eCall Help
Status: July 2013

Table of contents
1.

The structure and navigation elements of eCall .............................................................................................. 2
1.1

Main Navigation ..................................................................................................................................... 2

1.2

The Menu ............................................................................................................................................... 2

1.3

Menu sub-items...................................................................................................................................... 3

1.4

Help........................................................................................................................................................ 3

1.5

Mandatory fields ..................................................................................................................................... 3

1.6

Multiple elements ................................................................................................................................... 4

1.7

Field help ............................................................................................................................................... 4

1.8

Display fields relevant for entry .............................................................................................................. 5

1.9

Save ....................................................................................................................................................... 5

1.10

Browse between pages .......................................................................................................................... 5

1.11

Error messages ...................................................................................................................................... 5

2.

Registration ..................................................................................................................................................... 6

3.

Input Master Data ........................................................................................................................................... 7

4.

Create new main application ........................................................................................................................... 9

5.

File Attachments to project description ......................................................................................................... 12
5.1

Upload file attachments ........................................................................................................................ 12

5.2

Change mandatory files ....................................................................................................................... 14

5.3

Add or delete files ................................................................................................................................ 15

6.

Partner applications ...................................................................................................................................... 17
6.1

Add project partners ............................................................................................................................. 17

6.2

Edit partner entry.................................................................................................................................. 18

6.3

Send partner invitations ....................................................................................................................... 19

6.4

Disinvite or remove project partners..................................................................................................... 20

7.

Complete application process ....................................................................................................................... 23

8.

Open an existing eCall application ................................................................................................................ 24

9.

Submit project plan ....................................................................................................................................... 24

10.

Messages ..................................................................................................................................................... 25

10.1

Send messages to the FFG ................................................................................................................. 25

10.2

Read messages from the Programme Management............................................................................ 27

10.3

Reply to messages............................................................................................................................... 29

11.

Create a partner application.......................................................................................................................... 29

12.

Change ongoing projects and submit interim and final reports ..................................................................... 34

13.

eCall FAQs ................................................................................................................................................... 38

1

1.

The structure and navigation elements of eCall

1.1 Main Navigation
The sidebar is the main navigation element of eCall. The following items are available:
Master Data: Here you need to enter the master data of your organisation and contact.
Create New Application: Select the form for the call to which you wish to submit an application.
Edit Applications: This section contains all applications you have submitted to eCall.
Manage Projects: This section contains your applications which have been accepted for funding.
My Messages: Here you find all messages concerning your applications.
Logout: Use this menu item to log out or return to the start page and registration.

1.2 The Menu
The application and the master data consist of several form pages. You can use the menu to switch between the
different forms. You can edit, save or delete entries in the individual pages in any order you choose throughout
the application period.
Please note that the application will not be considered validly submitted until you click on Submit application.
The master data and all mandatory fields on all pages must have been completed in full and correctly.
You need to save each individual page at least once. You can only submit your application by clicking Submit
application in the Finalization section if you have completed and saved all pages.
The main items of the application are first marked with an icon underlined in red to indicate that you have not yet
fully completed that item. The item will only show a symbol underlined in green when you have properly
completed all mandatory fields.
Example see below: Entries are missing in one or more sub-items of the Project Data section.
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1.3 Menu sub-items
The menu contains several sub-items such as Project Manager in the Project Data menu. You can work through
the pages in any order you choose. The menu item will be considered completed if all sub-items have been
properly completed.

1.4 Help
Topic-specific help is available to assist you in completing the pages. You can access the help function by clicking
on Help.
Another click on Help will close the help window.
Each info box contains links to Help for using the eCall and Print View.

1.5 Mandatory fields
Mandatory fields marked with * must be completed, otherwise you will receive an error message: Please
complete: …….
All required entries must be completed before clicking Submit application. Please note that your funding
application cannot be processed until you have entered all required data.
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1.6 Multiple elements
Specific sections in eCall allow or require you to create several datasets.
For example, you may enter several scientific disciplines, project partners etc. in the relevant eCall sections.

1.7 Field help
Field names marked with
contain a help text. If you use Microsoft Internet Explorer you can display this help
text for a short time or permanently. Other browsers display the field help as a pop up.
Mouseover: hover your mouse over the help symbol to display the help text.
Help box: click on the field name (e.g. Scientific discipline group) to display the help text. In this way you can
open several help texts simultaneously. Click directly on the help box to close it.
Mouseover:

Help box:
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For comparison: Mozilla Firefox shows the field information as follows:

1.8 Display fields relevant for entry
If you make a specific entry (e.g. select an item from a list, tick a checkbox…) eCall will automatically display the
fields relevant for this entry and hide others that are not relevant.
Depending on your selection from the list, e.g. in Type of organisation, eCall will display or hide different fields,
such as year of formation, sector, etc.

1.9 Save
Save
Your data will be saved and checked for correctness and completeness. If the data is incomplete or incorrect,
eCall will display the message Check submissions. In the event of effective errors (e.g. if you have entered text
in a field that requires a numerical value) eCall will not save the data until the formal criteria of the field have been
met.
Cancel
The data will not be saved and you are returned to the overview screen. All fields will be reset to the status of the
last save.

1.10 Browse between pages
You can browse through your application by clicking the symbols << and >> to the left and right of the Save
button. Any changes made to the page will be saved if you are in the Edit Application mode.

1.11 Error messages
If you click Save on a page that has not been completed correctly, the error message Check submissions will be
displayed.
The following error messages may appear:
Selection is necessary: Select an entry from the list.
Input required: The field is a mandatory field, you must make an entry.
Please type in a valid number: The field is a numerical field, please enter only numbers.

Click on Check submissions to display information on how to complete the fields correctly.
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If the error messages are displayed the button text will change to Hide error messages.

2.

Registration

If you have not yet created a user account in the eCall system, please click on the Register button.

The first step in creating a user account is to read the Online General Terms and Conditions of the FFG and
accept them by checking the I agree box.

This will be followed by the registration screen.
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Please enter your data in the registration screen. You can choose any User name that has not already been
taken.
The E-mail address you enter will be used for messages from the system. It will also be used for sending a
temporary password if you have forgotten your password.
The Password must be at least six characters long and consist of a mixed set of characters (lower case letters,
capital letters, numbers, special characters). Passwords must contain characters from at least three of these
categories.
A strong password would be, for example: A1dmgsg!
Please type the two words shown in the picture in the text field below "Type the two words:" If the text is not
clearly legible just click the refresh icon to get a new pair of words.

Click on Save to complete your input. Please read the system messages concerning your username and
password carefully.
You are now registered in the eCall system.
In the next step you need to enter the master data of your company/organisation.

3.

Input Master Data

In the main navigation, click on Master Data.

This will take you to the Master Data menu, which again contains several sub-items. The data you are required to
enter will differ depending on your input in the field Type of organisation. The structure of the pages also
depends on your input in that field. For example, if you select University in the field Type of organisation, eCall
will hide the fields Legal form or Year of formation, but will add an additional page Approved signatory.

7

All fields marked with a red asterisk (*) are mandatory fields.

Information for universities:
University departments need to enter the name of the university and the name of the department in separate
fields.
The Contact person for university departments is the head of department. The person to be entered in the menu
Approved signatory must be a person authorised to sign for the university. The text for the contact’s department
is limited to 50 characters.
You can save your entries at any time during the process by clicking on Save. If you have completed entry of your
master data click on the menu item Finalization. Please note that you must have finalized the Master Data
section before you can submit an application.
The menu Annual Figures requires you to enter key data about the employee structure of your organisation.
Companies are additionally required to provide some balance sheet data. The data need to be entered for each
fiscal year separately. Please note that the balance sheet data must always refer to a completed fiscal year, so
that the balance sheet date is always a date in the past!
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Click on Create new fiscal year to create a sub-form for a new fiscal year.

You can remove erroneously created sub-forms by clicking on Delete empty fiscal year. This option will only be
active if all data fields of the sub-form are empty.

Please note: You must have clicked Finalization in the Master Data menu at least once to be able to submit
applications.
Once you have submitted an application, the master data will only be displayed for read access. Click on Master
Data in the main navigation to open the menu. You can edit your master data by clicking on the menu item Edit
and the button Edit Master Data.

It is essential that you go to the Finalization page once you have edited the master data. You cannot submit any
applications until you have confirmed the change in the master data by clicking on Submit.

Click on Submit.

4.

Create new main application

Click on the menu item Create New Application in the main navigation. It contains a list of currently open calls
and calls to be launched in the near future. Click on the name of the call to display a new browser window
containing information on the call.
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Click on the symbol in the column Create application to create an application.

This will open a new application.
All sub-forms of the application marked with a red symbol must be completed.

Click on a menu item to go to the relevant form.

The sub-items will be displayed in the menu and the first form will be opened.
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Enter your data and click on Save or go to the previous or next page using the << or >> symbol.

If you have not fully completed the form and click on Save, the status symbol in the main navigation will stay red
and a Check submissions button will be displayed.
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Click on the button to identify incorrect or missing entries.

Click on Hide error messages to hide the messages again. If entries are missing eCall will nonetheless save the
form and you can add the missing data at a later date. Incorrect entries, however, will not be accepted or saved.
In this case you can only exit the page by clicking on Cancel. All changes made since the last save will be lost.

5.

File Attachments to project description

5.1 Upload file attachments
Applicants are required to complete and upload specific templates in the submission phase and for the
preparation of the project plan. The structure of the sub-pages in the Uploads section will depend on the funding
programme selected.
The project description must be sent as a PDF file and the tables of the cost plan in Microsoft Excel (.XLS) format.
Click on Browse… to open the file selection window.
Please make sure to convert the Word templates into a PDF file prior to uploading. The Excel templates need not
be converted and can be uploaded as Excel XLS files.
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Select the desired file by clicking on Open.

The file path will be shown. Click on Upload to upload the file.

Once the file has been uploaded successfully a file type symbol will be displayed. This symbol is a link showing
the file.
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Proceed the same way for uploading the tables.

The changes you make to the file attachments will not become permanent until you save the page. If you go the
previous or next form eCall will automatically save the changes made.

5.2 Change mandatory files
If you make changes to the two mandatory files (project description or tables) you need to upload the new file.

The name of the changed file will be displayed. Click on Upload to confirm the new file.

14

The new file will be displayed as a result.

Click on Save to confirm the changes. The changes are now permanent and will not be lost. The system will also
save the file when you go to the next page.

5.3 Add or delete files
You can create containers for uploading additional file attachments later on by clicking on Create further
attachment.

In this way you can create any number of containers for additional file attachments to be added later.
Please observe the other pages already created for special types of attachments (LOIs, CVs).
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If you have not added a file attachment at the time of submission of the application please remove the empty
container by clicking on Delete attachment. Empty containers will be classified as errors in the completeness
check.

Please note that changes to attachments will only become permanent when you click on Save or go to the next
page.
You can upload a maximum of 20 MB to the server at any one time. If the total size of your attachments exceeds
this limit you can upload each file individually. We recommend clicking on Save after each file upload.
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6.

Partner applications

6.1 Add project partners
The partner consortium is defined via the menu item Partners. Click on Create new partner.

The available partner roles depend on the Call selected. Please select the applicable role. The name entered in
the field Company/Organisation only serves to distinguish between the individual partners in the partner list. You
can therefore use an abbreviation (the full company name will be defined by the partner when entering his master
data in the eCall system). Please enter the e-mail address of the intended recipient of the partner invitation. It will
be used to send the identification code to the partner contact. Your partner can only create a partner application
after having received this e-mail from you.

Click on Apply to add the new entry to the partner list, the entry screen will remain open. Create will create the
new entry and return you to the partner list.
Once the partner has been admitted to the consortium the system will display the following button Click here to
create the necessary invitation email to your partner.
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Click on New again to invite additional partners.
The new entry is added to the partner list. You can navigate through the partner list using the arrows to the left
and right of the Project partner no.
Please note: Please save your changes before navigating to other pages!

6.2 Edit partner entry
The entries listed under Company/Organisation are links to the relevant partner entries. Click on a link to open
the detail view.

The detail view of a partner entry is shown in the screenshot below. You can change the details if you are in the
Edit Application mode. Save the changes by clicking on Save.
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A letter symbol is shown next to the e-mail address. Click on the letter symbol to add the e-mail address to your
mail client. This will allow you to send e-mails to individual partners.
Use the left and right arrows to navigate through the list.

6.3 Send partner invitations
Before you can send a partner invitation you must have defined a short title for the project and completed all
mandatory partner fields.
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Click on this link to create an e-mail containing the access data.

Please send this e-mail to your partner. The link shown in the e-mail is an electronic code, which allows the
recipient to create a partner application to your main application. Once this code has been used to create a
partner application, it cannot be used again. Please send the e-mail only to the contact designated for this
purpose.
If your e-mail cannot be delivered, you can send the link again at a later date.
If your e-mail client does not accept the text, you have the following option: click on the link Show invitation text.

This will open a window containing the invitation text. Now select the text in the text field and copy it either
manually or by clicking on the link Copy invitation text to clipboard. The browser will display a confirmation
prompt.

You can now paste the text containing the invitation link into a new e-mail and send it to your partner.

6.4 Disinvite or remove project partners

As long as no partner application has been sent, partners can be deleted from the list by simply clicking on the
trash can icon. If the trash can is no longer displayed, the relevant partner cannot be deleted.
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The following screenshot shows that the partner has begun to prepare a partner application.

The following screenshot shows that the partner has already submitted his partner application.

Once the partner application has been submitted, the trash can icon will disappear. In this case the partner can
only be disinvited. The date and time of disinvitation will be shown in the column “disinvited” of the relevant
partner. To revoke the partner invitation click on the partner name under Company/Organisation to open the
partner details.
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Click the checkbox “Revoke partner invitation”. This will open a text field into which you are required to enter a
short Reason. Complete the disinvitation process by clicking on Save.
The partner list will then look as follows:
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7.

Complete application process

Once you have entered all project data and master data and all active partners have submitted their partner
applications you can finalize and submit the project application. To do this, go to the menu item Finalization.
You must first accept the online General Terms and Conditions and the Programme Guidelines to activate the
Submit application button.

If you click on Submit application the application can no longer be edited.

A click on Print will display the application in printable form in a new browser window.
If you go back to your list of applications you will see that the relevant application is now marked in green. This
means that you have completed data entry and the application can no longer be edited (as shown by the padlock
symbol). The application can only be opened for reading. You can no longer enter any data for this application,
but you can still send and receive messages.

The application will now be reviewed by the FFG and the jury.
You will be notified of the jury decision by the FFG Programme Management.
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8.

Open an existing eCall application

You can find your eCall applications under the menu item Edit Applications up to and including submission of
the full application. If funding has been granted, the application will be shown under Manage Projects.
Please note that eCall only contains projects that have been submitted using the eCall system. Applications
submitted by post are not included in the eCall system.

Open the application/project by clicking on the relevant call or short title.

9.

Submit project plan

If your application has been shortlisted for funding you will receive an e-mail from the FFG Programme
Management requesting you to draw up a project plan.
From this point on, the submitted project will be shown under Manage Projects.

Click on the link of the Call to which you have applied to edit the application.
Please go through the details of all pages of the application marked with a red symbol and confirm the data on
each page by clicking on Save.
To upload the files of the project plan go to the Upload menu. Click on Browse ... , to start the file selection
process.
To find a detailed description of how to upload file attachments see chapter 5.
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The submission of the project plan must be completed on the Finalization page. This is only possible if all active
partner applications have been submitted. Click the relevant check boxes to accept the General Terms and
Conditions and Programme Guidelines and then click on Submit application.

From this point on, you will only be able to read the application or add messages.
Once the project plan has been approved the status will be set to Ongoing project. In this status you will be able
to make changes or submit reports.

10. Messages
10.1 Send messages to the FFG
Please use the message option to send questions about the programme or your application. To do this, open the
application to which your question relates.

Click on the menu item Messages.
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A list of existing messages will be displayed.
Click on New.

Now enter the subject and text of the message.

You can add any number of file attachments to your message by clicking on Add new attachment. Click on
Browse... to select the files. XLS, PDF and ZIP are permissible file types. Empty containers for file attachments
must be deleted before you can send the message.

Click on the Send button to send the message to the FFG Programme Management.
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10.2 Read messages from the Programme Management
If the FFG Programme Management sends a new message or replies to one of your messages you will receive
an e-mail with a link to the new message.

Open the e-mail and you will find the link to the new message in the body text.

The eCall login page will open in a new browser window. Please enter your username and password.

The new message will be displayed after login.
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You can also read the message by logging in as usual and opening the Messages section of the relevant
application. Click on the subject or text of the message to open it.

You can change the sorting order by clicking on the column header of the table.
The menu item My Messages gives you an overview of all messages concerning all applications that you have
submitted.
The unread messages are listed under New Messages on the home page. Please note: This list will only be
updated upon login. A letter symbol in the My Messages item of the main navigation indicates that a new
message has been received.
You can also read the message by logging in as usual and opening the Messages section of the relevant
application. Click on Subject or the text of the message to open it.

You can change the sorting order by clicking on the column header of the table.
The menu item My Messages in the main navigation gives you an overview of all messages concerning all
applications that you have submitted.
You can reply to existing messages in the My Messages section but you cannot create a new message. This is
only possible in the Messages section of the corresponding application.
The column Application contains a link which will open the corresponding application.
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10.3 Reply to messages
To respond to a message, click on the Reply button in the message.

The system will put Re: and the subject of the original message in the subject line. Now enter the text of the
message and click on Send to send the message.

11. Create a partner application
Partner applications cannot be directly created in the eCall system. You will receive an e-mail from the consortium
leader, which contains a link acting as a code for your partner application. This code allows you to create exactly
one partner application for a specific project.

Click on the link to connect to the eCall system.
Please note: Some e-mail clients may truncate the link so that the information transmitted is incomplete and the
partner application cannot be assigned to the main application. Please observe the error messages on the
following login screen.
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If you have already registered as a user, please enter your username and password.

If you have not yet registered, please click on Register.

Please read the General Terms and Conditions and accept them by clicking the check box I agree.

Please enter the data required for your eCall access.

Please enter your data in the registration screen. You can choose any username that has not already been taken.
The e-mail address entered will be used for messages from the system. It will also be used for sending a
temporary password if you have forgotten your password.
The password must be at least six characters long and consist of a mixed set of characters (lower case letters,
capital letters, numbers, special characters). Passwords must contain characters from at least three of these
categories.
An example would be Admgsg!
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Click on Save to complete your input. Please read the system messages concerning your username and
password carefully.
You are now registered in the eCall system and your new application will be displayed.

Click on Project Data to complete the partner application.
Complete the contact details and click on Save.

Prior to submitting a partner application you must have entered your company details in the Master Data section.
If you have not yet done so, please click on the menu item Master Data in the main navigation.

The data to be entered depend on the Type of organisation selected. The address to be entered for
companies/organisations is the respective domicile or registered office.
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The contact person to be entered for companies must be an authorised signatory (owner, managing director,
CEO, authorised agent).
The contact person for universities is the head of department. Universities and research institutions are required
to designate a second contact person. This must be a person authorised to sign for the university (Rector or ViceRector).

The menu item Annual Figures requires you to enter data about staff figures and – depending on the Type of
organisation – the balance sheet.
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Click on Save to save the data and then on the menu item Finalization.

Click on Home or Edit Applications to list the previously created partner application.

Click on the short title of the partner application to open it for further editing.
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12. Change ongoing projects and submit interim and final reports
Click on the project you want to edit in the list Manage Projects.

Then click on the menu item Selection.

Then select the action you want to take. Changes to the project data and the partner list can be made in all
selection options. In the following example, project data will be changed in the course of an interim report. Click
on the button Create interim report and then on Save.

This will change the status and the item Report in the navigation menu will be marked with a red symbol.

Go through the menu items Project Data, Report and Partners and make the required changes.
If you make changes to the consortium, please observe the programme-specific terms and conditions. In many
cases this will also require an amendment of the Funding Agreement.
Complete all menu items and sub-items by clicking on Save or going to the next page.
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When submitting a report you also need to specify a report period. To do this, click on the calendar icon next to
the From and To fields and select the dates.

The report is submitted in the form of file attachments.
Click on Browse… to select the relevant files. The project description must be submitted in PDF format and the
tables of the cost plan as an Excel file.

Select the relevant file and click on the Open button.
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Click on the Upload button to upload the selected file.

If the upload has been successful, the eCall system will display an icon of the file type.

Please follow the same procedure for uploading the tables.

You can change the file attachments by repeating the file selection and upload procedures.
Complete this step by clicking on Save.

When making changes to the list of consortium partners, please note that all partner applications must have been
submitted prior to submission of the main application. If partners have been disinvited, the minimum criteria for
the composition of the consortium must still be met.
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Select the Finalization tab to submit the interim report and all other changes. Click on the check boxes to accept
the General Terms and Conditions and the Programme Guidelines and then click on Submit application.

Once the interim report and the other changes have been reviewed and accepted, the project status will be set to
“ongoing project”. Final reports will be additionally reviewed by the FFG Project Controlling and Audit
Department. If the report is not accepted, the project status will be set to Revision, as in the present case:
Revision of interim report necessary. The changes in the report are finally transferred to the eCall system by
replacing the files in the Report menu.
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13. eCall FAQs
Where do I get my username and password?
Click on the Register link on the start page and enter your username and password. You can choose any
username you like as long as it is still available. If the username you have entered is already used by someone
else, eCall will display a corresponding message.
I have received an invitation to send a partner application. What am I to do next?
Click on the link of the partner invitation. If you have not yet registered as a user please do so by selecting the
Register option. You will then be required to enter your Master Data. Your partner application will be listed under
the menu item My Applications. Please define your contact for the project and then complete your partner
application by following the instructions in the Finalization menu.
For further details see chapter 11.
University department: Who should I enter as the “approved signatory”?
Please enter the Rector or Vice-Rector of the University. The contact person must be authorised to sign for the
university.
I have completed the application but cannot submit it. How should I proceed?
Please check whether all pages have been completed by clicking on Save.
Please check if you have completed all Master Data fields.
If you are the main applicant, please check if all your partner applications have been submitted or set to “ongoing
project”.
Please check whether you have accepted the Terms and Conditions and Programme Guidelines when finalizing
the application. The corresponding check boxes must be checked.
For partner applications: Please check the status messages in the Finalization tab. Your consortium leader may
have disinvited you or removed you from the partner list.
How can I delete files in the file attachments?
The two mandatory files can only be replaced by new files.
See also: section 5.2 “Change mandatory files”
Other attachments can be deleted by clicking on the
See also: section 5.3 “Add or delete files”

icon.
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What should I do if a have forgotten my password?
If you still know your username click on the link Forgotten your password? on the start page.
You must then enter your password. The eCall system will send an e-mail with a link to the e-mail address stored
in the registration file. If you click on the link eCall will create a temporary password and send it to that e-mail
address. You can use this password to log in and define a new password.
If you have forgotten you username please contact the Programme Management.

I need to submit a project plan. How should I proceed?
The project plan must be drawn up using the templates prepared for the relevant programme. More details can be
found on the websites of the funding programmes.
Details on the individual steps to be followed are available in chapter 9 “Submit project plan”.
Must the consortium leader complete a partner application?
The consortium leader is automatically part of the consortium and need not complete a separate partner
application.
My partner has not received the e-mail containing the partner invitation. What should I do?
Open the details of the relevant partner by clicking on the corresponding link. Please check if the e-mail address
entered for your partner is correct and then resend your e-mail.
What is the maximum size for a file attachment?
The size of all files uploaded to the server at any one time must not exceed 20 MB. The size limit for individual file
attachments is therefore 20 MB. The total size of your attachments may be larger, however, if you select each file
individually and then click on upload. We recommend clicking on Save after each file upload to make the changes
permanent.

39

