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1 INTRODUCTION

This document represents a visual guidance for applicants on how to navigate through the
Electronic Submission System (EMS) Platform when entering/registering into the system and
preparing their applications to the IPAASME Call. As we all know, EMS is IPA4ASME’s main

software tool operating in the cloud which enables online interactions with the
Coordination Centre.

2 REGISTRATION OF APPLICANTS

2.1 Step 1 - IPAASME EMS accessing site and registration

Go to https://ipadsme.ems-carsa.com/ and click on “Register”

B Support Login | Register _

Welcome to IPA4SME Email

Please insert your email and password in order to access your personal Password

area. In case you forgot your password, please click on the "Forgot your

password" area provided below the login form, Forgot your password?
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You will land on the following page. Then click on the green button “Register as an applicant”
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I would like to submit an

application

Thank you for your interest in IPA4SME Open Calls. Please click on the
box below in order to register as an applicant and be able to submit

your application.

Reglster as an applicant

You will then be led to the registration form:

Login | Register

Support  Calls

Title (%):

First Mame(s) (*):
Family Name{s) (*):
Phone (*):

Email (*):

Confirm email (*):

Password (*):

Confirm password (*):

Seat (Country of registration) (*):

Select the language for the Application farm (%):

Please enter the characters shown in the image to verify
your registration (*):
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Applicant registration

Select a title
First Name(s)
Family Name(s)
Phone

Email

Confirm email

Password

Confirm password

Select Seat (Country of registration)

Selact the language for the Application form

Enter the characters shown in the image

By registering as an applicant for IPA4SME calls:

Login

Register

« You certify that the infarmation provided in your application is true

= You accept the Priva

policy, terms and conditions

) Ihave read and agree with the aforementioned conditions
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2.2 Step 2 - Confirmation of your account

Once submitted your registration, the following message will appear in your browser:

“A confirmation email has been sent to the indicated email address. Please click on the link
provided in the email in order to validate your registration.”

Then go to your email account and look for the email coming from IPA4SME as illustrated in
the below picture:

L B w6 [0)

Adressbuch Kalender MediaCenter Premium MailDomain Logout

E-Mail schreiben @ FAX sms Loschen | Spam || Antworten ~ | Weiterleiten ~ || Verschieben v | Mehr Speicherplatz - -
Suche o - [EMS] Welcome to EMS. Please confirm your account & | B | voliansicht schlieBen
B von: 1padsME ©
Favoriten
\CE|  DearFrancisco,
Geloscht Thank you for registering in the Evaluation Management System (EMS). This message is sent to ensure that you are aware of this
Spamverdacht 8 action and that it was initiated by yourssﬁ. Itt_hlsino:he case, please contact our help desk without delay.
Gesendet Please confirm your EMS account b clicking on this Llﬂk/
Entwirfe

—
Once confirmed, you will be asked to complete the second step of the registration process.
After that, you will have access to EMS and future notifications will be sent to this email address.

Your login credentials are:
Emails = 8. TR 2
Password: P~tesebinen

Kind regards,

The EMS Administration

You will be asked to confirm your EMS account by clicking on the provided link (see above).

3 PREPARATION FOR SUBMISSION OF APPLICATIONS

Once successfully registered and logged in, you will be directed to the Call list. This is a list of
the past and currently open (marked in green colour) Cut-off dates of IPAASME Call.

e Support  Calls  Myarea L Leopold Stravinsky | & Logout

Call List

IPA4SME_COD1 Better Access to IP for innovative SMEs - Cut-off date 1 m
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By clicking on the Cut-off date that is open, you will be able to access the general information
about the Call and also star the process of your application if you click on “New Application”
as indicated in the following picture:

' ...... Support  Calls  Myarea & Francisco Bujdn | ® Logout

Better Access to IP for innovative SMEs - Cut-off date 1

Call identifier: IPASSME_CODY status: [0
Publication date: 2019-04.02 Opening date: 2019.04.02 12:00:00 (Brussels time
Closing date: 2019-04-04 12:00:00 (Brussels time)

Focus of the Call Supporting documentation

Call Summary

the IPAASME Call aims to facilitate and promote the use of intellectual property among the selected SMEs that are holders of the So€ by providing them
with access to:

- Relevant information about their existing technological and knowledge assets along with 3 tallor-made IP business strategy so a secure and efficient
exploitation of those assets can be implemented, ensuring at the same time an increase in the company’s overall performance.

- Co-financing that will partly cover the costs assoclated with the advice of IP attorneys and the filling of patent applications,

© New Application  Back to Calls

3.1 Step 1 - Filling in the Application Form

Applicants must fill in the information requested in the Application Form (Step 1), upload
the documents required (Step 2) and finally press the submission button (Step 3) to
complete the process established in the IPA4ASME EMS platform.

All three steps have their own page in the EMS Platform and are accessible at the left upper
corner menu once a first draft or a completed Application Form has been saved in the system.

As far as the first Step is concerned, applicants will have the opportunity to read the required
content of the application form before applying in order to verify the information that needs
to be included. In the Guide for Applicants document, participating SMEs will find the template
of the application form.

Applicants are kindly requested to read very carefully the fields provided in that template.
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The following picture illustrates how the information is displayed in the EMS screen page when
entering into the Application Form:

My area > My applications > New Application > Application form

Application form

Select the language for the  English v
Application form:

Type of support action youwant to ¥ Service 1: IP Pre-diagnostic
apply for l'f Service 2: Partial reimbursement of EPO fees
¥ Service 3: Partial reimbursement of IP attorney fees

Full name of the company | Full name of the company
Short name of the company | Short name of the company
VAT Number | VAT Number
Year of incorporation | Year of incorporation
Gty | City

Country | Spain
Number of employees | Number of employees

Annual turnover of the preceding | Annual turnover of the preceding year
year

R&D intensity (sum total of in | Total value in €
house and external R&D activities
during last year)@

Innovation intensity (% of total | % of total turnover
turnover)@

Export intensity (% of total | % of total turnover
turnover)

PIC number | PIC number

Participant Portal reference | Participant Portal reference number
number assigned to the
application submitted to the
H2020 SME instrument that was
awarded with the SoE

Points received (score) inthe | Enter a number between 10.00 and 15.00
evaluation report (ESR) of your
H2020 SME instrument application

Date of SME Instrument call for | 2016-05-03 (Phase 1) v
which your Seal of Excellence was
awarded

Where did you hear about this Call | Direct communication v
for Eols?

() 1 confirm that to this date, the applicant has not been supported by the H2020 SME Instrument Phase 2
programme
[) 1 confirm that the Seal of Excellence attached to this application was awarded during the last 3 years

EMS @Copyright 2019 - Powered by C A RS A
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As can be seen, applicants may save the content of the Application Form as many times as
they want. The EMS Platform allows users to always go back to the Form (even if logged out)
and complete or correct the information that’s been introduced.

Once its content has been saved the first time, at the left upper corner menu applicants will
be able to access the other 2 pages:

Ao Support  Calls  Myarea L Francisco Bujdn | & Logout

My area > My applications > Consultores de Automatizacion y Robética, S.A. > Application form

sTep 2
Select the language for the Application English
Upload documents form:

Submission Application code 00001

STE P 3 Type of support action you wantto apply @ SAT 1: Discover your value (IP Scanner)
for @ SAT 2: Unlock your IP potential
¥ SAT 3: Safeguard your future
Full name of the company  Consultores de Automatizacién y Robética, S.A
Short name of the company  CARSA
VAT Number  A28228399
Year of incorporation 1987
Cry  Getxo
Country  Spain
Number of employees
R&D and innovation intensity (% of 20
expenditure in relation with annual
turnover)

Exports intensity (% of sales outside your 30
country)

Annual turnover of the preceding year 2500000
PIC number 999500417

Participant Portal reference number  §36042
assigned to the application submitted to
the M2020 SME instrument that was

tcnrdad stk thn €A

3.2 Step 2 - Documents uploading

As it is described in the guide for applicants, the documents that are required to complete this
second step are:

1. The Seal of Excellence (SoE) certificate (in .pdf format)
2. The Evaluation Summary Report (ESR) corresponding to the proposal awarded with the
SoE (also in .pdf format)

In the picture below we can see the configuration of this page and the simple way its design
will allow applicants to upload their documents:
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M osisne Support  Calls My area L Francisco Bujgn | & Logout
My area > My applications > Consultores de Automatizacion y Robética, 5.A. = Upload documents

Application form

Select a language: English v
Upload documents

Submission Seal of Excellence certificate
Ningun archivo seleccionado
Maximum: 5MEBE
Type of document: PDF m

Mandatory: Yes

Evaluation Summary Report (ESR)

corresponding to the proposal awarded with Ningun archivo seleccionado
the SoE m

Maximum: 5MB
Type of document: PDF
Mandatory: Yes

EMS ©Copyright 2019 - Powered by CARSG A
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3.3 Step 3 - Submission of the Application

In Step 3 applicants will have to confirm they accept the following statements or declarations
by clicking on the corresponding boxes:

& Declaration (I) that the applicant company employs fewer than 250 persons, that in the
preceding year the annual turnover did not exceed 50 million euro, and/or that the
annual balance sheet total did not exceed 43 million euro.

& Declaration (II) of agreement to the terms and conditions of participation (rules for
implementation) to the IPA4ASME project.

@ Declaration (III) of agreement to share information about the SMEs between the
Coordination Centre, EASME, the European Commission and the EUIPO, for the purpose
of the evaluation of this action.

And then, applicants are requested to press on the green submission button to conclude this
third Step and close the whole application process:
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e Support  Calls  Myarea A Francisco Bujan | & Logout
My area > My applications > Consultores de Automatizacién y Robética, S.A. > Submission

Application form

Select a language: English v
Upload documents guag 8

bmiss

Last edit: 2019-04-02 15:52:15 (Brussels time)

¥ Declaration (1) that in the preceding year the applicant did not exceed the annual turnover did not exceed 50 million euro, and/or that the
annual balance sheet total did not exceed 43 million euro

¥ Declaration (II) of agreement to the terms and conditions of participation (rules for implementation) to the IPAASME project

¥ Declaration (111) of agreement to share information about the SMEs between the Coordination Centre, EASME. the European Commission
and the EUIPO, for the purpose of the evaluation of this action,

EMS ©Copyright 2019 -Powered by CA RS A
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The EMS platform will not allow the submission of applications if any of the aforementioned
data is missing or if any of the 3 Steps have not been completed.

4 PRACTICAL INFORMATION

You may access your application by going to "My area>My applications” where you can find
an overview of your applications and their status, as illustrated in the next picture:

‘...m Support  Calls ~ Myarea L Frandisco Bujdn | & Logout

My area > My applications My profile

Click on My Applications

My applications —
Showing| 10 v |entries Search:

-
Company ¢ My notifications Tastve

Cut-off date i npany full name Status Last edit Y submitted \ Action
{
+
Consultores de Automatizacién y Robética, 2019-04-02 / & @ Ed
i SA. Oraft  Ssis2s \ S > @ Edit
—
Showing from 1to 1 of 1 entries First evious 1 Next Last Access the

Application Form

Consult the version submitted

As long as applications are on the “draft” status, they can be accessed by clicking on the “edit”
button on the right. This button will be disabled once the application has been submitted.
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To conclude, should you encounter any problems or difficulties with your registration or during
the application submission process, please contact the IPA4SME support link (Helpdesk) as

depicted in the figure below:

Support Calls My area

First Name(s) (*):

phone (*)

Support ()

Please Introduce your question (%)

1 you hawe any problems with specific tools, plesse also
send us print screens whenever possible:

Piease enter the characters shown in the image to verify
your registration (*):

& Francisco Bujdn | © Logout

Help desk

® [T nelpdesk

1

Enter the characters shown in the image

IT helpdesk answers 10 your questions re;.r: ng the £MS tool and processes. For any
QUESTaNs DOt the coAtent of the IPALSIAE Open call, please contacs the PALSME Col
Support

IPASSME Call Support
IPASSME Call Helpdesk 8aswers 1o your QUestions regarding coatent of the IPASSME

Open Call, 8ls0 covering administrative and techaical aspects. For sny [T related issues
inked to EMS tool, please contact the IT Helpdesk

Selectionar archive | Ningun archve

yOu need 1o send more than one file u:

Here, the EMS Platform enables two types of enquiries:

its processes

IT Helpdesk: questions and problems regarding to the functioning of the EMS tool and

IPA4SME Call Support: covering questions regarding the technical and administrative

requirements to complete an application (also accessible via the email address

calls@ipad4sme.eu)
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PROJECT PARTNERS

Project Coordinator

GOPA.
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