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« Accessing your organisation profile
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¢ Publishing your Partner Search

« Unpublishing/Republishing your Partner Search

—' This page covers how to maintain the partner search profile of your own organisation.To look for partners, click here.

Accessing your organisation profile

To access the Partner Search of your organisation, click on My Organisations in the Funding & Tenders Portal.
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The Funding & Tenders Portal is the single entry point (the Single ic Data Area) for
contractors and experts in funding programmes and procurements managed by the European Commission.

Then click on Actions, next to the organisation, and select View Partner Search Profile from the list of available actions. You will see this option only for those

organisations for which you hold a Self-Registrant, a LEAR or an Account Administrator role.
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Alternatively, you can look for your own organisation using the Partner Search.

[ Funding & tender opportunities Welcome Jorge

Commission |~ single Electronic Data Interchange Area (SED

Manage my area A | serrcrrunonc s Tevoers ~ [(STRITOIEERERGY o

ad; My Organis o
Invalvementn EU funded programn " ES r Search - oo

WORK AS AN EXPERT  SUPPORT ¥

GRANTS

ormal Notification(s) e e prolect
atopicofaps prop
et avea « Seachiy geographicl e or by ypes of rgnisaton

« For more speciaised partner search senvice see Online Manual.

Resuts 1 a

ORGANISATIONNAME ~ ORGANISATIONTYPE  ORGANISATION
5 g STATUS = CoUNTRY & ey s
< ‘smallor medum-size
150172 A0 PPRegit. ool VAUDATED. Beigum DIEGEM o

Programme

selecta programme.

Searcnty
Organisation details

Organisation name
PP_Registrationd01

Then click on your own organisation to access the Partner Search profile. If you hold one of the three roles mentioned above, you will see the Edit Description and the

/Add buttons which allow you to modify both the organisation description and add additional keywords.
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Editing your organisation profile

Adding keywords to your organisation profile in Partner Search will make it easier for potential partners to find your organisation. Also, a good description will provide them
with clarity on the areas of expertise of your organisation. To update the profile, log in to the Funding and Tenders Portal first and access the Partner Search profile of your

organisation.

You will see the button, click on it to add a description to your organisation. Then click on , it will be immediately visible for the rest of users.
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Finally, enter a keyword in the box and click on the add your keyword button, they will be displayed under the Tags/Keywords area. Click the cross on right side of any of
the keywords to remove them from the list (see note below). Enter as many keywords as you wish, always one by one. They are also immediately visible for users.
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Important note about Keywords: The list of keywords are a combination of keywords freely added to the organisation's profile and keywords used in funded
projects where the organisation has participated. Only those ones which are added manually can be deleted. The ones imported from funded projects cannot be

removed.

At the bottom of the page you have the list of topics for which your organisation is currently searching for a partner, see the following section to know how to manage your
Partner Search requests.

Publishing your Partner Search

Log in to the Funding & Tenders Portal. Under Search Funding & Tenders, search for a topic in which your organisation would be interested in. Click on it. Once you are
displaying the topic page, click on Partner Search on the left or scroll down to the Partner Search section in the page (just after the Topic conditions and documents
section).
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View / Edit
Click on the - button. If you are LEAR, Self-registrant or Account Administrator of an organisation, you will see the list of expertise offers/ requests and a box

on the top with a drop-down list. Use the drop-down list to select one of your organisations and click on o

@ Publish partner search for topic:
./ Future oo s
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S—
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ORGANISATION

ORGANISATION NAME & REQUESTDATE & TYPE ¢ COUNTRY ¢ EXPERTISE REQUEST OR OFFER & ACTIONS
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partnerpartner partner partner

partnepart
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o partnerpart

I partnerpariner partnerpartner partner partnerpartner partnerpartner partnerpartner partneipartner
partnerp

partnerpartner:partner partner expartner partne

Please note that the Add button is only visible if you have organisations for which no offer/request for expertise for this specific topic have been published. To
edit your already-published offer/request for expertise, look for it in the list and select the Partner search details option via the Actions button on the right.

The Partner Search Details window gets displayed now, where you can specify whether you need expertise provided by the partner or you are offering your own expertise
to the future partner (see 1 below). After selecting the corresponding option, enter your Partner Search description (maximum 500 characters, see 2 below).

) Publh parner serch foropc
‘\/“ Future peomsur

Type of expertise: (e o
150123_AD_PP_Registration08

© oxpertserequest  Expertse ffer

1

3

Description:
Test for partner Search. M mall or medium-size enterprise
PIC: 933344360

2

e 500 haracters

=" secktopreviouspage

Then click on to publish your Partner Search or on to discard and go back to the list of Partner Searches for that Topic. After saving,

if you go back to the list of expertise offers/request, you will see yours at the bottom of the list. Click on the actions button on the right, you can access your request/offer
as published and edited via the Partner search details option, or directly Withdraw the request/offer via the Withdraw the partner search option.

sl 01May2018 Small or mediumsize  BE Expertise offer =.
enterprise

sRrO 093un2018 small or medum-size  CZ Expertise offer
enterpiise

150123_AD_PP_Registration001 090ct2018 Smallor medium- B
size enterprise.

fertise request

Partner search details

b test This is my Expertise
request

Withdraw the partner search

-
When you select the first option, your are taken back to the Partner Search Details window, where you can edit the content of your request/offer for expertise. Click on

. .
to publish the updated version.
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'You can also Withdraw now from this same screen, via the new button Withdraw partner search. After withdrawing, a new button appears, Republish partner search,
which allows you to make your request/offer visible for the others again.
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Please note, "withdraw" means that your request/offer for expertise will not be visible for the others, but it is not deleted. If you withdraw a request/offer for expertise for a
specific topic, and you want to publish a request/offer again for the same topic, the content as it was before withdrawing will be fully accessible for you when selecting the

ADD
same organisation and clicking on the button.

In this situation, making changes to the the old message and clicking either Save changes or Republish partner search will make your offer/request for expertise visible
to the others again.

Unpublishing/Republishing your Partner Search

To withdraw a partner search request/offer for one of your organisations, Select My Organisations on the right, Then select the View Partner Search Profile option under
Actions.
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Scroll down to the bottom of the page to the Published partner searches section. Then click on the Actions icon, ans select Partner search details to see the current
offer/request for expertise or Withdraw the partner search to unpublish it.
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When withdrawing a request/offer for expertise, a warning message displays. Click on the Confirm button to unpublish it.

Are you sure you want to withdraw?

Withdrawing the partner search will remove it from all public pages.

The offers/requests for expertise for your organisation do not get deleted when withdrawing them, they simply are not visible any more for the others, both in the Partner
Search profile page of your organisation nor on the Topic page.

Click on button just above the Published partner searches section to get to the list of your offers/requests. You can see the details (last date of publication,
topic, the type and the current status, see 1 below), and just below the details, you can read the content of the request/offer as it is/was (see 2 below).
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Partner search for: 150123_AD_PP_Registration001
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If the status of the request/offer is withdrawn, the available actions are Partner search details and Publish the partner search, whereas if the status is published, the
available actions are Partner search details and Withdraw the partner search.

Partner search for: 150123_AD_PP_Registration001
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2item(s) found
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test
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The Partner search details action takes you to the offer/request page where you can further edit the content, whereas the other two actions publish/unpublish the
request/offer without giving you the chance to edit it.

If you are editing a published request/offer, the Save changes button becomes active as soon as you made a modification, or placed the cursor on the description box.
Clicking on Save changes will publish the edited version of the request/offer, clicking on wiII make the request/offer not visible for the public, but still any

changes done during the editing process will be kept. The correct button to deleted an edited version without saving the changes is the button.

Partner search details for topic:
Futu reEnginePrize—O 1-20716 (H2020 Futureengineprize-2018)

Type of expertise:

© Expertise request Expertise offer

Description:
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editing meanuhile before republishing.... Test for partner Search......... This is withdrawn, but 1 am editing meanwhile before republishing.... Test for partner

Search......... This is withdrawn, but | am editing meanwhile before republishing.....Test for partner Search....... This is withdrawn, but | am editing
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*Max 500 characters

e
Back to previous page

If you are editing a withdrawn request/offer, the Save changes button becomes active as soon as you made a modification, or placed the cursor on the description box.
Both clicking on Save changes or on = Plshpartersech

will make the edited version of the request/offer visible to the others.
Partner search details for topic:
FutureEnginePrize—01 2016 (H2020-FutureEnginePrize-2016)

Type of expertise:

© Expertise request Expertise offer

Description:
Test for partner Searc......... This is withdrawn, but | am editing meanwhile before republishing.... Test for partner Search. This is withdrawn, but | am
editing meanwhile before republishing.....Test for partner Search......... This is withdrawn, but | am editing meanwhile before republishing.... Test for partner

Search........ This is withdrawn, but | am editing meanwhile before republishing... Test for partner Search........ This is withdrawn, but | am editing
meanwhile befo

*Max 500 characters

T
Back to previous page

Note: The quickest way to display your withdrawn partner searches is to go to your organisation profile, scroll down to the Published partner searches section

.
and click on the button.

No labels

https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/Manage+your+Partner+Search+Profile 5/6



11.01.2019 Manage your Partner Search Profile - European Commission Participant Portal IT Manual - EC Extranet Wiki

https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/Manage+your+Partner+Search+Profile 6/6



