Your ‘Gatekeeper’ is the person in your
organisation assigned the role of
creating and maintain all your users. If
you want more than one person in this
role, the original gatekeeper can add
others to assist.

Access €UROSYS

Choose ‘please

1. Registration
using €UROSYS

register’ in the

website from pc
(www.eurosys@
scotland.gov.uk)

—

‘Gatekeeper’
of Organisation

Organisation
Registration box

Check Registered
Organisations

Is your
organisation
registered or
doing so?,

A 4

A 4
<
®
»

Already done.
End.

No

Click apply to register
your organisation link

in the Registered
Organisation box

Complete Supporting

A

Complete
Gl_, isation and

Documents details, if |

Tick ‘l understand
and accept the

Ensure you read
the disclaimer

statement

Complete Certifying

Officer details (must
be a senior person)

asked for (only required for

Gatekeeper (your)
details on the form

some organisation types)

disclaimer
statement’ box

Tip No3: Have you completed
all the Required

fields in the red boxes?

A

Click the Submit
button

Tip No2: Save yourself time by using
Copy Organisation Details button.

as your form
validated?

Please fix errors identified
in the Validation

Summary box and

Submit button again

v

Tip No1: When adding passwords please note these must
contain at least 8 characters — include at least one symbol,

one upper case letter and one number.

Important message

Ensure the
Certifying Officer

at top of screen —

(]
4—

‘Gatekeeper’
of Organisation

Yes, eligible for funding.
Process complete. See
next guidance note —
2. Maintaining Users as
a Gatekeeper.

» »
VES note you NOW have
to print form
More
information
required

from €UROS

YS

IAB decide on
eligibility?

No, ineligible to apply.
Feedback available from
IAB. End.

|IAB receives postal

signs the hard copy
form.

Send the form, and all

necessary supporting
documentation, by post to
IAB (address on printed form)

—1

documentation and |
conduct eligibility
assessment.




Creating a User

Access €UROSYS
website from pc g
(www.eurosys@ -
scotland.gov.uk)
‘Gatekeeper’

of Organisation

2. Creating and maintaining users

Click login in the

Registered Users j————p>

box.

Logon Details box,

Next, in the User Status and

for the new user. Change

add a

Username and Password [«

using €UROSYS

Enter your
Username and

Click Users, from the left
hand menu. This show

Password in the
Login Details box

A

you all existing users for
your Organisation.

Next, in the User Name and Role
box, add the role required — your

choice may then trigger a further

box, asking which access you wish

Next, in the User Name
and Role box, complete

To create a NEW
user, click the
Create button.

the new user’s full

The Organisation
details are auto-
generated, to save

A role to Active. to allow for specific applications. hame. poultimics
Finally, complete the
‘Contact Details’ pr— o , [ h
o Tip No2: Note this is temporary — for system security the the Tip No1: You can choose which Ieve!s of access to allow users
new user will be prompted to change this his/her first logon. — ranging from the Gatekeeper (highest level of access)
S — through Application Owner, Application/Claim Editor and
. Viewer.
Tip No3: Save yourself time by using g reeeee——
..Cpr Organisation Details button. Please fix errors identified
No in the Validation
Summary box and Save Process Gatekeeper should User accesses
A button again Complete! Check notify the USSIEs WWW.Eurosys
the Organisation usernamapae ] @scotland.gov.uk F——Pp
Click the Save button as your form User List now on fomDor and is prompted for
validated? A screen. porary p new password.
»] Yes ‘User ready’
Updating a User
@ Follow the same Click Users, from the left Click on Update, Follow the same Gatekeeper should @
access steps as hand menu. This show next to the User entry steps as A
above, for you all existing users for whose details you above, for Creating n;:g]“:: L::ae;gf
Creating a User your Organisation. wish to update. a User 9
‘Gatekeeper’

of Organisation

Tip No4: If you press the Export button on this page you can
create a handy Excel file which will be auto-populated with all
your existing users and their roles.

‘User details changed’



S —

Project applicant
— Stage 1 ready

3. Stage 1 Application

Access €EUROSYS
website from pc
(www.eurosys@
scotland gov.uk)

Is your
organisation
registered or

Tip No1: If you are not sure if you are registered on the system
contact your ‘Organisation Gatekeeper'. If you don’t know who that

is, contact the IAB.

Complete the details
required in the Initial

using €EUROSYS

See earlier
Registration
guidance

Choose ‘please
login’ in the
Registered Users
box

Enter your Username
and Password in the
Login Details box and
click Login

Scroll down the screen
to the Applications |

Application Information
box. Press Submit.

box, then choose the
Create button.

Please fix errors identified

Did the system
accept your initial
details?

in the Validation
Summary box and

Submit button again

If your application is
unique, then clickon |

This brings you to the
‘dashboard’ screen,
which shows you all
activity, for your
organisation only,
already in the system.

A

Applications, from
the left hand-menu.

You will return to the

main Applications

screen. Find your
application in the

Tip No2: You can start a Stage 2 application at any time, however
you can’t submit it until your Stage 1 has had full approval,

4—

Yes, eligible for funding.
Process complete. See
next guidance note —
3. Stage 2 Applications.

Auto e-mail from

Project Applicant
— Stage 2 ready

€UROSYS$ to
project applicant.

6, ineligible for funding. |.

will provide feedback End.

AB

D,

Applications box.

Using the links, in Stage
1 and Stage 2
Application boxes, check
another application hasn’t
been started already!

You can choose from
4 options next —

Assessment by IAB and
Scottish Government,

Choose

Update; Stage 1;
Stage 2 or Delete

Stage 1

during the published
times (see websites) for
Stage 1 appraisals.

Tip No4: At this stage you can print/save this if
you like — note a hard copy is not required to be
sent to the IAB for the Stage 1 Application.

Your completed form

Tip No3: In the Project Proposal box, use
the spell-check and character limit
functions, before submitting!

Yes

will appear.

Complete all the details
required in the
Application Stage 1
Information box. Press
Submit.

Please fix errors identified
in the Validation
Summary box and
Submit button again

as your form
validated?

No




4. Stage 2 Application

Access €UROSYS

website from pc
(www.eurosys@

scotland.gov.uk)

.| Username and

Enter your

using €UROSYS
Is your s Choose ‘please
organisation Secleallcl login’ in the
. Registration P -
registered or ) Registered Users
guidance o

Project applicant
— Stage 2 ready

Complete all fields
within each Part of

Tip No1: If you are not sure if you are registered on the system
contact your ‘Organisation Gatekeeper'. If you don’t know who that

is, contact the IAB.

The Application Details The Validation Summary

This brings you to the
‘dashboard’ screen,
which shows you all

Password in the
Login Details box

box splits the form into

the Application your
are working on.

Click the Validate
button for the Part
you are working
on.

Tip No3: Use spell-check and character

box shows each section in

The Initial Application
Information box will be

Did the Part
validate?

limit functions, before submitting!

different Parts. Click on any
link to complete the Part
required.

red. As you successfully
complete each section the
messages will turn green.

Tip No2: You can save your work at any time
— press Save and Return at the foot of each page.

No. Please fix errors
identified in the
Validation Summary box
and Submit button again

A

Yes. A green validation

.| message will appear —

press Save and Return at
the foot of each page.

complete already

1 Application).

Choose Stage 2.

(entered from your Stage

You will return to the
the main entry page for
your Application.
Repeat for all Parts of
the Form.

There are 3 main j

activity, for your
organisation only,

already in the system.

page boxes

your existing Application.

Using the links, in the
Stage 1 and Stage 2
Applications box, find

In the Validation
Summary box it

y

(] Yes, eligible for
funding. Process
¢——] complete. See next
guidance note -
5. Offer of Grant.

Project Applicant

Programme Monitoring

the published times (see
websites) for Stage 2

Auto e-mail from

— Stage 2 approved

appraisals.

€UROSYS$ to

Technical Assessment by IAB;
Advisory Group consideration;

Commiitee approval — all at <

Now press the Submit
.| button which will have

should now say ¥'The

Application is Valid.

appeared at the foot of
main entry page

project applicant

No, ineligible for funding. IAB will
provide feedback End.

Send the form, and all
supporting
documentation, by
post to IAB (address
on printed form)

A
Your completed form
will appear. Press the

Tip No4: Make sure you get the
Certifying Officer to sign the hard
copy form.

Print button to run off
a copy of the form.




Technical Assessment by IAB;
Advisory Group consideration;
Programme Monitoring
] Commiitee approval — all at

the published times (see
websites) for Stage 2
Project applicant appraisals.

— awaiting Offer of Grant

Project ready. See Part 8 of
application for Project Progress
Reports and Claim due dates.
See next guidance note -

6. Progress Reports and Claims

4__@4__

Auto e-mail from

Project Applicant

€UROSYS to
project applicant

— ready for First Progress Report and Claim

5. Offer of Grant

using €UROSYS

PMC decision
made

Did the PMC
approve?

Accept Offer of Grant.
Complete hard copy Offer of] _
Grant and return to IAB
within 10 working days.

Auto e-mail from
€UROSYS$ to
project applicant

A 4

Yes. The IAB will send, by
post, a formal Offer of

Grant.

a

_((  No. 1AB will provide )

'\ feedback End.

Yes, but with conditions.
The IAB will ask you to re-
submit your application with
certain changes before
issuing Offer of Grant

sign the hard copy form.

Tip No1: Make sure you get the Certifying Officer to



