APPLICATIONS FOR PATENTS, TRADEMARKS, REGISTERED DESIGNS,UTILITY MODELS, ETC.

Foreseen embargo date Application reference(s) {e.g. Applicant(s) (as on the
Type of IP Rights Confidential ddimm/yyyy EP123456) Subject or title of application application)

ip right No EP123987 title applicants A, B, C. D
Patents No dj hjs fisj | fgsj strj

Registered designs No 606,6poeépo, po,6pa. pou,épo, aiasaieapeaépeade
Patents Yes aiueaieaépeaépeade aeasépeaadped auieaépebéebasdepeas
Patent to validate 1 Yes Dec 6, 2010 qgsd dsfsdf sdf

Patent to validate 2 Yes Dec 6, 2010 qsd dsfsdf sdf

Patent to validate 3 Yes Dec 6, 2010 gsd dsfsdf sdf

Patent to validate 4 Yes Dec 6, 2010 gsd dsfsdf sdf

Patent to validate 5 Yes Dec 6, 2010 gsd dsfsdf sdf

Patent to validate 6 Yes Dec 6, 2010 qsd dsfsdf sdf

Patent to validate 7 Yes Dec 6, 2010 qsd dsfsdf sdf

Patent to validate 8 Yes Dec 6, 2010 gsd dsfsdf sdf

Patent to validate 9 Yes Dec 6, 2010 gsd dsfsdf sdf

Patent to validate 10 Yes Dec 6, 2010 gsd dsfsdf sdf

Patents No Sep 21, 2011 EP123456 test applicants A, B, C. D

Add or modify applications

Figure 0-25: Table of applications for patent (Form Editing Page)
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2. This table is automatically loaded with the application associated to the current project. Having said that,
if the list must be updated, click the ADD OR MODIFY APPLICATIONS button, to access the Applications’ List
Page (please refer to section 0).

Manage exploitable foregrounds list

This option allows managing the exploitable foregrounds lists to the Reports to be submitted (on the reports
where the exploitable foregrounds available, e.g. “CP-CSA-NoE Final Report”).

In order to manage the exploitable foregrounds list, the following steps should be considered:

1. Reach the ForM EDITING PAGE (Figure 0-12), displaying the Form containing the List of exploitable
foregrounds as presented in Figure 0-26.

TEMPLATE B2: OVERVIEW TABLE WITH EXPLOITABLE FOREGROUND
Description of Exploitable Timetable for Patents or other IPR Owner and Other
Type of Exploitable Exploitable Foreseen embargo product(s) or Sector(s) of ial use or itati Beneficiary(s)
Foreground Foreground Confidential date Yyyy icati any other use (licences) involved

expl pc No product pc2 sector pc timetable pc patent pc owner pc

Exploitation of results

through (social) innovation iaueaépoeaépbaépeaépe Mo aueaeaépe apeaépe aéeaépe aépeaépeadp eaépeadep

ADDITIONAL TEMPLATE B2: OVERVIEW TABLE WITH EXPLOITABLE FOREGROUND (6)
Description of jtable Foreground Explain of the Exploitable Foreground*

expl pc

iaueaépoeaépbadpeadpe

Add or modify exploitable foregrounds
Figure 0-26: Table of exploitable foregrounds (Form Editing Page)

2. This table is automatically loaded with the exploitable foregrounds associated to the current project.
Having said that, if the list must be updated, click the ADD OR MODIFY EXPLOITABLE FOREGROUNDS button,
to access the Exploitable foregrounds’ List Page (Please refer to section 0).

Manage partners’ list

This option allows managing the partners’ lists to the Reports to be submitted (on the reports where the
partners are available, e.g. “IRSES Periodic Report”).

In order to manage the partners’ list, the following steps should be considered:

1. Click the PARTNERS link from the WORK WITH A PROJECT PAGE (Figure 0-5) or reach the FORM EDITING
PAGE (Figure 0-12), displaying the Form containing the List of partners as presented in Figure 0-27.

Partner: INSTITUT DE PHYSIQUE DU GLOBE DE PARIS
No. of full-time
equivalent months
covered by this
Start date of End date of secondment during this
WP No.* Name of the Researcher  TYPe* Gender Seconded to Partner* secondment® secondment® reporting period”

[~] Male [+]

Total 0

insert row | delete row

Add or madify partners

Figure 0-27: Table of partners (Form Editing Page)

2. One table is automatically created for each partner associated to the current project. Having said that, if
the list must be updated, click the ADD OR MODIFY PARTNERS button, to access the Partners’ List Page
(please refer to section 0).
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Manage fellows’ data

This option allows managing the fellows’ data lists to the Reports to be submitted (on the reports where the
fellows’ data available, e.g. “COFUND Final Report”).

Fellows’ data are related to a specific instance of report. Before being able to manage these data, you must
create and save the report for which the data will be used.

In order to manage the fellows’ data list, the following steps should be considered:

1. Click the FELLOWS'’ DATA link from the WORK WITH A PROJECT PAGE (Figure 0-5) or reach the FORM EDITING
PAGE (Figure 0-12), displaying the Form containing the List of fellows’ data as presented in Figure 0-28.

HOST ORGANIZATION S
Full Legal Name Short name or abbreviation Name of department Postal addrass Country Name of coordinator/supsrvisor E-mail of coordinatorisupervisor

P— tnight afnign afhgfhat D¥-Denmark ahiahinhi

TABE 4: FULL REPORT WITH FELLOUF'S DATA

FELLOW: Has the
FELLOW: Type of fellow been
FELLOW. FELLOW: FELLOW: Total FELLOW: Hame. bili

aetive in the Host BUDGET: Total
HOST FELLOWY: Fellow FELLOW: Duration within  fellowship FELLOW: of Fellowship {outgeing, Organisation BUDGET: EU EU contribution
ORGANIZATION:  Identification FELLOW: Name FELLOW: FELLOW: residence atthe  Discipline ofthe  reporting period  duration ateach  Starting dateof  scheme (a5 in incoming, re- before the contribution per  within reporting
Full Legal Hame  number andfirstname  FELLOW:Email  Gender Nationality time of selection _ projecti4] (months} host(months) the fellowship  Annex 1) integration) Fellowship? (M) fellowr-year period

dhasazaa fdgst iskdf ksdf FEMALE FLFoland LUduembowrg  CHE 2 2 Oct 26, 201 todf OUTGOING N 0.3 0.3

Total 2 021

Acd or modify felows’ data

Figure 0-28: Table of fellows’ data (Form Editing Page)

2. This table is automatically loaded with the fellows’ data associated to the current project. Having said
that, if the list must be updated, click the ADD OR MODIFY FELLOWS' DATA button, to access the Fellows’
data’ List Page (please refer to 0).

Access User Docunent

This option allows accessing User Documents. In order to access User Document, the following steps should
be considered:

1. Click the link HoME inside the menu of any SESAM - QUEST page. The HOME PAGE is presented (Figure
0-29).

2. Click the hyperlink in the column TITLE of the table DOCUMENTS for the target User Document. The FILE
DowNLOAD WINDOW is displayed.

You are logged as: Welcome

[Prmelct Coordinator Welcome to SESAM, the European Commission online reporting tool for Research and Technolegical projects.
epc]

Plaase note that except for MCA questionnaires, a login is required for all reports and questionnaires submission.
Heledesk || this access to the SESAM reporting tool has been disabled for the users of FP7 projects. The reporting tool has to be reached via Participant Portal link:
http:// ec.curopa.eu/research/ participants/portal /appmanager/participants/ portal.

Please, update your bookmarks. Thank you.

Menu

The following infermation cancems enly FP6 users:
Home

Work with = Project & Once you have been registered to ECAS hitps://webgate. cc.curopa.eu/ecas you can register to a project.
s W Each request for registration to a project will be notified to the corresponding Project Coordinator or Officer and needs to be validated by him.
Logout W The requesting user will be notified of the validation by e-mail.

B Beneficiaries of FPS grants should complete their reperts by loaging in, checsing appropriate project and the type of the forms they want to work on {'Reports', ‘Decuments', ‘Amendments’ or 'Netifications’ in the menu).
B Reviewers of FP6 projects should complete their reports by logging in, choosing appropriate project and 'Review Reports' option in the menu.

Questiennaires

Beneficiaries of Marie Curie Actions should complete their questionnaires by clicking on ‘Questionnaires’ without any registration to the system.

Documents

Title Abstract Modification Date
voupie hahaaaaaaaaa 15/07/2010
prout! spAgcial di@dicace A Lio 15/07/2010
testg12:2 new document 09/12/2009
Quest-1 User Manual azefazefazfazfaz 28/08/2009
How to sccess and use Force (FormE) - Non MCA users Only ! For non MCA user only ! - A guide to access and use Online FormC forms 23/01/2009
Change to the reaistration process The Coordinator will now be able to control the participant registration Project Offciers will now be able to select the projects and reports they want to be notified for ~ 22/01/2009
Quest User Manual for Sesam 6.0.0 Includes all new features and changes that will be available as from end of June 2008 13/06/2008
User Manual for PTA to create Review Reports Dedicated User Manual for PTAS preparing Review Reports for Marie Curie Actions 13/12/2007
User Manusl for Review Reports & PQI Reports Dedicated User Manual for PTAs praparing Project Review Reports and Project Quality Indicators Reports 13/11/2007
Guidelines to successful access on SESAM apolication Guidelines to help users in successfully accessing the SESAM portal 12/10/2006
Quest User Manual Detailed User Manual applicable for all instruments 06/09/2006
Marie Curie User Manusl for SESAM Apolication User manual to use as guidance for proper report submission of Marie Curie Reports 31/01/2006

Figure 0-29: Home Page
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Send Emai|l to Hel pdesk
This option allows sending emails to the helpdesk.

In order to send email to the helpdesk, the following steps should be considered:

1. Click the hyperlink HELPDESK inside the header of any SESAM - QUEST page. The CREATE EMAIL
WiNDow of the default email client application on the user computer is presented, with the following email
parameters pre-populated:

e Recipient — Helpdesk email address

e Subject — QUEST USER SupPPORT (all pages except the ERROR PAGE) or QUEST ERROR MESSAGE
(ERROR PAGE)

e Body (ERROR PAGE only) — Error message displayed on the ERROR PAGE
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Manage Del i verabl es

This option allows accessing Deliverables. In order to access Deliverables, the following steps should be
considered:

1. Click the DELIVERABLES link from the WORK WITH A PROJECT PAGE (Figure 0-5)

2. Click the hyperlink in the TITLE column of either “Submitted deliverables” or “Deliverables in progress”
table where a hyperlink is activated, as presented in Figure 0-30.

3. The DOWNLOAD WINDOW pops-up.

Instrument CP - Collaborative project
Project Information 217420
Username epc
Submitted deliverables
WP n° Deliverable N Title Version Lead beneficiary  Personmonths  Mature Disseminationlevel  Documenttype  Delivery date from Annex 1 (proj month) Actualdate _ status Status Date__ Action
1 1 File Accepted -2 1.0 Lead Beneficary 1.0 Natura  Dissemination 02/11/2011 (43 months) 02/11/2011  Accepted  02/11/2011
1 11 File Accapted 10 Lead Bensficiary 1.0 Natura 02/11/2011 (43 months) 02/11/2011  Accepted  02/11/2011
2 1 File Reminded 1.0 Lead Beneficary 1.0 Natura 02/11/2011 (43 months) 02/11/2011  Reminded  02/11/2011  upload
2 2 File Accopted - 3 1.0 Lead Benaficiary 1.0 Natura 02/11/2011 (42 months) 02/11/2011  Accepted  02/11/2011
2 El File Accepted -3 1.0 Lead Beneficary 1.0 Nsturs  Dissemination 02/11/2011 (43 months) 02/11/2011  Accepted  02/11/2011
Deliverables in progress
WP n® Deliverable N° Title Version Lead beneficiary Person months Nature Dissemination level Document type Delivery date from Annex I (proj month) Forecastdate Status Status Date Action
1 [} fadfsadfasdf 0.0 01/05/2008 (1 menths) 16/07/2010  Remaved Delete
1 10 File Pending 1.0 Lead Beneficary 1.0 Nature Disseminal tion 02/11/2011 (43 months) 02/11/2011  Pending 02/11/2011  Upload
2 1 File Reminded 1.0 Lead Benefidary 1.0 Nsture  Dissemination 14/07/2010 (27 menths) 15/07/2010  Remaved Delete
2 1 File Reminded 1.0 Lead Beneficiary 1.0 Nature Disseminal tion 31/08/2011 (41 months) 31/08/2011  Error
2 1 File Reminded 1.0 Lead Beneficary 1.0 Nature  Dissemination 31/08/2011 (41 menths) s1/08/2011  Emor
2 2 1.0 0.0 31/05/2008 (2 menths) 31/05/2008  Ready to submit
2 = 1.0 0.0 31/05/2008 (2 menths) 31/03/2008  Ready to submit
3 z 1.0 9858.22 30/06/2008 (2 menths) 20/06/2008  Ready to submit
s o File Rejected 1.0 Lead Beneficary 1.0 Nature  Dissemination 02/11/2011 (43 menths) 02/11/2011  Rejected 02/11/2011 upload
Modify
12 Test FAT 7.9.1 1.0 01/03/2010 (23 months) 01/03/2010  Ready to submit Delet=
Add to the periodic report
Modify
23 Tast Test 1.0 01/03/2010 (23 menths) 01/03/2010  Ready to submit
122 Test FAT 7.5.1 test 2 1.0 01/03/2010 (23 menths) 01/03/2010  Draft
Create new deliverable

Figure 0-30: Deliverables management page

Upload deliverable (accessible only if PADME not available): In the “Deliverables in progress” table, click
on the hyperlink UpLOAD of one row of the Deliverables list where the deliverable is expected. The UPLOAD
DELIVERABLE PAGE is displayed (Figure 0-31). Browse for the file to upload by clicking the BRowsE button. If
the selected deliverable is an expected one’ then, the other fields are prefilled and displayed for information.
So it is mandatory to select a file to upload. Otherwise, if the deliverable is not expected, it is not mandatory
to select a file to upload because a non-expected deliverable can be added without a version. Also, is the
case of a non-expected deliverable the following fields are editable and should be filled or not according to
some validation rules:

e Work package no is mandatory; it should be an integer.

e Title is mandatory; it is a free text.

o flag Related to a reporting period is not mandatory.

e Reporting period is mandatory if the flag Related to a reporting period is checked.

e Lead beneficiary is not mandatory; it is chosen among a predefined list.

e Person months is not mandatory; it should be a real number with maximum 2 decimal digits.
¢ Nature is not mandatory; it is chosen among a predefined list.

e Dissemination level is not mandatory; it is chosen among a predefined list.

o Delivery date from Annex | is mandatory; it should represent a number of months.

e Document type is not mandatory; it is chosen among a predefined list.

! An expected deliverable is a deliverable already defined in CPM. It is expected contractually speaking.
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Validate deliverable (accessible only if PADME not available): For the project coordinator only! In the
“Deliverables in progress” table, click the hyperlink VALIDATE of one row of the Deliverables list where the
deliverable status is PENDING. The status is updated to READY TO SUBMIT.

Add new deliverable (accessible only if PADME not available): click on the UpLoAD OTHER button to add
a non expected deliverable (also called “non contractual” deliverable). The UPLOAD DELIVERABLE PAGE is
displayed (Figure 0-31). Enter the following fields, at least the mandatory ones:

o Work package no is mandatory; it should be an integer.

e Title is mandatory; it is a free text.

o flag Related to a reporting period is not mandatory.

e Reporting period is mandatory if the flag Related to a reporting period is checked.

e |ead beneficiary is not mandatory; it is chosen among a predefined list.

e Person months is not mandatory; it should be a real number with maximum 2 decimal digits.
e Nature is not mandatory; it is chosen among a predefined list.

e Dissemination level is not mandatory; it is chosen among a predefined list.

o Delivery date from Annex | is mandatory; it should represent a number of months.

e Document type is not mandatory; it is chosen among a predefined list.

And then, browse for the file to upload by clicking the BRowsE button. The file name is displayed in the field
FILE UPLOAD. It is not mandatory to select a file to upload because a non-expected deliverable can be added
without a version. Click the UpLOAD button. The file is uploaded in the QUEST database and the
DELIVERABLES MANAGEMENT PAGE is displayed, presenting the changes.

Deliverables Upload

Instrumen t CP - Collaberative project

Project Information 217480

. (Not available yet)

ot available yet)

Delivery date from Annex I
Syntax: @ number of months since the starting date of the project

Deliverable Document Type [=]
File Upload || Choisissez un fichier | Aucun fi... choisi

Save Cancel

Figure 0-31: Upload deliverable page

Delete deliverable (accessible only if PADME not available): Click the hyperlink DELETE (or the REJECT
link for Pending deliverables visible to Project Coordinator) of one row of the Deliverables list where a
version of the deliverable exists. The deliverable is deleted and the DELIVERABLES MANAGEMENT PAGE iS
displayed, presenting the changes.

Submit deliverable (accessible only if PADME not available): For the project coordinator only! In the
“Deliverables in progress” table, click the hyperlink ADD (NON-EXPECTED DELIEVRABLE WITHOUT ATTACHMENT)
or SuBMIT (OTHER CASES) of one row of the Deliverables list where the deliverable status is READY TO SUBMIT.
The status is updated to SUBMISSION TO BACKEND SYSTEM ONGOING, Which is an automatic background task.
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Once the sub

Manual

mission is successful, you might receive an Acknowledgement of Receipt by email, depending

on the Unit and Sub-funding Scheme of the project. The deliverable will then be moved in the “Submitted
deliverables” table and it will be visible in the reports. Furthermore, an email will be sent to the project officer
informing him that a new deliverable has been submitted.

If a recoverable error occurs, the status will be updated to SUBMISSION TO BACKEND SYSTEM IN PROGRESS and
the system will retry the submission later. If the deliverable is not submitted yet after one day, or if the status
becomes SuBMISSION TO BACKEND SYSTEM FAILED, please contact the Help Desk.

Manage Pub
This option al

1. Click the

l'i cations
lows accessing directly to Publications.

Publications link from the WORK WITH A PROJECT page (Figure 0-5). The MANAGE PUBLICATIONS

PAGE is displayed (Figure 0-32).

Publications List

Project

If D.0.1 is provided mandatory fields become optional.

D.0.1

Title.

Main Author

Title of the periodical or the series

Number, date or frequency
Publisher

Place of publication

Date of publication
Syntax: defmm/yyyy
Relevant pages
Permanent identifiers (if available)

Open access is/will be provided to this publication  yas @ g

Add Publication | | Cancel Edition

N° D.O.I.

Main Title of the periodical or  Number, date or Publisher Place of Date of Relevant identil (if Open is/
Author  the series frequency “ '*" publication publication pages available) this publication

Title beprovidedto  grpus  Actions Order

1
2 of
3

4

5 KLSIDLKFIMDSLFKI

ofefz  fe of dffd faf Brussels 30/09/2010 34 rare Yas VALIDATED i’%‘: &

qedfqdsf dsf =dqf qsdf qsdfqdsf  qsdfqsdf 13/07/2011  qdfsdaf Yes VALIDATED ﬁ 4T E
EE TR H 1 [ERIE 25/04/2010 12 qdsfdst Ho VALIDATED ﬁ F4TH
fezfezf  fe fdaf dffd faf Brusse B 03/08/2010 34 Yes VALIDATED L—%ﬁ 240 E

Yes vALIDATED Y2date TR 4

B
delate

Save Order

Figure 0-32: Manage publications page
2. Enter:
a. DOl,
And/or
b. TiTLE: mandatory if DOI not specified, maximum 512 characters,
c. MAIN AUTHOR: mandatory if DOI not specified, maximum 512 characters,
d. TITLE OF THE PERIODICAL OR SERIES: mandatory if DOI not specified, maximum 100
characters,
e. NUMBER DATE OR FREQUENCY: mandatory if DOI not specified, maximum 100 characters,
f.  PuBLISHER: mandatory if DOI not specified, maximum 512 characters,

PLACE OF PUBLICATION: mandatory if DOI not specified, maximum 512 characters,

YEAR OF PUBLICATION: mandatory if DOI not specified, date format,
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i. RELEVANT PAGES: mandatory if DOI not specified, maximum 100 characters,
j-  PERMANENT IDENTIFIERS (if applicable) fields: maximum 100 characters
k. OPEN ACCESsS field.

3. Click the ADD PUBLICATION button. The publication is added and the publications list is refreshed to
display the changes.

4. Update Publication: Click the link UPDATE of a row from the publications list. The field values are
displayed on top of the page. Modify these values and click the UPDATE PUBLICATION button to save the
changes, as presented in Figure 0-33Error! Reference source not found.. Click on Cancel Edition if
you want to cancel the edition of the publication.

Publications List

D.0.I.  tes
1f D.0.1 is provided mandatory fields become optional.

Tte  PUPL

i main
Main Author

Title of the periodical or the series i
Number, date or frequency 1
Publisher  publisher
Place of publication  here

*129/04/2010
Date of publication

Syntax: dd/mm/yyyy
Relevant pages 12
Permanent identifiers (if available)  qdsfdsf
Open access is/will be provided to this publication  vas () o @
Update Publication Cancel Edition

Project

Main Title of the periodicalor Number, date or Publisher P1ace of Date of Relevant identif (if Open s/
Author  the series frequency - '**  publication publication pages available) this publication

N° D.O.I. Title beprovidedto  grpus  Actions Order

: ofefz  fe of affd fdf Brussals 30/09/2010 34 rare Yes vaLDaTED 42date

waowten 822 T g B
waioaten 22 F 4§ &
waowten 82 T g B
vALDATED 4edate R

dalste

2 of asdfqdsf dsf sdaf qsdf gsdfadsf  qsdfgsdf 13/07/2011  qdfsdaf
3 pubi main i 1 publisher here 25/04/2010 iz qdsfdsf

4 fezfazf  f= fdgf dffd fdf Brussels 03/08/2010 34

i 5 &8 F

5 KLSIDLKFIMDSLFK]

Save Order

Figure 0-33: Update publication

5. Delete publication: Click the DELETE link (or the REJECT link for Pending publications visible to Project
Coordinator). The publication row is removed from the system and the publications list is refreshed
accordingly.

6. Validate publication: For project coordinator only, click the VALIDATE button of one row having status
PENDING. The status is updated to VALIDATED and the publication becomes therefore visible in the
reports.

7. Change publication order: Click the arrows of the publications list as presented in Figure 0-34Error!
Reference source not found.. The corresponding publication moves to the top, up, down or to the end,
respectively from left to right. Click the CHANGE ORDER button to save the publications order.

209 %

Figure 0-34: change publication order

Manage Di ssemination Activities
This option allows accessing directly to Dissemination Activities.

1. Click the Dissemination Activities link from the WORK WITH A PROJECT page (Figure 0-5). The MANAGE
DISSEMINATION ACTIVITIES PAGE is displayed (Figure 0-35).
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List of Dissemination Activities.

Project Dissemination Activities

Type of activities

Main Leader

* Publication

¥ UNIVERSITEIT ' UTRECHT

Tite

Date

Syntas: dd/mm/yyyy

Place

*Type of audience

Size of audience

[Tl scientific community (higher sducation, Resssrch)

[ tndustry
[Tl Givil society
[ policy makers

[ medias

Countries addressed

Add Activity

Cancel Edition

N9 Type of activities

Main leader

Title

Date

Place

Type of audience

Size of audience

Countries addressed  Status

Actions

Order

1 Publication

2 Publication

3 publication

4 Publication

5 Publication

& Publication

UNIVERSITEIT UTRECHT

UNIVERSITEIT UTRECHT

UNIVERSITEIT UTRECHT

UNIVERSITEIT ** UTRECHT

UNIVERSITEIT * * UTRECHT

Deliverable to delete 7 23/09/2010

Activity FAT79

Test Test Test

fdsgsdfg

dsfasfsq

UNIVERSITAET EQWHBIELEFELD  qsdfgsd

17/11/2010

17/11/2010

13/09/2011

13/05/2011

27/09/2011

Brussels

Brusssl Is

Ezef

qsdfasdfasdf

qsdfgsdf

qsdfsdf

Scientific community (higher education, Research) - Industry
Industry - Civil society

Scientific community (higher education, Research)

Civil society

Civil society

Policy makers

567

France
Belgium
Belgium
qsdfadsfds
qsdfsdf

qsdfsdf

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

update
delete

update
delste

update
delete
update
delete
update
delste
update
elete

v
FaeE
PovE
FTEYE
E X A4
X

Save Order

Figure 0-35: Manage dissemination activities page

3. Select:

T 9

2 o

MAIN LEADER,

TYPE OF ACTIVITIES,

DATE: mandatory, date format,

TITLE: mandatory, maximum 100 characters,

e. PLAce: mandatory, maximum 50 characters,

f.  TyPE OF AUDIENCE fields (at least one must be selected),

SIZE OF AUDIENCE: mandatory, between 0 and 9999,

COUNTRIES ADDRESSED fields.

4. Click the ADD AcTivITY button. The dissemination activity is added and the dissemination activities list is
refreshed to display the changes.

5. Update Dissemination Activities: Click the link UpDATE of a row from the dissemination activities list.
The field values are displayed on top of the page. Modify these values and click the UPDATE ACTIVITY
button to save the changes, as presented in Figure 0-36. Click on Cancel Edition if you want to cancel
the edition of the dissemination activity.
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List of Dissemination Activities.

Type of activities * Publication E|
Main Leader “ UNIVERSITEIT ' *UTRECHT El

Title  fdsgsdfg

" 113/09/2011
Date

syntas dd/mm/yy
Place  qsdfgsdigsdf
*Type of audience [ Scientific community (higher education, Rasearch)
[ tndustry
Civil sociaty
[ policy makers

D medias
Size of audience
Countries addressed ~ gsdfqdsfds

Update Activity | | Cancel Edition

Project Dissemination Activities

N°_Type of activities Main leader Title Date. Place Type of audience Size of audience Countries addressed  Status Actions  Order

1 Publication UNTVERSITEIT UTRECHT Deliverable to delete 7  23/05/2010 Brussels Scientific community (higher education, Research) - Industry 567 France vALIDATED 4Bdste (G

delete

2 publicstion UNIVERSITELT UTRECHT Activity FATTS 17/11/2010  Brussels Industry - Civil socisty se7 Belgium vaupaten Y282t TR GG F

z  Publication UNIVERSITELT UTRECHT Test Test Test 17/11/2010 EZef Scientific community (higher education, Research) 2 Bslgium vaLpaTeD 42d2te TR 4§ §

delste

+ Publication UNVERSITELT © UTREGHT  fdsgadis {3/05/2011  asdqudiasdt Gl society qadfadstds st Sdss FAHF D

s publication UNIVERSITELT ** UTRECHT  dsfasfsg 13/08/2011  asdfasdf Civil socisty asdfsdf vaupaTe SedEts TR &

6 Publication UNIVERSITAET EJWBIELEFELD  gsdfgsd 27/05/2011  gsdfsdf Policy makars 3 qsdfsdf VALIDATED 5@ T4

clste

Save Order

Figure 0-36: Update dissemination activity

6. Delete dissemination activity: Click the DELETE link (or the REJECT link for Pending dissemination
activities visible to Project Coordinator). The dissemination activity row is removed from the system and
the dissemination activities list is refreshed accordingly.

7. Validate dissemination activity: For project coordinator only, click the VALIDATE button of one row
having status PENDING. The status is updated to VALIDATED and the dissemination activity becomes
therefore visible in the reports.

8. Change dissemination activities order: Click the arrows of the dissemination activities list as
presented in Figure 0-37. The corresponding dissemination activity moves to the top, up, down or to the
end, respectively from left to right. Click the CHANGE ORDER button to save the dissemination activities
order.

2o VE

Figure 0-37: change dissemination activities order

Manage Applications for Patent
This option allows accessing directly to Applications for Patents.

1. Click the Patents link from the WORK wITH A PROJECT page (Figure 0-5). The MANAGE PATENTS PAGE is
displayed (Figure 0-38).
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List of applications for Patents, Trademarks, Registered designs, etc.

Project Patents

Type of 1P Rights *| Patents [=]

Application reference(s) (e.q. EP123456)

Subject or title of application

Confidential *ves O no

Foreseen embargo date

Syntax: dd/mm/yyyy

Applicant(s) (as on the application)

URL of application
(Mandatory for Patents)

Add Patent | | Cancel Edition

Type of IP Rights.

Application reference(s) (e.g. EP123456) Subject or title of

URL of

(as on th

Status

Actions

ip right
Patents

designs

EP123387 title

di his fisij

Patents

Patent to validate 1

Patent to validate 2

Patent to validate 3

Patent to validate 4

Patent to validate 5

Patent to validate &

Patent to validate 7

Patent to validate 8

Patent to validate 9

Patent to validate .10

Patents

£p0,ép0, pou, épa,

asd dsfsdf

qsd dsfsdf

asd dsfsdf

EP123456 tast

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

06/12/2010

21/09/2011

applicants A, B, C, D
fasp sty

sizezieapeadpeade

suicaépebéebadepead

=pplicants &, B, C, D

hitp://wume.qosgle.be

http://qosgle.com

hitps://patent.com

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

update
delste

usdate
delete
update
dalste
update
delete
update
delete
update
delste
update
delete
update
delste
update
delste
update
delste
update
delete
update
dalste
update
delete
update
delete

update
delete

Figure 0-38: Manage applications for patent page

3. Enter:

T 9

2 o

g.

TYPE OF IP RIGHTS : mandatory, maximum 50 characters,

APPLICATION REFERENCE : mandatory, maximum 100 characters,

SUBJECT OR TITLE OF APPLICATION : mandatory, maximum 512 characters,

FORESEEN EMBARGO DATE : mandatory, date format,

APPLICANT(S) : mandatory, maximum 512 characters,

URL OF APPLICATION fields : maximum 256 characters,

CONFIDENTIAL field.

4. Click the ADD PATENT button. The application for patent is added and the applications list is refreshed to
display the changes.

5. Update Application: Click the link UPDATE of a row from the applications list. The field values are

displayed on top of the page. Modify these values and click the UPDATE APPLICATION FOR PATENT button
to save the changes, as presented in Figure 0-39Error! Reference source not found.. Click on Cancel

Edition if you want to cancel the edition of the publication.
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List of applications for Patents, Trademarks, Registered designs, etc.

Type of IP Rights

Application reference(s) (e.g. EP123456)

Subject or title of application

Confidential

Foreseen embargo date

Applicant(s) (as on the application)

URL of application

Update Patent

Project Patents

*| Patents [+]

" EP123458

*lrest

*ves Do @
21/08/2011
Syntax: dd/mm/yyyy

*lapplicants A, B, C, D

https-#/patent com

(Mandatory for Patents)

Cancel Edition

Type of IP Rights Application reference(s) (=.g. EP123456)

Subject or title of i i bargo d:

(as on the

URL of

Status

Actions

ip right Ep123987
Patents dj his
Registerad designs o2, dposépo,
Patents siueaicadpeadpeade
Patent to validate 1 asd

Patent to validate 2 gsd

Patent to validate 3 asd

Patent to validate 4 qsd

Patent to validate 5 asd

Patent to validate 6 qsd

Patent to validate 7 asd

Patent to validate & qsd

Patent to validate 9 asd

Patent to validate .10 asd

Patents. EP123456

title. to =pplicants A, B, C, D.

fisi 3 Ho fasj sty
4po,£po,pou,Spo, Ho sizesiespeadpasie
acadpeaadped ves auisaépebéebadepead
dsfsdf Yes 06/12/2010 sdf
dsfsdf ves 06/12/2010 sdf
dsfsdf Yes 06/12/2010 sdf
dsfadf Yes 06/12/2010 sdf
dsfsdf Yes 06/12/2010 sdf
dsfadf Yes 06/12/2010 sdf
dsfsdf vas 06/12/2010 =df
dsfadf Yes 06/12/2010 sdf
dsfsdf vas 06/12/2010 =df
dsfsdf Yes 06/12/2010 sdf

test tia 21/09/2011 applicants A, B, C, D

http://vmw.google.be

htto://acoale.com

httpi//levif.revs.bel

hitps://patent.com

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

VALIDATED

update
delste

update
delete
update
delste
update
delete
update
delste
update
delete
update
delete
update
delete
update
delete
update
delste
update
delste
update
delste
update
delete
update
delste

update
delete

Figure 0-39: Update application for patent

6. Delete application for patent: Click the DELETE link (or the REJECT link for Pending applications for
patent visible to Project Coordinator). The application for patent row is removed from the system and the
applications list is refreshed accordingly.

7. Validate application for patent: For project coordinator only, click the VALIDATE button of one row
having status PENDING. The status is updated to VALIDATED and the application for patent becomes

therefore visible in the reports.

Manage Expl oitabl e Foregrounds

This option allows accessing directly to Exploitable Foregrounds.

1. Click the Exploitable Foregrounds link from the WORK WITH A PROJECT page (Figure 0-5). The MANAGE
EXPLOITABLE FOREGROUNDS PAGE is displayed (Figure 0-40).

v.2.00 - 02/11/2011

40/45



Development and Maintenance of SESAM - QUEST User Manual

[ Exploitable Foregrounds List

Confidential

Foreseen embargo date

Sector(s) of application

Type of exploitable foreground 7| General advancement of knowledge E|

Exploitable Foreground (description)

Syntas: dd/mm/yyyy

Exploitable product(s) or measure(s)

Timetable for commercial use or any other use

Patents or other IPR exploitation (licenses)

Owner & Other Beneficiary(s) involved

Add Foreground Cancel Edition

Project Exploitable Foregrounds

» Explortable Foreground | Foreseen Explottable product(s) or_Sector(s) of  Timetable for commercialuse _ Patents or other IPR Owner & Other .
Tvpe of exploitable foreground (¢ seription) bargo d application ___or any ather use exploitation (licenses) Beneficiary(s) involved _ Status  Actions
update
expl pc No product pc2 ‘sector pc timetable pc patent pc owner pc VALIDATED Hem
update
Exploftation of R0 rezuli=via  fgh sfariiiiiiblatest oy, hirshsrth trah sdfhdf hdasher yerazye PENDING  validste
reject
update
e No i b o e timetable bu2 ot (o S PENDING  validate
et
Exploitation of results through . . . . . . . . . . . . . update
(Ersmn ey iaueaépoeadpbadpeadpe  No aueaeacpe apeacpe aceadpe acpeacpeacp eacpeacep 'VALIDATED delete

Figure 0-40: Manage exploitable foregrounds page

3. Enter:

a o T w

o

g.
h

TYPE OF EXPLOITABLE FOREGROUND : mandatory, maximum 100 characters,
EXPLOITABLE FOREGROUND (DESCRIPTION) : mandatory, maximum 4000 characters,
FORESEEN EMBARGO DATE: mandatory, date format,

EXPLOITABLE PRODUCT(S) OR MEASURE(S) : mandatory, maximum 512 characters,
SECTOR(S) OF APPLICATION : mandatory, maximum 100 characters,

TIMETABLE COMMERCIAL USE : mandatory, maximum 512 characters,

PATENTS OR OTHER IPR EXPLOITATION : mandatory, maximum 100 characters,

OWNER & OTHER BENEFICIARIES INVOLVED fields : mandatory, maximum 512 characters,

CONFIDENTIAL field.

4. Click the ADD EXPLOITABLE FOREGROUND button. The exploitable foreground is added and the exploitable

foregrounds

list is refreshed to display the changes.

5. Update Exploitable Foreground: Click the link UPDATE of a row from the exploitable foregrounds list.
The field values are displayed on top of the page. Modify these values and click the UPDATE EXPLOITABLE
FOREGROUND button to save the changes, as presented in Figure 0-41Error! Reference source not
found.. Click on Cancel Edition if you want to cancel the edition of the publication.
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Exploitable Foregrounds List

Type of exploitable foreground * General advancement of knowledge

"lexploitable bu

Exploitable Foreground (description)

Confidential *ves O no @

Foreseen embargo date
Syntasx: de/mm/yyyy

Exploitable product(s) or measure(s) product bu2

Sector(s) of application * sector bu

- " cimetable bu2
Timetable for commercial use or any other use

Patents or other IPR exploitation (licenses) * patent bu
"lovner bu2

Owner & Other Beneficiary(s) involved

Update Foreground Cancel Edition

Project i Foregrounds
- Exploitable Foreground .| Foreseen Exploitable product(s) or Sector(s) of  Timetable for commercial Patents o other IPR Owner & Other )
Type of exploitable foreground tabl Confidential = = o = 3 Status  Actions
ype T = ee—re B T S e e e e Benehcary(s) svohred
expl pc No product pc2 sector pc timetable pc patent pc ovmer pe vaLDATED 42date
data
Exploiiation of RED resulis via  fah ofall11111 bla test A b - nedasther yerazye SENDING :
standards co0 Lelids
update
exploitable bu No. product bu2 sector bu timetable buz patent bu ovmer bu2 PENDING  yalidate
reiect
B oo ts 10U jaucaéposadpbadpaades Mo susacados apeaipe aéeados adpeadpeadp cadpeaden vaLDaTED 42date

Figure 0-41: Update exploitable foreground

6. Delete exploitable foreground: Click the DELETE link (or the REJECT link for Pending exploitable
foregrounds visible to Project Coordinator). The exploitable foreground row is removed from the system
and the exploitable foregrounds list is refreshed accordingly.

7. Validate exploitable foreground: For project coordinator only, click the VALIDATE button of one row
having status PENDING. The status is updated to VALIDATED and the exploitable foreground becomes
therefore visible in the reports.

Manage Partners
This option allows accessing directly to Partners list.

1. Click the Partners link from the WORK wiTH A PROJECT page (Figure 0-5). The MANAGE PARTNERS PAGE is
displayed (Figure 0-42).

Qverview table With Partners

Short name
Legalname

prc ©

Start date
Syntax: dd/mm/yyyy

End date
Syntax: dd/mmiyyyy

Add Partner Cancel Edition

Project Partners
Short name Legal name PIC Start date End date Status Actions

update
NIAR NORWEGIAN INSTITUTE FOR AIR RESEARCH 999011796, 01/10/2007 31/10/2010 PENDING validate
Teiect

update

PGP INSTITUT DE PHYSIQUE DU GLOBE DE PARIS 999011027 05/05/2005 04/05/2009 VALIDATED PP

update
FRS-FNRS FONDS DE LA RECHERCHE SCIENTIFIQUE 999011532 01/01/2008 28/02/2015 PENDING welidate
reiect

VALIDATED sedate

SRA Rathmes 458751587 29/10/2011 18/10/2012
delete

Figure 0-42: Manage partners page

3. Enter:
a. SHORT NAME : mandatory, maximum 100 characters,
b. LEGAL NAME : mandatory, maximum 100 characters,

c. PIC:mandatory, maximum 100 characters,
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d. START DATE : mandatory, date format,
e. [END DATE: mandatory, date format.

4. Click the ADD PARTNER button. The partner is added and the publications list is refreshed to display the
changes.

5. Update Partner: Click the link UPDATE of a row from the partners list. The field values are displayed on
top of the page. Modify these values and click the UPDATE PARTNER button to save the changes, as
presented in Figure 0-43Error! Reference source not found.. Click on Cancel Edition if you want to
cancel the edition of the partner.

Overview table With Partners

shortname * NIAR
Legal name * NORWEGIAN INSTITUTE
pIc "|999011796

*10110/2007
Start date

Syntax: dd/mm/yyyy
"13110/2010

End date
Syntax: dd/mm/yyyy

Update Partner Cancel Edition

Project Partners

Short name Legal name PIC Start date End date Status Actions
update
NIAR NORWEGIAN INSTITUTE FOR AIR RESEARCH 999011796 01/10/2007 31/10/2010 PENDING validate
rmiect
1eGe INSTITUT BE PHYSIQUE DU GLOBE DE PARTS 595011027 05/05/2005 04/05/2008 VALIDATED uodate
updste
FRS-FNRS FONDS DE LA RECHERCHE SCIENTIFIQUE 393011532 01/01/2008 28/02/2015 PENDING validate
rmiect
sra Rathmes 438751387 25/10/2011 t8/10/2012 VALIDATED i xte)

Figure 0-43: Update partner

6. Delete partner: Click the DELETE link (or the REJECT link for Pending partners visible to Project
Coordinator). The partner row is removed from the system and the partners list is refreshed accordingly.

7. Validate partner: For project coordinator only, click the VALIDATE button of one row having status
PENDING. The status is updated to VALIDATED and the partner becomes therefore visible in the reports.

Manage Fell ows' data
This option allows accessing directly to Fellows’data.

1. Click the Fellows’ data link from the WORK WITH A PROJECT page (Figure 0-5). The MANAGE FELLOWS'
DATA PAGE is displayed (Figure 0-44).

_HUS( Organizations _Felkyws' Data

Overview table With Host Organizations

Full Legal Name

Short name

Name of department

Postal address

Country

Name of coordinator/supervisor
E-mail of coordinator/supervisor

Add Host Organization Cancel Edition

Project Host Organizations

Full Legal Name Short name Name of department Postal address Country Name of coordinator/supervisor E-mail of coordinator/supervisor Actions
dhaaasaa Fhighf gfhfgh gfhgfhgf DK-Denmarl k ghighihhj g‘:g%
dfsgsdf gdfsg gsdfgsdf qsdf 5K-Slovakia fqsdf qsdfsdf@smdfliskqf.dsgf 55;’%‘:

Figure 0-44: Manage fellows’ data page (first pane: Host Organisations)

2. In the pane HoST ORGANIZATIONS, the list of host organizations can be managed:

v.2.00 - 02/11/2011 43/45



Development and Maintenance of SESAM - QUEST User Manual

Enter :
a. FULL LEGAL NAME : mandatory, maximum 100 characters,
b. SHORT NAME : mandatory, maximum 100 characters,
c. NAME OF DEPARTMENT : mandatory, maximum 100 characters,
d. POSTAL ADDRESS : mandatory, maximum 100 characters,

e. COuUNTRY,
f.  NAME OF COORDINATOR/SUPERVISOR : mandatory, maximum 100 characters,
g. E-MAIL OF COORDINATOR/SUPERVISOR fields.

Click the ADD HosT ORGANIZATION button. The fellows’ data is added and the host organizations list
is refreshed to display the changes.

Update Host Organization: Click the link UPDATE of a row from the host organization list. The field
values are displayed on top of the page. Modify these values and click the UPDATE HOST
ORGANIZATION button to save the changes, as presented in Figure 0-45. Click on Cancel Edition if
you want to cancel the edition of the host organization.

_Hoﬁl Organizations _Felkyws' Data

Overview table With Host Organizations

Full Legal Name * dfsgsdf
Short name " gdfsg
Name of department * gsdfgsdf
Postal address " gsdf
Country
Name o f coordinator/supervisor © fqsdf

E-mail of coordinator/supervisor gsdfsdf@smdiiskaf dsaf

Project Host Organizations

* SK-Slovakia

Update Host Organization| Cancel Edition

Full Legal Name Short name Name of department Postal address Country Name of coordinator/supervisor E-mail of coordinator, supervisor

Fhfght afhfgh afhgfhaf DK-Denmarl e ghighihhj

gdfsa qsdfasdf qsdf SK-Slovakia fasdf qsdfsdf@smdfliskaf.dsaf

Figure 0-45: Update host organization

Delete host organization: Click the DELETE link. If no fellow is associated to the selected host
organization, the host organization row is removed from the system and the host organization list is
refreshed accordingly. Otherwise, the system displays an error message.

3. Inthe pane FELLOWS' DATA, the list of Fellows’ data can be managed:

Chose an Host Organization, enter the NAME AND FIRST NAME, E-MAIL, GENDER, NATIONALITY,
COUNTRY OF RESIDENCE, DISCIPLINE OF THE PROJECT, DURATION WITHIN REPORTING PERIOD (IN MONTHS),
FELLOWSHIP DURATION AT EACH HOST (IN MONTHS), STARTING DATE OF THE FELLOWSHIP, NAME OF THE
FELLOWSHIP SCHEME (AS IN ANNEX |), TYPE OF MOBILITY, EU CONTRIBUTION PER FELLOW/-YEAR AND
CHECK WHETHER THE FELLOW HAS BEEN ACTIVE IN THE HOST ORGANISATION BEFORE TRE FELLOWSHIP.
The ToTAL EU CONTRIBUTION WITHIN REPORTING PERIOD will be computed automatically from the
DURATION WITHIN REPORTING PERIOD and the EU CONTRIBUTION PER FELLOW/-YEAR.

Click the AbDD FELLOWS' DATA button. The fellows’ data is added and the fellows’ data list is refreshed
to display the changes.

Update Fellows’ data: Click the link UPDATE of a row from the fellows’ data list. The field values are
displayed on top of the page. Modify these values and click the UPDATE FELLOWS’ DATA button to
save the changes, as presented in Figure 0-46Error! Reference source not found.. Click on
Cancel Edition if you want to cancel the edition of the fellows’ data.
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Host Organizations | Fellows' Data

w table With Fellows' Data

Host Organization - Full Legal Name *| dhaaaaza v
Name and first name  qsdfdqsf
Email  qsdfsdi@laskdf ksdff
Gender * Female E
Nationality ~ PL-Poland
Country of residence at the time of selection ~ LU-Luxembourg
Discipline of the project * CHE [+]
Duration within reporting period (in months) 2

Total fellowship duration at each host (in months) ~ 2

" 25/10/2011
Starting date of the fellowship
Syntax: dd/mm/yyyy
Name of Fellowship scheme (asin AnnexI)  qdsfsdfsdf
Type of mobility * Outgoing E

Has the fellow been active in the Host Organisation before the Fellowship  ves O o @
EU contribution per fellow/-year ~ 2

Update Fellows' Data Cancel Edition

Project Fellows’ Datas
Host

oot ization Fellow Budget
e Duration  Total . Name of Has the fellow been Eu Total EU
Full Legal . " fellowship Fellowship Typeof  activein the Host contribution contribution .
No and first  E-mail Gender Matinalty residenceatthe of the . HenotionPy  dateofthe [SlowSNP s Dt before the  oor fallew s wathn ing Actions Order
name time of selection project  pqrioq <each host fellowship  ppnex 1) i year i
dhasaaaa 1 qsdfdasf qsdfsdf@laskdjf.ksdif FEMALE PL-Poland  LU-Luxembourg GHE 2 2 25/10/2011  qdsfsdfsdf OUTGOING Ha 2 0.32 updaze
Save Order

Figure 0-46: Update fellows’ data

e Delete fellows’ data: Click the DELETE link. The fellows’ data row is removed from the system and
the fellows’ data list is refreshed accordingly.

e Change fellows’ data order: Click the arrows of the fellows’ data list as presented in Figure
0-47Error! Reference source not found.. The corresponding fellows’ data moves to the top, up,

down or to the end, respectively from left to right. Click the SAvE ORDER button to save the fellows’
data order.

22V E

Figure 0-47: change fellows’ data order

END OF DOCUMENT
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