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EIT Urban Mobility Call Info Session
First Calls for Proposals 2022-2024: Introduction to PLAZA

15 April 2021
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Webinar Agenda — Introduction to Plaza

First Calls for Proposals for the BP 2022 — 2024:
Introduction to Plaza:

e Users and Organizations Registration on PLAZA
* Creating a new project proposal on PLAZA

14:00-14:30

14:30-15:00 gl 7

Polina Toropova, EIT UM PMO
Oscar Iranzo, EIT UM PMO
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Why users registration on PLAZA is important before
creating proposal?

Registration of at least ONE user from your organisation on PLAZA triggers:

1. Creation of your organisation on PLAZA (it appears in dropdown menu during proposal
creation)

2. Assignment of that FIRST user as Single-Point-of-Contact(SPOC)

Single-point-of-contact is a person serving as the focal point on PLAZA. Every organisation needs to have SPOC.

Those two processes triggered are NOT automatic. They are processed by EIT Urban Mobility PMO team within
the same working day of the registration.
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Partner area

Through this page, EIT Urban Mobility
partners have access to PLAZA.

Please, click on the following link to be

Liecledioihe l0fih 0220 m m m m
I https:/plaza.eiturbanmobility.eu

u.--------------lR

Also if you need it, you can now send and
review documents with us through our
new CMS for Partners here:

EIT UM Partners Site (sharepoint.com).

Please note that a registration will be
required
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Partner area

IT IS YOUR FIRST TIME IN PLAZA

Plaza for EIT Urban Mobility

Username

Password / Code @

1 FORGOT PASSWORD 4P LOGON

Is this your first time? Please send a registration
request

j CLICK HERE TO GET TO THE REGISTRATION 1
REQUEST FORM |

After registration you will receive a start code. Use
your email address as username and the start code
as initial password. You will be asked to set a strong

R password.

Urban Mobility

YOU ARE ALREADY A PLAZA MEMBER

Plaza for EIT Urban Mobility

Password / Code

[ FORGOT PASSWORD I » Locon |

L L B N N | '
Is this your first time? Please send a registration
request

CLICK HERE TO GET TO THE REGISTRATION
REQUEST FORM

After registration you will receive a start code. Use
your email address as username and the start code
as initial password. You will be asked to set a strong
password.

Funded by the
European Union




Registration in Plaza system

I Enter Your Email Address @ Enter Your Personal and Organiz. @ Additional Questions @ Verification @ Completed I

EIT URBAN MOBILITY PLAZA REGISTRATION

FILL IN THE EMAIL ADDRESS OF THE PERSON YOU WANT TO REGISTER

Email Address *  test@example.eu The email address should match with your organization official domain.
You cannot register with a private email address.

| agree with the privacy policy * & https://www.eiturbanmobility.eu/privacy-policy/

Next>> »

FILL IN THE PERSONAL AND CONTACT DATA

First Name *  Very
Last Name % Nice Person Fill in all the mandatory
nitials * (VNP information. Please use your

professional email address
from your organisation.
) h The fields with a star icon are
Suffix (Msc, Bacc, PhD
( ! MANDATORY. They must be
Gender *  Undisclosed v . . .
filled in to continue the

Organization * EIT Urban Mobility
process
Funded by the

ert Upban MObIllty European Union

Prefix (van der, de, le, la)
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Registration in Plaza system
@ Enter Your Personal and Organiz. @ Additional Questions @ Verification @ Completed
|

When you complete all the steps of | piazafor im urban Mobility
the registration, please check the

email address that you have | "™
Password / Code @

registered with.

You will receive a welcome e-mail . roreormasswors 1 tocon 1
. . . L B N N | J
with your passcode within same
WO rki ng dav. Is this your first time? Please send a registraﬁk
request
TH IS MAI L CO U LD BE I N SPAM’ CLICK HERE TO GET TO THE REGISTRATION
please check your spam folder. After R
. After registration you will receive a start code. Use
YOU enter thls COde, you may Create d your email address as username and the start code
as initial password. You will be asked to set a strong
new password. password.

If there is any problem during the PLAZA registration procedure, please contact
PLAZA system support: plaza@eiturbanmobility.eu
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Fill in or modify the Partner Information Form (PIF)
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ACTIVE CALL FOR PROPOSALS PARTNERS
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Search & find your Partner Information Form (PIF)

(E.‘it Urban Mobility [l s
EIT URBAN MOBILITY | PARTNER INFORMATION FORM

Edit PDF Partner ID Partner Acronym Organisation Name in English Legal Organisation Name (in national
language)
' ------------------------------------------- -
| 9998 T test T b Y I
[==n e o o o o o .
1 | P P9998 9998 Test Test Test
L LB ]

1. Search for your organization’s PIF by using filters with your Partner ID,
Acronym or Organisation Name
2. You can edit your Partner Information Form by clicking on EDIT icon

eIt ) Urban Mobility runded by he




Search & find your Partner Information Form (PIF)

@ Urban Mobilicy [l s

EIT URBAN MOBILITY | PARTNER INFORMATION FORM

Edit PDF

eit

Only your organization’s
representative assigned in the PIF

Partner ID

Partner

9998

as “Plaza Single-Point-Of-Contact
1 (Plaza SPOC)” has Edit rights

Urban NVobility

RESPONSIBILITIES of the Plaza SPOC are:
Make sure that all data of the organization in
the Partner Information Form (PIF) s
complete, correct and up to date, maintain
this information on a regular basis (e.g.
change in LEAR, Legal Representative or
Finance Contacts) and see all submitted
proposals of your organization.

If you wish to be assigned with the Plaza
SPOC role, check your organizational
information via the PDF icon and get in touch
with your current Plaza SPOC. Any
representative of your organization registered

on Plaza can be assigned in the PIF with this

role by the current Plaza SPOC.
Funded by the
European Union




Plaza SPOC completes Partner Information Form (PIF)

@  Cancel =

EIT Urban Mobility | Partner Information Form

The Partner Information Form (PIF) can only be filled by the person who is assigned as the "Plaza SPOC" in this form. Only representatives of your organization DO nOt fO rget tO save
who are registered in Plaza can be assigned with a specific role (e.g. LEAR, Legal representative, Finance Contact) in this PIF by the current Plaza SPOC.

For any concerns, contact plaza@eiturbanmobility.eu. the Cha nges

Current Value New Value

Partner ID P9938 P2998

Partner Acronym 9998 Test 9998 Test

Here, you can update
and complete all fields

Organisation Name in English Test | Test

Legal Organisation Name (in national language) Test I Test

PIC number with European Commission (EC)

4

Organisation Type Business Business

Business Sector | business sector v

eIt ) Urban Mobility runded by he




Plaza SPOC completes Partner Information Form (PIF)

@  Cancel = Save

EIT Urban Mobility | Partner Information Form

The Partner Information Form (PIF) can only be filled by the person who is assigned as the "Plaza SPOC" in this form. Only representatives of your organization
who are registered in Plaza can be assigned with a specific role (e.g. LEAR, Legal representative, Finance Contact) in this PIF by the current Plaza SPOC.
For any concerns, contact plaza@eiturbanmobility.eu.

If you have doubts
about what must be
the EU Participant Portal as this is a necessary requirement to receivea written in each fiE/d,
grant from any EU institution (including the EIT). you can check the he/p
text of the form.

|
Make sure your 9-digit PIC number has a "Valid" or ‘Declared" status on e

If your organisation does not have a PIC number assigned yet, please
register it using the following LINK.

There are detailed
explanations and links

n Type * Business Business that Can he/p yOu,
BuNInesMGector * business sector

elt ) Urban Mobility curopean Unio
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Plaza SPOC completes Partner Information Form (PIF)

@
@
@
@
@
@
@
@
@
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Partner ID

Partner Acronym

Organisation Name in English

Legal Organisation Name (in national language)

PIC number with European Commission (EC)

Organisation Type

Business Sector

Legal Organisation Type

SME according to EU definition

Urban Mobility

Current Value
=1
'*l P9998
1y
:tl 9998 Test

1)
|*| Test

N
|ﬂ Business

I
I

A
|

D6 X,

New Value

P9998

9998 Test

Test

Test

Business

business sector

legal form

SME

The fields with a star icon are MANDATORY.
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Plaza SPOC completes Partner Information Form (PIF)

Legal Country
. —
Be aware that only registered Plaza users

Websit . . .

eoete will be available in the dropdown —
Plaza Single-Point-Of-Contact (SPOC) # John Doe 'm, JD (John) v
Legal Entity Appointed Representative (LEAR) N J Last Name First Name Initials Prefix Organisation Relation ID:
(according to EU Horizon 2020 Guidelines) e:

Legal Representative of the Organisation (LRO Activity L4 y
J P J ( ) x ty I Leader Activity CP Test 584 I

I Niceperson Very VN Test 583 |

Finance Contact (1) W AChivity L e s mm - ————— — — ——— —— ———— — — - =’

If the required person is not available in this list, kindly, ask this person to register on Plaza
with his/her organizational email address. Registration link is HERE. Approval of the registration is
within same working day.

If your contact has already registered but still does not appear in the dropdown menu,
please contact PLAZA support: plaza@eiturbanmobility.eu

eIt ) Urban Mobility runded by he



https://plaza.eiturbanmobility.eu/PROMISE/PRIVATE/FORMS/form.aspx?guid=2B1B4886-6987-4CB5-84AE-43DD032AD74F

Before we move forward:

v'Please register on PLAZA before creating proposal
v'Registrations approval is within the same working day. Please be patient.
v'As SPOC, please keep your Partner Information Form (PIF) up to date.

v'Before assigning other roles in your PIF, make sure your colleagues are registered and
have access to PLAZA.

(eit Urban Mobility o e
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Checklist

Make sure that all participating partners are registered in Plaza
Make sure the correct Thematic Area was selected
Remember to Save all your changes or “Check and Save” when you have completed a Tab

Remember that proposal can be multiyear now (until 2024). Assure consistency in dates!

AN N N RN

Make sure Tabs 1-5 are completed and checked before submitting

@
Tip: Make use of the helptext if you have doubts regarding any of the sections to be filled in

(eit Urban Mobility runded by he



i Thank you!

For more information, please contact:
call2022@eiturbanmobility.eu

 _

® @EITUrbanMob
@ linkedIn.com/company/eit-urban-mobility
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http://www.eiturbanmobility.eu/
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