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• Mute your microphone

• There’ll be a Q&A session after each topic and one at the end of the presentation. 

After this webinar, we will publish on the Funding & Tenders Portal eProcurement wiki dedicated to 

eProcurement:

• The presentation;

• The FAQ.

During the info session, please
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https://webgate.ec.europa.eu/fpfis/wikis/x/NSXRHQ


Welcome message and introduction by Mr. 
Giuseppe Menchi, Head of Unit 
REFORM.A.1
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• The eProcurement tool

• Progressive rollout

• Timeframe of the implementation
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Introduction



• What is the Funding & Tenders portal?

• Search for procurement procedures

• Organisation data

• Manage roles & permissions

• Submit tenders electronically

15’ break

• Sign contracts and tender documents

• Upload deliverables

• Initiate amendments

• Manage invoices

• Notifications

Q&A session

Agenda

5



What is the Funding & Tenders portal?
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This portal is becoming the single entry point for 

the economic operators when communicating with 

all DGs of the European Commission, and other 

EU bodies & institutions. 

As a Single Electronic Data Interchange Area 

(SEDIA), it will allow the full electronic processing 

of grants & procurement.

For procurement, some additional framework 

contracts (FWC) have been migrated and added in 

this corporate solution: the SRSS FWC. 

Funding & Tender opportunities portal

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home


Benefits & innovations

One-stop shop

• Single portal for all 

exchanges

• More and more procedure 

types managed

• One portal to manage your 

invitations, submissions, 

contracts, and invoices

End-to-end & corporate

• Support full business 

processes

• Harmonized processes

Digitisation, security

• Paperless workflow

• Electronic signatures

• Once-only principle

• Automatic generation of 

data, documents, contracts

• Automatic business rules 

checks & validation

Transparency

• Visibility of progress through real 

time data and workflow

User centricity

• Notifications pertinent to each 

specific user
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https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home

• At the very first connection, registration is needed to work on the portal

• Next times, login with your EU Login account.

As a result, you receive access to the Manage My Area section where you find your data.

Access the portal & your data
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https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home


Manage my area is a customized access that depends on your EU login, linked to your organisation & 

your role(s) 

Access the portal & your data
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Search for procurement procedures
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You can perform a search from the

homepage and access the results

without logging in (anonymous access).

The portal offers

• Publicly available information;

• A powerful search functionality

providing easy access to funding

and tender opportunities;

• Advertisement for those 

opportunities.

Search for procurement procedures
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Search for procurement procedures

1. Click on SEARCH FUNDING & TENDERS

2. Select Search funding & tenders

Advanced search
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Search for procurement procedures
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Search for procurement procedures
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Search for procurement procedures



17

Search for procurement procedures
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Search for procurement procedures



Management of the data of 
your organisation

PIC

LEAR

Self-management
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20

Data of your organisation
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Data of your organisation
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Data of your organisation



For you to be able to participate in reopening of competitions leading to a specific contract via the portal,

several actions have been achieved:

1. Your organisation has been registered by one of your colleagues;

2. Your legal representative has been formally appointed (LEAR = Legal Entity Appointed

Representative ) and identified in the system as well. He is the main administrative contact

between your organisation and the EU;

3. The legal validation of the data of your organization has been executed and the LEAR nomination

has been validated by the EU (before the signature of any contracts);

4. Your framework contract has been amended;

5. Your framework contract has been added in this new solution and the primary coordinator contact

has been defined.
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Data of your organisation



Manage roles & permissions

Organisation roles

Invitation roles

Contract roles

Most ones are managed by your organisation. All access rights are linked to the user's EU Login account.
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2 types of roles:

• Defined at the level of the organisation 

 Are managed by your legal representative and their backups.

 Are linked to the whole organisation and its data.

• Defined at the level of the Invitation, Submission and Contract 

 Are managed by the coordinator contacts for the contracts and invitations to participate: 

call by call, and contract by contract

 The primary coordinator is defined in the draft submission following the invitation, and 

then transferred to the contract when the organisation is invited to sign. 

Manage roles and permissions
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Organisation roles

1. Legal Entity Appointed Representative (LEAR)

• Can nominate/revoke backups: account administrators (AccAds)

• May delegate tasks to AccAds, but the LEAR keeps the full responsibility.

AccAds & the LEAR can:

• View organisation data and manage legal and financial information of the organisation;

• Notify the EU of changes in legal data/status;

• View the lists of contracts of their organisation but they need to request access to see the details.
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Manage roles and permissions



Organisation roles

At the organisation level, the LEAR and account administrator(s) need to nominate/revoke 

colleagues 

• Authorised to sign: LSIGN (Legal Signatory).

• Authorised to send invoices: AccMa (Accounting Manager).

Manage roles and permissions
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2. Legal signatories

Unlimited number 

They can:

• View the organisation data and permissions given;

• View the lists of contracts & invitations;

• Have no right as long as not assigned to a framework contract and a specific contract by a coordinator 

contact.

Organisation roles – LSIGN

28



3. Accounting managers

Unlimited number.

They can:

• View the organisation data and permissions given;

• View the lists of contracts & invitations;

• Have no right as long as not assigned to a framework contract by a coordinator contact.

Organisation roles – AccMa
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Role Read 

organisation 

data 

Edit

organisation 

data

Assign/revoke in own

organisation

 

 





Organisation roles  & data

LEAR

AccAd

AccMa

LSIGN

AccAd

AccMa

LSIGN

LSIGN

AccMa



Organisation roles
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Organisation roles

According to your rights,  via the Actions menu, you can:

• View the organisation data

• Modify the organisation data

• Edit the organisation roles or view roles

• Contact the organisation

• Request to view contracts…
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1. The PCoCo

• At the level of the framework contract (FWC): one user is nominated as the main contact point 

between the consortium / organisation and the contracting authority. (So far FWC are not 

electronically signed in the portal. They are manually configured or migrated).

• At the level of the specific contract (SC), the PCoCo is the person who was defined as the contact 

person, in the tender, when responding to the call. 

There is only one Primary Coordinator Contact per contract (FWC or SC).

Contract roles
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During the rollout of the solution for 

DG REFORM, you were asked to 

provide the name of the primary 

coordinator contact.



2. Coordinator contacts

You can have an unlimited number of additional Coordinator Contact (CoCo) at every level (FWC & SC). 

They are assigned by the PCoCo and other CoCo’s.

Your PCoCo can start to assign coordinator contacts for your framework contract!

Contract roles
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Coordinator Contact (PCoCo & CoCo’s) 

They can:

• Add/remove additional coordinator contacts;

• Assign PLSIGNs to their contracts (from the pool of users defined at the organisation level);

• Assign contract accounting managers in their organisation to their contracts (from the pool of users 

defined at the organisation level).
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Contract roles

You cannot revoke PCoCo. Contact 

the support in case replacement is 

needed.



All coordinator contacts (PCoCos and CoCos) can: 

• For the received, acknowledged, accepted invitations, view and manage the roles 

for the different parties (consortium leader, consortium members);

• Upon reception of an invitation (reopening of competition), and reception of a mail, 

submit a tender.
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Contract roles



PCoCo

CoCoAccAd

LEAR

Primary 
Coordinator Contact

Legal Entity Appointed 
Representative

Legal Signatory

Account Administrator
Coordinator Contact

Accounting manager
assigned to a contract

Legal Signatory 
assigned to a 
project/contract

PLSIGN

AccMa

Accounting manager

Organisation roles Contract / Project roles

LSIGN

CAccMa

Contract roles



Contract roles – PLSIGN, CAccMa

3. Legal Signatories assigned per contract

• Same permissions as the Coordinator Contacts for contract information: view and edit.

• Right to sign contracts and amendments, managed through the Funding & Tenders portal, on behalf of the 

organisation.

• Must be defined for each specific contract.

4. Accounting managers assigned per contract

Contract accounting managers have the right to prepare and submit invoices, managed through the Funding 

& Tenders portal, on behalf of the organisation.

Can be defined at the framework contract level only.
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Contract roles
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Contract roles
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Contract roles
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Contract roles
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Contract roles



Contract roles
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1. Primary Coordinator Contact (PCoCo) 

When responding to a public procurement procedure or when responding to an invitation, the person 

who is drafting the tender needs to define a contact point. Upon submission, this contact person 

becomes the Primary Coordinator contact for the submission.

The PCoCo of the submission will receive

1. The notification with the outcome of evaluation and awarding letter.

2. The request to sign the contract. 

At the contract signature, he/she will be considered as the PCoCo of the specific contract. 

Roles - invitation Level
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2. CoCo’s

At the level of the invitation (and related submissions), another CoCo or the PCoCo can define additional 

coordinator contacts. 

In that case, the newly appointed CoCo:

• Receives an ‘allocation of role’ notification;

• Receives the invitation to participate that was previously sent to all the other CoCo’s and the PCoCo of 

the FWC;

• Gets the invitations in the My Invitations section and can acknowledge and submit.
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Roles - invitation Level



• In the Action menu, click on Manage Roles

Roles - invitation Level
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Roles - invitation Level
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Roles - invitation Level
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Roles - invitation Level



Submit tenders electronically

For Reopening of competition, submission starts from an invitation.
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• Emails received by the PCoCo and Coco’s of the selected framework contracts.

• Invitation mails available in the Notifications area in the portal.

The invitation to participate is available for the CoCo’s & PCoCo’s in the My invitations section 

in the portal. 

Invitation reception
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Acknowledge invitation

• Log in to the portal.

• Go to the My Invitations section.

• In the Action menu of the procedure, click on Acknowledge.
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Procedure details

The tendering data are 

displayed: time limit to 

express willingness and 

time limit to submit.

Click the Show more 

button to access:

• The request for service,

• The communication 

and visibility document.



Procedure details
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Express Willingness

• Indicate with 

Yes or No if you 

want to 

participate in the 

request.

• Click 

on Express 

Willingness to 

submit your 

response.

(If you select No, a 

comment is 

mandatory.)

In the case you have expressed willingness 

to participate and the procedure is 

cancelled,

• A cancellation notice is sent per mail 

and is available in the portal 

• The invitation status is set to ’cancelled’.
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eSubmission service preliminary



eSubmission service preliminary
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59

Start submission

• Read and 

accept the 

Terms and 

Conditions.

• Click on New 

submission 

to start your 

submission.



Click the icon to 

define the contact 

person for this 

tender specifically.
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Select the contact person



• Indicate the contact person

• Double check the email address!

• Click Done.

No EU Login account for the 

contact person? 

The system creates a temporary 

EU Login account & sends a 

message requesting to complete 

the EU Login registration. (No

reference to the procedure in this 

email.)

Select the contact person

61



Select the contact person
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• Encode the 

total amount

of your tender.

• Click Save.

Upload tender data
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Add your submission:

• Select the 

attachment type 

(Technical offer…). 

The selected type 

gets a blue 

background.

• Drag & drop your 

file or click on 

Choose file.

• * = mandatory 

documents. 

Upload tender data



You view the document attached 

and  the file type.

Once you’ve attached all 

mandatory document, the first 

blocking warning disappears. 

You now need to confirm that the 

tender complies with the minimum 

requirements. 

Upload tender data
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Upload tender data

In case you 

tick no, an 

explanation 

is 

mandatory. 
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Click Next>

Upload tender data
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In the left pane, 

you see the 

number of 

documents that 

are currently part 

of your 

submission. 

Click on 

‘Submission 

documents’ to 

find their names, 

types and sizes. 

Upload tender data
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The 

submission 

report is 

included in 

the tender 

bundle 

submitted.

Upload tender data
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• Generated automatically

• Downloadable for consultation 

Upload tender data
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Preview the submission report



Submit to the contracting authority
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Confirm the 

sending of the 

submission to 

the 

contracting 

authority by 

clicking on 

Yes.
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Submit to the contracting authority



The message 

includes links 

to the 

Funding & 

Tenders 

portal

Submission sent
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Submission sent
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Submission sent
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View submission receipt
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View submission receipt
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View submission receipt



The list of actions available depends on the status of your tender 

and the status of the invitation

Draft tender:

Resume draft / Delete
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Submitted tenders:

• You can withdraw your submission until the time limit for receipt.

• You will get a notification and a withdrawal receipt. 

Withdraw tender
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15’ break



Sign contract & tender 
documents electronically

When the contract is ready, you receive:

• The notification with the awarding letter;

• The notification inviting you to check and sign the contract in case you’re the best tenderer.

As a contractor, you always sign the specific contract first.
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Role Read , 

write, 

save

Submit 

tenders 

to EU

Sign 

contract 

From a pool of 

users defined by 

the LEAR, 

assign/revoke

access to a 

contract

Send invoices

 


Defined at the level of 

the FWC & SC

Defined at the level of 

the FWC (& SC)


PCoCo
PLSIGNCAccMaCoCo

PLSIGN

CAccMa
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Sign the contract



CoCo

Receive the 

invitation to 

sign and the 

awarding letter

PLSIGN

Review,  

sign and 

submit

EU

Sign the 

contract
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CoCo

Assign a 

PLSIGN Contract in- force

Sign the contract



Sign the contract
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Sign the contract
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Sign the contract



89

Sign the contract

Status of the processes

• Active 

• Completed.
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract
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Sign the contract



You are redirected to the EU Login

eSignature page.

• You can add a comment;

• You have to enter your password & click 

on Sign.

Sign the contract
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Sign the contract

101

• The process has reached the 

Signed step.

• The task status is waiting.



Sign the contract
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You see the indicative start date of the contract.

Click the refresh button          if after receiving a notification or 

performing an action, the step in the timeline does not evolve
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Sign the contract

• The contracting authority is 

notified.

• The process is still Active.
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Sign the contract

• In the History tab, you find 

the task.

• Its status is ‘Completed’.
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Sign the contract
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Sign the contract
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Sign the contract
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Contract in-force
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Sign the contract
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Sign the contract



If you don’t want 

to fulfil the 

contract, click 

on Decline.

Decline the contract
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That will definitely cancel the 

contract.

• Tick the reason why you are 

declining.

• Add a comment for the 

contracting authority.

• Click on Proceed.

Decline the contract
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Request data to be corrected

If you detect 

some incorrect 

data, click the 

Incorrect data 

button to inform 

you cannot sign 

the contract as 

such.
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Request data to be corrected

That sends back the contract to 

the contracting authority with a 

reviewing request.

• Tick the reason why you are 

sending back the contract.

• Provide details about the 

incorrect data in the comment 

field. 

• Click on Proceed.
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Send deliverables 
electronically

Contractual deliverables are defined by the EU during the preparation of the request for service.

The contractor / consortium leader has to upload the requested deliverables, by the defined due dates.

If any were defined, they are then an integral part of the execution of the contract.
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CoCo

Upload the 

deliverable

EU

Review the 

deliverable

Send deliverables
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CoCo

Submit the 

deliverable

CoCo

See that the 

deliverable has 

been accepted

EU

Accept the 

deliverable
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Send deliverables



Expand the 

Reporting Process. 
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Send deliverables
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Send deliverables
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Send deliverables
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Send deliverables

Deliverable status

• Pending

• Uploaded: not yet sent 

• Submitted: Received by the 

contracting authority. (The task remains 

orange as an operation is pending: 

approval by the contracting authority);

• Accepted by the contracting authority.
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Optionally add a 

comment

Send deliverables
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Send deliverables
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Send deliverables



125

Send deliverables

In the 

Actions

menu, click 

on Upload.
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Send deliverables

• Drag and drop 

the file 

• Click the 

Upload button. 
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Send deliverables
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Send deliverables
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Send deliverables

Once ready, 

click on 

Submit to 

request the 

contracting 

authority’s 

approval. 

Documents not submitted yet can be 

downloaded or deleted.
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Send deliverables
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Send deliverables

Submitted documents can be downloaded.
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Send deliverables
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The contracting authority can request you to 

review the deliverable.

CoCo’s will receive a notification: ‘Deliverable 

Revision needed’.

Review requested
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Review requested
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Review requested
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A request review icon is displayed next to the deliverable. Its status is reset to pending

It remains orange or turns red if due date is past.

Review requested
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Review requested



138

Review requested
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Review requested
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Review requested



Initiate contract amendment

Amendments can be initiated by any parties of the contract.

• AMDE = Amendment Initiated by EU 

• AMDC = Amendment Initiated by a single economic operator or consortium leader. 
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Amendment under 
preparation

CoCo

Modify 

contract 

data or 

annexes

PLSIGN

Review,  

sign and 

submit

EU

Approve 

amendment 

(visa chain)

EU

Sign

amendment

EU

Assess 

amendment

EU

Review  

draft 

amendment 

informally if 

requested

Amendment by the contractor
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CoCo

Optionally 

request

informal 

review

CoCo

Stop 

consultation

CoCo

Send for 

signature

Draft 
amendment 
generated

Amendment 
signed by the 

contractor

Amendment 
signed by the 
EU, in-force
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Initiate contract amendment

. 



144

Initiate contract amendment

The initiator signs the 

amendment first.
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Initiate contract amendment
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Initiate contract amendment

Maximum 3 draft 

amendments at the same 

time (whoever the initiator 

is and whatever the type).

Only one can be sent at a 

time.
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment
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Request informal Review
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Request informal Review

You can no longer work on a draft amendment 

once you sent it for informal review.

Only one amendment can be sent at a time.
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Revoke EU consultation
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Revoke EU consultation
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You can discard the suggested changes or 

take them into account. 

Proceed to signature
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PLSign can also send it back to the  

coordinator contact for correction.

Sign amendment
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Sign amendment
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The contracting authority can also:

• Reject the amendment. You’ll receive a 

rejection notification (letter) including 

comments and potentially, suggestions for 

modifications. 

• Request additional information (with a letter 

providing explanations).

Sign amendment
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If one is signed while another one is pending, 

the update is reflected in the pending one. 

Once signed and in force, the process is 

marked as completed.

Sign amendment
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Initiate contract amendment
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Initiate contract amendment
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Initiate contract amendment



Send invoices electronically

To send invoices based on specific contracts existing in the portal, you will use the Funding & Tenders 

portal.
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Electronic invoicing
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Open the Action menu next to the specific contract & select Manage invoices.

Electronic invoicing
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Electronic invoicing
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Electronic invoicing

• At the top, the 

progress line enables 

you to quickly access 

the step that you need.

• At the bottom of the 

page, you fin a Next

button to move to the 

next step.
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Electronic invoicing

The supplier section will 

be automatically filled in 

and cannot be edited. 

• Indicate the contact 

person, on your side, 

for this invoice. 

• Click on Next.
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Electronic invoicing

The customer section 

will be automatically filled 

in and cannot be edited. 

• Click on Next.
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Electronic invoicing

At the Invoice form step, 

You have to encode the 

invoice number, invoice 

date, invoicing currency 

& payment means.

You may indicate the 

start and end date of the 

invoicing period and 

other details.

Some fields are pre-filled 

and cannot be edited.
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Electronic invoicing

At the Invoice form step,

You can upload 

documents: receipt 

advices, delivery notes…

Drag and drop the file.
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At the Invoice details step, 

add as many lines as you 

need.

• Click on New invoice 

line.

Electronic invoicing
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In the invoice line, at the 

bottom, you find a recap 

table and the line total 

amount calculated by the 

system. 

• Click on Save line.

• Click on Next.

The line remains editable by 

clicking on its name.

Electronic invoicing
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At the confirmation step, 

the details filled in in all the 

different steps are 

displayed.

• Click on Edit xxx to edit 

some details.

• Click on Submit to send 

the invoice to the CA.

• Pay attention not to have 

concurrent editions of the 

same draft invoice. 

Electronic invoicing
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Back into the list of invoices you manage, find your draft and submitted invoices.

The invoice has been generated in PDF format.

Electronic invoicing
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View the invoice.

Electronic invoicing
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Download the invoice in PDF format

Electronic invoicing
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Notifications

An automated notification facility is integrated in the portal. 

Notifications are added to the portal and then sent per mail as well. 
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Click on the bell icon to get an overview of all your latest 

unread notifications;

Notifications are sent by different services (eSubmission, 

procedure manager…)
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Notifications



Click on a notification to access its contents.

Notifications
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Click on Manage all notifications at the bottom of the list to 

get into the My Notification(s) section or open the section via 

the navigation menu on the left of your screen.

Notifications
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Via the inbox, you can access your notifications details & manage them.

Notifications

193



Notifications

Via the Preferences tab, define the 

rhythm  at which you wish to receive the 

notifications
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Notifications

Subject:  Your 

organisation has been 

invited to participate in 

procedure SRSS-2018-

xxxx 
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Notifications

Subject:  Your 

submission xxx has 

been received
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Notifications

Notification regarding awarding letter



Contact form

Mail to ec-funding-tender-service-desk@ec.europa.eu

If urgent: +32 2 299 22 22

FAQ and support section on the Funding & Tenders portal

Documentation & contact
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https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/helpdesks
mailto:ec-funding-tender-service-desk@ec.europa.eu
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/support/support


Funding & Tenders Portal eProcurement wiki dedicated to eProcurement

• Roles at the level of the organization

• Roles per contract/project

• Respond to a request for service

• Sign the contract

• My invitations

+ Quick guide when submitting

Documentation & contact

199

https://webgate.ec.europa.eu/fpfis/wikis/x/NSXRHQ
https://webgate.ec.europa.eu/fpfis/wikis/x/sYXvIg
https://webgate.ec.europa.eu/fpfis/wikis/x/x4XvIg
https://webgate.ec.europa.eu/fpfis/wikis/x/E4B0I
https://webgate.ec.europa.eu/fpfis/wikis/x/GYB0I
https://webgate.ec.europa.eu/fpfis/wikis/x/cpCPI


Questions & Answers
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Thank you
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