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AGEN(IJI\_ZTA ' . .
@ PROGRAME U Registracija - zasto

= Organizacije (i partneri) moraju se registrirati prije prijave

projekata na tzv. Participant Portalu (takoder za programe Creative Europe,
Europe for Citizens, EU Aid Volunteers)

= Registracijom se dobiva PIC (Participant Identification Code) broj
od 9 znamenki

= Upis osnovnih pravnih i financijskih podataka o organizaciji samo
jednom: kada se unese PIC broj e-obrazac ¢e ‘povuci’ podatke
unesene prilikom registracije

= Prijavitelji vise ne trebaju slati dokumentaciju o svojoj organizaciji
prilikom svake prijave, vec ih prilazu samo pri registraciji

=) H =2y & P
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http://ec.europa.eu/education/participants/portal/desktop/en/home.html
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Pred-korak

= Prije registracije na Participant Portalu potrebno je kreirati ECAS korisnicki
profil

Contact | Legal Notice | J English w H

Education, Audiovisual, Culture, Citizenship and Volunteering
Participant Portal

>Education And Formation > Participant Portal > Home

European

Commission

European Commis

HOME = ORGANISATIONS v EXPERTS v SUPPORTw

B ———

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

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

e Creative Europe

* Erasmus+

e Europe for Citizens
e EU Aid Volunteers.

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your
or expert details here. In the Organisation tab you will be able to search for registered organisations.

Are you a new user?

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

/

m Erasmus+

Do you aiready have an ECAS account?

m Obzor 202

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

L

CEEPUS

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

S europass a



Sign Up

Help for estarnal ypars

Choose 3 uUReMmams

First name

Last name ~

E-mail *

Confirm e-mal ~

E-mail languags

Enter tha code ~

* Reoured hinlds
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EUROPEAN COMMISSION AUTHENTICATION SERVICE
(ECAS)

& Login New pass

¥ 15 the selected domain correct? Extermal Change

/

Engish (en) -

| Prwacy statemant: by thecking thes bax, you
acknowledge that you have read and
understood the provacy statemeant *

ECAS korisnicki profil

Kreiranjem profila na
ECAS-u dobiva se
korisnicko ime i lozinka
za Participant Portal

bitno je odabrati
domenu - external

Sustav Salje potvrdu
putem emaila, s
korisnickim podatcima
Tek nakon ovog koraka
mozete poceti s
registracijom
organizacije

Kreiranje profila traje
svega par minuta

el ropass e3
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Participant Portal

arvopant Portal

TIONS »  EXPEATS «  SUMNORT o

Search aregistered organisation and PIC

Search Term

Country of - Ssiect the country -
Registration

Clty

VAT

Website

£ e M e

Captcha code

Trazenje organizacija

Vodite racuna o tome da
se ECAS sustav koristi i za
druge EU programe i
provjerite je li vasa
organizacija vec
registriranal

Za provjeru koristite
Search tool

Za jednu organizaciju ne
smije se kreirati vise PIC
brojeva
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MOBILNOS ] Participant Portal

PROGRAME EU

Contact | Legal Notice | | English ~

Education, Audiovisual, Culture, Citizenship and Volunteering

E P . .o .o
i Participant Portal *  Ako organizacija nije
European Commission = Education & Training > Participant Portal > Home

HOME ORGANISATIONS ~ EXPERTS » SUPPORT » - prethOd no regIStrI ra na’
kliknite na Register kako

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

« Creative Europe registraCijU putem URF

+ Erasmus+

" (Unique Registration
« Europe for Citizens
EU Aid Volunteers. FaC|||ty) sustava

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

If you plan to submit a project proposal under one of these programmes, or wish to participate as an independent expert, you are required to register your
organisation or expert details here. For informal groups of young people, one member of the group should register, as a natural person, in the Organisation tab,
on behalf of the group. In the Organisation tab you will be able to search for registered organisations.

ArE you a new user?

o To register your organisation o If you don't have an ECAS 9 Authenticate your identity
or expert details, you need first to account, you can create one by using the "Login" button above
have an ECAS account (European clicking here or by using the and continue your registration by
Commission Authentication "Register" butten above. Further clicking the Organisations or
Service) information on ECAS accounts can Expert tabs.

be found here.

Do you already have an ECAS account?

© European Communities
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NCEUNOSTS URF sustav

PROGRAME EU
English(en) E-

PROGRAMME SuBMIT DONE

o @ -

Super Duper

Groatia
. . @ Yes © No
osnovni pravni
podatci

- tip organizacije,
porezni broj
(HR+OIB),
registracija

kontakt osoba
vezana uz
organizaciju, ne
nuzno uz projekt

adresa
- telefon
- web adresa

well as o identiiy

of smilar organisations . cooq potentially
match your request.

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

Note: To access a previous regisiration of
yours, close this window and select the
relevant PIC number from My
Organisations = > "Organisation” tab in the
Participant Portal.

:



MOBILNOST Odabir programa — obavezno!

PROGRAME EU
English(en) (=] -
DONE

@ -

F rog ramme _spe ciﬁc d ata Png ramm E-SpEGiﬂ ¢ Information

Thank you for completing the first

step in registering your organisation. You can finish the first step of the registration and get a PIC or you can come back later if you

saved your draft.
Mow you can either:

- finish your registration and receive
the Participant |dentification Code, or

Finish your registration

- provide additional information relating
to a Specific Programme: select a You can also continue your registration with filling in program specific information. After filling-in,
Specific Programme from the list on you will return here and you can finish your registration.

the right-hand side and follow the

instructions in the submission form Programme :
pages that will open for the specific

programme (you will return to the —>

Select a Programme from the Iis1|z|§
"1Select a Programme from the list:

current page when done).

Creative Europe
Europe for Citizens
EU AID Volonteers

Save Draft Delete Draft




MOBILNOST T Specificne informacije vezane uz program

PROGRAME EU

T -
DONE

WELCOME ORGAMISATION ADDRESS CONTACT PROGRAMME SUBMIT

@ & @ & @ @ o

Please select from the lists the type

and scope of your organisation. If

none of the options is relevant for your o

organisation, select 'OTHER' and add Organisation type- Associations |E|
a short description of your

organisation. Is your organisation a small/medium- © Yes (C No

sized enterprise (SME)?:
Small or medium-sized enterprise
(SME) is an enterprise with: Organisation description:

* Less than 250 employees.
* A balance sheet lower than S0M €.
» A year turnover of less than 43M €.

3 Save Draft
m Erasmus+ m Obzor 2020. CE—I?};US XES &) -"-.A:"_i'teUl'OPGSS 6



MOBILNOST T Zavrsetak registracije

PROGRAME EU
English(en) E-
DONE

WELCOME ORGAMISATION ADDRESS CONTALT PROGRAMME SUBMIT

Programme-specific data Programme-Specific Information

Thank you for com pleting the first
step in registering your organisation.

You can finish the first step of the registration and get a PIC or you can come back later if you save
your draft.

Mow you can either:

- finish your registration and receive ‘ Finish your registration [

the Participant |dentification Gode, or

- provide additional inform ation
relating to a Specific Program me: You can also continue your registration with filling in program specific information. After filling-in,
select a Specific Program me from the you will return here and you can finish your registration.

list on the right-hand side and follow

the instructions in the submission Programme :
form pages that will open for the

Select a Programme from the lis [=] |

specific programme {(you will retumn o
the cument page when done).

~2a: | w0 | cosems



AGENCIJA ZA
MOBILNOST I
PROGRAME EU

Summary:

Once you revtew and venly your organts abon

data, dick ‘Confiery' 1o submit

ARes that you will be able 1o upload
SUppOring documents

Review the organisation information you entered

:}L;.irﬂ\“’”‘” SPes " i i

Organisation information

Establishment/Registration Country *

Legal Name

Official Language *

Business Name

Business Regsstration Number
VAT number

NACE code

Registration Date
Registration Authority

Legal Form

Legal Address information

Street Name and Number *
PO Box
Postal Code

Sazetak unesenih podataka

English(en)

Croatia
Probatest
Croatian
TEST
67586970
0532450080

2014-01-13

Privredni sud Zagreb
UDRUGE

Gunduliceva 24



MOBILNOST 1 Dodjela PIC koda

PROGRAME EU

English{en)

@ @ 4

Next steps You have registered the following data for this organisation:

You can now use the following PIC number

to identify your organisation in your further

communication or interactions with the Legal Name Test Sveuciliste

Legal Address , Frankopanska, Zagreb, Croatia
VAT HR12345678
Business Registration Number 09876

European Commission and its Agencies. You
will receive an email confirming your
registration shortly.

You are now able to modify your
organisation's data and upload supporiing
documents from the My Organisations tab in
the Participant Portal.

PIC number: 949689074

Thank you for using the Participant Portal

m Erasmus+ m Obzor 2020. CEEPUS IrOXES &) > ég_j\europass 6



MOBILNOSH Postavljanje datoteka

PROGRAME EU

Participant Portal

Ewopean Commssion > Educabion & Tramng > Partiapant Portal > My Organesabions

7 Sy RCy (e /
ny o gai SCLIUND
LEGEND m Jiew -?;r‘-ss:-:u@lcc fy Organssabons View Sroposals View :\C-es.;xea Profie

Show 10 v entnes Search

NAME “ PIC VAT STATUS ACTIONS

Probatest 048098434 0532459080 DECLARED @@

Showing 1 to 1 of 1 entnes. _;ﬁwous 1| NEXT —

/

[ v, ] B . C o «f-ﬁ.‘f;f :
Pl - Bl - S R ed I8 6 e i an e g
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FINANCIJSKA IDENTIFIKACIJA |
PRAVNA OSOBA | - =
= 1 mmemsemsm—— =
POJEDINAC |I
NAZIV RALINA D
g IwE | ] {
-t [ ] Abnesa |
e | ] oscmannan | | rotramam anos | |
ar 3 L J ORIAVA | |
m“ I e S
O = e RONTARY [ |
THAPRTRS AlNTAS - vALS [T 4080 p— I l e [ l
[ LT——— | rotvansw menmac | ] sP0lvA [ ]
OPCNAGRAD | J DANKA
rovemos | |
BROJ OBOBNE ISKAINICE 0 [ | et : h
w0 RITOVNICE 0 oocmaanas | | vostananionas | J
DATUM HOBENIA ] :] MABSTO MODENIA | ] "‘::-. : :
- LI "oy
ORIAVA RODERIA [ ] AN © [ ]
ToLorON [ ] rsrans [ ] @ AL IAN AR urraraddas Aol Bevb sty uline) e v ran il v AN Wl A i ey s
trohTA [ ]
DOKUMENT © PRAVIG. OSORI" TREBA ISMUNITI | POTIEATI TE DOSTAVITI § PRE GRENOM
CITROM PRIESLIKON OSORNE ISKAINICE IL1 RUTOVNICE oot g 'Em
DATUM | POTPS
= Legal Entity Form = Financial Identification Form

m Erasmus+ m Obzor 2020. CEEPUS OXES: ?&) :-__g;%‘_ggzuropass a



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

MOBILNOST T Postavljanje datoteka

PROGRAME EII

Welcome verzija TEST, you can view Probatest 948998434 Enghtsh{en)

| Messages Documents Organisation Legal Address Contact Person LEAR

Documents O
On this page you can review, add File Choose File | 'O fie chosen

and ypdate gocuments for the
current organisation. You can NO documents have been submitied for Document Type  Archive v
upioad documenl fles with szes up this organisation yet

10 6 MD per e 0

important Your updales here Lake
mmediale effect when you cick the

To add a supporting document. cick the
‘Add new document’ button above

Submit for processing * bution

Disciames. Before you upload a Description
supporting document, always
ensure the consstency and
quality Scan your documents for
viruses or any other data, whch
may potentially hamm recipient users
sysiems Il s recommended 1o use
POF e formatl when you submd

the foliowing document types FEl

Form (Legal Entity Form), VAT SO or 3 4

extrac!, VAT exemplion and

Regestraton Documents (Extract of
regssiration)

m Erasmus+ m Obzor 2020. CEEPU AOXESS &) :_._ﬁ_;jf\europass 6
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E-obrazac
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S e-obrazac

" e-obrazac je dinamicki PDF dokument

= potrebno ga je preuzeti sa stranica Agencije i spremiti lokalno na
svoje racunalo prije popunjavanja

= za koriStenje je potreban besplatni program Adobe Reader,
najmanje verzija 10

= za popunjavanje je potrebna internetska veza

" obavezna polja oznacCena su crveno; siva polja popunjavaju se
automatski

m Erasmus+ m Obzor 2020. CEEPUS I L}) b5 ‘t'-'uf';."DUSS 6


http://www.mobilnost.hr/index.php?id=862

AGENCIJA ZA
@ B Dijelovi e-obrasca

* kontekst — opce informacije o tipu projektne prijave, roku za prijavu i o
nacionalnoj agenciji kojoj se prijava salje

* organizacije — informacije o prijavitelju i partnerima u projektu

e opis projekta — priprema, provedba, glavne aktivnosti, evaluacija

* budzet —izracuniiznos trazenih sredstava

* uvjeti prijave — popis za provjeru, zastita podataka, deklaracija Casti

* dodatci prijavi — dodavanje potrebnih dokumenta

e prijava projekta — sazetak informacija i potvrda tocnosti unesenih

podataka

m Erasmus- m(}k‘)zor 2020, CEEPUS XS 90 3 t:?i\H‘C.'r,D(ISS 6



AGENCIJA ZA
@ PROGRAME EU Napomene za popunjavanje obrasca 1

* trajanje projekta — paziti na najraniji moguci datum pocetka projekta i
maksimalno trajanje

* PIC broj — provijeriti jeste li unijeli sve potrebne podatke u URF sustavu

* kontakt osoba — unijeti podatke osobe koja Ce biti upoznata s projektom

e partnerske organizacije — paziti na minimalni broj partnerskih
organizacija potrebnih za pojedinu aktivnost

e opis projekta — voditi raCuna o kvalitativnim kriterijima za pojedinu
aktivnost; sva polja trebaju biti popunjena

» aktivnosti projekta — prema odabranim aktivhostima generiraju se

stavke u budzetu

m Erasmus-+ m Obzor 2020. CEEPUS ES ’gb b f:*,“-LH“:f'PUSS 6



AGENCIJA ZA
@ PROGRAME EU Napomene za popunjavanje obrasca 2

e putnitroskovi — za izraCun je potrebno koristiti sluzbeni kalkulator

* trazena sredstva — paziti na maksimalni budzet za pojedinu aktivnost

e sazetak projekta — obavezno na hrvatskom i engleskom jeziku

e popis za provjeru — koristiti kako ne biste preskocili neki obavezni korak

* deklaracija Casti — potrebno isprintati, potpisati i priloziti skenirani
dokument

* dodatci — provjeriti na popisu Sto sve treba priloziti, ovisno o aktivnosti

 validacija podataka, podnasanje prijave (submit), printanje za vlastitu

evidenciju

Napomena: nije potrebno slati tiskanu verziju Agenciji!

<,

m Erasmus+ m(}k‘)zor 2020. CET?P(TS S 90 = t:?i\H‘C.'r,D(ISS 6


http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm

oo}
l’!" L . .
I 7o v Korisni linkovi

e ECAS prirucnik

e URF prirucnik

e QObrazac o pravnoj osobi

 QObrazac financijske identifikacije

* Cesto postavljana pitanja - registracija

* Prirucnik za ispunjavanje e-obrazaca

» Kalkulator za izracun putnih troskova

* PredloSci prijavnih obrazaca

» Sluzbeni prijavni obrasci — nisu jos dostupni za KA2 i KA3



http://www.mobilnost.hr/prilozi/05_1391612230_05_1389948514_ECAS_prirucnik.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1392635290_FAQ_final.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/prilozi/05_1393843472_eform-technical-guide_en.pdf
http://www.mobilnost.hr/index.php?id=861
http://www.mobilnost.hr/index.php?id=862

AGENCIJA ZA
MOBILNOSTI

PROGRAME £ Pregled projektnog ciklusa

Raspisivanje
natjecaja

Faze odabira
projekata

Odluka o dodijeli
financijske potpore

Zavrsno izvjesce

Potpisivanje
ugovora

Provedba

vojekta Prva isplata

4
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HVALA NA Pitanja?
PAZNJI!

B cosus B8l 01201 2020. CEEPUS (axessED —=<europass d



