PIC Quick Guide

Din guide til at oprette en
organisation i Participant Portal og
fa en PIC

Erasmus+
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o Education, Audiovisual, Culture, Citizenship and Volunteering

European
Commission

Participant Portal
European Commission > Education & Training > Participant Portal > Home

SUPPORT ~ a LOGIN ‘ REGISTER

EXPERTS ~

HOME

ORGANISATIONS ~

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:

® Creative Europe

- Fisariies Participant Portal (Deltager Portalen)

e Europe for Citizens A 5 s q a -

£ i Vol Hvis du gnsker at indsende en ansggning om tilskud til et af EU’s
. t c Q o a o . . . .
& TOREEEE tilskudsprogrammer, sa skal du fgrst oprette din organisation i Participant Portal.

e e  Det skal du uanset om du er koordinator eller partner pa en ansggning.
organisation or expert ¢

by Det tager 10-15 minutter at oprette en organisation i Portalen.

Klik "Login” for at
oprette din

organisation og fa
et PIC-nummer.

Du logger pa via
din ECAS-konto.

Are you a new user? Plc_nummer
Nar du har registreret din organisation i Portalen, sa tildeles den et sakaldt PIC-
nummer. Dette nummer skal oplyses i alle ansggninger om tilskud. Det er ikke

_ muligt at vaere partner i en ansggning uden at have et PIC-nummer. _

PIC star for Partcipant Identification Code.

J

Do you already have g

Du far adgang til portalen ved at kopiere dette link ind i din browsers adresselinie:
http://ec.europa.eu/education/participants/portal/desktop/en/home.html /

"
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ECAS er det centrale adgangssystem til EU’s Contact | Privacy Statement |English (en) - -
forskellige elektroniske vaerktgjer.

B E

Du har allerede en ECAS konto, hvis du i 2013 COMMISSION AUTHENTICATION SERVICE (ECAS)

(eller senere) har lavet en elektronisk
afrapportering under enten Aktive Unge eller
LLP (ex. Leonardo da Vinci, Comenius, Erasmus,
Grundtvig).

Participants Portal

m

Username or e-mail address

jespercp

Password

Remember my username
M warn me each time an application asks for my identity

N I - - M view my ECAS account details after logging me in
Is the selected domain correct?

Du skal altid veelge Har du ikke en ECAS

” ” 2 Lost your password?
EXter.naI v s du Skal Create an account | Help konto Skal du bIOt
logge ind. klikke ”Create an

account” og folge
anvisningerne.

~ -

Or log in with your
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Education, Audiovisual, Culture, Citizenship and Volunteering

European
Commission

Vaelg ”Organisations” og
herefter ”"Register” fra

Register
My Organisations

Search pgniry point for the electronic administration of EU-funded projects under the programmes:

Creative Europe Her kan du se, at
Erasmus+ .
du er logget ind.

Europe for Citizens

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
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?

Do you already have an ECAS account?

European Communities
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Education, Audiovisual, Culture, Citizenship and Volunteering

European
Commission

Participant Portal

European Commission > Education & Training > Participant Portal = Register An Organisation

HOME ORGANISATIONS ~ PROJECTS ~ EXPERTS ~ SUPPORT ~

Register an Organisation

To participate in proposals and projects, you must register your organisation first.

After registration, a unique identifier is assigned to your organisation

~

This is the 9-digit PIC (Participant Iddg
registration is required for each organi

Esion in any future interactions. A single

Skal du oprette din organisation for fgrste
gang, sa vaelg ”"Register organisation”.

Please keep the legal data of the org k the information you will need for the

registration in the documentation of the efore submitting a project application.

Vender du tilbage til en allerede pabegyndt
registrering vaelg "Resume registration”.

A Y

\

RESUME REGISTRATION

You can pause the registration procq bur draft registration and will keep it until

you complete it or for up to one year aff]

REGISTER ORGANISATION
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i 3 Education and training

* *
ok

Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

m Identification Organisation Contact Summary Success

# Welcome to the Beneficiary's Register

The Registration Wizard will guide you through the process of registration.

+ Please keep the basic legal information " The registration process normally takes + Atthe end, it will assign and display the PIC
(Registration extract, VAT data) of the about 5-10 minutes fo complete. The system (Participant Identification Code) of your
organisation at hand so you can fill in the will automatically save the information provided organisation.

forms quickly and correctly. during registration in case you want to exit the

wizard. Your data will be restored the next
time you will access the Beneficiary's Register.

~ N
Du fgres til en velkomstside, der kort
forklarer registeringsprocessen.

Tryk "Next”.

\_
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3 Education and training

European

Commission Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

Welcome Identification Organisation Contact Summary Success
preliminary.label

preliminary.description

Legal name *

Styrelsen for VIGEFEQEEHUE Uddannelser

Establishment/Registration coi

Denmark (DK) M
Registration number 34042012
VAT number * DK34042012

A

I WAT number not applicable

@ oeQ00QOQ

‘ www_ufm dk |

Hvis du ikke kender din organisations
CVR-nummer, sa kan du finde det pa
www.cvr.dk

Bade "VAT number” og ”Registration
Number” er det samme som CVR-

nummer.

Du kan altid gemme og vende tilbage til
registrering senere.



http://www.cvr.dk/
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Styrelsen for videregaende uddannelser

Afgraens sggning

Brug segefunktionen til at

finde din organisation.
9 ale Virksomhedsregister >

CVR er statens stamregister for virksomhedsoplysninger. Via virksomhedssggning kan du finde
CVR-nummer, adresser mm. Registret oplyser ogséd om branche, antal medarbejdere og

virksomhedens produktionsenheder.

Problemer med eldre versioner af Internet Explorer >

CVR pa Virk Data er ikke optimeret til Internet Explorer 8 eller tidligere versioner. For at fa siden

vist korrekt anbefaler vi, at du bruger seneste version Firefox eller Chrome.

r2 oL de £ _ mMmiIin

© Hizlp til log ind
Log ind for at:

+ Fa og give rettigheder

~ Tjekke din digitale
postkasse

v Se virksomhedens
oplysninger

~/ Oprette genveje til
indberetninger

» Laes mere om Mit Virk

m
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Log ind for at:

Styrelsen for Videregaende Uddannelser
4

+ Fa og give rettigheder

CVR-nummer 34042012

Udover CVR-nummer, sa skal du ogsa
bruge organisationens startdato i
naeste trin i registreringen.

Adresse

Postnummer og by

Startdato
Virksomhedsform ~ ¥ UDTENE genvele o
Reklamebeskyttelse Nej indberetninger
R Aktiv » Laes mere om Mit Virk
Momsregistreret Sla op pa skat.dk
= valg Visning ~
Udvidede virksomhedsoplysninger v
P-enheder h

& @vrige dokumenter >
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3 Education and training
Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

Welcome Identification Organisation Contact Summary Success

- — ————— ———— —— ————————— .
The following organisations are already existing in the Beneficiary Register

If you recognise one of these organisations as yours, click on it and then click on the 'Use this PIC' button to proceed.

A Styrelsen for Videregdende Uddannelser (TEST)

@ Denmark - 933236710

Address VAT National registration number PIC Use this PIC

Bredegade 43, Kebenhavn DK34042012 34042012 933236710

STYRELSEN FOR VIDEREGAENDE UDDANNELSER
Denmark - 948910455

\

Hvis dit CVR-nummer tidligere er blevet
Jespers skoler . . o q
Denmark - 933314713 registreret, vil dette fremga af naeste side.

Du kan sa veaelge ”Use this PIC” hvis du

genkender registreringen, eller "None of
e e the organisation above corresponds to ...”
Denmark - 999832448 for at fortsaette en ny registrering. )

e organisations above corresponds to Styrelsen for Videregaende Uddannelser and | want to proceed with the registration of Styrelsen for

Saved at: 09:32:22 04/11/2015




Education and training

European
Commission

European Commission> Education & Training> Participant Portal> Beneficiary Register

Participant Portal - Beneficiary Register

Contact Legal notice

English =

”Registration Number” (cvr-
nummer) og ”Registration Date
(starttidspunkt) kan du finde pa
www.cvr.dk

For danske organisationer eller
virksomheder m.m. er
”Registration authority” altid
Erhvervs- og Selskabsstvrelsen.

o

”

Welcome Identification Contact Summary Success
-~ @ @ @ @ @ ®

Organisation

Legal name and status

Legal name * e

Describe the legal status of your organisation by selecting the appropriate optio)

Legal status (3 ]

J =

~

Angiv i ”Legal Form” den
kategori som passer bedst til
din organisation.

Velg "UNKNOWN?” hvis de
andre muligheder ikke er
tilstraekkelig deekkende.

NACE code er ikke ngdvendig

Registration data
Establishment/Registration country *
Registration number

Registration date

Registration authori

Legal form *
Z VAT number*

Business name

Q0 o0oCO0COQOOC

Official language *

Styrelsen for Videregaende Uddannelser

a natural person '® a legal person <
2 non-profit © for profit

private entity ® public body

Denmark (DK)

34042012

03-10-2011

Erhvervs- og Selskabstyrelsen
UNKNOWN

DK34042012

VAT number not applicable

--Select one--

Danish (da)

Saved at: 10:01:13 04/11/2015

Fill in the information related to the organisation you want to reqgister, as stated in your official documents (registration act/statute, VAT extract, etc)

Kun hvis du ansgger som en “uformel gruppe”
under ungdomsprogrammet, skal du vzelge ”a

natural person.” Alle formelle organisationer,
foreninger, virksomheder m.m. skal veelge ”a
legal person”.

\

( )
v Seger du pa vegne af en uformel

gruppe af unge, sa har du ikke et
cvr-nummer, en registration date
m.m. og skal derfor ikke udfylde

v disse felter.

for danske ansggere. /



http://www.cvr.dk/

Legal name and status

Legal name * o Styrelsen for Videregaende Uddannelser

Describe the legal status of your organisation by selecting the appropriate options

Legal status Q 2 a natural person ® a legal person
(5 ] ® non-profit © for profit
o ) private entity '® public body

Registration data

Establishment/Registration country * (3] Denmark (DK) v
Registration number (5 ]
Registration date (3] B
Registration authority (5 ]
Legal form* (i} UNKNOWN B
EATETEST, e DK34042012
[ VAT number not applicable
Nace code o —Select one— M
Business name (3]
Official language * (5 ] Danish (da) v
Legal Address
A A - Enter the official registered address of the beneficia

Angiv organisationens ! N o

Region/county Hovedstaden v
H) ”

adresse og klik "Next”. .
Street name and number ﬂ Bredgade 43
P.0. Box o
Postal code (5 ]
city * (5 ]
Main phone * o P, [ Du skal scette landekode (fx. +45)

N
. <€ foran dit telefonnummer.
ax +45 7231 7801

secondary phone e Expected format: +CCCh
Website e www.ufm.dk

Saved at: 10:17:41 04/11/2015




Veaelg "Yes”, hvis
kontaktpersonen er dem
samme, som har
registreret ECAS-kontoen.

J
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3 2 Education and training

European

Commission Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

Welcome Identification Organisation

Contact information

Until the LEAR of the organisation has not been validated, the Commission will use this information to contact you and send automatic e-mail notifications
about the actions to do. You have the so-called Self-Registrant role on the Participant Portal.

Is Thomas MELLERUP the contact person? ; i
Title

Position in the organisation Studentermedhjzlper

Department o Internationale Uddannelsesprogrammer
Professional e-mail * o thm@uds. dk
Gender™ Female '® Male
Last name * MELLERUP
First name * Thomas

Change personal information
Address

Use the existing organisation's address?

Street name and nleDE[ -

Veaelg "Yes”, hvis
kontaktpersonen
har samme adresse
som organisationen.

P.O. box

Postal code

City * Kebenhavn

Saved at: 10:26:23 04/11/2015

Summary Success

Husk at ”scrolle” ned, sa du
kan udfylde hele siden.
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i 2 Education and training

* *
Tk

Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

Welcome Identification Organisation Contact Success

All required information has been provided. The Regisiration process is almost completed. Before submitting your data to the system, please take a minute to review the

information.
Organisation Organisation
Contact
Legal name and status
& Print summary
Legal name e Styrelsen for Videregdende Uddannelser
Legal status B a legal person
[ ] non-profit
(5 ) public body f \
e Til sidst kan du se en oversigt
Registration data over de oplysninger, du har givet.
EstablishmentfRegistratinn cnuntry B Denmark
Registration number o
Registration date e Hvis du finder en fejl, klikker du
Registration authority e pa “Edit” for at ga tilbage til den
Legal form [ ] UNKNOWN ° .
VAT number o DK34042012 pagEIdende side.
Nace code [ ]
Business name e Afslut ved at klikke ”Submit”
Official language [ ] Danish

Legal Address ¢
Region/county Hovedstaden

Bredgade 43

Saved at: 10:40:15 04/11/2015 Submit

Street name and number

0
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: Education and training

* ok

Participant Portal - Beneficiary Register

European Commission> Education & Training> Participant Portal> Beneficiary Register

Welcome Identification Organisation Contact Summary

e What's next?

You will shortly receive an email confirming your registration.

Registration

Go to the Participant Portal, section 'My Organisations' to:

Comp | EtEd 4 Provide programme specific information.
. Itis obligatory to fill in this information for Horizon 2020. Otherwise

You have suerso==n ey =023l Enfily. - - : - .
et H1E e you will not be able to submit your proposal.(wait confirmation
from REA).
‘ 924428528 A Provide SME information.

If you submit a proposal to an SME instrument call of H2020, you
must carry out the SME self-assessment. For most other H2020
calls you anly need to declare the fact that your organisation is
SME.

A Update your organisation data.

o Upload required documents and read/send messages to the
( \ European Commission.
Registreringen er nu afsluttet og du far vist Thank you for using the beneficiary's registration. You can now safely close the browser's window/tab.

dit PIC-nummer.

Du far ogsa tilsendt en e-mail med dine
oplysninger og du kan desuden altid finde
dit PIC-nummer med mere i Deltager
Portalen (Participants Portal)

- J




Meddelelse Udvikler
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Fra: Benefidary-Register-noreply@ec.europa.eu Sendt: on04-11-201510:48
Til: Thomas Mellerup
Cc
Emne: Your registration in the E.C. Beneficiary Register

» &7

Dear Mr. Mrs. Thomas MELLERUP,
The Education and Culture Directorate-General and the Education, Audiovisual and Culture Executive Agency of thgEepean Commission tha
The record has been successfully created. The Participant Identification Code (PIC) for the legal entity you have ggistered is 924428528,

You can now use your PIC in order to submit a proposal for the EAC/EACEA programmes. If your organisation is s¥ggted for‘the prolec‘ts managed oo
Please find downloadable forms and instructions on http://ec.europa.eu/budget/contracts grants/info_contracts/legar—e s
In case your organisation is applying for the projects managed by the national agencies (hitp://ec.europa.eu/erasmus-plus/na), your organisation s
supporting documents in URF).

Please note that the validation could result in a possible change of the PIC (if e.g. the validation reveals that the same legal entity already exists under anoth

for having registered a legal entity in our database of participant organisations.

ACEA then your organisation will need to pass a Legal Entity validation and your organisation will have to provide supporting documents.
mi#fr
then provide the supporting documents as requested in the Guide for applicants and by your National Agency (this can be done by uploading the

The Validation Service

Dit PIC-nummer

You can find below a summary of the entered data:

Organisation Data

Legal name: Styrelsen for Videregdende Uddannelser {TEST}
Business name:

Registration country: Denmark

Official language: Danish

NACE code:

Legal form: UNKNOWN

Legal form free text:

VAT number: DIG4042012 Nar du har afsluttet din registrering, modtager du denne e-mail fra
egistration number:

Regrstration date: Systemet'

Registration authority:

Legal Address Her kan du bl.a. laese, at du senere i ansggningsprocessen skal

Street name and house number: Bredgade 43 uploade dokumentation for de oplysninger du har givet.

PO box:

Regi;:,-’(:oun‘ty: Hovedstaden

Postal Code: . . . o

CEDEX: Det danske Nationale Agentur vil kontakte dig, nar det er

City: Kgbenhavn . o . o .

Country: Denmark ngdvendigt. Hvornar pracis det er kommer bl.a. an p3a, hvilken
Internet homepage: www.ufm.dk . .

Fax+as72317801 ordning du har sggt tilskud fra.

Main Phone: +45 7231 7800 /
Secondary Phone:
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Education, Audiovisual, Culture, Citizenship and Volunteering

European
Commission

Participant Portal

European Commission > Education & Training > Participant Portal > Home

HOME  ORGANISATIONS ¥ = PROJECTS ¥ EXPERTS ¥  SUPPORT~ N

Register

chation, Audio-visual, Culture, Citizenship and Volunteering Participant Portal

The ntry point for the electronic administration of EU-funded projects under the programmes:

Creative Europe

Erasmus+ Nar du har afsluttet din registrering kan du altid
Europe for Citizens logge ind i Participant Portal og finde information
EU Aid Volunteers. . . .
om de(n) organisation(er) du har registreret og
If you plan to submit a project pr eventue"e ans¢gninger’ du er med i_ (pert, you are required to register your

organisation or expert details her 15 a natural person, in the Organisation tab, on

behalf of the group. In the Organisation tab you will be able to search ror registered organisations.

Are you a new user?

Do you already have an ECAS account?
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