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Webinar Agenda – Introduction to Plaza

14:00-14:30

First Calls for Proposals for the BP 2022 – 2024: 
Introduction to Plaza:
• Users and Organizations Registration on PLAZA
• Creating a new project proposal on PLAZA

Polina Toropova, EIT UM PMO
Oscar Iranzo, EIT UM PMO

14:30-15:00 Q&A
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Users and Organisations Registration on PLAZA



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.







IT IS YOUR FIRST TIME IN PLAZA YOU ARE ALREADY A PLAZA MEMBER



Registration in Plaza system

Fill in all the mandatory
information. Please use your
professional email address
from your organisation.
The fields with a star icon are
MANDATORY. They must be
filled in to continue the
process



When you complete all the steps of
the registration, please check the
email address that you have
registered with.
You will receive a welcome e-mail
with your passcode within same
working day.
THIS MAIL COULD BE IN SPAM,
please check your spam folder. After
you enter this code, you may create a
new password.

Registration in Plaza system

If there is any problem during the PLAZA registration procedure, please contact
PLAZA system support: plaza@eiturbanmobility.eu



Fill in or modify the Partner Information Form (PIF) 



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

Search & find your Partner Information Form (PIF)



Search & find your Partner Information Form (PIF)

Only your organization’s 
representative assigned in the PIF 
as “Plaza Single-Point-Of-Contact 

(Plaza SPOC)” has Edit rights

REMEMBER

RESPONSIBILITIES of the Plaza SPOC are:
Make sure that all data of the organization in
the Partner Information Form (PIF) is
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.



Here, you can update 
and complete all fields

Do not forget to save 
the changes

Plaza SPOC completes Partner Information Form (PIF)



If you have doubts 
about what must be 
written in each field, 
you can check the help 
text of the form.

There are detailed 
explanations and links 
that can help you. 

Plaza SPOC completes Partner Information Form (PIF)



Plaza SPOC completes Partner Information Form (PIF)

The fields with a star icon are MANDATORY. 



Plaza SPOC completes Partner Information Form (PIF)

Be aware that only registered Plaza users 
will be available in the dropdown

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

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


✓Please register on PLAZA before creating proposal

✓Registrations approval is within the same working day. Please be patient.

✓As SPOC, please keep your Partner Information Form (PIF) up to date.

✓Before assigning other roles in your PIF, make sure your colleagues are registered and 

have access to PLAZA.

Before we move forward:



Creating a new project proposal on PLAZA



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!

✓ 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 



Thank you!
For more information, please contact:

call2022@eiturbanmobility.eu 
www.eiturbanmobility.eu

@EITUrbanMob

linkedIn.com/company/eit-urban-mobility

http://www.eiturbanmobility.eu/
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