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The apgkation eForm is an interactive PDF form that requires Adobe Reader software to be installed
on your computer for you to be able to complete and submit it
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Adobe Reader

Theminimum version i.e. lowest version of Adobe Reader that you must have instadlgdur
computerisversion9. You may also use a higher version than this e.g. 9.1, X, Xl etc. If you have a
lower version thar9, you will not be able to complete and submit the eForm.

Follow the link below to be directed to Adobe's website to downldza doftware free of charge or
to upgrade your existing copy of the software. If you do not have administrator rights on your
computer this activity may require the intervention of your IT department. You will nesgeoify
your operating system before ¢hdownload can commence.

http://get.adobe.com/reader/otherversions/

If you are using Adobe Acrobat (Standard) or Adobe Acrobat Professional, the version must likewise
be 9 or higher.

The screenshatin this User Guide are based on verdai Adobe Reader.

You can check the system requirements for Adobe Reader the minimum required specification
of your computerg through the following link:

http://www.adobe.com/uk/products/reader/systemreqgs/

Risk of corruption fromther PDReaders

Somenon-AdobePDFReaders have been known to corrupe@m files, rendering them unusable
and/or unsubmittable. Only therefore use Adobe Reaoleone of the Adobe Acrobat products.

Internet Connectior& Browser software

You will require an internet connecti@nd standard browser software retrieve and submit the
online applicatiorform.

Security settings in some versions of Adobe Readeaude Acrobat

If you areusing a version of Adobe Reader or Adobe Acrobat that incorpoEatkanced Securityit
is very likely that the enhanced security settings will block the submission of your eForm. The
involved versions of Adobe Reader and AdobeBat are:

1 9.3 or anyhigherversion 9 than this (including any suérsions e.g. 9.3.1, 9.4.2 gtc
9 any version X (including any suérsions e.g. 10.0)1

1 any version or suersion higher than versione&g. version XI.

The disabling of the Enhanc&ecurity is performed from the following Adobe Reader menu path:

Edit> Preferences Securiy (Enhanced)
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Uncheck the bo¥nable Enhanced Secuatyd clickOK Once the submission has been performed
you can reenable the Enhanced Security. For more dethinstructions (including screenshots),
please refer to the relevant 'Known Issue' on th@CEA&Formhomepage

http://eacea.ec.europa.eu/eforms/index_en.php

Here you will also find instrucins on how to leave Enhanced Secueityabledbut identify
your eForm as a trusted item so that its submission is not blocked.

Account with the European CommissioBU LOGIN (PREVIOUSLY KNOWN AS ECAS)

Access to the systeniisvolved in creating aapplication eFornis validatedby EU LOGINhe
European Commission's Authentication Service. Applicants must therefore h&té bBOGIN
account. If you do not yet have &U LOGIdccount please visithe EU LOGIKegistrationwebsite
where you can creatyour account including a&U LOGIMgin username and passwarthe
website is reached through the following link:

https://webgate.ec.europa.eu/cas/eim/external/register.cqi

Testyour connection

The Test your connectiobutton appears in the footer of every page of the eForm. Click on this
button to verify whether your computesettings and internet connection and settings permit a
successful connection ®8ACEA'subnission serveto be made. This is not to perform the
submissioritself but merelyto testyour submission capabilitfWhensuccessfylyou will see the
message 'The connection test succeedsgapear in the footer of your formif it fails you will see the
message 'Theonnection test failedappear in the footerin the latter scenario, you should consult
the 'Known issues' section of tleE-ormhomepagewhere you will find advice on settings etc.

When you perform the connection test, you msge a security warning message pop up:

Security Warning {ﬁj .
If you encounter the warning
i The document is trying to connect to .
https:/feacea.eceuropa.eu/xmlgate/services/WSXMLReceiver2?wsdl message, CI'Ck OA”OWtO Cal’ry
If you trust the site, choose Allow. If you do not trust the site, choose Block. OUt the teSt
In some cases, a second security
Remember my action for this site M~ Warning may pop up. If so, click ol
[ hep | aiow |) mox | Allowto proceed with the test.
SN~

Please notelA successfudonnection test aly remainsvalidif the environment and settings in which
it wasperformedremain the samelf you move your form to a different computer, switch to a
different browser or internet service provider, or change your internet, browser or PDF software
settings you must perform the connection test again.

Advice for Macintosh Users

The eForm can only be opened and completed using Adobe Reader or one of the Adobe Acrobat
products. It is not possible to open and work with the eForm using the Mac Preview viewer.

Please therefore ensure that if your default viewer is set as Mac Preview, you nonetheless open the
eForm with one of the Adobe products mentioned above. This advice applies to both the download
of the form¢ if you try to open it before downloadingandto the opening of the form for its general

O2YLJ SGA2Y YR &dzoYA&d&aAA2Yyd C2NJ Y2NB RSGFAf SR
EACEA&Formhomepage
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http://eacea.ec.europa.eu/eforms/index_en.php

Overview of theprocess

The application processequireselectronic submission of proposals, via thernet.
The steps in the application process can be seen is¢chematiadiagramsbelow.

The first schematic diagraqdiagram Ag shows the stepshat are involved whercreating abrand
new application eForm.

The second schematic diagraguliagramB ¢ shows the stepghat areinvolvedwhenthereisa
requirement torevisethe list of participating organisations(An 'existing' application eForm is one
that you previously created, saveahd potentiallystarted completing but have not yet submitted.)

A. Creation of a new applicatioeForm

2.Select

RISITAITES pasrt'iii%zfi;g 4.Create & 5.Complete
funding & oL
Iangugge organisations save eForm the eForm

B. Revise list of participating organisations and update existpglicationeForm

2.Upload 3.Revise list of 4.Create & 5.Complete
existing participating save revised the revised
eForm organisations eForm eForm
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STER: REGISTEBRGANISATICN
The first step ingbmitting a proposais performed irthe EAC/EACEA Partanip Portal.

Before an applicant can create an application eForm, they must ensure that all the organisations that
will participate in the application have been registered in the EAC/EACEA Patrticipant Portal. Each
organisation that is registered in the Partigig Portal is allocated aniqueParticipant Identification
Code(PIC)The PIC is a 9 digit number that helps the European CommasibAgencieglentify a
participant. It is used in all gramelated interactions between the participants and the Consios

If an organisation does not have a PIC number it cannot participate in an application.

You will need aieU LOGIldccount in order to register your oganisation in the Participant Polftal
you do not have aikU LOGIlldccount,you can find a link tthe EU LOGIKegistrationwebsite inthe
"Technical requirementsection of this user guiddhe home page of the Participant Portal also
includes a link to th&eU LOGIMKegistrationwebsite (click on the link 'Are you a new uggr

Toenterthe Participant Portal, click on the following link:

Enter the Participant Portal

If your organisation has already participated in"sFfamework Programe (Researchproposal, it is
likely that the organisation has already received a PIC number. You canfesaxistingPIC
numbersin the Participant Portal via th&ly Organisatiohoption.

The registration of your organisation in the Participant Portal will nie¢ taaore than 10 minutes.
Documents related to the organisation can also be uploaded in the portal. Please read carefully the
call documents and information in order to know which supporting documents have to be uploaded
in the portal.

Please nat: not onlycan aperson registetheir own organisationthey mayalso register another
organisation "on behalf ofthat organisation This can be helpful in case of large partnerships
However because of the potential fazonflicts and confusion, the "on behalf'akgistrationshould
be used only when strictly necessary

Once you have carried oftep 1, navigate ttEACEA'Spplication eForm Homepage.
Application eForm homepage
Thefollowing link takes you tthe Application eForthomepageon the EACEA welte:

Application eForm homepage

Pay careful attention to the important points that are listed on the homepage.

Once you have considered and, where necessary, addréisesepoints, you can proceed to the
creationof your application Borm by clicking on th€reate new applicatiofor fundingbutton:

Create new application for funding
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STER: FELECT THRPGRANME, FUNDIN@®@PPORTUNITAND
FORMLANGUAGE

The next step is to select the prograre, fundingopportunity andform language versian

Aseries of three numbered instructions will appear on screen.

Instruction 1

Select the programme you are interested in and celarch

1. Select a programme name and click on search

hd

Select Programme name [»| Search

0q)
ERASMUS MUNDUS
Erasmus+
EUROPE FOR CITIZENS
CREATIVE EUROPE

A table of funding opportunities for your selected programme is displayed:

CREATIVE EUROPE [~ Search

Show 10 [+]entries

EACEA/ XX/ X00(
EACEA/XX/ XXX
EACEA/XX/300(
EACEA/XX/ XXX
EACEA/XX/ XXX
EACEA/XX/ XXX

EACEA/XX/ XXX
EACEA/XX/ XK
EACEA/XX/ XXX

EACEA/XX/ XXX

Set the number of
results per page

CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EURGPE
CREATIVE EUROPE

CREATIVE EUROPE

CREATIVE EUROPE

CREATIVE EUROPE

CREATIVE EUROPE

MEDIA
MEDIA
MEDIA
CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME
MEDIA

MEDIA

MEDIA

MEDIA

MEDIA

Audience Development
Capacity Building/ Training
Cinema Network
Cooperation measures
Cooperation measures
Coproduction funds

Development Single Project
Cinema/ Television/Digital platform

Development Single Project
Cinema/ Television/Digital platform

Development Single Project
Cinema/ Television/Digital platform

Development Single Project
Cinema/ Television/Digital platform

Filter search results:

NA
NA
NA
Catergory 1 Smaller scale projects
Catergory 2 Larger scale projects
NA

Development Single Project
Animation

Development Single Project
Creative Documentary
Development Single Project Fiction
Development Single Project
Animation

First  Previous

[ Navigate multiple pages of results]/

If you make a mistake, simply select a different programme and click ag&earoh

01/06/2013 02/04/2014
01/06/2013 02/04/2014
01/06/2013 02/04/2014
01/06/2013 04/02/2014
01/06/2013 04/02/2014
01/06/2013 02/04/2014
01/06/2013 04/02/2014
01/06/2013 04/02/2014
01/06/2013 04/02/2014
01/03/2014 01/09/2014

1]/ /23| Next |Last

You may filter the table of results using the fikesyou-type facility. ltchecksall columns of the
table for the presence of your filter text e.g.:

Filter search results: cult

Y
-

Show 10 MEntries

EACEA/XX /XXX
EACEA/ XX/ XXX
EACEA/XX/XXX
EACEA/ XX/ XXX
EACEA/XX/XXX
EACEA/XX/XXX

CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE
CREATIVE EUROPE

@
4+

CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME
CULTURE SUB-PROGRAMME

Cooperation measures
Cooperation measures
Literary Translations
Literary Translations
Networks
Platforms.

Filter search results: cult

Catergory 1 Smaller scale projects

Catergory 2 Larger scale project
Two year projects
Framework partnership
NA
NA

01/06/2013 04/02/2014
ts 01/06/2013 04/02/2014
01/06/2013 02/04/2014
01/06/2013 02/04/2014
01/06/2013 02/04/2014
01/06/2013 02/04/2014

First Previous 1  Next|  Last
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Instruction 2

Select your funding opportunity (action/strand) by clicking anywhere in its row:

Search zckkm-mhﬂldpurmw

Show 10 [~]entries Silter search resutts: |
[— Submission | Submission
EACEA/XX/0X CREATIVE EUROPE MEDIA Audience Development 01/06/2013  02/04/2014
EACEA/XX/0X CREATIVE EUROPE MEDIA Capacity Bulding/Training NA 01/06/2013  02/04/2014
EACEA/XX/0X CREATIVE EUROPE MEDIA Cinerna Network NA 01/06/2013  02/04/2014
EACEA/XX/0X CREATIVE EUROPE CULTURE SUB-PROGRAMME Cooperation measures Catergory 1 Smaller scale projects  01/06/2013  04/02/2014
EACEA/XX/0X CREATIVE EUROPE CULTURE SUB-PROGRAMME Cooperation measures Catergory 2 Larger scale projects  01/06/2013  04/02/2014
EACEA/XX/0X CREATIVE EUROPE MEDIA Coproduction funds NA 01/06/2013  02/04/2014
EACEA/XX/XXX CREATIVE EUROPE MEDIA CSErmER S o bl e CeErem o b= 01/06/2013  04/02/2014

Cinema/ Television/ Digital platform Animation

Your selected funding opportunity will now appear at the top of the screen and will also be
highlighted in the results table:

Programme details and application language version

Frogramme name =TS programme name ction rame G sction mame———————JSubmision opens_[Submission deaciine

CREATIVE EUROPE CULTURE Cooperation measures Catergory 1 Smaller scale projects 10/12/2013 05/03/2015
|Application form language version
Please select a language|~

Previous step

CREATIVE EUROPE  [~| Search

Show 1 ﬂ entries Filter search results:
Programme Guide / ‘Submission Subm\sslan
Call for Proposals [EREESE m
EACEA/ XX/ 300K CREATIVE EUROPE MEDIA Audience Development 01/06/2013  02/04/2014
EACEA/ (/300K CREATIVE EUROPE MEDIA Capacity Building/ Training NA 01/06/2013  02/04/2014
EACEA/ (/300K CREATIVE EUROPE MEDIA Cinema Network NA 01/06/2013  02/04/2014
EACEA/ (/300K CREATIVE EUROPE CULTURE SUB-PROGRAMME Cooperation measures Catergory 1 Smaller scale projects ~ 01/06/2013  04/02/2014
EACEA/ (/300 CREATIVE EUROPE CULTURE SUB-PROGRAMME Cooperation measures Catergory 2 Larger scale projects 01/06/2013  04/02/2014
EACEA/ /300 CREATIVE EUROPE MEDIA Coproduction funds NA 01/06/2013  02/04/2014
EACEA/ /300K CREATIVE EUROPE MEDIA s sprentlmalroiec L e r Sl e 01/06/2013  04/02/2014
Cinema/ Television/Digital platform Animation
Development Single Project Development Single Project
EACEA/ /300K CREATIVE EUROPE MEDIA Cinerna Television, Digital platform Cretive Docurmentary 01/06/2013  04/02/2014

A selection menu for the form language version has also been added to the page.

If you select the wrong funding opportunityimply select a different funding opportunity from the
table and it will appear at the top of the page, replacing your previous selection.

If you wish to change to a different programme, use Ehevious steutton to return to the
previous screen.

Instruction 3

Use the dropdown menu to select the language version of the application form you require:

Programme details and application language version

Sub-programme name

CULTURE Cooperation measures

|Please select a language [~ |

Previous step

Please be aware that for some funding opportunities the eForm ondyybe available in a limited
number of languages.
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Once you have chosen your language versidvex stepoutton automatically appears:

Programme details and application language version

CREATIVE EUROPE CULTURE Cooperation measures

EN (v

Previous step Next step

TheNext stepbutton will not appear until you have selected your funding opportuAiNDselected
the language version!

Click on theNext stepbutton to move to the ext page and proceed witstep three, selecting thist
of participating organisations.
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STER: SELECT THE PARTITING ORGANISATIONS

In Sep 1, youobtainedthe PIC numbers dhe organisationgarticipatingin your applicationYou
must nowuse those PIC numbers baiild the list of participating organisationshe Avplicant
Organisationis also selected durintpis step.

Adding organisatios

For each organisation participating in your application, eméurn their PIC number and click on
the Add to listbutton:

List of participating organisation(s)

For each organisation participating in the application, enter the organisation's PIC number and click Add to list.
To search for a PIC using e.g. the organisation name, click here to be directed to the EACEA Participant Portal

PIC number Add to list

Enter a PIC number
and clickAdd to list

As youaddyour aganisations they arelisted n an on-screentable:

List of participating organisation(s)

For each organisation participating in the application, enter the organisation's PIC number and click Add to list.
To search for a PIC using e.g. the organisation name, click here to be directed to the EACEA Participant Portal.

PIC number: Add to list

1 949835156 UK Organisation Name

Selectthe Applicant Organisation
Directiorsfor applications wittONLYONEPARTICIPATING ORGNION

If there is onlyone organisation participating in your application, click on Mext stepbutton to
proceed to the next page where ya@anconfirm yourvariousselections. In this scenarithe
organisation yowadded will automatically bdefined aghe Applicant Organisatian

Directiors for applications witifTWO OR MOREARTICIPATING ORGXNIORS

When you add a secondganisation, a newselectionmenuautomaticallyappearsabove the partner
list table. This is the menu for choosing the Applicant Organisation:

Applicant organisation

The Applicant is always listed as the first organisation in an application eForm. Consequently, when you create your application eForm, the Applicant Organisation selected below will
automatically appear as the first partner in the eForm
Once the application eF orm has been created, it is not possible to switch the role of Applicant Organisation to a different partner organisation. For this reason, it's essential to unequivocally establish the applicant organisation

before creating your application eForm

Select the Appiicant Organisation - l

List of participating organisation(s)

For each organisation participating in the application, enter the organisation's PIC number and click Add to list

To search for a PIC using e.g_ the organisation name, click here to be directed o the EACEA Participant Portal
Add to list
PIC number °
1 949835156 UK Organisation Name UK
2 949834865 BE Organisation Name B

Thisnew menushould be usedb specifywhich organisatiorn the listwill performthe role of
Applicant Organisatiorif the Applicant Organisaticalready appears igiour list you may select it
now using the menu. Or you may continue addafigyour organisations and themse the menu to
select the Applicant Organisatidrom the full list.
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The organisatiothat youselect to be the Applicar®rganisation is highlighted in pink:

List of participating organisation(s)

For each organisation participating in the application, enter the organisation's PIC number and click Add to list.
To search for a PIC using e.g. the organisation name, click here to be directed to the EACEA Participant Portal

PIC number: Add to list

1 949835156 UK Organisation Name UK
2 949834865 BE Organisation Name BE
3 949834768 FR Organisation Name: FR
4

949834671 DE Organisation Name DE

Whichever organisation you select as the Applicant Organisatiwiill appearfirst in the eForm that
youwill eventuallycreate. The Applicant Organisation is always the fins¢ in theeForm.

Important!
Once you havereaed your application form it is not possible to switch the role of

Applicant Orgaisation to a different organisation

If, aftercreating your form, the responsibility for performing tinele of Applicant Organisation
passeto anotherorganisationyou will have toabandon the application form you hadeated and
create a brandnew gpplication form

Coordinator selection

Selection of theCoordinaing organisationwhere rdevant, is wholly managed within the application
form itself. There is no requiremerturing thecreation of thelist of participating organisation®
specifywhichorganisation will perform the role d@oordinator/ Coordinating organisatian

Removingorganisations

To removeanorganisation from the list, check tlmrrespondingcheckbox at the end dhe
organisation row concernet

1 949835156 UK Organisation Name UK
BE

2 949834865 BE Organisation Name _/\/_
3 949834768 FR @

FR Organisation Name
4 949834671 DE Organisation Mame DE

X Ind then click on th&kemove checked organisationigsiton. Remove checked organisation(s)

Check multiple rows for multiple organisation deletion.

To removeall rowsin one gg check the checkbox on top of the colukin

®

UK v
BE v
FR v
DE 7

“~

Xy R (KSy Reérhoke@heckedyorganisafionfsitton.  Remove checked organisation(s)

Version 1.2 Page 12 of 41



Proposal submission User Glide

Organisationilst complete

When youselected the Applicant Organisation, thiext stepbutton was added to the bottom of the
page. When you haviinishedbuilding yourorganisationlist, click on theNext Stegbutton to

proceed to the next page where you will have the opportunitgaeafirm your selections ancreate
your application form

Application for funding: selection of the participating organisation(s)

Applicant organisation
Important information! The Applicant organisation is always listed as the first organisation in an application eForm. Consequently, when you create your application eForm, the Applicant Organisation selected below will
automatically appear as the first partner in the eForm.
Once the application eForm has been created, it is not possible to switch the role of Applicant Organisation to a different partner organisation. For this reason, it's essential to unequivocally establish the applicant organisation
before creating your application eForm.

Select the Applicant Organisation: BE Organisation Name ~

List of participating organisation(s)

For each organisation participating in the application, enter the organisation's PIC number and click Add to list.
To search for a PIC using e.g. the organisation name, click here to be directed to the EACEA Participant Portal.

PIC number: Add o list

I TR
1 949835156 UK Organisation Name UK

2 949834865 BE Organisation Name BE

3 949834768 FR Organisation Name FR

4 949834671 DE Organisation Name DE

Previous step Next step
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STER: CREATE ANBAVETHE RPLICATIONFORM

Thispagesummariseghe selectionghat you made in the previous steps

If the details below are complete and correct, you may proceed with the creation of your new application. The 'Create application’ button is found at the foot of this page.
If any details are incorrect or missing, click on the 'Previous step' button to make the necessary changes

Pr details and ication language version

CREATIVE EUROPE CULTURE Cooperation measures Catergory 1 Smaller scale projects

EN

Participating organisation(s)

Applicant organisation
949834865 BE Organisation Name BE
Other participating organisation(s)

949835156 UK Organisation Name UK
949834768 FR Organisation Name FR
949834671 DE Organisation Name DE

Previous step Create application eForm

If all the details are complete and correctick on theCreate applicatioeForm button. If any details
are incorrect or missinglick on thePrevious steputton to make the necessary changes.

When you click on th€reate applicatioeFormbutton, a popupmessageappears:
Confirmation prompt

or network drive. You are recommended to make a note of the location (folder, directory) where you
save your application form.

Please note that once the form has been created, it is no longer possible to switch the role of
Applicant Organisation to a different organisation.

Do you wish to continue?

: Once your application form has been generated, you must SAVE the pdf file to your local computer

| OK || Cancel |

Carefully read the message content and théokd@OKto continue orclickCanceto return to the
details confirmation page.

Save the applicatioreForm

When faced with the option to open or save the forf@AVHt to your local computer or network
drive. It is recommended thayou use theSave Asption, sothat you can precisely select the
location where the file is saved.

It is not possible tmpen and fill in theapplication form within the browselYou must first save the
form to your local computer or network drivenceit has been savegou can begitilling it in
(using Adobe Reader or one of the Adobe Acrobat products

If you do not savgour application formyou risk losingll the information yolenteredso far(PICs
etc.) and havngto start again
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List of partnerorganisationsis not valid

If, when you open your efornthe list of partner organisations is displayed and is accompanied by

the messagehat your list of partner organisations is not valgu must carefully review the items

GKFG N3 AYRAOIF (SR | & saesrshotprovitesine@mpleofpier ¢ KS T 2
list items that are not valid:

List of participating organisations

Your list of partner organisations is not valid. It should respect the rule(s) below:

Not valid | The minimum number of participating organisations required is: 5

Not valid | The role of each participating organisation should be introduced.

Organisations with role Applicant Organisation should be from one of the following countries:

Austria, Belgium, Bulgaria, Croatia, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany,
Greece, Hungary, Ireland, Italy, Latvia, Lithuania, Luxembourg, Malta, Netherlands, Poland, Portugal,
Remania, Slovakia, Slovenia, Spain, Sweden, United Kingdom, Former Yugoslav Republic of Macedonia,
Iceland, Liechtenstein , Norway, Turkey

Not valid

Not valid | Each organisation must be a Non Profit Organisation.

Not valid | The type of organisation of the applicant must be a Higher education institution.

At least 3 partners must meet these requirements :
Not valid | - Their type of organisation must be a Higher education institution.
- Their country must belong to the Programme Countries.

Not valid | The "Higher education institution” partners must come from at least 3 different Programme Countries.

Partner no PIC Role Organisation Name City Country

If you encounter this messagaepending on the error(sjt mayor maynot be possible for youo
use the eForm you just createdlease consult the following table fdetails of how to proceed
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Rule not respected / Not valid item

Action to take

Fll in the missingole for eachorganisationconcerned Save, close ang
reopen your eForm.

G¢eKS NrtS 2F St (

2NHFyAal G§A2Yy &K 2| Onreopening your formf there areno partner listvalidation errors
displayed you may continue with the completion and submission of

6¢KAA LISNII Aya i youreForm

FLILIXEAOFUA2Y Q0 If there are stilivalidation errorsplease consult théollowingrowsin
this table for advice
Fll in the missing type of organisation for each organisation concer
Save, close and reopen your eForm.

Gt KS GeLlS 2Zmusg NH On reopening your form, if there are martner listvalidationerrors

0S8 X¢ displayed you may continue with the completion and submission of

your eForm

If there are stilvalidation errors please consult théollowingrow in
this table for advice

Any other item or items listed as
being not valid.

You will not be able toontinue using the eFormm its current stateas
it is not possible to validate or submit Rroceed as follows:

(i) Check the eligibility rules that are in force for the funding
opportunity you are applying undeAre you compliant with the rules?

(ii) If one or more errors relate to organisation data that has been
recorded in the EAC/EACEA Participant Portal, return to the Portal
make corrections to your organisation data (see also the next secti
2F (GKAA 3IdzA RSLINE 2 82011 & R

(iii) Once you havaddressedpoints (i) and (ii), you may resume the
creation of your eForm. You have two options:

I Continue with the eForm you created but update it so that i
no longer contains any items that are not valid. To do this y
must use the buttorRevise list of participatp organisations
and update existing applicatidior funding See section B of
this User Guide for details of how to do this

1 Abandon the eForm you created and start the creation
process again using th@reate new application eForbutton.

Version 1.2
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Yoursaved form- protected fields

Thefunding opportunitydetails that you selected will appear in the foemprotectedi.e.

unmodifiablefields This is indicated by grey diagonal lines that provide the background to the fields

These resources and other useful links can be found in|a table located at the end of this eForm.

Programme :

Sub-programme :

Programme Guide / Call for Proposals :

Action :

Sub-action :

Deadline for submissien :

Click to access table.

GEATIVE EUROPE \
CULTURE
56
Cooperation projects.
Category 1 - Smaller scale cooperation projects
woy?om 12:00 midday (Brussels time) )

Likewisethe organisatiorinformationyou incorporatedwill appear agprotectedfields. For example

Part A. Identification of the applicant and if applicable other organisation(s) participating

in the project

Parts A and B must be completed separately for each organisation participating in the project

A.10Organisation

Partner number : P1

Rolein the application :

Full name of the organisation in Latin
characters :

Business name :
Registration date :
Registration location :

Registration country :

Registered address

ﬂnumber: 949834865
Applicant Organisation

BE Organisation Name

BE Business Name

2013-07-03

BE Registration Authority

-

~N

Street :
BELE Street name and number
Town :

BELE City

Number :

Cedex :

Postcode :

BELE Postal

PO Box :

If the organisation information that appears in the protected fieldaic®rrect oris out-of-date, the
data cannot be modifiedirectlyin the écorm butmustbe modified in the Participant Portal. After
the modificatiors have beencarried outin the ParticipantPortal they must also béncorporatedinto
youreForm (if it has notalreadybeen submitted)In order to ircorparate the modifications into your
eForm, peasefollow the steps described ipart B of this guide'Revig list of participating
organisatiors and update existing application eFdriBe aware that there can be a delay of several
days before modifications made in the ParticipaRbrtal are validatedby the Commissiorand

becomeavailable for ircorporationinto your eForm!See part B for more details.

Type of organisation

L¥
following advice.

I f G K2dAaAK

GKS ScC2NY

0KS we¢e LIS

27

82dz FNB dzaAy3a AyOtf dRSa

I we & LIS

2NBFyA&aliA2yQ FASEIR Aa

when you registered it in the Participant Portal, it is presented in the eFommn asprotected field

that must beselected within the eFormThisis because the list of organisation types available in the
eForm is tailored to the funding opportunity you are applying under. Please therefore complete the

type of organisation field as you would any other mandatory eForm field and do not try to set its
value via the Participant Portal.

Version 1.2
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STEP SCOMPLEHTHE APPLICATIGNORM

Genericguidance
This section providegenericguidanceon how to work with and completan applicatioreForm.

Navigation panel

Activate
PageThumbnails
Activate the (see below)
Highlight Félds
facility

VERY USEFUL
Attach facility

DO NOT USE

The eForm has its
own attach facility

Toolbar
From theToolsmenu you can customise your toolbar e.g. you can addSheebutton if it is not
already displayed. There are also various display and navigation options that you can add.

TN
Eile Edit View roument(lools)ﬂindow Help

. : ~—
HE 4% 2 /7 @® 17% - o & Find :

S

More Tools lﬁ

=¥ = File Toolbar .
[T Open
Print
Save
| & Atach a File..>
[ Search
= Email
[Tl Collaborate
¥ Create Adobe PDF Using Acrobat.com
Find Toolbar
= Page Display Toolbar
[Vl Scrolling Pages
| [¥]¢z] One Full Page
["J= single Page Continuous
[TIL] single Page
1 Two-Up
[TEH Twa-Up Continuous
[F1 Full Screen Mode
["¥7 Rotate Counterclockwise
[T Rotate Clockwise
[C14] Line Weights
= Page Navigation Toolbar
[TI= First Page
Previous Page
Mext Page
[T Last Page
Page Number
1@ Previous View ~

* Only available when document rights are enabled.

Toolbar

Customise
toolbar
selection
menu

OK I l Cancel
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Here are some of the commonly used display and navigation options:

Move to Show one
previous - - whole page
page View Document Tools Window Help 2 e

] 2 747 ® ® 177% - | = |-
Y AN\ =ry
Fit form to
Move to Zoom In Zoom Out width of window
next page (reduce (enlarge and scroll across
image size) image size) page boundaries

Page Thumbnails

If you activate thdPageThumbnailsoption, a new panel is opened up on the Htind side of the
AONBSyo® LG O2yGFrAya YAYALF(Gdz2NBE LINBOASsa oOWiKdzYoy

ﬁﬂj &+ § 11 /2 ®88® 153% - o5 4 Fnd

C.3 Ownership of Rights  Use the
Type of project * : thumbnails to
Author(s) of concept/subject/treatment/script/literary jump to different
bible *:

pages of the form.

Applicant holds the ijority of the rights at the time of

the submission through *:

Duration of the ownership of rights or option* : 1 Aframeoutlined
in red indicates
where you are in
the document.

From (dd/mm/yyyy) *:

Redframe Date of signature of the agreement *:

indicating
your In the event of a chain of title, please summarise the differe ) A
company, giving details of the parties involved. (Max 2000 R|ght click on the

location i panel to access
options to erarge
or reduce the
thumbnails.

PROJECTY{ 2

Zoom in / Zoom out

To rapidly zoom in or out, press CTRL on your keyboard and move the scroll wheel on yseir mou

Scrollup to zoomout, increasing the size of the image
Scrolldown to zoomin, decreasing the size of the image
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Entering content

The eForm is an interactive PDF form that contains form fields that are either selected from a
restricted list offilled in using free text:

9 click inside a text field to enter data;

9 click to select options from e.g. dropdowists, checkboxes, popp calendarsand
radio buttons

1 press Tab to move forward one field or Shift+Tab to move backward ong field

1  point andclick with the mouse to select a specific field.

Mandatory, optional angbrotectedfields

Field Type Characteristics Examples

Mandat Field label is accompanied by Country and
anaato . . SR
ry asterisk* Telephone 1#: Location
Number of permanent
staff employed by the
organisation
Optional Field label has no asterisk

Telephone 2:

Full time  Part time

Field contains diagonal grey lines

Proteded These fields are either incorporat
into the eForm when it is created | (... _

they are calculated [/ fille| ;.00 12 P el
automatically by the form itself.

(unmodifiable)

Tooltip for long descriptions

Where a description overflowtfie menu box, hover your cursor over the menu item to display the
full description in a tooltip:

Applicant holds the majority of the rights at the time of B
the submission through *: Unilateral declaration of transfer of rights to the applicant if a\J:
(Option agreement of transfer of rights

Contract of transfer of rights

Unilateral declaration of transfer of rights to the applicant if auth

Co-production/co-development adunilateral declaration of transfer of rights to the applicant if
%. g ghts to the applicant i
From (dd/mm/yyyy) ° 06/10/2013 N TTTIT author is producer, shareholder or employee of the applicant
company

Duration of the ownership of rights or option* :

Version 1.2 Page 20 of 41
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How to highlight mandatory fields

Click on thepurple button in the navigation panel and this wélctivate the Document
message bawhich incorporates thédighlight Field$eature.

dick on theHighlight Field®utton andall

_— . mandatory and optional fieldwill gain
E—' Highlight Fields highlighting thatmakes them easier to identify
I i (and easier to differentiate from one another).

Mandatory fields; red border and a light blue background
Optional field; light blue background (and a black border when you hover the cursor over them).

Title *: Family name *: First name *:

I ” ” Highlighted
Department / Faculty : fields

Unhighlighted
fields

Please note: if any mandatory field remains incomptée eForm will not validate successfully and it
will not be possible to submit your form. Where a numerical field is manddwgryou have no value
to enter, please make sure you enter a zero to indicate your null value.

Once you have activated the higiiiting you can click the purplatton again toremove the
Document message béind maximise the display of your form).

Saving your form

To save your form, click on tt&avebutton on the toolbar or seleckavefrom the Filemenu or press
CTRlandS

O

Please ensure that yosave your form on a reqular basiff you encounter a problem in your local
computing environment and your form or your computer crashes, the Adobe Readerengeery
function will only restore your form to the point of thmost recent save
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