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PART C -INFORMATION FOR APPLICANTS

WHAT TO DO IN ORDER TO SUBMIT AN ERASMUS+ APPLICATION?

To submit an Erasmus+ project, applicants must follow the four steps described
below:

« Each organisation involved in the application must register in the Participant
Portal and receive a Participant Identification Code (PIC). Organisations/groups
that have already obtained a PIC through their participation in other EU
programmes do not need to register again. The PIC obtained from this previous
registration is valid also for applying under Erasmus+;

 check the compliance with the Programme criteria for the relevant Action/field;
» check the financial conditions;
o fill in and submit the application form.



Guia E+ 2018

STEP 1: REGISTER IN THE PARTICIPANT PORTAL

All organisations involved in the application must be registered and provide their basic legal and
financial data in the Education, Audiovisual, Culture, Citizenship and Volunteering Participant
Portal, if not already done.

To register in the Participant Portal, the person representing an organisation (or an informal
group of young people) must carry out the following steps:

= Create an ECAS account (unless the person representing the organisation/group already has
an account). New ECAS accounts can be created via the following website:

= Access the Participant Portal at

and register on behalf of the organisation/group. Guidance and Frequently Asked Questions are
available on the Participant Portal.

The organisation/group need to register only once in the Participant Portal. Once the
registration is completed, the organisation/group will obtain a Participant Identification Code
(PIC). The PIC, which is a unique identifier and is necessary for the submission of applications,
enables the organisation/group to fill-in the Erasmus+ electronic application forms in a simpler
manner (i.e. by inserting the PIC number in the form, all the information provided by the
organisation/group at registration stage will be automatically displayed in the form).


https://webgate.ec.europa.eu/cas/eim/external/register.cgi
http://ec.europa.eu/education/participants/portal/desktop/en/organisations/register.html

Informaci6 practica

Erasmus+ - Passos previs abans de presentar unasol-licitud

1) Crear compte EU Login (antic ECAS)

2) Registrar institucio al servei de registre unic (URF) del Portal del Participant
per obtenir PIC (codi d’identificacié personal)

3) Afegir documents en el Portal del Participant



1) Crear compte EU Login (antic ECAS)

EU Login (European Commission Authentication Service) -
permet als usuaris accedir a la majoria de sistemes digitals
desenvolupats o utilitzats per les institucions europees.

Es Unic i va associata una Unica adrecaelectronica (preferiblement

institucional), que es pot canviar. Es recomana fer servir aquesta

mateixa adreca electronica per accedir i/o gestionar el Participant

(Porta; (URF), la Mobility Tool+ i la plataforma de resultats de projectes
PRP

Es recomana tenir-ne només un per institucio.

No caduca mai.

| ’accés pot quedar bloquejat després de 5 intents fallits. Es torna a
desblocar automaticament al cap de 15 minuts.

(I?g;c]rc]jg)r(poanar una nova contrasenya després d’'un periode sense


http://www.sepie.es/doc/convocatoria/2017/EU_login.pdf

1) Crear compte EU Login (antic ECAS)

S1 encara no teniu un compte EU Login, heu d’anar a

Si ja teniu un compte EU Login, aneu a

Uses CO0KES, LEam Mofe 300wt e EUIODeIn Commizsian's 00okie poscy ] Shose NG 1R300

@[ T
EU login o s !

OE LB

Sign in to continue

Es
recomana
un unic
registre
per
Institucio


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

1) Crear compte EU Login (antic ECAS)

Facilitar adreca
electronica
permanent — no
personal

ES recomana
correu
Institucional

.




1) Crear compte EU Login (antic ECAS)

Al cap d’'uns

minuts rebreu un

correu Create an account
electronic a

I’ad reQa |ndlcada Thank you for registering. you will receive an e-mail allowing
amb IeS you io complete the regisiration process
instruccions

per completar el

Proces



1) Crear compte EU Login (antic ECAS)

Model carta antic ECAS
Dear .....,

You have been registered in ECAS, the European Commission Authentication Service.
Your user name is ......
To create your password, click:

Disposeu de
24h

You have a maximum of 24h, stari e time that this message was sent, to create
your password, but yoy arelencouraged to do so immediately if possible. After this time, you
can make another request by following the same link: you will then need to re-enter your
username and confirm your request.

If the above link does not work, you can copy the following address (make sure the complete
address is copied!) and paste it into your browser's address bar:

Whenever you login, please choose the domain "External”, not "European Commission".
Instead of replying to this message, if you have a problem, please follow the help or contact
information on the site where you were tryingto register.

Sent to you by

ECAS - European Commission Authentication Service




1) Crear compte EU Login (antic ECAS)

S’ha de canviar cada 3 mesos.
Rebreu un recordatori per correu
electronic 15 dies abans New password

N ew @ Your EU Login password was successfully changed.

Please choose your new passwond. Proceed

Comprovar — = -

Successful login

You are now logged in to EU Login.

To stop the automatic single sign-on, click Logout or close all
browser windows




1) Crear compte EU Login (antic ECAS)

Sign in to continue

Use your e-mail address For applications used in
Erasmus+ only
| authentication with e-
mail address is
a an ac in

Or use the elDl of yody country

Sign in to continue

AN Ol
S’ha de posar el mateix & =0 |

correu electronic P ) (D
(preferiblement ==

institucional) utilitzat al e - ]

crear el compte EU Login



2) Obtenir PIC

Anar a i iniciar sessiod

F e St P [T

Education, Audiovisual, Culture,
Participant Portal

FParti

Citizenship and Volunteering

European
Cormmission

European Education Training =

ipant Portal =

HOMME CORGAMISATIOMNS - EXFPERTZ= = SUFFPORT =

-
Register an Organisation us;l lEirI
To participate in proposals and projects, vyou must register yvour organisation first, I ‘ :AS

After registration, a unigue identifier 1s assigned to yvour arganisation

This is the 9-digit PIC {(Participant Identification Code) number that will be used as a reference by the Cormmiission in any future interactions. A
single registration is required for sach organisation in the system.

Please keep the legal data of the organisation and programmme related information at hand. 7ou can check the information vou will need for
the registration in the documentation of the call for proposals. Please note that you hawve to register yvour organisation before submitting a project
applicatian.

You can pause the registration process at any time and continue it later. The systerm automatically saves vour draft registration and will keep
it until vyou complete it or for up to one year after its last edit.

How to update your orga

mModify registered data Upload supporting documents mMmodify validated data

If the Walidation Services have not started If the Walidation Services have already If your data has been wvalidated by the
the validation of your data vet: started the validation process: Yalidation Services:
To modify the data of vour arganisation, click “ou are able to upload additional documents —nly the Legal Entity Appointed
the My Drganisations option in the up to 10 MB, Once uploaded, these documents Representative (LEAR) (or a person with the
Sirganisations menu, then click the ED button may not be withdrawvwn or modified. Account Administrative role for your

meet b bhe marme Af wnoae nenanisatinn Fraanisatinnt s sothaeised foorenne st


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

2. Obtenir PIC

S’han d’emplenar obligatoriament els camps marcats amb un asterisc 1 es
recomana emplenar tots els camps.

« Legal Name =nom del centre. No s’ha de traduira 1’anglés.
« VAT Number = ES (indicador de pais) + NIF

« Business Registration Number:

« Centres publics= codi de centre

« Centres concertats/privats = num registre de societats

« Business Name: no és obligatori, pero si es deixa buida la casella pot portar
problemes. Es recomana posar el mateix que a “Legal name”.

« Registration Date = Data de creacio del centre
 NACE code = Education

« Legal Form = Other/Unknown

« Phones = sense espais: exemple +34123456789



2) Obtenir PIC

%
*

Education and training

European

Commission Participantportal - Beneficiary registration

Eurcpean Commission®> Education And Training > Participant Portal > Beneficiary Register

welcome Identification Organisation Contact summary success

Identification

Flease fill in some preliminary information about your organisation required to check if this organisation has already been registered, as well as to identify any existing FIC
numbers of similar organisations that could potentially match your request.

Legal name *

=me Nom del centre

—Select one— Spain El
Seormmtenmumest Codi del centre

ES NIF

[ WAT number not applicable

Establishment/Registration country *
Registration number

VAT number *

@ ¢eoQCCQ

Website




2) Obtenir PIC

Education and training

Partcipant portal - Benefciary registration

walioms DHgaRisALan COnLAL SUBnMarny 5UCLESS
The following organisations are already existing in the Beneficiary Register

F y=a mcogrues o of theas oigasmadons an yoer, chok on rand then chick on the Use fus P Swtion Bo precess

IES EL TABLERD
Spaln - 349062842

I[ESEl Greco
Spaln - 9313594649

IES EL ARENAL
Spain - 345002616




2) Obtenir PIC

welcome Identification

Crganisation

Legalname and status

Lagsl nams ~

contact summary SUCCEsS

Degodbe the lagal siatus of pour o by
Legal sisius

Registration data
EsiablishmentFeglsirasion country «
Feglstration number
Fsgistration asts

Fesgistradion suthormy

Legal form *

WAL Ui~

Eusinsss nams

Oifolal Languags =

LegalAddress

Emper the official regisierag addness of The Deneficiary
Feglonoounty

‘Eiresd name and numbsr =

PO Box

Posisl oods =

n e Idonmacion relaned 0 The onpeEnisacion pod wWarT 20 register. e staced I your officlal gdocuments degilsTation acustanne, WAT exTract. 2ic)

'& ES Bl Palaa

;!l:m: : & el D-er!.m"' & lmgeal person)

a

o Centres

= O'prmcv‘ /

0 S i El

] COdI deI centre

o Pe——— -

4 Govern IIIes Balears

o Other/Unknown ]
S (indicador de pais) + NIF

e Nom del centre = “Legal name”

ﬂ —Saleci one— El

¢oCQQQOQQCQ

—Salec ore— El

publics



2) Obtenir PIC

Contact inTormation

U e LEAS of e ooansation has Seen valicated, e CommMission will usSe TS PACAMaTIoN 10 SOMESCT YOu SNd SeNC SUNSMIaTc o mall NOSSCaTIONS S0 e SCTIONS 0
SO, You hove Tie SO-Catied SANSagQImyacs :s On e Pacipen Pomal

—» Contacte oficial

Contact person

s % contact person? o ‘@)m(:) =3
nse
2 nte 2o
Oepertment o
Professional e-mal ~ o 2ICLIETIGmes 2ot
Qencer - -
®© fszm
Last name ~
First name ~
Crange personal Ptoemation
Address
greme * ’ ° @m'fj'm
Country = Scenm (E5) v
Regionoounty Cammts B
ireet name aad numder © sov
0. sox o
Postal coce o 8ozt
cwy - -
Phones
Use the s phone t 34
Main phome = o
Fax o
Secondary phone o




Pantal
la
antiga

Revishr la
informacié
abans de
confirmar

2) Obtenir PIC

English{en)

PROGRAMME ~ SUBMIT

Summary:
Cnce you review and verify your
organsation dats, chek Confim (o submi i

A fer that you will b2 able o upioad
SUppaTtng documants

Review the organisation information you entered

Orgamsation Specific programs

Organisation information

Establishment/Registration Country * Belgium

Lagal Marmg B-CO

Official Language * Dutch

Business Name B-CO

Business Registration Number 963852741

VAT number ES + NIF
HACE code .
Registration Date ED(‘IjIE'IJIS‘Ia tion
Registration Authonty BE

Legal Form Other/Unknown
Legal Akigess information

Street Mame andymber * 1 Mother Lane

FO. Box

Delata Draft 0 | Confirm I




2) Obtenir PIC

’M e ot % V[ 5:Requisits previsppt | X | BB Successiul login 5 V(@ Register an Organisat. X (@ Bencficiary's Register  x Y oK, Pégina no encontrad: x WGl | Il P
€ > C @ https;//eceuropa.eu/research/participants/urf/registration/education/success

Welcome Identification Organisation Contact Summary

i1’y What's next?

You will shortly receive an email confirming your registration.

Registration

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

co mp | ete d 4 Provide programme specific information*®

Ifyou apply for H2020,itis essential to fill in this information asitis
usedin proposal evaluations, e.g. deciding eligibility and funding
rates.

vaur Legal Entity.
Your PIC number is:

‘ 913834673 )

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

# Update your organisation data

i ] Upload required documents and read/send messages tothe
European Commission

* Organisations applying for the Erasmus+, Creative Europe, Europe for Citizen or EU Aid Volunteer programmes

only can ignore this part.
Continue to update

€ View Updateyour..html 7 ¥ Mostrer todss lss descarges... %

W SPORT_E-




2) Obtenir PIC

Una cop acabat el procés, rebreu un missatge de confirmacio al’adreca de correu electronic facilitada:

Dear Mr. XXX,

The Education and Culture Directorate-General and the Education, Audiovisual and Culture
Executive Agency of the European Commission thank you for having registered a legal entity in
our database of participant organisations.

The record has been successfully created. The TEMPORARY Participant Identification Code
(PIC) for the legal entity you have registered is 949646782.

You can now use your PIC in order to submit a proposal for the EAC/EACEA programmes If
your organisation is selected for the projects managed by EACEA then your organisation will
need to pass a Legal Entity validation and your organisation will have to provide supporting
documents.

Fa|’[a afeg ir Please find downloadable forms and instructions on

http://ec.europa.eu/budeet/contracts grants/info contracts/legal entities/legal entities en.
documents\ r——

n case your organisation is applying for the projects managed by the national agencies
(hypedink to the list of NAs and list of projects (actions) managed by NA), your aorganisation

should thew asrequested in the Guide for applicants and by
your National Agen i e by uploading the supporting documents in URF).

Please note that the validation could result in a possible change of the PIC (if e.g. the
validation reveals that the same legal entity already exists under another PIC).

The Validation Service




3) Afegir documents

Contact | Legal Notice | ‘ English ‘

Education, Audiovisual, Culture, Citizenship and Volunteering
Gl Participant Portal

European Commission > Education & Training > Participant Portal > My Organisations

HOME ORGANISATIONS ~ EXPERTS « SUPPORT ~ ‘ ANGELS FONT

-—

‘ My Organisations
| Search L
LEGEND View Organisations m Modify Organisations View Proposals ﬂ View Roles View Profile
Show 10 v ehtries Search
PIC ~ VAT ~ STATUS - ACTIONS
v /\‘
Nom del | e =

centre Modificar

Especial

Showing 1 to 1 of 1 entries. | «— PREVIOUS ’ 1 ‘ NEXT — .

© European Communities




3) Registre en URF

Education and training

Participant portal - Benefidary registration

Educacion and Tealnings Paxiclpanc Pomals Baneflc by Raglscer

Mielzome _ Wou can edit the data of organiﬂation_ PIC: 920955443

| Betivity lag AcCtIVIty | ¢ HOW TO
Drganisation There are nio recorded actions in the Beneficiany Register
LEAR . . .
LIFT1AaN S S ol
H2020 and FR7 Urganisation
ZcEllE B EL Organisation data

ZhiE

Registration information

Business name o _ @

Cescrbe the legal states of pouwr orgamisadion by selkeching e appmoprate ophions

Legalfetatis ﬂ' 8 3 natural person o 3 legal person @
ﬂ' L] non-priofit L for profit L)
ﬂ' L8 private entity i« public body [C]
i ] I neo @

Official language * a Catalan (ea) j ®

Establishrment/Regi stration country * ﬂ. Spain (ES) j (o]

Legal form * i} UNKNOWN j @

MIT number * a E3053562030C @

I_ W number not applicable
Registration number a _ ]



3) Afegir documents

Potivity log

Arganisation

LEAR Miessages
H2020 and FRY Fead messages of wour onganisation and send messages to the EC ‘Alidation Services.
Easmus Charter

SMWE
Meszages
Subject Meszage Date - i e
Documents
Documents submitted Thank ywou for submitting the supporting documents ... 2G2S E

Documents

Fead and uplead documents of ywour onganisation. Please ensure their quality. haximom allowed document size is Ghb. Updates take immediate
effect after you hawe clicked on “Submit for processing”

Find out more on bhow to submit 3 document.

21-03-2016 Received

13-07-2016 Received

21-03-2016 Received

22-06-2016 Replaced

21-03-2016 Received



3) Afegir documents

CENTRES PUBLICS
Abans de presentar el formulari de sol-licitud,
s’han de pujar els segiients documents:

* Fitxa d’entitat legal

e Fitxa d’1dentificacid financera


http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm

3) Afegir documents

CENTRES CONCERTATS O PRIVATS

Abans de presentar formularis de sol-licitud, s’han
de pujar els seglients documents:

» Fitxa d’entitat legal

eFitxa d’1dentificacio financera


http://ec.europa.eu/budget/contracts_grants/info_contracts/legal_entities/legal_entities_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/financial_id/financial_id_en.cfm

3) Afegir documents

Fitxa d’entitat legal

Centres
publics

Nif

Adjuntar documents justificatius:
DOG creacio centre, targeta
identificacio fiscal...

2

ENTIDAD LEGAL

POLITICA DE PRIVACIDAD

Por favor utilice LETRAS MAYU

e

http://ec europa.eu/budget/library/contracts grantsfinfo contracts/privacy statement es.pdf

scu INOS para rellenal i
ORGANISMO DE DERECHO PUBLICO @

/ NOMBRE OFICIAL @D |

ABREVIATURA [

(si se aplica)

LUGAR DE REGISTRO PRINCIPAL CIUDADl

FECHA DE REGISTRO PRINCIPAL ||
oo

NUMERO DE REGISTRO PRINCIPAL 3) I

NUMERO DE REGISTRO SECUNDARIO |

DIRECCION OFICIAL

PAIS [

| pais |
MM AAAA
CODIGOPOSTAL [ | APDO. DE CORREOS ] ciupap |
| TeLErono |

CORREO ELECTRONICO |

|FECHA

I SELLO

FIRMA DEL REPRESENTANTE AUTORIZADO

PRESENTE LA PRESENTE FICHA CUMPUMENTADAY FIRMADA Y ADJUNTE COPIA DE LOS DOCUMENTOS OFICIALES JUSTIFICATIVOS DE
LOS DATOS CONSIGNADOS (RESOLUCION, LEY, REGISTRO MERCANTIL, BOLETIN OFICIAL, IDENTIFICACION A EFECTOS DEL IVA, ETC.)

® Organismo de Derecho piiblico CON PERSONALIDAD JURIDICA PROPIA, es decir, una entidad publica que puede representarse a si

misma y actuar en su propio nombre, es decir, con d

y ser

contratos. Esta situacién juridica es confirmada mediante el acto juridico por el que se crea la entidad (una ley, un decreto, etc.).

® nadonal y su

al EN o al FR, si existen.

(3) Namero de inscripcién en el registro mercantil nacional.

de adquirir y enajenar bienes, y celebrar



3) Afegir documents

Fitxa d’identificacio financera

%

IDENTIFICACION FINANCIERA

POUTICA DE PRIVACDAD B

Por favor utilice LETRAS MAYUSCULAS ¥ CARACTERES LATINOS para rellenar el formulario.

DATOS BANCARIOS @

NOMBRE DE LA CUENTA () |

IBAN/MUMERD DE LA CUENTA (3 |

MONEDA

NOMBRE DEL BANCO:

|
coDIGO BIC/sWIFT | | cooicopeLasucorsa@ [
|

DIRECCION DE LA SUCURSAL

CALLE ¥ NOMERO

POBLACION/CIUDAD | | cooiso PosTAL

pals [ ]
DATOS DEL TITULAR DE LA CUENTA
IGUAL QUE LOS DECLARADOS AL BANCO
TITULAR DE LA CUENTA. | |
CALLE ¥ NOMERD |

roauscovavDno | ey —

Impnrfanfl

PAls [ |
OBSERVACIONES
SELLOD DEL BANCO + FIRMA DEL REPRESENTANTE DEL FECHA (Obligatoria]
BANCO (3)
FIRMA DEL TITULAR DE LA CUENTA (Obligataric)
(T Los datos han de ser los del banco final, no los del banco intermediario.
(3) Mo se refiers al tipe de cuenta, El nambre de |2 cuenta es narmalments of del titular de la cuenta. Mo obstante, el titular de la cuenta

podria haber elegido un nombre diferente para su cuenta bancaria.
(3 Inchuya o cadige IBAN {Ndmers Internacional de la Cuenta Bancaria) en el caso de que exista tal ndmers en el pais en ol
gue su banco tiene su sede

(5) ks preferitile adjuntar una copla de un extracto bancarks RECIENTE. Tenga en cuenta que d extracto bancario ha de confirmar
toda la informacién apuntada anterlormente en las secclones NOMBRE DE LA CUENTA, NOMERD DE LA CUENTA/IBAN y
NOMESE DEL BANCD. En ol caso de adjuntarse un extracto bancaria, no s requeririn ni ol selle del banca i la firma de un
representante del banco. No abstante, son SIEMPRE obligatorias tanto la firma del ttular de la cuenta camo la fecha.




Merce Travé




