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Introduction

1.1. The One-Stop Shop (0SS)

The One-Stop Shop (0SS) is an information and communication system that supports the applicants, the
European Union Agency for Railways (ERA) and the National Safety Authorities (NSAs) in performing their
tasks related to Single Safety Certifications (SSC), Vehicle Authorisations (VA) and ERTMS trackside approvals
(TA), as defined in the 4™ Railway Package (4RP) legislation.

Detailed information in regards to the specific business processes can be found on the ERA website:

1. Vehicle Authorisations (VA)

2.
3.

Single Safety Certifications (SSC)

ERTMS trackside approvals (TA)

The OSS is accessible on this url: https://oss.era.europa.eu

Itis recommended to use an updated Google Chrome or Mozilla Firefox browser, as using others might result
in poor performance or errors.

1.2. Purpose and scope of this document

This user guide for SSC, VA and TA assessment teams contains all essential information for the user to make
use of the system functionality, as it includes a description of the detailed features and capabilities, and step-
by-step procedures.

1.3. How to request support

In order to request support on using the 0SS, send your message via email to servicedesk@era.europa.eu.

In addition, following the “Support” link on the OSS sign-in page, you will be redirected to the ‘Contact us’
page of the Agency website where a number of FAQ guides can be found.
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1.4. User roles, business domains and organisations

Access to the system functions and information is managed through a model of user roles. Roles are effective
either within the context of a specific application or system-wide.

Application specific roles System-wide roles

Applicant (AP) Program Manager (PgM)
Project Manager (PM) User Manager (UM)
Assessor (AS)

Assuror (AR)

Decision Maker (DM)

Observer (OB)

Table 1: User roles
Access is also constrained by the user’s organisation and the assigned business domain(s).

In the OSS model, each user belongs to an organisation, i.e. ERA officers belong to ERA, and NSA
representatives to each one of their organisations respectively.

Business domains are Vehicle Authorisations (VA), Single Safety Certifications (SSC) and ERTMS trackside
approvals (TA). It is required for a user to be assigned to a specific business domain in order to obtain access
to specific applications.
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2. User account management
2.1, User registration

All users - irrelevant to the organization they belong to - should register their new user to SRM Online
following the link: https://eraportal.powerappsportals.com/RegisterPage/ and then the provided
instructions there.

Upon the user’s successful registration the User Manager (UM) creates a new user in OSS by clicking on the
respective button as depicted in Figure 1. Then the UM searches the already existing user in SRM Online by
its email, as depicted in Figure 2.

2 One-Stop Shop (0SS) TEST B EU—

& search users

- ———]
Figure 1: User Manager screen
~

ZE One-Stop Shop (OSS) TEST

My Work User Management

%&F Search for a user by email and update user properties

Email *

Clear

Figure 2: Create New User - search by email

Finally the UM updates user’s properties by assigning business domains (1), system wide roles (2) and
registers the user to a Pool of Experts? (3)

1 By Pool of Experts (PoE) we mean the MS(s) other than the Authority the user belongs, that can act as an
assessment team member as a member of the selected MS. There are bilateral agreements between the
Agency (ERA) and the Member States for allowing a resource to be used as a resource of another MS.
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& Search for a user by email and update user properties

Email *

First name

Last name

Authority

Business domain o ~
System-wide role o v
Pool of experts e v

m Cancel

Figure 3: User properties
2.2, Sign in

Only registered users are able to sign into the system. In the landing page of the OSS shown in Figure 4 click
on the “Sign in” button. The user may select an alternative language for the User Interface (Ul) than the
English (default), by choosing one of the available languages as are found in the “Language” drop down list.

WF;?EEAN One—Stop Sth (OSS) TEST Language

NI
/ AGENCY
FOR RAILWAYS

W\

Create account as applicant

L

In order to access the functions of the 055, you need fo have an updated Google Chrome or Mozilla Firefox browser.
Using other infemet browsers might result in poor performance or emmors.

Support | Terms of use | Privacy Statement © European Union Agency for Railways

Figure 4: Sign in - OSS

For the sign in you will be redirected to the login screen as depicted in the Figure 5 in order for the user to
provide username and password. Note that in case you are already logged in you will directly access the OSS.
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S fceircminicn
Sign in

Email, phone, or Skype

Can't access your account?

Welcome to the European Union Agency for Railways
(ERA)

Q Sign-in options

Figure 5: Sign in - SRM Online

In case a user has been registered to SRMO but not in OSS (as described in paragraph 2.1) the user will receive
the error depicted in Figure 6: Sign in error . Upon this error, the user should visit again SRMO for OSS access

request.

% EUROPEAN One-Stop Shop (OSS) TEST Language
/ UNION
/ AGENCY

FOR RAILWAYS

I Please visit SRMO 1o request for access to OSS application. I
Create account as applicant
In order to access the functions of the OSS, you need to have an updated Google Chrome or Mozilla Firefox browser.
Using other internet browsers might result in poor performance er errors.

- ; ks :

Support | Terms of use | Privacy Statement © European Union Agency for Railways
Figure 6: Sign in error
2.3. Forgot password

In case that the password has been forgotten, or it is requested to do so for any other security reason, the
users must update their password. In the screen of Figure 7, the user selects “Can’t access your account?”

option and follow the instructions.
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///// ELIRCPEAN UNIGH
AGENCY FOR RAILWAYS
Signin

Email, phone, or Skype

Can't access your account?

Welcome to the European Union Agency for Railways
(ERA)

Q Sign-in options

Figure 7: Can’t access your account

24. Other options

Once logged in, additional navigation and functions are offered through the menu at the top right corner as
shown in Figure 8.

< .. One-Stop Shop (OSS) TEST w2 Ry STy

2 rency
FOR RAILWAYS

Single Safety Cerificates

Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

& User Profile
T @, Visit Azure Profile

™ Language seftings
Showing 1 - 0 of 0 applications

Cad APPLICANT APPLICATION APPLICATION TYPE PHASE PROJECT NAME STATUS AUTHORITY = LDQDU[

Figure 8: Menus and user actions

The options offered under this menu allow for:

e Viewing and updating user profile information;
Redirecting to user’s Azure Profile;
Selecting the preferred user interface language;
Logging out from the system.

2.4.1. View and update user profile information

Through User Profile a user may view all the information registered in his/her Azure Profile and is allowed to
insert or update some preferences like the order of the tabs of the main ribbon menu, the default language
and its preference for the reception of the OSS notifications, as shown in Figure 9.
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& User Profile

User Information
First name Last name
Titke or function

Address

Postal code

Phone Fax

Email < Language(s) spoken
Notifications n the 0SS v

Order of tabs VA
ERTMS TA

Cancel

Figure 9: Update Profile

The user may insert and/or update any information in the form and click on the “Save” button. The
information fields that have been deactivated in the User Profile form, refer to data directly transferred from
the user’s Azure Profile.

It is recommended that users, after their first sign in, view and update their user profile, in order to ensure
the correct information displayed, select the languages spoken and set their preference for receiving
notifications. In addition the user may select the order, “Order of tabs” in which the domains will appear and
hence setting the default domain when signing in the OSS.

2.4.2. Visit Azure Profile

With this option, the user will be able to be redirected to the control panel of its Azure Profile from where it
is possible for the user to manage its Azure profile based on the available options as depicted in Figure 10:
Azure Profile. Note that this option is available to the users which organisation is integrated with Azure or
MS 365.

Security info Password

UPDATE INFO CHANGE PASSWORD

Devices Organizations
Dicabl s par
Figure 10: Azure Profile
2.4.3. Language selection
Figure 11 shows how to select the preferred user interface language.
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& User Profile
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Dutch

English

Estonian

Finnish

French

German

O

8, Visit Azure Profile

/™ | anguage settings

= Logout

page 1of 1 >

Figure 11: Language selection
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3. Applications
3.1. List of applications

On successful sign in, the system displays a list of applications to which the user has access to, for each one
of the different domains (i.e. SSC/VA/TA), as shown in Figure 12.

@
2 ~ One-Stop Shop (0SS) TEST BB g

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work

m T ersy || @ Cowmns | & Exporc

Showing 1 - 4 of 4 applications

~

COMPLETENESS
APPLICANT(S) APPLICATION APPLICATION TYPE PHASE SUBMISSION DECISION ACKNOWLEDGEMENT STATUS AREA

Figure 12: List of applications

There are features for paging (go to next or previous page, display x items per list), as shown in Figure 13 and
selection of columns to display and filtering, sorting and exporting, as shown in Figure 14. The system
remembers the selections made by the user for all subsequent views of the list of applications until the user
amends them again.

10 w applications per page

Figure 13: Paging

T Filter by Columns S Export

Figure 14: Filtering, exporting and column selection
3.1.1.  Column selection

The user may select or unselect any of the available columns and select “OK” in order for the selected
columns to be displayed in the List of applications. The maximum column choices are limited to 15. Possible
choices include (in brackets the domain (VA, SSC, TA) that applies to):

= Applicant: The applicant’s legal denomination (VA, SSC, TA).

= Application: The application ID (VA, SSC, TA).

= Application type: The authorisation case or the single safety certification type (VA, SSC).

=  Phase: The phase, either application for VA/SSC or pre-engagement (VA, SSC).

= Project name: The application’s project name (VA).

= Authorisation details: The authorisation’s details (VA).

=  Submission: The submission date of the application (VA, SSC, TA).

= Decision: The decision date of the application (VA, SSC,TA).

= Status: The status of the application (VA, SSC, TA).

= Area: The Area of use/operation (VA, SSC).

= Modified: The date of the last update of the application (VA, SSC, TA).

= Authority: The authority to issue the decision (VA, SSC).

Available columns for selection in VA are shown in Figure 15 and as described in section Column selection.
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Applicant

Application

Application type

Phasze

Project name

O Authorisation details
Submission

O Decision

Completeness acknowledgement
Status

Authority

O Vehicle identification

O EIN number

O Aszessor(s)

O Project manager(s)

O Quality assurance manager(s)
O Decision maker(s)

Modified

Figure 15: VA Application List columns

Available columns for selection in SSC are shown in Figure 16 and as described in section Column selection.
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Applicant

Application

Application type

Phase

Submission

Decision

Completeness acknowledgement

Status

O Authority

Area

[ Assessor(s)

(J Project manager(s)

(J Quality assurance manager(s)

[ Decision maker(s)

Modified

Figure 16: SSC Application List columns

Available columns for selection in TA are shown in Figure 17.

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex

Tel. +33 (0)327 09 65 00 | era.europa.eu

User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

12 /96



EUROPEAN UNION AGENCY FOR RAILWAYS User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

Applicant
Application

Project name
Submission

[ Decision

Status

Area

[ Assessor(s)

_] Project manager(s)
[ Quality assurance manager(s)
[ Decision maker(s)

Modified

oI

Figure 17: TA Application List Columns
3.1.2.  Filtering selection

The user may select or unselect any of the available filtering options and a combination of them and select
“OK” so that the applications displayed in the List of applications are filtered according to the criteria
introduced. By selecting “Clear filter”, all related filtering choices are removed and all user related
applications are displayed in the list of applications page. Possible choices for filtering include (in brackets
the domain (VA, SSC, TA) that applies to):

= Application type: Authorisation case or single safety certification type (VA, SSC).

=  Status: Status of an application (VA, SSC, TA).

= Area: Area of use/operation (VA, SSC).

=  Phase: Application for VA/SSC or Pre-engagement (VA, SSC).

=  Submission Date, Decision Date and Modified Date: From date until a To date of

submission/decision/modification of an application (VA, SSC, TA).

= Application: Application ID (VA, SSC, TA).

= Applicant: Applicant’s legal denomination (VA, SSC, TA)

=  Authority: Authority to issue the decision (VA, SSC).

Filtering options available in Vehicle Authorisations and Single Safety Certificates are shown in Figure 18.
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Figure 18 Vehicle Authorisations Filtering options

2 Clear filter

Applicant

Application

Application type

Authorisation details

Phass

Submission date

Decision Date

Status

Authority

Area

Vehicle identification

EIN number

Assessor

Project manager

Quality assurance manager(s)

Decision maker

Modified Date

Filtering options available in TA are shown in Figure 19.
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2 Clear filter

Applicant 3
Application 3
Project name 3
Submission date 3
Decision Date 3
Status 3
Area b
Assessor b
Project manager b

-

Quality assurance manager(s) »
I Decision maker b

Modified Date b

Figure 19 TA Filtering options
3.1.3.  Application list item

For each application displayed in the applications list page, apart from the columns displayed, as chosen by
the user following the previous steps, shown in Figure 20, the system allows for displaying summary
information in regards to the applicant’s details, or a quick view of the dashboard (stages/milestones) of the
application.

E Test Rail $.20221121.001 N“’CZ:;":;:'E'V Application 211112022 Submitted ERA DK 211112022

Figure 20: Applications list item

By clicking on the “Applicant” or the “Application” column then the summary information for the applicant’s
details are displayed, as shown in Figure 21.

New single safety

Test Rail 5-20221121-001 it Application 211112022 Submitted ERA DK 211112022
Company name Test Rall Address Test Street, 11111 Test City
Acronym [ TR Telephone +999999999
Country Austria Fax
Website Email osstestera@hotmail com

Figure 21: Applicant’s details

By clicking on the “Status” column then the summary information for the stages of the application are
displayed, as shown in Figure 22.
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New single safety

Test Rail $20221121-001 oo Application 211172022 Submitted ERA DK 2111112022
Company name Test Rail Address Test Street, 11111 Test City
Acronym R Telephone +999999999
Country Austria Fax
Website Email osstestera@hotmail com

Application progress and dates L\)

Status Planned date Actual date
Start of the assessment 221112022
Team assignment 2901112022
Kick-off meeling

Completeness check report(s) 2211212022
Completeness acknowledgement 2211212022
Exchange information on supervision 2211212022
Coordination meeting

Assessment report(s) 1510472023
Final Assessment 1510472023
Quality assurance report 1510412023
Close-oul mesting

Decision 2210412023

Figure 22: Status

In addition to the above options per applications list item, there is also a context menu as shown in Figure
23, offering options to view any of the sections of the application. By selecting any of the available options,
the user is taken directly to that page of the specific application.

Create u
23/0¢

Issues 1 View
Notifications u

2019
Project team
Dashboard u
Decision 2019

Figure 23: Context menu options
3.2. My work

When the user logs in, the tab “My work” is displayed within the grey horizontal bar section, through which
it is possible to navigate to view the personalised lists of tasks, application issues and notifications. An
alternative navigation path is through the counter icons displayed on the top of the screen. Both navigation
options are shown in Figure 24.

One-Stop Shop (0SS) TEST v ooy &

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

Tasks Application issues Notifications

Showing 1 - 10 of 106 applications
Figure 24: My Work screen
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3.2.1. Tasks

Tasks are the actions a user has to perform for the purpose of the assessment of an application. Once the
user selects the icon “Tasks” shown in Figure 24, a similar page to the one in Figure 25 is displayed, allowing
the user to see the list of tasks to perform across all applications. The list allows for filtering and sorting
(Column selection and Filtering selection).

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

iQ

Application issues Notifications

Showing 1 - 10 of 106 pplications

TASK NAME APPLICATION STATUS CREATED

Assign team V-20231128-001 Completeness check 28/11/2023

Assign team V-20231128-004 Completeness check 28/11/2023

Assign team 520231129-016 Completeness check 29/11/2023

Assign team V-20231127-012 Completeness check 27/11/2023

Figure 25: Tasks list

By selecting “View” for one of the tasks, the system navigates the user automatically to the relevant page
where the action should take place. Once the action is completed, the task disappears from the list. At the
same time, the tasks counter, as in Figure 26, will be reduced by one.

1382

v

Figure 26: Tasks counter

3.2.2.  Application issues

Application issues are created in order to support the communication between the assessment team and the
applicant and vice versa, or among the assessment team. Once a user selects the icon “Application issues”
shown in Figure 24, a similar page to the one in Figure 27 is displayed, allowing the user to see the list of
application issues across all applications. The list allows for filtering and sorting (Column selection and
Filtering selection).

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

v A

Tasks Application issues Notifications

Showing 1-0 of O Issues

) APPLICATION APPLICATION ISSUE TYPE STATUS DESCRIPTION ISSUE TITLE ISSUE RESOLUTION RESOLUTION DESCRIPTION

o v issues per page pegeiafl

Figure 27: Application issues list

By selecting “View” for one of the application issues, the system navigates the user automatically to the
relevant page for displaying the details of the selected issue for further actions. Once an application is closed,
the related application issues disappear from the list. At the same time, the issues counter, as in Figure 28,
will be reduced respectively.
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0

Figure 28: Application issues counter
3.2.3.  Notifications

Notifications are sent to users according to specific events and rules, and can be received both in the web
application as well as via email messages. Users can configure to receive notifications also by email through
the user profile page (in-app notifications are sent by default). Once a user selects the icon “Notifications”
shown in Figure 24, a similar page to the one in Figure 29 is displayed, allowing the user to see the list of

notifications across all applications. The list allows for filtering and sorting (Column selection and Filtering
selection).

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

Tasks Application issues Notifications
T A o +
Showing 1 - 10 of 566 Notifications.
> APPLICATION CREATION DATE READ DATE suBJECT
O'select all visible
u] E V-20231130-003 09/12/2023 The deadline for the assignment of the assessment team for the application V-20231130-003 expired on 08-12-2023.
[m] E V-20231130-002 09/12/2023 The deadline for the assignment of the assessment team for the application V-20231130-002 expired on 08-12-2023.

Figure 29: Notifications list

By selecting “View” for one of the notifications, the system displays a new page with the notification details,
similar to the one in Figure 30. If the user selects “Mark as read” the notification is greyed out. The unread

notifications count number, as in Figure 31, is updated when a notification is marked as read. Finally, the user
can close the pop-up window by selecting “Close”.

You have been assigned the role of Project Manager for the application S-20221121-001
submitted by Test Rail.

You have been assigned the role of Project Manager for the application 5-20221121-001 submitted by Test Rail.

Creation date: 21/11/2022

Mark as unread v Close

Figure 30: Details of a notification

225147

!@m

Figure 31: Notifications counter
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3.3. Application pages
3.3.1.  Application home page

When a user signs in, the system displays the relevant applications list. If the user selects to “View” an
application, the system displays a page similar to the one in Figure 32:

$-20221121-001
Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by: OSS Test | Modified on” 21/11/2022 02:53 PM | Contact person: 0SS Test | Issuing authority <

European Union Agency for Railways | Application status: Submitted

A ¥ 2 ®= B E

Apglication Application issues Project team Dashboard Assessment Library EventLog

Figure 32: General application information and navigation icons

In this page, the upper part (within the grey ribbon) displays summary information about the application, like
the applicant’s legal denomination, the application type, the date the application was submitted, the user
that created and submitted the application, the issuing authority and the status of the application.

The icons below, allow navigation to the rest of the application pages, as detailed in the next sections. The
rest of the page allows navigation to the detailed application information, as shown in Figure 33.

y eviderie: SMS part

yevidence: Natianal part

Evidence

Figure 33: Details of an application

3.3.2.  Application issues

In this page, the user can find all the issues that have been created for the specific application. For details on
creating and managing application issues, see section 5.
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3.3.3. Project team

In this page, the user can view the project team members of an application, including the related Programme
Managers of ERA and the Member States involved as shown in Figure 34. The user can also copy the email
address of the project team members of an application as shown in Figure 35. The specific application roles
are Project Manager, Assessor, Assuror, Decision Maker, Observer and Applicant. For details on how a PgM

assigns the team, see section 4.2.1

$-20221121-001
Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by: 0SS Test | Modified on- 21/11/2022 02:53 PM | Contact person: OS$ Test | Issuing authority: & Actiens
European Union Agency for Railways | Application status: Submitted

A ¥ L = EBE E

Application Application issues Project team Dashboard Assessment Library Event Log

l

Issuing authority : European Union Agency for Railways

Programme Manager(s) & ERAPGM SSC | & Agency PGM | & Admin2P8 & ERAEverything & ERAAgency | & ERAPGM2 | & arhsallarhsall | & ERAALL | & Oss User2s

& Nikolaos Pappas & example 01 & Piotr CUKIERSKI & Charita Martz & Oss User2e

Project manager(s) & ERAAgency x .

Agency ASsessor(s)

Quality assurance
manager(s)

Decision maker(s)

Figure 34: Project team

$-20231107-005
Applicant(s): Test Rail Renew | Application type: Renewal of safety certificate(s) | Submitted on: 07/11/2023 04:04 PM | Created by: 0SS DEV Applicant | Modified on: 30/11/2023 11:53 AM | Contact %
person: 0SS DEV Applicant | Issuing authority: European Union Agency for Railways | Application status: Assessment

A v W =

Application Application issues Project team Dashboard Assessment Library Event Log

Issuing authority : European Union Agency for Railways

Programme Manager(s) & Oss.aut Projectmanager | & Oss.devAuthority = & Oss.devProgrammemanager | & Svcspo Notification | & Oss.autAssuror =~ & Oss.aut Programmemanager

& Oss.era Authority & Oss.aut Authority & Oss.aut Decisionmaker & Oss.aut Observer & Oss.aut Assessor

Click to copy oss.aut.as@era.europa.cu

Project managers) & Oss.dev Authority x -

Agency Assessor(s) & Oss.dev Authority » -

Quality assurance

Oss.dev Authority x -
manager(s) & Oss.dev Authority

Decision maker(s) & Oss.dev Authority x -

Figure 35: Copy the email of the Project team

3.3.4. Dashboard

The dashboard is the section where the important dates (milestones) of each application, as well as the
application status are displayed. The application status is calculated automatically based on the current

assessment phase and the respective actions by the Project Manager. Each milestone is usually defined by
a planned and an actual date, as shown in Figure 36. For details on the actions, which the PM can perform

in the dashboard, see sections 4.3.10 and 4.3.11.
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$-20221121-001
Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by- OSS Test | Modified on: 21/11/2022 02:53 PM | Contact person: OSS Test | Issuing authority < Actions
European Union Agency for Railways | Application status: Submitted

a0 ] = —

W

..' iy - —

a —

‘lppllcat\cn Appllcatlnn issues F'FO]EG[ team Dashboard Assessment Library Event Lug

SUBMISSION DATE Start of the assessment Date
21/11/2022 N 2211112022 £8
~ Team assignment Planned date Actual date
CURRENT STATUS
291112022 21/11/2022
Submitted Authority Planned date Actual date
Denmark 2911112022 B3
DECISION (ESTIMATE)
European Union Agency for Railways 29/11/2022 4 21111/2022
22/04/2023
Kick-0Tf meeting Planned date Actual date
& &

Figure 36: Dashboard

3.3.5. Assessment

Assessment tab shows all the reports that are completed during the assessment of an application.
Assessment reports are different for each business domain (i.e. VA, SSC and TA). Their names might also
differ between a VA application and a request for VA pre-engagement, or depending on who is the Safety
Certification Body in SSC. The table in Table 2: lists the different reports available.

SSC application VA application VA TA application

pre-engagement

Initial screen Completeness Completeness Preliminary
check check verification of
completeness
Detailed Detailed Detailed Detailed
assessment assessment assessment verification of

completeness

Final assessment
(or
Recommendation
when SCB=NSA)

Recommendation

Recommendation

Recommendation

Quality assurance

Conclusion

Conclusion

Quality assurance

Decision

Decision

Opinion

Decision

Table 2: Assessment reports
For more details on the content of each report, see section 4.

Figure 37 shows the main navigation to the assessment reports for a VA application.
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£-20221121-001

Applicant: Test Rail | Application type: New single safety certificate | Submitted on- 21/11/2022 02:49 PM | Created by: OSS Test | Modified on: 21/11/2022 03:13 PM | Contact person: OSS Test | Issuing authority: % Actions
European Union Agency for Railways | Application status: Submitted

A & i =

Application Applicaticn issues Project team Dashboard Assessment Library Event Log
Detalled assessment Final Assessment Quality assurance Decision
European Union Agency for Railways B

Select Method

Eill-in the web form

Use the web form to record the results of your initial screen.

Import your initial screen report

Upload here your initial screen report.

Figure 37: Assessment reports for VA application
3.3.6.  Library

The library is the repository where all application information is stored. It contains all documents uploaded
by the users, together with their pdf version (both for the application file and the assessment file) as well as
pdf versions of all web forms. The library information and functionality can be accessed according to the
user’s access rights as shown in Figure 38.
=  Browse application information through a tree-like structure of folders and follow links to
view/download documents.
= Upload documents.
= Update / append a new version to an existing document (same principles as above apply).
= View past versions of documents.
= Delete documents (when application status = draft).
=  Export application.
= Switch between viewing the latest version of the library/documents and the initially submitted one
(actually the submitted application file).
$-20221121-001

Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by: OSS Test | Modified on: 21/11/2022 03:13 PM | Contact person: 0SS Test | Issuing authority: o Actions
European Union Agency for Railways | Application status: Submitted

A ¥ & =» E E

Application Application issues Project team Dashboard Assessment Library Event Log

Show doci descri 5

Title Created by Created on Last modified
© I Appiication File

© I Assessment file
© I Templates
© W Cther documents n

Figure 38: Library

The relevant user can upload files by clicking on the + button in the relevant folder as shown in Figure 38.
After the upload, the user can see the details of the file, as shown in Figure 39, by clicking on the “Show
documents description” radio button or can download a file by using the “Download document” button as
shown in Figure 40.
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$-20221121-001
Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by: O§$ Test | Modified on: 21/11/2022 03:13 PM | Centact person: O$$ Test | Issuing authority: % Actions
European Union Agency for Railways | Application status: Submitted

A & & =» E E

Application Application issues Project team Dashboard Assessment Library Event Log

m S @ show document descriptions
Title Created by Created on Last modified
o &=, Application File v vio
© I Application form v vio
& = Documentation @ v v
o '.'—_ Evidence (SMS and TSI OPE) v vie
Q [F=. SMs Description v v
@ sample.pdf 0SS Test 21/11/2022 21/11/2022 -t
sample.pdf (2.96 KB) -
© IR Other SMS documents v vio
0 @ Description of changes v vio

Figure 39: Show document descriptions radio button

¥

Figure 40: Download button

The user can select the version of the uploaded document, shown in Figure 41.

~ v1.0

Figure 41: Select version button

The user can also select the files he/she can see on the Library screen. If the user selects the option “Initial
application version”, he/she can view only the uploaded files until the submission of the application.

If the user selects the option “Current version”, he/she can view all the uploaded files that have been
added to this current version from the time of submission and after.

Initial application version

Current version

Figure 42: Current version button
If the user selects the “Export application” button as shown in Figure 43, the system downloads all

uploaded files of the application in a zip folder.

Export application

Figure 43: Export application button
3.3.7. Event log

The event log is a detailed list of user actions during the lifecycle of an application. The events log exists
only after application submission and is filtered according to the access rights of the user, as shown in
Figure 44. The following are captured in the log:

= Change of application status
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= User actions(tasks/actions)
= Creation/update/closure of issues

= Upload/update of documents/reports (after application submission)

= Assignment/update of the Project team
=  Update application file

Each record in the log contains the following information:
=  Timestamp

= User

= Role

= Action/event
= Details

$-20221121-001

User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 21/11/2022 02:49 PM | Created by: OSS Test | Modified on: 21/11/2022 03:13 PM | Contact person: 0SS Test | Issuing authority: % Actions

European Union Agency for Railways | Application status: Submitted

A - - »

Application Application issues Project team @ Dashboard Assessment Library

USER USER ROLES ACTION(SVEVENT(S)

ERA - ERA Program Manager

21111/2022 03:13 PM ERA Agency ERA - ERA Assessor Role assigned

ERA - Project Manager

Figure 44: Main screen of event log
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4. Assessment

The assessment team includes the users that are responsible to carry out the assessment of the application
and make a decision or refuse an application. The members of the assessment team are:

= Programme manager (PgM)

=  Project Manager (PM)

= Assessor (AS)

= Assuror (AR)

= Decision Maker (DM)
Each one of these roles must perform specific actions for each one of the assessment activities. In the
following sections, the tasks of all members of the assessment team are described for all business domains
(SSC, VA, TA) and all application types.

4.1. Online vs offline documents

Before entering the individual tasks for each one of the roles, it is worth explaining the two available methods
for preparing and submitting reports. For each one of the reports, the first option is to select the preferred
method of work. The screen will look similar to the one in Figure 45.

$-20221121-001

Applicant Test Rail | Application type. New single safety certificate | Submitted on' 21/11/2022 02:48 PM | Crealed by OSS Test | Modified on 22/11/2022 10:08 AM | Contact person: 0SS Test | Issuing authority. European Union Agency for
Railways | Apphcation status Completeness check
(] — = —
 —
(] 1 H—
- —
Application Application issues Project team Dashboard Assessment Library EventLog
“ Detalied assessment Final Assessment Quality assurance Decision

European Union Agency for Railways
Select Method

Fill-in the web form =

Import your initial Screen report

Figure 45: Select method
4.1.1. Online documents (Fill-in web forms)
By selecting “Fill-in the web form”, a page similar to the one in Figure 46 is displayed.

$-20221121-001

pplicant Test Rail | Appiication type: New single safety certificate | Submitied on- 21/11/2022 02:49 PM | Created by OSS Test | Modified on’ 22/11/2022 10:08 AM tact person’ OSS Test | Issuing authority. European Union Agency for
Railways | Appiication status. Completeness check
020 — = —
=®e H—
=  —
=) » —
Application Application issues Project team Dashboard Assessment Library Event Log
[ emesee Detated assessment Final Assessment Qualiy assurance Decision

European Union Agency for Rallways

nitial screen

Table 1: Summary of initial screen

Figure 46: Example of a web form report

The web forms consist of user interface elements by which the user records the appropriate information for
creating a report, such as:

= Text box areas, to type in text;
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= Multiple selection radio buttons, to select one of the possible values (e.g. Yes/No);

=  Picklists, or drop-down menus, to select one of the possible values;

=  Buttons to import information from other pages (e.g. to add application issues);

=  Buttons to attach documents.
With this method, the user creates the report online, and has the option to save the current work and return
at a later point in time to continue. The “save” option can be found at the bottom of the web from page,
similarly to what is displayed in Figure 47.

Table 2: Outstanding issues

None

[ e 8
Table 3: Summary conclusions

Conclusion and justification:

Name and surname Date:

| + SIGN AND SUBMIT ‘

Figure 47: Sign/submit and save options for a web form report

While in draft status, only the users themselves and the users with the same role can edit the report
information. Once the drafting of the report is completed, the user may select to submit it, so it is finalised
and can become available to the other assessment team members. Once a report is signed and submitted,
its information cannot be amended anymore, unless a user with the appropriate access rights requests for
its update.

The option to sign and submit can be found at the bottom of the web from page, similarly to what is displayed
in Figure 47. Once this option is selected, a page similar to the one in Figure 48 is displayed.
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Sign and submit

Select the language of your document(s): v | o

Initial screen report

Step 1 (optional): Create a PDF version of your document| Download document

Step 2 (optional): Sign your document offline, either electronically or physically.

Step 3: Upload your (signed) document:

f

[ .. OR &  Choose file(s)...

Drop your file(s) here or click the button to browse

File upload rules

+ Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, jpeq, jpa, zip, xIsx, wmv, rar, rif, fodp, fods, png, fodt
docx, pptx, mpd, txt, fiv, pdf, ppt, doc, odp, xis, odt, ods.
« Maximum file size 2048MB

o= -

Figure 48: Download and submit a web form report

To proceed the user must:

1. Select the language in which the report should be created. This has an effect on the pre-defined text
(i.e. labels) of the report, and not on the information that the user has typed in.
2. Select to download the automatically created file. This action will download a PDF version of the
report on the user’s device. Locate the document and either:
a. Openiit, sign it electronically and save it, OR
b. Openit, printit, apply a hand-written signature, and scan it.
3. Choose the signed document and upload it.
4. Select “Submit”.

Once the report is submitted, the name and surname of the user who submitted the report are displayed at
the bottom of the page, as well as the submission date, similarly to Figure 49.

Table 3: Summary conclusions

Yes Mo

Conclusion and justification:

Figure 49: Web form submission confirmation
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4.1.2.  Offline documents (Import files)

The second option for drafting and submitting a report consists of preparing the document(s) offline and
uploading them on to the system. From a page similar to the one in Figure 45, and by selecting the “Import”
option, a page similar to the one in is displayed.

.S.-.20221121-001

1 Test Rail | Apphcation type: New single safety centificate | Submitted on 21/11/2022 02:49 PM | Crealed by, OSS Test | Modified on 2211172022 10:08 AM tact person. OSS Test | Issuing authonty. Eurcpean Union Agency for
Radlways | App s Comphetaness chack

Import initial screen report
Attachments

Hame and sumame

Figure 50: Import offline prepared report
To proceed, the user may:

1. Attach the offline prepared report.
2. Attach any other relevant documents.
3. Select to submit the report.

Once the report is submitted, the name and surname of the user who submitted the report are displayed at
the bottom of the page, as well as the submission date, similarly to Figure 49.

4.2, Tasks for Program Managers (PgM)
4.2.1.  Assign team

The Programme Manager (PgM) is responsible to assign the assessment team of their organisation, either as
AE or as an NSA. Initially the PgM receives a notification of the new application. At the same time, a Task is
created and displayed in “My Work” section. Following any navigation path, the PgM must arrive to the
“Project team” page (Figure 51) and assign the team members for the application. Later on, through the same
page, it is possible to update/change an already assigned team. The specific roles to assign are Project
Manager (PM), Assessor (AS), Assuror (AR), Decision Maker (DM), Observer (OB).
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$-20221121-001

Applicant: Test Rail | Application type: New single safety certificate | Submitted on- 21/11/2022 02:48 PM | Created by- 0SS Test | Modified on” 22111/2022 10:08 AM | Contact person: 08§ Test | Issuing authority: European Union Agency for
Railways | Appiication stalus’ Completeness check

=.= —_—— - —

Application Application issues Project team Dashboard Assessment Library Event Log

Issuing authority : European Union Agency for Railways

& ERAPGMSSC & Agency PGM & Admin2P8 | & ERAEverything & ERAAgency | & ERAPGM2  § arhsallarhsall & ERAALL | & OssUser2d & Nikolaos Pappas
4 example 01 & Piotr CUKIERSKI & CharitaMartz & Oss User26

& ERAAgency x

& ERA Agnrl\%y‘ x

Figure 51: Project team page

To achieve the assignment, the PgM selects the users for each one of the roles from the dropdown lists
available to each one of the sections of the Project team page. The PgM must ensure at least one Project
Manager (PM), one Assessor (AS), one Assuror (AR) and a Decision Maker (DM) are assigned, and selects

“Save” at the bottom of the page. A user may be assigned in more than one roles. The system displays a
message that the form is saved.

In the cases where ERA is the Issuing Authority, the NSA PgM must additionally assign the Assessor(s) of their
Member State. If the Issuing Authority is one of the NSAs, the assignment of all the roles is made only by the

NSA PgM. The ERA-PgM and NSA-PgM have access to view all other application information in a read only
mode.

If there is unsaved information when trying to navigate away from the page, a warning message is displayed,
as shown in Figure 52.

o Confirm

You are about to lose your unsaved changes!

Do you want to continue?

No

Figure 52: Warning message about unsaved information

After the assignment, all involved members of the assessment team receive a notification about their
assighment.

Exceptionally, in TA, the NSA PgMs receive the notification of the submission of application, but only assign
the role of Observer to their team. There are no Assessors, Assurors and Project Managers for the NSAs.

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex 29/96
Tel. +33 (0)327 09 65 00 | era.europa.eu



EUROPEAN UNION AGENCY FOR RAILWAYS User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

T-20221124-003
Applicant: Test Rail | Submitted on: 24/11/2022 02:19 PM | Created by: 0SS Test | Modified on: 24/11/2022 02:19 PM | Contact person: 0SS Test | Application status: Submitted

A & E » E E

& Actions

Application Application issues Project team Dashboard Assessment Library Event Log
ISSUING AUTHORITY
Programme & Agency PGM | & AdminzP8 | & ERAEverything | & ERTMS Second Test | & ERAAgency | & ERAPGM2 | & arhsall arhsall

Manager(s)
& Martin Luther King & ERAALL & OssUser2d & Nikolaos Pappas & example 01 & CC.OSS.UM.03 pgm & Charita Martz

& ertms agency test | & Oss User26
Project manager(s)
Agency Assessor(s)

Quality assurance
manager(s)

Decision maker(s)

"ERTMS Assesment teams

Denmark

NSA Programme & DKALL
Manager(s)

NSA Observers

Figure 53: Programme Manager TA roles

4.3. Tasks for Project Managers (PM)
4.3.1.  Submit Final Assessment (SSC)

The Project Manager (PM) is responsible for submitting the Final Assessment report. Initially the PM receives
a notification of the new application assignment. At the same time, the Task about the submission of the
reports has been opened in “My Work” section as shown in Figure 24. An alternative navigation path to the
report page is through “Assessment” tab.

In that page, the PM can edit the “Final Assessment”, the “Cover Letter”, and the “Single Safety Certificate”
(SSC), if one is to be issued.

In the “Final assessment tab”, the PM fills in all radio buttons with “Yes/No and N/A”. The “Cover letter” is
already filled in, although it is editable. He/She can also, upload/ attach any files needed for the report by
clicking the “Attach files” button and after by selecting the “+” button. If the user leaves empty required
fields, then the system allows him to click only on “Save” button. The submission is not possible. If the PM
selects to Submit the Final Assessment report no other changes can be made.
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$-20221122-001

Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 22/11/2022 11:54 AM | Created by: OSS Test | Modified on: 22/11/2022 11:56 AM | Contact person: 0SS Test | Issuing authority: -
European Union Agency for Railways | Application status: Submitted

A ¥ D[ = | B =

Application Application issues Project team Dashboard

Assessment Library Event Log

B Initial screen Detalled assessment Final Assessment Quality assurance Decision

Final Assessment

Summary of the assessment

Table 1: Clarity of the assessment reports

11 Al relevant assessment reports have been duly completed for the initial screen part

@ ves O No
12 All relevant assessment reports have been duly completed for the detailed assessment part @ Yes ONa
13 All recommendations / opinions provided in the assessment reports are clear and unequivocal ® ves ONo

Additional information:

Figure 54: Final Assessment report

If the PM selects to insert any application issues in table 3 (Figure 55), then the system will display a list of
the issues form the issues log, and allow for selecting any of them, as shown in and Figure 56.

Table 3: Outstanding issues

None

Table 4: Coordination between the relevant authorities

41 The outcome of the assessment has been agreed between the relevant authorities OvYes @ No
42 The operations to stations in neighbouring Member State(s) have been agreed with the relevant NSA(s) Oves ONo ® na
43

The restrictions or conditions of use ta be included in the single safety certificate have been agreed between the relevant authorities Oves ONo ®NA

44 The residual concems to be deferred for consideration during laler supervision have been agreed between the relevant authoriies Oves ONo ® /A
45 There is an agreement which NSA(s) will follow up completion of action plans established to address residual concems Oves ONe ® A
Additional information: R

Figure 55: Final Assessment report - Add issue from the issues log

The PM selects the application issue which should be added in the report and selects the “Add Issue(s)”
button.

Application issues
v Fterty | @ coumns
Showing 1 - 1 of 1 Issues
APPLICATION APPLICATION ISSUE TYPE CREATOR ASSIGNEE CREATED DUE DESCRIPTION ISSUE TITLE 1SSUE RESOLUTION SEsEELEl
-
$-20221122-001-
§-20221122-001 001 ERAALL 0SS Test 2211112022 Test description. Testlssue SSC
50 v issues per page ¢ pagetoft >
Cancel

Figure 56: Add issue from the issues log

If the PM wants to delete the uploaded issue, he/she can click on “Delete” button.

Table 2: Outstanding issues

Issue reference Issue type

_— erorin estons o condiions
5-20221122-001-001 . et fesue S50 "
Figure 57: Delete button
Then, the system displays the below confirmation message:
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o Confirm

The selected item will be deleted.

Are you sure you want to proceed?

Delete Cancel

Figure 58: Confirmation message for the deletion of an issue

If the PM selects the “Yes” radio button in the option “Recommendation / 1.1 | recommend that the single
safety certificate is issued”, the system displays an extra tab except from the Final Assessment and the Cover
letter. This tab is the Single Safety Certificate (SSC) as shown in Figure 60.
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@ am

- ry v ERAALL oy

$-20221122-001

Applicant: Test Rail | Application type: New single safety certificate | Submitied on: 22/11/2022 11:54 AM | Greated by: 0SS Test | Modified on: 22/11/2022 04:00 PM | Contact person: 0SS Test | Issuing authority: European & Adions
Union Agency for Railways | Application status® Submitted

A

Application Application issues Project team Dashboard Assessment

Final Assessment Cove

Summary of the assessment

Table 1:

11

12

13

Clarity of the assessment reports
All relevant assessment reports have been duly completed for the initial screen part
All relevant assessment reports have been duly completed for the detailed assessment part

All recommendations / apinions provided in the assessment reports are clear and unequivocal

Additional information:

Table 2:
21
22
23
24

Conclusions from the assessment reports

The applicant has met all relevant safety management system requirements
The applicant has met all relevant requirements of notified national safely rules
There are identified restrictions/conditions of use to be included in the certificate

There are residual concems to be deferred for consideration during later supervision

Additional infermation:

Table 3: Outstanding issues

None

+ Addi

ue

Table 4: Coordination between the relevant authorities

41

42

43

44

45

The outcome of the assessment has been agreed between the relevant autho

es
The operations to stations in neighbouring Member State(s) have been agreed with the relevant NSA(s)

The restrictions or conditions of use 1o be included in the single safety centificate have been agreed between the relevant authorities.
The residual concerns 1o be deferred for consideration during later supervision have been agreed between the relevant authorities

There is an agreement which NSA(s) will follow up completion of action plans established to address residual concems

Additional information:

Recommendation

Table 1: Recommendation

11

| recommend that the single safely cerlificate is issued

111 I recommend to apply restrictions / conditions of use.

112 I recommend to defer issues for consideration during later supervision
| recommend ta reject the application

121 I confirm that the applicant has been informed of the severity of outstanding matters of non-compliance

122 | confim that the applicant has been given all reasonable inity to respond to the g matters of non-compliance

Conclusion and justification:

Name and surname:

+ SIGN AND SUBMIT m

By clicking si

v19.0b13

gn and submit you save all the tabs!
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Library

Quality assurance

Date:

—
—
—
—
Event Log

Decision

OYes ONo
OYes ONo
OYes ONo

OYes ONo
O Yes O No
O Yes O No

O Yes ONo

QCYes ONo
Oes ONo O NA
Oves OnNo O NA
OYes ONo O nA

OYes One ONA

O TN
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Figure 59: Final assessment report SSC
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The Single Safety Certificate (SSC) is already filled in and there are some fields that allow for further editing

as shown in Figure 60.

Zig~  One-Stop Shop (0SS) TEST |aA@m . ...
Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management
§-20221122-001
Applicant- Test Rail | Application type: New single safety certificate | Submitted on: 2211112022 11:54 AM | Created by- 0SS Test | Modified on: 22/11/2022 04:00 PM | Contact person: 0SS Test | Issuing autharity: European o
Union Agency for Railways | Application status. Submitted
O.P — o —
LA - —
[ ] E "—
Application Application issues Project team Dashboard Assessment Library EventLog
Single Safety Certificate
Single Safety Certificate
This certificate confirms acceptance of the railway undertaking's safety management system (SMS), including the provisions adopted by the railway undertaking to meet specific requirements necessary for safe operation on the relevant
network(s), in conformity with Directive (EU) 2016/798 and applicable national legislation
1. Certificate Information
European Identfication Number
Type of the certificate Mew single safety centificate v
Previous certificate
Validity period * &
2. Railway undertaking
2.1 Legal denomination * Test Rai
2.2 Registration number * 123456789
ZERRI Ry 987654321
3. Safety Certification Body
3.1 Organisation European Union Agency for Railways
3 2 Member State N/A
4.Content of the certificate Edit mode
4.1 Type of operation Denmark  Passenger fransport (Excluding high speed services)
Definition of area text
4.2 Area of operation Denmark
4.3 Reslrictions and conditions of use Denmark
4.4 Applicable national legislation Denmark
4
4.5 Additional information Denmark
@ Attach file(s)
5. Issuing date and signature
Date: Name and surmame

+ SIGN AND SUBMIT m

By clicking sign and submit you save all the tabs!
v1.9.0b13
Figure 60: Final assessment report

For all the mandatory fields (with red asterisk) the system expects the user to enter a value, and in case that
any of them are not correctly filled by the user, the system identifies the field in error highlights it in red and
displays the red alert icon. If mandatory fields are left empty, the report can be saved but not submitted. To

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex
Tel. +33 (0)327 09 65 00 | era.europa.eu

34 /96



EUROPEAN UNION AGENCY FOR RAILWAYS User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

save the report, the PM selects the “Save” button as shown in Figure 94. In this case, the report can be further
updated.

To submit the report, the PM clicks on “Sign and Submit” button as shown in Figure 61.

+ SIGN AND SUBMIT

Figure 61: Sign & Submit button

If the PM clicks on “Sign and Submit” button, the system displays a pop-up window. The PM selects the
language in which the report is to be issued, as shown in Figure 107. After selecting the language, the PM
selects to download the report in order to print and sign it, selects to upload the signed copy of the report
by choosing a file or drag and drop. Finally, he/she selects to submit the report. The report is submitted, and
no other changes can be made.

A confirmation message is displayed upon successful submission. The system notifies the DM and all involved
members of the assessment team. The status of the application is changed to "Decision". The Final
Assessment report, the draft cover letter and the draft Single Safety certificate (if it is to be issued) are stored
in the decision folder of the library section of the application.

4.3.2.  Submit Recommendation and Draft Authorisation (VA)

The PM is responsible to recommend a decision and prepare an authorisation in VA cases. To do that, the
PM chooses to view an application, clicks on the tab “Assessment”, and then navigates to “Recommendation”
tab. The PM fills in all mandatory fields (with red asterisk) on the tabs “Recommendation” and
“Recommendation Cover Letter” and uploads/ attaches any files needed for the report by clicking the “Attach
files” button and after by selecting the “+” button. If the user leaves empty required fields, then the system
allows him to click only on “Save” button. The submission is not possible. The tabs “Authorisation report”
and “Authorisation Cover Letter” are editable by the PM, if he/she wants to add more information, only after
the submission of the Recommendation. After the submission of the Recommendation, the Task for the
submission of Authorisation Reports opens.
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ap

v ERAALL oy

V-20221122-003

Applicant. New rail | Application type: First authorisation | Submitied on. 22/11/2022 04:17 PM | Created by. 0SS Test | Modified on. 22/11/2022 04:18 PM | Contact person. 0SS Test | Issuing authonty. European Union % Adions

Agency for Railways | Application status: Submitted

A

Application issues

Project team
Detailed assessment

Completeness check

Recommendation Reco

Select Methad

Decision

Dashboard

*

Assessment

s

Library

Conclusion

Autharisation confirming the placing on the market of the vehicle and/or the vehicle type in conformity with Directive 787/2016/EL, other EU applicable legislation and applicable national legisiation

1. Authorising entity information

Authorising entity European Union Agency for Raitways

Application 1D V-20221122-003

2. Applicant for authorisation
Legal denomination *
Applicant's name

VAT No
3. Vahicle Type Authorisation

Autharisation case First authorisation

D * 1111111111

Name = Test type

Altemative name (when applicable)

Reason for the decision

‘ @ Attach file(s)

Coded restrictions *

Non-coded restrictions *
Conditions of use and other restrictions

Decision for the vehicle type authorisation *

Pre-reserved number(s)
Identification of the vehicle *
111

Coded restrictions

i Non-coded restrictions *
Conditions of use and other restrictions.

Decision for the vehicle authorisation for placing on
the market =

4. Other information

% Attach file(

Assignee:

v1.9.0-b13

Type 1111111111111 (First authorisation)

Vehicle type

Placing on the market of the vehicle

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex
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Figure 62: Recommendation-Authorisation reports

If the PM selects from the dropdown list, in the section “Decision for the vehicle authorisation for placing on
the market, the choice “Refused” or “Fundamentally Deficient”, the tabs “Authorisation report” and
“Authorisation Cover Letter” disappear.

For all the mandatory fields the system expects the user to enter a value, and in case that any of them are
not correctly filled by the user, the system identifies the field in error highlights it in red and displays the red
alert icon.

Coded restrictions *

A

Conditions of use and other Non-coded restrictions A *
restrictions

Figure 63: Alerts and fields in error

Completeness check Detailed assessment Recommendation Conclusion Decision

Recommendation Cover Letter

Details *

File Edit View Format Tools

I
i
ihl
{1
it

Paragraph B I

Figure 64: Recommendation Cover letter VA

If the PM clicks on “Submit Recommendation report” button, the system displays a pop-up window as shown
in Figure 112. The PM selects to download the report in order to print and sign it, selects to upload the signed
copy of the report by choosing a file or drag and drop. Finally, he/she selects to submit the report. The report
is submitted, and no other changes can be made.

4.3.3.  Request Appeal (VA)

Upon the completion of the VA application assessment, PM may request appeal of the application by clicking
the Actions button, as shown in Figure 65: Request Appeal and upon confirmation through a dialog window,
he/she may upload the necessary documents for the appeal, as show in Figure 66: Request Appeal document
upload.

& Actions
Close application

Request appeal

Y

Figure 65: Request Appeal
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Request for appeal

Show document descriptions

O s Appea 8

Figure 66: Request Appeal document upload

4.3.4.  Request Appeal termination (VA)
Upon the completion of the Appeal process, PM may request the termination of the appeal by clicking the
Actions button, as shown in Figure 67: Request Appeal termination
of Aclions

Close application

Request Termination of Appeal

Y

Figure 67: Request Appeal termination
4.3.5.  Submit Recommendation (TA)

The PM fills in all mandatory fields (with red asterisk) on the tabs “Recommendation” and “Cover Letter”. If
the PM leaves empty required fields, then the system allows him to click only on “Save” button. The
submission is not possible.

For all the mandatory fields the system expects the user to enter a value, and in case that any of them are
not correctly filled by the user, the system identifies the field in error highlights it in red and displays the red
alert icon as shown in

Status A * v

Figure 68: Alerts and fields in error

T-20221122-001
Applicant: Test Rail | Submitted on: 22/11/2022 04:43 PM | Created by: 0SS Test | Modified on: 22/11/2022 04:50 PM | Contact person: 0SS Test | Application status: Submitted

A - = * i=

Application Application issues Project team Dashboard Assessment Library Event Log

Praliniasy vericationofcompleteass B i m Ep— Deccon

Recommendation

Applicant's information
Legal denomination * Test Rail Phone * +30897TTTTTTT
Acronym TR Email * osstestera@hotmail com

Street address * Street 1 Fax

Figure 69: TA Recommendation report
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If the PM selects the “Positive” or “Negative” choices from the dropdown list in the field “Status”, the
Recommendation form is the same as in shown in Figure 69.

In case that the choice is “Positive with conditions”, from the dropdown list, the system displays another field
“Conditions” which is mandatory. He/She can add more condition fields by clicking on “+” button as shown
in Figure 70.

Decision

Status * Positive with conditions v

Positive
Justifications and conditions

Negative L

@ Attach file(s)

Figure 70: Recommendation report in TA

He/She can also, upload/ attach any files needed for the report by clicking the “Attach files” button and after
by selecting the “+” button.

Such action displays the Add file(s) page, shown in Figure 90. Please note that the system accepts as valid
uploads the ones described in the File upload rules.

When selecting "Add file(s)" the file(s) selected by the user are uploaded and if successful the messaged
displayed in Figure 92 is shown.

The PM clicks on check box and after on “Attach files” button.

Preliminary verification of completeness Detailed verification of completeness Recommendation Quality assurance report Decision

Paragraph B I

Figure 71: Cover letter in Recommendation report

To save the report, the PM clicks on “Save” button. In this case, he/she can further update the report.
If there is unsaved information, a warning message is displayed as shown in Figure 95.

If the PM clicks on “Submit” button, the system displays a pop-up window as shown in Figure 112. The PM
selects to download the report in order to print and sign it, selects to upload the signed copy of the report
by choosing a file or drag and drop. Finally, he/she selects to submit the report. The report is submitted, and
no other changes can be made. After the submission, the status of the application is changed to “Decision”.

4.3.6.  Send acknowledgement of completeness

When the Project Manager (PM) ensures that all authorities have declared the Initial Screen or Completeness
Check reports as complete, and within one month after the start of assessment, it is required to acknowledge
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completeness to the applicant. The scope of this task is to inform the applicant that the application is
complete and that the assessment has started.

To perform the action, the PM selects to “View” the application, navigates to “Actions” button and selects
the “Send Acknowledgement of Completeness” option as shown in Figure 72. Then the system displays a
pop-up window “Send Acknowledgement of Completeness”, and upon confirmation, the acknowledgement
action is complete.

$-20221122-001
Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 22/11/2022 11:54 AM | Created by: OSS Test | Modified on: 22/11/2022 04:11 PM | Contact person: OSS Test | Issuing authofty

European Union Agency for Railways | Application status: Decision

A - - o

Application Application issues Project team Dashboard Assessment Library E -

Close application

Send acknowledgment of completeness

b

Figure 72: Send acknowledge of completeness

Following the action by the PM, the applicant and the assessment team are notified about the
acknowledgement of completeness, and the application status changes to “Assessment”. Finally, for VA
applications, a pdf is generated in the Library under the “Formal Communication” folder, which is visible to

all users.

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work

A A %

Application issues Notifications

T Filter by m Columnsz

Showing 1 - 10 of 10 Notifications

) APPLICATION CREATION DATE READ DATE SUBJECT

O select all visible

5-20221122-001 P The ccrppleteness of the application $-20221122-001 submitted by
Test Rail has been acknowledged.

Figure 73: Notification message

4.3.7.  Request update of reports

During the review of the Initial Screen (Completeness check for VA) and Detailed Assessment reports for SSC
and VA and Initial-Detailed Completeness verification for TA, the PM may conclude that the reports must be
updated by the AS. In this case, the PM can request the updates of the reports.

Specifically, the PM selects to “View” the application and clicks on “Assessment” tab and then on Initial
Screen and/or Detailed Assessment reports. The PM selects the “Request update” button as shown in Figure
74. Following this action, the system notifies the related Assessor of this request. The relevant task is open
for the Assessor in order to re-submit the report.

# Request update

Figure 74: Request update
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4.3.8. Request Review termination

Upon a Request for Review submission for the applicant, PM receives the relevant notification.

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

v

Tasks Application issues Notifications

Showing 1 %rm' 10877 Nolifications

] APPLICATION READ DATE SUBJECT

O Select all visible

Figure 75: Request Review notification

After the necessary actions for the requested review, the Project Manager may terminate the review or send
a new acknowledgment of completeness by clicking on the Actions button, as shown in Figure 76: Terminate
review of application.

ilways | [kﬁf Acticns

Close application

Terminate review

| Send acknowledgment of completeness

Figure 76: Terminate review of application

4.3.9.  Close application

The Project Manager can proceed in normal closure of application or after a termination request by the
applicant. In both cases the “Task” for the closure of application, opens in “My Work” section (Figure 24).
Alternatively, the PM selects to “View” the application, navigates to “Actions” button, as shown in Figure 72,
and selects the “Close application” option. The system displays a page similar to the one in Figure 77.
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o Close application

Show document
descriptions

Project team
Dashboard
Warnings

Events log

Financial documents
Lessons Learned

Other management documents

0000000
L L L L L L

gododon

No

)
wn

Figure 77: Close application pop-up window

The PM may provide/upload the corresponding documents in the Library (Figure 78), for the closure of
application justifying the reason. After confirmation, the application has status “Closed” and no one can
update it.

o Close application

Show document
descriptions

Project team
Dashboard
Warnings
Events log

Financial documents

@ sample2 pdf

Lessons Learned

Other management documents

Figure 78: Close application adding a file
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The dashboard is the main tool for managing and communicating the important dates (milestones) of each
application, as well as the application status. The application status is calculated automatically based on the

actions made by the PM.

The PM has the option to update the planned dates of pre-existing milestones at will. This could be useful in
cases when the calculated dates do not fit the project plan anymore. The PM can update the planned date

of a pre-defined milestone as shown in Figure 79.

$-20221122-001

Applicant: Test Rall | Applicatin type: New single safety certificate | Submitted on: 22/11/2022 11:54 AM | Created by: OSS Test | Modified on: 22/11/2022 08:08 PM | Contact person: 0SS Test | Issuing authority

European Union Agency for Railways | Application status: Decision

7\ - = -

Application Application issues Project team Dashboard Assessment

SUBMISSION DATE Start of the assessment
22/11/2022
* Team assignment
CURRENT STATUS
Decision e
Denmark
DECISION (ESTIMATE)
22/03/2023 European Union Agency for Railways

Kick-off meeting

Library

Date

23/11/2022

Planned date
3001172022
Planned date

30/11/2022 £

1112022

[v]x

Planned date

Figure 79: Pre-defined milestone screen

Event Log

Actual date
2211172022

Actual date

2211112022

Actual date

The PM also has the option to create custom milestones, by selecting to navigate to the “Dashboard” tab.
Following that, the PM must select the “Create milestone” option as shown in Figure 80.

4+ Create Milestone

Figure 80: Create Milestone button

For adding a new milestone, the PM will define a name, the planned date, the actual date (optionally), and if

the Applicant can view this milestone or not (Figure 81).
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Create Milestone

Name *

Details

Planned date

Actual date 5]

Visible to applicant. Yes No

Cancel

Figure 81: Create milestone form

The PM selects “Save”. A confirmation message upon successful saving is displayed and a notification is sent
to the applicant and the assessment team, informing them of this new milestone.

4.3.11. Extend timeframe

The PM may want to proceed in the extension of the timeframe of an assessment timeline. To achieve that,
the PM selects to navigate to the “Dashboard” tab of an application that is not in status “completed/closed”.
Then, the PM selects from the “Actions” button, as shown in Figure 82 the option “Extend timeframe”.

$-20221122-001

Applicant: Test Rall | Application type: New single safety certificate | Submitied on: 2211112022 11:54 AM | Created by: OSS Test | Modified on' 2211112022 06:08 PM | Contact person: OSS Test | Issuing authority o
European Union Agency for Railways | Appiication siatus: Decision
Close application
() = = m—
al®s = B Extend timeframe of the assessment
= =  — )
Application Application issues Project team Dashboard Assessment Library Event Log
SUBMISSION DATE Start of the a Date
22/11/2022
« Team assignment Planned date Actual date
CURRENT STATUS
Decision Authority Planned date Actual date
enmark 2 @
DECISION (ESTIMATE)
European Union Agency for Railways 301172022 £ 2211112022
22/03/2023

Figure 82: Extend timeframe

The PM provides all relevant information and ensures all mandatory information is filled in a pop up window
similar to the one in Figure 83. The PM must define:

- The number of days/weeks/months of the extension, in the field “Start”.

- The option to count the period in days/weeks/months, in the second field.
- Any justification by importing issues in the field “Justification” (optional).
- Any additional comment, in the last field (optional).
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r— -———— — —— - —
Extensions of the timeframe of the assessment

Agreed timeframe to provide Updated estimated date for

Related issues Justification
infoermation taking the decision

Days

The form is invalid cannot be submitted

Cancel

Figure 83: Extensions of the timeframe of the assessment form

The PM selects “Save”. After that, a confirmation message is displayed, and a notification is sent to the
Applicant and the assessment team for the extension of the timeframe.

44. Tasks for Assessors (AS)

An assessor (AS) performs the assessment of an application file. Their main responsibility is to submit the
“Initial Screen/Completeness check and Detailed Assessment” reports for SSC and VA Applications and to
submit the “Initial Completeness Verification and Detailed Completeness Verification” for TA. Initially the AS
receives a notification on allocation to the application. At the same time, the task about the submission of
the reports has been created in “My Work” section as shown in Figure 24. An alternative way to navigate to
the related page of the reports is through the “Assessment” tab.

4.4.1.  Submit Initial Screen report (SSC)

The first choice to be made is about the work method (i.e. online vs offline), as in Figure 45. In case the offline
(import) method is selected, see guidelines in section 4.1.2.

In case the online (fill in the web form) option is selected, the system displays a screen similar to the one in
Figure 84.
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$-20221123-001

Applicant: Test Rail | Applicalion type: New single safety certificate | Submitied on' 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on' 23/11/2022 10:32 AM | Contact person: OS$ Test | Issuing authority: European Union Agency for

Railways | Application status: Submitted

ERTMS Trackside Approvals
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F P ;m v ERAALL By

@ actions

— - —
- —
- —
= - —
Application issues Project team Library EventLog
European Union Agency for Railways
Selecl Meihod
Initial screen
Table 1: Summary of initial screen
11 The application file contains decumentary evidence required by ihe legislation {Annex | of Commission Implementing Regulation (EU) 2018/763 establishing praclical arrangements for issuing single safety ceriificales) or needed fo be processed effectively, including:
111 Description of the safely management system Oes ONo ONA
112  Other documents demanstrating compliance with requirements set out in Art 10(3)(a) of Railway Safety Directive Oves ONo ONA
113 Demanstration of how he safety management system addresses the requirements aid down in the relevant national rules. Oves Ono O NiA
114 INOMAtion Cross-referencing the Safety MANAGEMENt SySIEm agaimst Annex | of CSM on safety Management system requirements Oves Ono Ona
115 Information cross-referencing the safely management syslem agains! the requirements of the TSI relating 10 the operation and rafic Management subsystem Oves ONo OWA
116  Information cross-referencing the safefy management syslem against the requirements faid down in the relevant national rules O¥es ONo ONA
117 Cunent sialus of comective aciion plans established to resolve major nn-compliance identified during supervision activities O¥es C
118 Cunent stalus of comective action plans established lo resolve residual concerns from the previous assessment Oves C
12 The application file contains clearly identified evidence for type, extent and area of operation
13 The appiication fike s structured and internally cross-referenced Oves ONo
14 The content of the appiication e s CIEar and understandable: Oves ONo
15 The application file contains suicent evidence 10 carry oul the detailed assessment Oves ONo
Additional information:
Table 2: Outstanding issues
None
Table 3: Summary conclusions
31 This apphication file is considered 1o be complele for the purposes of the initial screen Oves ONo
32 | recommend ihe submission of the application file for detailed assessment Cves ONo
Gonclusion and justification:
% Attach file(s)
Date:

Name and surname:

v1.9.0-013

Figure 84: Initial Screen web form (SSC)

The AS works online to fill in the web form with the appropriate information.

The Assessor may add an existing issue from the issue log in the assessment form by clicking the “Add Issue”

button as shown in Figure 85.

Table 2: Outstanding issues

None

+ Addissue

Figure 85: Initial Screen - Add issue from the issues log

The issues appearing are issues created by the Assessor belonging to the same organization.
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Application issues

Showing 1- 1 of 11ssues

APPLICATION APPLICATION ISSUE TYPE CREATOR ASSIGNEE DUE DESCRIPTION ISSUE TITLE ISSUE RESOLUTION st
-

so0zatiza.0 | S 20RAMIZ001 ERAALL 0SS Test 2311112022 This Is the [ssue New lssue
001 description.

50 v issues per pags < page1of 1 >

Cancel

Figure 86: Add issue from the issues log

The Assessor selects the issue, which will be added in the report, and selects the “Add Issue(s)” button.

If the Assessor wants to delete the uploaded issue, he/she can click on “Delete” button.

Figure 87: Delete button

Then, the system displays the below confirmation message:

o Confirm

The selected item will be deleted.

Are you sure you want to proceed?

Cancel

Figure 88: Confirmation message for the deletion of an issue

Also, the Assessor can upload/ attach any files needed for the report by clicking on the second “Attach files”
button and after by selecting the “+” button. The system displays the below screen:
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Attach file(s)

Q@ E=: Assessmentfie
& B Assessmentreports
@ s iniial screen report(s)
& s satety certification body
& s penmark
@ B Detailed assessment report(s)
& B satety certification boay
Q@ s Denmark &
@ = Quaiity assurance report
Q
o

Q B 5-20221123-001-001

B Decision

B Issues log

[3) Application Issue §-20221123-001-001.paf

= Coordination process

@ = Formal communication
[ Acknowledgment of Receipt paf

Bs Management

Q@ B Pojectteam

Gancel

E 00 .00/ ooooppoopDon

Figure 89: Attach files by clicking on the second “Attach files” button

Such action displays the Add file(s) page, shown in Figure 90. Please note that the system accepts as valid
uploads the ones described in the File upload rules.

Add file(s)

File upload rules

= Supported file extensions: msq, tiff, bmp, eml, gif, avi, mov, jpeqg, jpag, zip, xIsx, wmv, rar, rif, fodp, fods, png, fodt,
docx, pptx, mp4, txt, fiv, pdf, ppt, doc, odp, xIs, odt, ods.
» Maximum file size 2048MB

i »

[ T ..] OR &  Choose file(s)...

Drop your file(s) here or click the button fo browse

File

Add file(s) Cancel

Figure 90: Add file(s)
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Add file(s)

File upload rules

G5 Open x L ipeg, jpa, zip, xlsx, wm, rar, rif, fodp, fods, png, fodt,

« R <« ERA ... » MNew applicat... v O Search New application pel

Organize Mew folder = M @

! This PC ~ [ Name Date modified

) 3D Objects [ (4] sample pdf 26-Oct-22 14:54
I Desktop sample2 pdf 26-0ct-22 1454 - T
Documents sampled.pdf 26-Oct-22 14:54
< Downloads

b Music

[=] Pictures

B videos

ﬁ Windows (C:)

= projectlib (\\fs-c v ¢ Add file(s) Cancel

File name: | sample. pdf v| AFies

| Open | |

Figure 91: Choose file(s)

Add file(s)

File upload rules

« Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, jpeg, jpg, Zip, xisx, wmv, rar, rif, fodp, fods, png, fodt,
docx, pptx, mp4, txt, flv, pdf, ppt. doc, odp, xis, odt, ods.
« Maximum file size 2048MB

Files uploaded successfully

File

(v 4 sample._pdf

Close

Figure 92: Successful upload

When selecting "Add file(s)" the file(s) selected by the user are uploaded and if successful the message
displayed in Figure 92 is shown and the relevant file(s) appears in the relevant folder of Library, as shown in
Figure 93.

The Assessor clicks on check box and after on “Attach files” button in order to attach the files in the report.
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Attach file(s)

o Bs. Mapping tables
@ = SMSand TSI OPE

[2) 5Ms and TSI OPE part.paf D&
@ k= Denmark
@ National part NSA (NSA DK).pdf O 3 -
Q@ s Assessmentfile
® PBs Assessment reports
o b Initial screen report(s)
& Bs safety certification body
[2) sample.par mES n§
& B penmark
@ PBs Detailed assessment report(s)
& P= safety certification body
& PBs Denmak
o B Quality assurance report
=) -

Figure 93: Attach file-check box

To save the report, the Assessor clicks on “Save” button.
Save

Figure 94: Save button

If there is unsaved information a warning message is displayed to the user about loss of unsaved information.

o Confin%

You are about to lose your unsaved changes!

Do you want to continue?

Figure 95: Warning message about unsaved information

To submit the report, the Assessor clicks on “Sign & Submit Initial screen report” button.

+ SIGN AND SUBMIT

Figure 96: Sign & Submit Initial screen report

If the Assessor selects “Sign & Submit Initial screen report” button, the system displays a pop-up window as
shown in Figure 97. The Assessor selects the language in which the certificate is to be issued. After selecting
language, the Assessor selects to download the report in order to print and sign it, selects to upload the
signed copy of the report by choosing a file or drag and drop. Finally, he/she selects to submit the report.
Then, a confirmation message is displayed upon successful submission. The system appends a new version
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to the Initial assessment report, stores it as part of the application information and notifies the PM and AR
about the Initial Assessment report. The report is submitted, and no other changes can be made.

If the user before submitting, clicks on “Unlock application, he/she can update the report and change the
inserted information.

Sign and submit

Select the language of your document(s): | English v]

Initial screen report

Step 1 (optional): Create a PDF version of your[gocument: Download document

Step 2 (optional): Sign your document offline, either electronically or physically.

Step 3: Upload your (signed) document:

1

Drop your file(s) here or click the button to
browse

OR = Choose file(s)...

File

File upload rules

+ Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, Jpeg, jpg, zip, xIsx, wmv, rar, rif, fodp, fods, png,
fodt, docx, pptx, mp4, txt, flv, pdf, ppt, doc, odp, xIs, odt, ods.
s Maximum file size 2048MB

Figure 97: Sign and Submit pop-up window

The report is submitted, and no other changes can be made.

If “Save” button is used, the System saves as draft all information introduced and displays warnings where
mandatory fields are not filled. If no warnings are found, then the system stores the report.

If the user selects to “Import Initial Screen file” in the Initial Screen report, the system displays the below:
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One-Stop Shop (0SS) TEST BEa@ ...,

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221123-001
Applicant: Test Rail | Application type: New single safety certificate | Submiled on: 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on' 23/11/2022 10:56 AM | Contact person: 0SS Test | Issuing authority: European Union Agency for L
Railways | Application status: Submitted

... — o —
LA |  —

- —
Application Application issues Project team Dashboard Assessment Library Event Log

“ Desiled assessment Final Assessment Quality assurance Derision

European Union Agency for Railways

Select Metnod
Import initial screen report
Jpload here your file

% Aftach fie(s)

Attachments

Optionally attach any ather felevant documents

% Altach file(s)

Name and surname: Date:

Figure 98: Import Initial Screen file

If the user selects to “Import initial screen file”, the system allows to upload the offline prepared and signed
copy of the report by clicking on the first “Attach files” button. Then the button “Sign and Submit” becomes
active. Additionally, if the user selects to import initial screen file, he/she can navigate to attachments section
(Library) and upload all necessary documents by clicking on the second “Attach files” button. After the
uploading the Assessor can select the button “Sign and submit Initial screen report”.

4.4.2.  Submit Detailed Assessment report (SSC)

One-Stop Shop (0SS) TEST BEa@E ...,

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221123-001
Applicant: Test Rail | Application type: New single safety certificate | Submitled on: 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on 23/11/12022 10:56 AM | Contact person: 0SS Test | Issuing authority: European Union Agency for «
Railways | Application status: Submitted

S0% — =
L . - —
- =
Application Application issues Project team Dashboard Assessment Library Event Log

Initel screen [ p— Final Assessment Quality assurance Decision

European Union Agency for Railways
Select Method

Fill-in the web form

Use the web form ta record the results of your deta

Import your assessment repert

Upload hefe your assessment report

V190013

Figure 99: Detailed assessment select method

If the user selects to “fill in the web form”, the system displays the below screen as shown in Figure 100.
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One-Stop Shop (0SS) TEST BEa@ ...,

W

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221123-001

Applicant Test Rail | Applicalion type: New single safety certificate | Submitied on' 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on' 23/11/2022 10:56 AM | Contact person: OSS Test | Issuing authority: European Union Agency for & achons
Railways | Application status: Submitted

oa® — - —

s 1 —

- —

Application Application issues Project team Dashboard Assessment Library Event Log

European Union Agency for Railways

Select Method
Detailed assessment

Table 1: Summary of detalied assessment

11 ANl relevant safety management system requirements have been met Oves ONo O NiA
12 Alrelevant requirements of the notified national rules have been met Oves ONo ONA
13 The residual concems from the previous . (if applicabie) h and addressed Oves ONo ONA
14 The non- i activities (if been recorded and addressed OYes ONo ONA
15 Aditional tssues identified during vists, Inspections and audits (it applicable) have been recorder and addressed Oves ONo O NiA

Additional information:

Table 2: Outstanding issues

Hone

Table 3: Summary conclusions
31 The application is complant with the relevant requirements. Oves ONo
32 I recommend that the single safely cerificate is issued Oves ONo

GConclusion and justification:

L & Attach file(s) I
Figure 100: Detailed Assessment web form report SSC

The Assessor (AS) selects the radio buttons (“Yes/No” or “N/A”).

The issues appearing are issues created by the Assessor belonging to the same organization.

Application issues
T Fiter by o Columns
Shawing 1 - 1 of 1 Issues
APPLICATION APPLICATION ISSUE TYPE CREATOR ASSIGNEE DUE DESCRIPTION ISSUE TITLE ISSUE RESOLUTION BESCkETON
-
s20zmiza0p | o o0RRTIZS00N ERAALL 0SS Test 231112022 This s the [ssue New Issue
001 description.
50 issues per page ¢ pagelail >
Cancel

Figure 101: Add issue from the issues log

The Assessor selects the Issue which will be added in the report and selects the “Add Issue(s)” button.

If the Assessor wants to delete the uploaded issue, he/she can click on “Delete” button.
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@]

Figure 102: Delete button

Then, the system displays the below confirmation message:

o Confirm

The selected item will be deleted.

Are you sure you want to proceed?

Figure 103: Confirmation message for the deletion of an issue

Also, the Assessor can upload/ attach any files needed for the report by clicking on the second “Attach files”
button and after by selecting the “+” button.

Attach file(s)

Q@ = Assessmentfie
Q@ B Assessment reports
@ B Iinitial screen report(s)
@ P sarety certification body
[3 sample par
Q 2= penmark

@ B Detailed assessment report(s)

@ B safety certification body
Q@ B Denmark

@ B Qualiy assurance report

B Decision

00
1

Issues log
O B s20221123001-001
[3) Application Issue S-20221123-001-001.paf
B Coordination process
P Formal communication

[B) Acknowledgment of Receipt pat

0,00 ;0000CDo0 | B0n

O 00

s Management

Figure 104: Attach files screen

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex 54 /96
Tel. +33 (0)327 09 65 00 | era.europa.eu



EUROPEAN UNION AGENCY FOR RAILWAYS

User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

Attach file(s)

Q = Assessmentfie
& B Assessmentreports
& s inital screen report(s)
@ 5 satey certilication body
[3) sample par
O 2= penmark
@ B Detailed assessment report(s)
@ = safety certification body
® B Denmark
@ B Quaity assurance report

I Decision

(< N<)

\r

Issues log
Q B 520221123-001-001
[} Application Issue §-20221123-001-001 paf

5 Goordination process

00

5 Formal communication
[ Acknowledgment of Receipt.pdf

Q@ PB= Management

f

D.bofDDoooDoD ;. boo

m Ganeel

The upload process is the same as described for the Initial screen for SSC.

Figure 105: Attach file-check box

To save the report, the Assessor selects the “Save” button as shown in Figure 94. In this case he/she can

further update the report.

If there is unsaved information a warning message is displayed to the user about loss of unsaved information,

as shown in Figure 95.

To submit the report, the assessor clicks on “Sign & Submit” button as shown in Figure 106.

+ SIGN AND SUEBMIT

Figure 106: Submit button

If the Assessor selects “Sign & Submit” button, the system displays a pop-up window. The Assessor selects
the language in which the certificate is to be issued, as shown in Figure 107. After selecting language, the
Assessor selects to download the report in order to print and sign it, selects to upload the signed copy of the
report by choosing a file or drag and drop. Finally, he/she selects to submit the report. A confirmation
message is displayed upon successful submission. The system appends a new version to the Detailed
assessment report, stores it as part of the application information and notifies the PM and AR about the
Detailed assessment report. The report is submitted, and no other changes can be made. If the user before
submitting, clicks on “Unlock application, he/she can update the report and change the inserted information.
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Sign and submit

Select the language of your documeni(s): |English v

Signed assessment report

Step 1 (optional): Create a PDF version of your document: Download document

Step 2 (optional): Sign your document offline, either electronically or physically.

Step 3: Upload your (signed) document:

4

[ ] OR %  Choose file(s)...

Drop your file(s) here or click the button to browse

File

File upload rules

» Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, jpeg, jpa, zip, xIsx, wmv, rar, rif, fodp, fods, png, fodt, docx,
pptx, mp4, txt, Tiv, pdf, ppt, doc, odp, xIs, odt, ods.
» Maximum file size 2048MB

Figure 107: Sign and Submit pop-up window

If the Assessor selects to “Import Detailed Assessment file” in the Detailed Assessment report, the system
displays the below:
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One-Stop Shop (0SS) TEST a8 vERAL &

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221123-001
Applicant: Test Rail | Application type: New single safety certificate | Submiled on: 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on' 23/11/2022 10:56 AM | Contact person: 0SS Test | Issuing authority: European Union Agency for L
Railways | Application status: Submitted

... — o —
LA |  —
= —
Application Application issues Project team Dashboard Assessment Library Event Log
Initiel screen Final Assessment Quality assurance Decision

European Union Agency for Railways

Select Memod

Import assessment report

Jpioad here your file.

Attachments

Optionally attach any ather felevant documents

Name and sumame: Date:

Figure 108: Import Detailed Assessment file

If the user selects to “Import Detailed Assessment file”, the system allows to upload the offline prepared and
signed copy of the report by clicking on the first “Attach files” button. Then the button “Sign and Submit”
becomes active. Additionally, if the user selects to import initial screen file, he/she can navigate to
attachments section (Library) and upload all necessary documents by clicking on the second “Attach files”
button. After the uploading the Assessor can select the button “Sign and Submit”.

Fora VA application, in case that the Authorisation case is “Conformity to type”, there is only the “Authorising
entity” tab.

For VA the AE and the National Part Completeness Check reports are the same.
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4.4.3.  Submit Completeness Check report (VA)

One-Stop Shop (0SS) TEST

W

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

V-20221122-003
Applicant: New rail | Application type: First authorisation | Submitted on: 22111/2022 04:17 PM | Created by: 0SS Test | Modified on' 231112022 12:55 PM | Contact person: 0SS Test | Issuing authority: European Union Agency for Railways | «

Application status: Completeness check

... — H—]
‘- =
= —

Dashboard Assessment Library Event Log

Application Application issues Project team

Completeness check Detailed assessment Recommendation

Authorising entity

Conclusion Decision

Select Method

Fill-in the web form

Use the web form ta fill in the Completeness Check

Import completeness check file

Upload here the filled-in copy of the completeness eheck in document format

V190013

Figure 109: Completeness Check VA

If the Assessor selects the Authorising entity tab and after selects to “fill in the web form”, the system displays
and allows for editing the Completeness check report of the application.

V-20221122-003
Applicant: New rail | Application type: First authorisation | Submitted on: 22/11/2022 04:17 PM | Created by: OSS Test | Modified on: 23/11/2022 12:55 PM | Contact person: OSS Test | Issuing authoriy: European Union Agency for Railways |

A - = o =

Application stalus: Completeness check

Application Application issues Project team Dashboard Assessment Library Event Log
Detailed assessment Recommendation Conclusion Decision
Authorising entity N
Ssiect Method

Part A: Completeness

of the submitted application in relaion 1o e relevant requiremeNts et ot in Annex | of the Commission Implementing At on Practical Arangements for vehicle authonisation as referred to in Article 21(3) of Directive (EU) 2016/797, together with the clarty ana

The compie

structure of provided evidence has been checked

Declaration

1 deciare hereby that the file is *
Comments

Name and surname Date

+ SIGN AND SUBMIT m

Figure 110: Completeness Check web form

The label “I declare hereby that the file is” is mandatory. The issues table appears only when completeness
list choice is “Incomplete” or “Fundamentally deficient” as shown in Figure 52. The issues appearing are issues
created by the Assessor belonging to the same organization. If the user selects to add an issue, the system

displays the issues list as shown in Figure 101.
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V-20221122-003

Appiicant: New rail | Application type: First authorisation | Submitied on: 22/11/2022 04:17 PM | Created by: 0SS Test | Modified on: 231172022 12:55 PM | Contact person: OSS Test | Issuing authority: European Union Agency for Railways | Application status
X

Completeness chec

Dashboard Assessment Library Event Lag

Detaited assessment Recommen: aton

Figure 111: Add issue from the issues log

If the user clicks on “Submit” button, a pop-up window is displayed requiring the Assessor to download the
report as shown in Figure 112. He/She selects to download the report in order to print and sign it and after,
selects to upload the signed copy of the report by choosing a file or drag and drop. After the submission, a
confirmation message is displayed upon successful submission. The system appends a new version to the
Completeness Check report, stores it as part of the application information and notifies the AE PM and AR
about the Initial Screen/Completeness check report.

The Assessor can also, select to “Import Completeness check file”, and attach files in order to upload the
offline prepared and signed copy of the report, by clicking on the “Attach files” button. Then, the button
“Submit” becomes active.
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Sign and submit

Completeness Check report

Step 1 (optional): Create a PDF version of your document: Download document

Step 2 (optional): Sign your document offline, either electronically or physically.

Step 3: Upload your (signed) decument:

s

[ ™ ..] OR &  Choose file(s)...

Drop your file(s) here or click the button to browse

File upload rules

« Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, jpeg, jpa, zip, xlsx, wmv, rar, rif, fodp, fods, png, fodt, docx, pptx, mp4, txt, flv, pdf, ppt,
doc, odp, xls, odt, ods.
« Maximum file size 2048MB

Figure 112: Sign and Submit pop-up window VA

V-20221122-003
Applicant: New rail | Application type: First authorisation | Submitted on- 22111/2022 04:17 PM | Created by: 0SS Test | Modified on- 23/11/2022 12:55 PM | Contact person: 0SS Test | Issuing authority: European Union of  Acions
Agency for Railways | Application status: Completeness check

A ¥ & * B =

Application Application issues Project team Dashboard Assessment Library Event Log

e S —— — = —

Authorising entity

Select Method

Import Completeness Check file
Upload here the filled-in copy of the completeness check in document format.

% Attach file(s)

| declare hereby that the file is *  Complete v

Name and surname Date

Figure 113: Import Completeness check VA

4.4.4.  Submit Detailed Assessment report (VA)

The VA Detailed Assessment Report is built per authorisation case and their combinations. Details Part(s) are
built for each section that appeared in the application for the Authorisation Details-Details part and for the
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Agency or the involved NSAs that are present in each Authorisation Details -details part-similar to how the
Mapping tables were created.

Depending on the NSA(s) involved in the application, there is always an AE and NSA(s) Detailed Assessment
Reports.

If the Assessor selects to “Fill-in the web form” from the Select method, the system displays the below screen:
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Single Safety Ceriicates  Vehicle Authoris: ERTMS Trackside Approvals My Work  User Management

et Su0mimea o 055 Tast | Wodie0 on Z1VISI2 1255 PM| Corvact parsan O35 Test | Hsuing sty BUropasn Union Agency for Raitways L

#* B -
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Figure 114: Detailed Assessment report in VA

If the Assessor chooses “l recommend to refuse the authorisation” as shown in Figure 115, the system allows
him to add an issue for this application.

4) Results of the assessment

Ol recommend the authorisation to be issued in accordance with the application
Ol recommend the authorisation to be issued with variation(s) as compared to the application
| ®)| recommend to refuse the authorisation

Please provide reasens for the refusal and reference to the issues justifying the refusal:

Outstanding Issues

None

+ Addissue

Complementary documents

Upload here documents providing more information in relation with the assessment if necessary

% Altach file(s)

Figure 115: Detailed Assessment report VA

Also, the Assessor can upload/ attach any files needed for the report by clicking the “Attach files” button and
after by selecting the “+” button.

Attach file(s)

S e Show document descriptions

o B=. Application File
© I Application form
© I Documentation
O '-i Mapping tables
o B Authorising entity
@ Application mapping table.pdf @

Q& & Austia

@ Application mapping table.pdf
o B, Assessment file
O B= Assessment reports
o F.‘ Completeness check report(s)
& = Authorising entity
o B Austria

& = cConclusion report
- -

Cancel

Elnnnnn 0 g

Figure 116: Attach files

Such action displays the Add file(s) page, shown in Figure 90. Please note that the system accepts as valid
uploads the ones described in the File upload rules.

When selecting "Add file(s)" the file(s) selected by the user are uploaded and if successful the message
displayed in Figure 92 is shown and the relevant file(s) appears in the relevant folder of Library.
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The Assessor can also, select to “Import detailed assessment file”, and attach files in order to upload the
offline prepared and signed copy of the report, by clicking on the “Attach files” button. Then, the button

“Sign & Submit” becomes active.

V-20221122-003

Applicant: New rail | Application type: First authorisation | Submitted on: 22/11/2022 04:17 PM | Created by: 0SS Test | Modified on: 23/11/2022 o Actions
12:55 PM | Contact person: OSS Test | Issuing authority: European Union Agency for Railways | Application status: Completeness check

2 A & & %

Application Application Project team Dashboard Assessment
issues

Completeness check Detailed assessment Recommendation

Authoerising entity Austria

Select Method
Import Detailed Assessment file

Upload here the filled-in copy of the Detailed Assessment in document format

Q Attach file(s)

Name and surname:

0
[ ] o —
EY W
L]
Library EventLog
Conclusion Decision
Date:

Figure 117: Import detailed assessment file VA

4.4.5.  Submit Detailed Assessment report for Subsequent applications (VA)

When performing “Detailed assessment” in Conformity to type applications, it is possible to select the option

“Subsequent application”:
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A ¥ & » ® E

Application Application issues Project team Dashboard Assessment Library Event Log

Completeness check Detailed assessment Recommendation Conclusion Decision

Authorising entity

Seleci Method

Scope of the assessment

Scope of the assessment

Subsequent application @ Yes O No

Relevant issues related to vehicle(s) in conformity to Variant 1111111111
None

Assessment results Variant 1111111111

Results of the assessment [

3
Identification of the vehicle(s) to authorise EVN-A1111
France
Area of use to authorise
Non-coded restrictions N
Coded restrictions N

Summary of the assessments performed

Record of check for any relevant
informafion recorded pursuant to Article
8{2) of Regulation (EU) 2018/545

Signature and submission

Name and surname:

+ SIGN AND SUBMIT SAVE

Figure 118: Select Subsequent application

This selection must only be used to start a simplified process of assessment where only slight variations are
going to be introduced in the vehicle, with respect to an existing vehicle of reference already assessed. This

process will not require an in depth and thorough analysis, which should be needed to be done when
important variations are introduced in the vehicle,

When this option is selected, the Assessment results part of the report must also be described.
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4.4.6.  Submit preliminary verification of completeness report (TA)

T-20221122-001

Appiicant. Test Rail | Submitied on: 22/11/2022 04:43 PM | Crealed by OSS Test | Modified on. 23/11/2022 02:52 PM | Contact person. 0SS Test | Application stalus. Submitted
a8 — - —
= —
508 = —]
[ ) 5 - —
Appiication Application issues Project team Dashboard Assessment Library Event Log
Quaity a ' Deci

ion of completenass Re

Profiminary verification of completeness Detaik

Preliminary verification of completeness

Assignee: Date:

¥ Submit

Figure 119: Initial Completeness verification screen in TA

The Assessor may provide the information in the “Initial completeness verification” form. He/She can attach
files as described above.

4.4.7.  Submit detailed verification of completeness report (TA)

T-20221220-002 pr
Applicant: Test Rail | Submitted on. 2011212022 11:12 AM | Crealed by. OSS Test | Modified on: 2012/2022 11:13 AM | Contact person. 088 Test | Application status. Submitted

... — H—
LA F H—
5 - —

Assessment Library Event Log

Application Application issues Project team Dashboard

Preliminary verification of completeness Detailed verification of comploteness Recommendation Quality assurance mqu':l Decision

Detailed verification of completeness

s the application file complete?

Comments

% Attach file(s)
Date:

Name and surname:

+ Submit

Figure 120: Detailed Completeness verification screen in TA

For all the mandatory fields (with red asterisk) the system expects the user to enter a value, and in case that
any of them are not correctly filled by the user, the system identifies the field in error highlights it in red and
displays the red alert icon as shown in Figure 121.

Decision
Status A -~ v
) Positive
Justifications and conditions Positive with conditions
Negative
e

% Attach file(s)
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Figure 121: Alerts and fields in error

The Assessor may provide any comments for this report and he/she can also, upload/ attach any files needed
for the report by clicking the “Attach files” button and after by selecting the “+” button. The system displays
the “Library” and he/she can upload the files as shown in Figure 90, Figure 91 and Figure 92.

4.5. Tasks for Assurors (AR)

An Assuror is responsible for the quality review of the application assessment process. The Assuror has main
responsibility the submission of “Quality Assurance/Conclusion” report and the system displays the same
screen for SSC, VA and TA with the “Select Method (“Fill in the web form”, “Import Quality Assurance file”).

One-Stop Shop (0SS) TEST = a venaL 8

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221123-001
Applicant. Test Rail | Application type: New single safety certificate | Submiied on: 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on 23/11/12022 03:21 PM | Contact person: OSS Test | Issuing authority: European Union Agency for
Railways | Applicalion status: Submitted

[ -— —
A - - % =
Inital screen Detailed assessment Final Assessment m Decision
Select Method
Eill-in the web form
Import your quality assurance report
Uploat nere your quaiey assurance repor
Figure 122: Quality Assurance Select Method in SSC, VA and TA
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4.5.1.  Submit Quality Assurance report (SSC)

Veehicle Authorisati

ERTMS Tr:

$-20221123-001
Appiicant: Test Rail | Application type: New single safety cartficate | Submitted on 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on PM | C 035 Test|

Railways | Appicalion stalus: Submitted

:&%

Apphication Application issues Froject team Dashboard Assessment Library
Initial scroen Getailed sssassment Final Assossment Guality
Selec! Method
Summary of the quality assurance
Table 1: Receipt of application stage
11 The recelpt of application has been appropriaiely acknowiedged 1o the applicant
12 The starting date of the assessment has been setand o the app
13 The relevant resources have been allocated on e basis of their avallabilty and melr competence
‘Additional informatis
Table 2: Inftial screen stage
21 Alaspects of the appiication fil relevant for the nitil screen have been assessed

22 The one manth

5Cale 107 1N MAIal SCTeen Stage Nas been met

23 Anyextens

1S of the timeframe of the assessment have been agreed
24 Forany requests for further information made o the applicant
241 they have been made in understandable language
242 ey have acdressed lems NECESSATY 10 SUPPOTT the assessment
243 the time limils set for providing required information were proportionate
25 Allmatlers of non-compliance relevant for il screen have been documented and reflected adequately In the (inal) assessment report

Additional information:

Table 3: Detailed assessment stage

31 Alaspects of the application fl relevant 1o the detailed assessment have been assessed
32 The four monih limescale for the delalled assessment stage has been mel

33 Any extensions of the timelrame of the assessment have been agreed

34 Forany requests for furiher INormation made 1o the appicant

341 ey have been made in underslandable language
342 they have aodressed flems necessary to support the assessment
343 the time lmits set for providing required information were proportionate

35 For any visits and nspect

e ses of e railway ) BUs, INETE IS evidence mat
351 their objectives, scope, limeframes and the role assigned to each authority have been coordinated
352 the conclusions have been recorded In the audi report
36 Anymeelings held with the appiicant have been adequately recorded
37 Matiers of non-compliance relevan for delaied assessment Mave been documented and refiected adequately i the (Tnal) assessment report
Additional information:

Table 4: Decision making stage

a1 ‘The (final) assessment report reflects the assessment as a whole

42 The decision o ihe salely ceriificalion body Is documented) fair and consislent

43 Any residual concems for supervision are agreed and assigned 1o the compelent authorty
44 Any resiriclions or conditions of use have been agreed and recorded in the draf certficate

Adarional information:

Recommendation

Table 1: Recommendation
11 The safety assessment process has been camectly applied
12 Ther are fems fof Turmer mprovement

Conclusion and justification

®
Quality assurance
v SIGNAND SUBMIT
V190014

Figure 123: Quality Assurance web form
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Initially the Assuror receives a notification on allocation to the application. At the same time, the Task about
the submission of the reports has been opened in “My Work” section as shown in Figure 24.

An alternative way to submit the reports is through “Assessment” tab.

Initially the Assuror chooses to view an application and clicks on the tab “Assessment” and navigates to
“Quality Assurance/Conclusion” tab. He/She selects the “Yes”, “No”, “N/A” radio buttons and he/she can
upload/ attach any files needed for the report by clicking the “Attach files” button and after by selecting the
“+” button.

Attach files x
[3) PPTX testppix &
B T testixt &

2 Other o o
[) POF testpdt 3
[ PPTX testppix &
[ T testoat A
2 Mapping tables v v
2 SMS and TS| OPE part v o
[2) sMs and TSI OPE part pdf &
2 National part EL v o
[3) National part NSA (NSA EL) pdf &
2 Assessment File
Assessment reports n
Initial Screen report(s) [ +]
Agency B8
Greece B
Detailed assessment report(s) [+ ]
Agency v v n
[ Assessment report agency.pdf &
Greece [+ ]
—

Figure 124: Attach file(s)

Such action displays the Add file(s) page, shown in Figure 90. Please note that the system accepts as valid
uploads the ones described in the File upload rules.

When selecting "Add file(s)" the file(s) selected by the user are uploaded and if successful the messaged
displayed in Figure 92 is shown.

The Assuror selects on check box and after on “Attach files” button.
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Attach file(s)

& = Initial screen report(s)
@ B sarety certification bady
[3 sample.pat @
® P Denmark
@ PBs Detailed assessment report(s)
@ B satety certification body
Q = Denmark
@ = quality assurance report

Decision

(< N <)

=
s Issues log

& 2= s20221123-001-001

T

[2) Application Issue $-20221123-001-001.pdf

Coordination process

< <)

=
= Formal communication

@ Acknowledgment of Receipt. pdf

®© B management
& P Projectieam
O =

Dashboard

Attach file(s) Cancel

Do oofoopoonDon; oc
b b ’

Figure 125: Attach file-check box

If “Save” button is used, the System saves as draft all information introduced and displays warnings where
mandatory fields are not filled. If no warnings are found, then the system stores the report.

To save the report, the Assuror clicks on “Save” button (Figure 94). In this case he/she can further update the
report.

If there is unsaved information a warning message is displayed to the user about loss of unsaved information
as shown in Figure 95.

To submit the report, the Assuror clicks on “Sign and Submit Quality Assurance report” button as shown in

Figure 126.
+ SIGN AND s¥BMIT

Figure 126: Sign and submit Conclusion button

If the Assuror clicks on “Sign and Submit Quality Assurance report” button, the system displays a pop-up
window. The Assuror selects the language in which the certificate is to be issued, as shown in Figure 107.
After selecting language, the Assuror selects to download the report in order to print and sign it, selects to
upload the signed copy of the report by choosing a file or drag and drop. Finally, he/she selects to submit the
report. A confirmation message is displayed upon successful submission. The system appends a new version
to the Quality Assurance report, stores it as part of the application information and notifies the PM and AR
about the report. The report is submitted, and no other changes can be made. If the user before submitting,
clicks on “Unlock application, he/she can update the report and change the inserted information.

If the AR selects to “Import Quality Assurance file” in the Quality Assurance/Conclusion Screen report, the
system displays the below:
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$-20221123-001

Applicant: Test Rail | Application type: New single safety certificate | Submitted on: 23/11/2022 10:32 AM | Created by: 0SS Test | Modified on: 23/11/2022 03:21 PM | Contact person: 0SS Test | Issuing authority: European Union Agency for
Rallways | Application Status Submitted
... — o S—
‘- B =
B - —
Application Application issues Project team Dashboard Assessment Library Event Log
Select histnod
Import quality assurance report
o

Attachments

Quality assurance: Date::

Figure 127: Import Initial Screen file

If the Assuror selects to “Import Quality Assurance file”, the system allows to upload the offline prepared
and signed copy of the report by clicking on the first “Attach files” button. Then the button “Sign and Submit
Quality Assurance report” becomes active. Additionally, if the user selects to import Quality Assurance
report, he/she can navigate to attachments section (Library) and upload all necessary documents by clicking
on the second “Attach files” button. After the uploading the Assessor can select the button “Sign and Submit
Quality Assurance report”.

4.5.2.  Submit conclusion report (VA)

If the Assuror selects to “fill-in the web form”, the system displays the below screen:
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2-* One-Stop Shop (OSS) TEST aam ...

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

V-20221122-003
Applicant: New rail | Application type- First authorisation | Submitied on’ 2211112022 04:17 PM | Created by 0SS Test | Modified on- 23/11/2022 03:34 PM | Contact persan: OSS Test | Issuing authority: European Union Agency for Railways | o actors
Application stalus: Completeness check

[ ) _— - —

(1] —

= H—

Application Application issues Project team Dashboard Assessment Library Event Log

Completeness check Detailed ossessment Recommendation [ coomsen ] Decision

Select Method

Type 1111111111111 (First authorisation)

Details -~

Part A: Checks

# Aspect Decision Justification
1 The aiMlerent stages of the Process for Me assessment of the application Nave been comectly applied Oves Ono
@ Atach fie(s)
7 There is suflicient evidence to show that all relevant aspecis of the application have been assessed Oves ONo
% Altach file(s)

R Wiitten responses to ype 3 and 4 issues and requests for supplementary information have been received Oves Ono
from the applicant -

% Alfach fie(s)

4 Type 3 and 4 issues were all resalved of Where o resoived logether with clearly documented reasons. Oves ONo

% Attach fie(s)
5 /Assessments and gecisions laken are documented,fair and consistent Oves Ono

% Altach file(s)
6 Cenclusions reached are based on he assessment 1eports and reflect (e assessment as a whole. Oves ONo

@ Attach fie(s)

Part B: Conclusion

Description Status(Yes/No) Justification

1 confirm ihe correct application of ihe assessment process. Oves ONo

@ Attach file(s) 1

Upload here documented reason(s) for the conclusion

% Attach file(s)

Submission

Quality assurance: Date::
[ covoo o | S v
Figure 128: Conclusion report web form

The process of the uploading files is the same as described above in paragraph 4.4.

If the user clicks on “Sign &Submit Conclusion” button, a pop-up window is displayed requiring the Assessor
to download the report as shown in Figure 112. He/She selects to download the report in order to print and
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sign it and after, selects to upload the signed copy of the report by choosing a file or drag and drop. After the
submission, a confirmation message is displayed upon successful submission. The system appends a new
version to the Quality Assurance report/Conclusion, stores it as part of the application information and
notifies the AE PM and AR about the report.

If the Assuror selects to “Import Quality Assurance file”, the system displays the below screen:

V-20221122-003
Applicant: New rail | Application lype: First authorisation | Submilied on: 221112022 04:17 PM | Crealed by OSS Test| Modified on: 23/11/2022 03:34 PM | Contact person: OSS Test | Issuing auhorily: European Union Agency for Railways | o
Application status: Completeness check

(P — o m—
 m—
(1] 1 —
 —
Application Application issues Project team Dashboard Assessment Library EventLog
Completeness check Detalled assessment Recommendation Decision
Select Method
Import Conclusion file
Upioad here the filed-in copy of the conclusion in document format
% Atach fie(s)
Quality assurance: Date:

Figure 129: Import Conclusion file
4.5.3.  Submit quality assurance report (TA)

41 One-Stop Shop (0SS) TEST Bam . ... .

Single Safety Cerlificates  Vehicle Authorisations ~ ERTMS Trackside Approvals ~ MyWork  User Management

T-20221122-001
Applicant: Test Rall | Submitted on: 22/11i2022 04:43 PM | Created by: OSS Test | Moaiied on: 23/11/2022 03:37 PM | Contact person: OSS Test| Application status: Submitted

c0s . % =

Application Application issues Project team Dashboard Assessment Library EventLog

Preliminary verification of completeness Detailed verification of completeness. Recommendation Quality assurance report Decision

The TA process and applicable procedures have been
respecied *

Justifications and conditions *
Q@ Attach file(s)

Quality assurance Date:

v submit B SAVE

V190014

Figure 130: Quality Assurance report TA

For all the mandatory fields (with red asterisk) the system expects the user to enter a value, and in case that
any of them are not correctly filled by the user, the system identifies the field in error highlights it in red and
displays the red alert icon.

Justifications and conditions A *

Figure 131: Alerts and fields in error
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If the user selects to submit the report, a pop-up window is displayed. This process is described above for VA.

4.6. Tasks for Decision Makers (DM)

A Decision Maker is responsible for making the final decision for the authorisation or the refusal of the
application SSC, VA and TA.

4.6.1.  Submit decision (55C)

The DM has access and can edit the Decision Report and the relevant Cover Letter and the Single Safety
Certificate if one is to be issued. The Single Safety Certificate (SSC) is already filled in with information
introduced by the PM in Final Assessment report but can be edited by the DM as shown in Figure 134.

Initially the Decision Maker receives a notification on allocation to the application. At the same time, the Task
about the submission of the decision report has been opened in “My Work” section as shown in Figure 24.

An alternative way to submit the report is through “Assessment” tab. The DM selects to “View” an
application, clicks on the tab “Assessment” and navigates to “Decision” tab. The Cover Letter” is pre-filled
with information, although the DM can edit this form. The DM selects the “Yes, No, N/A radio buttons in the
Decision-Making form. He/She also, can edit the report and upload/ attach any files needed for the report
by clicking the “Attach files” button and after by selecting the “+” button. If required fields are left empty,
then the system allows him only to “Save” the report as shown in Figure 94. The submission is not possible.
After the submission the status of the application is changed to “Completed”.
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One-Stop Shop (0SS) TEST BEa@E . ...

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221122-001
Applicant: Test Rail | Applicalion type: New single safety certificate | Submitied on’ 22/11/2022 11:54 AM | Created by: 0SS Test | Modified on: 22/11/2022 05:23 PM | Contact person: OSS Test | Issuing authority: European Union Agency for o«
Railways | Application status: Decision

202 =
- - * K
Application Application issues oject team Dashboard Assessment L.m—.% Event Log

Initial screen Detailed assessment. Final Assessment Quality assurance “
Final Assessment Cover lettel Si {2

Summary of the assessment

Table 1: Clarity of the assessment reparts

11 All relevant assessment reports have been duly completed for the inftial screen part Yes ' No
12 All relevant teports have been duly completed for the detailed part Yes 'No
13 Al i ided in the reports are clear and unequivocal Yes CNo

Additional information:

Table 2- Conclusions from the assessment reports

21 The applicant has met all relevant safely management system requirements Yes ' No
22 The applicant has met ail rekevant requirements of notified national safety rules. Yes Mo
23 There are Kentified restnclions/conditions of use 1o be INCIUded In the cenimcate Yes No
24 There are fesidual CoNCAmns 1o be deferméd 1of CONSIGEration dufing IAler Supervision Yes No
Additional information:

Table 3: Outstanding issues

Table 4. Coordnation between the relevant authorities

41 The oulcome of the assessment has been agreed between the relevant authorities Yes _'No
42 The operalions fo stations in neighbouring Member Stale(s) have been agreed with Ihe relevant NSA(s) Yes No CNIA
43 The restrictions or conditions of use fo be included in the single safety cerificate have been agreed between the relevant authorities Yes /No N/
44 The reskual concems to be defermed for consideration during later SUpENVISion ave been agreed between the relevant authories Yes [ No | NA
45 There IS an agreement which NSA(S) will Tollow Up COMPIENoN of ACHON PIans EStablished 10 200TeSS reskiual CONCems. Yes N0 NA
‘Additional information:

Recommendation

Tabie 1 Recommendation

11 I recommend that the single safety cedlificale is issued Yes No
111 1 recommend to apply resirictions / conditions of use Yes ' No
112 1 recommend to defer issues for consideration during later supervision Yes _ No
12 Irecommend!o reject the appiication Yes @ No
124 1 confirm that the applicant has of the severity of matters of pliancy Yes _ No
122 1 confirm that the applicant has been given all reasonable OPPOMUARY 10 FESPON o the SUSIANGING Matters of non-compliance Yes _No

Conclusion and justification:

Name and sumname: ERAALL Date: 22/11/2022

¥ SIGN AND SUBMIT

Figure 132: Decision report SSC
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One-Stop Shop (0SS) TEST

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

$-20221122-001

Applicant: Test Rail | Application type: New single safety certificate | Submiled on: 22111/2022 11:54 AM | Created by: OSS Test | Modified an: 2211/2022 06:23 PM | Contact person' OSS Test | Issuing authority European Union Agency for “«
Railways | Application status: Decision

... — o —

LA  —

5 - —

Application Application issues Project team Dashboard Assessment Library Event Log
Initial screen Detailed assessment Final Assessment.

Cover letter

File Edit View Format Tools

€ ¢ Paragraph ~ B I

Following your application (S-20221122-001), submitted on behalf of Test Rail, on 22/11/2022, | hereby Inform you that the assessment process has been completed and a new single safety certificate has been issued to you with
restrictions and/or conditions of use.

The single safety certificate, including the assessment report, is made available in the one-stop shop to users registered on behalf of and authorised by your organisation.

Your single safety cenificate is also publically available in the European Database for Interoperability and Safety (ERADIS),

Within one-month of this notification, you may submit a request for review of the decision in accordance with Article 14 of Regulation (EU) 2018/763.

The request for review shall be submitted through the one-stop shop and shall include a list of issues that, in the view of your organisation, have not been properly considered during the safety assessment process. Any
supplementary information provided after the adoption of this decision will not be admissible as evidence within the review process.

Please note that the Safety Certification Body has two manths from the date of receipt of the request for review to confirm or reverse its decision.

+ SIGN AND SUBMIT m

V190014

Figure 133: Cover letter SSC

2! One-Stop Shop (0SS) TEST I

Single Safety Cedificales  Vehicle Authorisations  ERTMS Trackside Approvals

5-20130412-005

spplicant. TEST | Submitied on - 12042049 12:23 PM | Created by: era appiicant 2 test | Mociied an: 121042019 12:53 P | Appication status: deciaion

— :_—
E =
Apphication Imsues Project feam Dashiboard Assessment Library Event Log
p— Dotaied Assassment Finai Assassmint Quatity Assurance I Conciusion “
T —
Decision making

pTTTTre——"

Figure 134: Decision report SSC

To save the report, the Decision Maker selects the “Save” button as shown in Figure 94. In this case he/she
can update the saved information. If there is unsaved information a warning message is displayed to the user
about loss of unsaved information as shown in Figure 95. To submit the report, the Decision Maker selects
the “Sign and Submit Decision report” button as shown in Figure 136. When the DM selects to submit the
system displays a pop- up window as shown in Figure 56. This pop-up window is displayed requiring the user
to Download the cover letter and Single Safety certificate. Also, he/she downloads the cover letter and Single
Safety Certificate in a zip folder in order to print and sign them. After that, the DM selects to upload the

signed copy of the cover letter and the Single Safety Certificate by choosing a file or drag and drop and
submits the report.
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Download file, sign, upload and Submit

File upload rules

+ Supported file extensions: msg, tiff, bmp, eml, gif, avi, mov, jpeg, jpg. Zip, Xisx, wmv, rar, rif, fodp, fods, png, fodt, docx, pptx,
mp4, txt, flv, pdf, ppt, doc, odp, xIs, odt, ods.
« Maximum file size 2048MB

Upload Cover Letter signed file:

4

[ .. OR B  Choose file(s)..

Drop your file(s) here or click the button to browse

File

Upload Single Safety Certificate signed file:

U

[ .. OR B  Choose file(s)..

Drop your file(s) here or click the button to browse

File

Download Application file Submit Application Unleck the Application

Figure 135: Sign and Submit pop-up window for Decision report SSC and VA

If the user before submitting, clicks on “Unlock application, he /she can update the report and change the
inserted information.

v SIGN AND SUBMIT

Figure 136: Sign and Submit Decision button

4.6.2.  Submit decision (VA)

An application for VA consists actually of several VA cases combined in the same application. This is reflected
for example of the application file, where the AP dynamically builds its content. Each of the sections, as
described below, actually corresponds to a VA, but at the same time is part of a combined VA application. At
the end of the process, the decision could have a different outcome for the different sections/VA, meaning
some VA might be authorized while some others not.

Also, the VA cases include two tasks for the DM: one for issuing the decision and another one for issuing the
VA(s) (as many VA as the authorized sections included in the Application File).
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.;- ‘.m g v ERAALL &y

User Managemer

Application

Completeness check

Decision report

Salact Mathod

Decision

Event Log

Project team Dashboard

Detailed axseasment Recommendation Conclusion

Authorisation confirming the placing an the market of the vehisle andior the vehicle ype in conformity with Directive 797/20 16/EU, othes EU appicable legislation and applicable national legisiation

1. Authorising entity information
Authortsing antty
Application 1D

2. Applicant for authorisation

Legal denomination

Applicant's name

VAT No

3. Vehicle Type Authorisation

Authorisation case
D -

Name

Ahernative name (when applicable)

Reason for the decision

Coniions of use and other restrictions

Decision for the vehicle type authorisalion *

Idantification of the vehicie *

Conditions of use and other restrictions

Decision for the vehicle authorisation for placing on the market

4. Other information

% Attach fils(s)

Assignee:

~ SUBMIT Decision report m

MELTYN

Europaan Union Agancy for Raikways
V-20221122-003

Test Rail

Type 1111111111111 (First authorisation)

First authorisation

i

Test Name

% Attach

WVehicle type
Coded restrictions "

Thisis a coded restriction. n

Non-coded restrictions *

This is a non coded one.

Authorised in accordance with application "
Placing on the market of the vehicle

Pre-reserved number(s) -

mm

Coded restictions

One more coded restriction. n
Non-coded restrictions *

And ong more non coded.

Authorised in accordance with application v

Date::

Figure 137: Decision report VA
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V-20221122-003
Applicant: New rall | Application type: First authorisation | Submitted on' 22/11/2022 04:17 PM 1by: OSS Test | Modified on’ 24/11/2022 08:55 AM | Contact person” 0SS Test | Issuing authonty: European Union Agency for Railways
Application status. Decision

Application Application issues Project team Dashboard Assessment t Library EventLog

w
~
n
[
il
L[]
i

' SUBMIT Decsion report

Figure 138: Decision Cover letter VA

This form is already filled in with the information of the Recommendation Report. The decision form is
editable, and the DM can update fields or to attach any documents if it is necessary. The DM may provide
the relevant information on the tabs Decision report, Decision cover letter, Authorisation Report and
Authorisation Cover letter. (The authorisation tabs are disappeared if the choice of the dropdown list in the
section “Decision for the vehicle authorisation for placing on the market” is “Refused” or “Fundamentally
deficient”. If the user leaves empty required fields, then the system allows him to click only on “Save” button.
The submission is not possible.

If the DM selects to submit the report, a pop-up window is displayed, as shown in Figure 135, requiring the
DM to download the report and the Cover letter in order to print, sign them. The report and the cover letter
are downloaded in a zip folder and the DM uploads the signed copy of this reports by choosing a file or drag
and drop. A notification message upon successful submission is displayed. The system stores all information
as part of the application and notifies the applicant, the involved PgMs and all assessment team members of
the decision. If the user before submitting, clicks on “Unlock application, he/she can update the report and
change the inserted information.

After the submission the status of the application is changed to “Completed”.

4.6.3.  Submit VA authorisation report (VA)

For the Vehicle Authorisation (VA) applications in the Recommendation phase the Decision Maker is able to
prepare and submit the Authorisation Report and the respective cover letter, as shown in Figure 139:
Authorisation Report and Cover Letter.
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V-20221220-002
Apphicant: Test Rail | Application type: First authorisation | Submiled o' 2011212022 10:48 AM | Crealed by: OSS Test | Mdified on: 2011212022 10:52 AM | Contact person’ 0SS Test suthorily’ European Union Agency for Railways
Application status: Completed

... —
[ 11
Application Application issues Project team Dashboard Assessment Library vent Log

Compistensss check Dotailed assessment Conciusion Decision

Authorisation report |

Authorisation of the application

1. Autherising entity information
Autr

2. Applicant for authorisation

R

Figure 139: Authorisation Report and Cover Letter

4.6.4.  Submit decision (TA)

The DM has access and can edit the “Decision Making” Report and the relevant “Cover Letter”. The decision
report is already filled in with Applicant’s information, but the form can be edited by the DM as shown in
Figure 140.

Initially the Decision Maker receives a notification on allocation to the application. At the same time, the Task
about the submission of the decision report has been opened in “My Work” section.

An alternative way to submit the report is through “Assessment” tab. The DM selects to “View” an
application, clicks on the tab “Assessment” and navigates to “Decision” tab. The Cover Letter” is pre-filled
with information, although the DM can edit this form. He/She can edit the report and select any files needed
for the report by clicking the “Attach files” button and after by selecting the “+” button. If required fields are
left empty, then the system allows him only to “Save” the report. The DM also, can select and edit the
Mapping Tables form from the dropdown list by selecting the uploaded files. If the user selects to submit the
report, he/she clicks on “Sign & Submit Decision report” button. After the submission the status of the
application is changed to “Completed”.
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Figure 140: Decision report TA

One-Stop Shop (0SS) TEST Eam . ... .

Single Safety Certificates Vehicle Authorisations ERTMS Trackside Approvals My Work User Management

T-20221124-001
Applicant: Test Rall | Submitied on: 24/112022 09:03 AM | Created by: OSS Test | Modiied on: 24/11/2022 09:04 AM | Contact person: OSS Test | Application Status: Assessment and decision

=

Application Application issues Project team Dashboard Assessment Library Event Log

) [ ]

Cover letter

File Edit View Format Tools
© O parsgraen B I ==== ==

This is a cover letter.

+ SIGN AND SUBMIT

Figure 141: Cover letter in TA
4.6.5.  Request update of reports

During the review of the Final Assessment report or Recommendation and Quality Assurance/Conclusion and
the Decision, the DM may conclude that there are parts that need update by the Project Manager (PM),
Assuror (AR), Decision Maker (DM) respectively. In this case, the DM can request the updates of the reports.

Specifically, the DM selects to view an SSC/VA/TA application, clicks on “Assessment tab” and then on Final
Assessment/Recommendation and Quality Assurance/Conclusion tabs. He/She navigates to the Final
Assessment report/Recommendation and Quality Assurance/Conclusion Report and selects the “Request for
update” button (Figure 74). After this process, the system notifies the related Assuror (AR) or Project
Manager (PM) of this request. The relevant task is open for the Project Manager (PM) or the Assuror (AR) in
order to re-submit the report.

The DM can also update the Decision Report by clicking on “Update Decision” button, as shown in Figure 142,
which exists on the Decision report. The process of the update is the same as described above.

# Update decision

Figure 142: Update decision
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5. Issues and update of the application

Issues is the main tool used by the assessment team (i.e. Project Manager (PM), Assessor (AS), Assuror (AR),
Decision Maker (DM)) and the applicants to communicate during the assessment process of a case. Issues
are created:

1. By the assessment team to raise a problem during the assessment process, asking the applicant
to provide evidence for resolving it;

2. By the applicant to communicate with the assessment team;

3. By the assessment team to communicate internally/within the assessment team.

An issue can:

1. Be created by any user involved in an application (i.e. issue creator or issue owner);

2. Be assigned to one or more users (issue assignee);

3. Beinternal (i.e. visible only by the assessment team), or not.

4. Refer to a section of the application file, in order to allow for its update by the applicant.
A

5 Create Issue

A member of the assessment team can create an issue in order to indicate problems in the application file.
In this case, a new issue can be created and assigned to the applicant. The issue can include a reference to
an application file section so the applicant can update that part of the file. Once the issue is created, the
applicant and the assessment team are notified about the issue and then the applicant can update the
application.

The assessment team selects to View an application and clicks on “Application Issues” tab and then on
"Create issue” button as shown in Figure 143.

5.20221121-001
v Test Rail | Application ype: New single safety certificate | Submiled on’ 21/11/2022 02:49 PM aled by: 0SS Test | Modif 22/11/2022 12:00 AM | Contact 088 Test | Issuing aulhorily. European Union Agency for
Railways | Application stalus. Completeness ¢ heck

A - - #*

Application Application issues Project team Dashboard Assessment

+ Create Issue

APPLICATION APPLICATION ISSUE STATUS ISSUE TITLE RESOLUTION DESCRIPTION

Figure 143: Issues SSC/VA/TA

The system displays the below screen:
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Application issue: $-20221121-001-001

Basic Information

Titlea. *

Descriptiond, *

Attachments @ Atiach fle(s)

Details
Type - Created 22-11-2022
Status. Draft Updated 22-11-2022
Area of use/operation ~ Due by )
Creator ERAAgency Escalated No
Assignee "4 - Internal Na
Stage "

References to application file

[ e |

Responses / Comments

Comments

Resolution -
Resolution description
I
Figure 144: Issues form for SSC and VA
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Application issue: T-20221027-001-003

Basic Information A

Titlea. *

Descriptiona

Aftachments X Attach file(s)
Details ~
Type Created 22-11-2022
Status Drat Updates 22112022
Creator ERAAgency Dueby ]
Assignee *& he Escalaten o
Internal Mo
References to application file -
Responses / Comments -
Comments

Resolution -

Resolution -

Resolution description

T -

Figure 145: Issues form for TA

The member of the assessment team provides all mandatory information and selects as assignee the
applicant. After he/she selects the “Select reference” button as shown in Figure 146.

References to application file

Figure 146: Select reference button
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Then, the system displays the below screen:

-

Type of operation Passenger transport (Excluding high speed services Definition of the intended Definition of area text.
requested (select one or ) area of operation
more)

Applicant's details ~

Applicant's information [_]

Legal denomination Test Rail Postal code 111
Acronym TR Country Austria
VAT number 987654321 Phone +999999999

National registration 123456789 Email ossiestera@notmail.com
number

Street address Test Street Fax

Figure 147: Check boxes for references

The user selects the available check boxes that need further editing by the applicant and selects the “OK”.
The system displays the Create issue form again, and the user selects the “Save” button (“draft” status of
issue), as shown in Figure 94. If he/she wants to submit the information the user selects the “Submit” button
and the status of the issue is “Pending”.

Alternatively, the user selects the Application tab to view the application and then selects the check boxes
that he/she would like to include as a reference to the application issue. After the references selection the
user selects the “Create Issue” button and the “References to application file” is already filled in. The rest
steps of the application issue creation process remain the same as above.

5.2. Close Issue

When a suitable response has been provided by the applicant and no residual matter of concern remains,
the team provides the resolution description and then can close the issue selecting the “Close issue” button
as shown in Figure 148.

A notification message is sent about the closure of the issue. The status of the issue is changed to “Closed”
and the applicant and the assessment team except from the Decision Maker receive a notification about this
change.

Close issue

Figure 148: Close issue button
5.3. Reopen Issue

The member of the assessment team navigates to the application section and specifically to the section that
was updated and when the evidence provided by the applicant is not satisfactory and additional information
is still required, the member reopens the issue selecting the “Reopen issue” button as shown in Figure 149,
and the status is “pending” again.

Specifically, the member follows the below process:

1. selects to “View” the issue from the Issues list

2. clicks on “Reopen issue” button if there is need for more update by the applicant and the status of
issues is pending.

3. selects from the “Select reference” the sections that need more update.

provides all relevant information and ensures all mandatory information is filled

5. selects the “Submit” button

E
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Figure 149: Reopen issue button
5.4. Internal issues and escalation

If the members of the assessment team, want to communicate concerning the application assessment
process, they create an internal issue. The process of the creation of an issue is the same as described in the
above paragraph. The only difference is that in this section the user selects “Yes” in the internal issue radio
button.

If “YES” radio button is selected in the “Internal Issue” radio button, then the “Assignee” field includes only
the assessment team in the dropdown list as shown in Figure 150.

If “YES” radio button is deselected, the “Assignee” field includes the applicant and the assessment team. In
this case the applicant can view this issue if it is assigned to him.

Details

Type Created 22112022
Status Draft Updated 22112022

Creator ERAAgency Due by 24/11/2022 =

Assignee "4 v Escalated No

Project manager(s,

example 01

ion
References to application file ———

B Select reference(s) DKALL

Figure 150: Internal Issue choice

If the issue is not responded on time, the owner has the possibility to escalate the issue. The escalation of an
issue is carried out by the owner of the issue. The creator selects the option to escalate the issue, by activating
the “Issue escalated” radio button in the create issue form. The system notifies the PM of the application and
the relevant assessment members. Only the owner can set an issue to “Escalation”. The system sends a
notification (and email), informing the assignees about the escalation. The Project Manager (PM) can undo
the escalation.
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6. Applications Library
6.1. Overview

Each application contains a Library in which are included the attached supporting documents and the
documents produced during the assessment. Also, some automatically produced documents like
acknowledgement receipts, are also included in the library of each application.

Below the general overview of the Library tab with its basic functionality.

Application Application issues Project team Dashboard Assessment Library Event Log

Title Greated by Created on Last modified

Figure 151: Library overview

In the part of the page is depicted the actual structure organized in folders. The content of each folder which
differs per application type - i.e. SSC, VA, TA - will be presented in detail in section 6.2.

The general structure is organized in four main sections/folders as below:

e Application file
- Containing the documents uploaded from the applicant
e Assessment file
- Containing documents related with the assessment and the outcome/report of its specific step
o Templates
- Containing templates per national authority
e Other documents
- Containing various supporting documents which do not fall under any other category

6.2. Library structure

The library is organized in four main sections/folders as depicted in the below tables (Table 3,Table 4,Table
5). For each section and folder you may also find the respective description.

Note that all members of the assessment teams (Observers excluded) have equal access to the library items
and folders.

Also note that the read only access of a folder is indicated with the & jcon.

6.2.1.  SSClibrary

Section Folder/Subfolder Description
Application | Application form The structure of the application form follows the structure of
file the application wizard.
Documentation: Read-only, no upload/update allowed directly in the library.
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e Evidence for SMS
and TSI OPE part

e Evidence for
national part (NSA)

e Other

For each NSA involved one folder is created containing the
related with each MS files.

Mapping tables:

e SMS and TSI OPE
part

e National part (NSA)

Read-only, no upload/update allowed directly in the library.

Assessment
file

Assessment reports:
e Initial screen

Visible for the project team only, upload/update allowed
directly in the library.

report(s) Reports are available for each authority (ERA, NSA(s)).
e Detailed
assessment
report(s)
e Quality assurance
report
Decision Visible to the project team only and to the applicant after a
decision is submitted and signed by the decision-maker,
upload/update by the project team allowed directly in the
library.
Contains:
e The cover letter
e The final assessment report
e The single safety certificate
Issue log List of issues registered during the assessment. Each issue

under a different folder.

When an issue is assigned to the applicant, all actors can view
it, otherwise only visible to the project team.

Upload/update by the project team allowed directly in the
library, only possible for the applicant when the issue is
assigned to it and is not closed (or the applicant has not
requested its closure yet).

Coordination process

Visible for the project team only, upload/update allowed
directly in the library.

Contains:
e Supervision summary form(s) (or equivalent) filled in by the
NSA(s).

e Minutes of meetings and any supporting documents.

e Any opinions of the NSAs following the consultation on
border stations/sections.

e Anyformal disagreements between authorities (e.g. with
regard to the content of an assessment report).

e Any request submitted by the applicant before the Board of
Appeal, decision of the Board of Appeal following the
arbitration procedure.

e Any request submitted by the NSA(s) before the Board of
Appeal, findings of the Board of Appeal following the
appeal procedure.

Formal communication

Visible to all, only the project team can upload/update
documents.
Contains:
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e The acknowledgement of receipt of the application
(automatically generated).

e Any official letters (electronic copy) and emails shared
between ERA and the different parties (i.e. the applicant,
the NSAs), which enclose (but are not limited to) the
outcomes of the coordination (i.e. the draft and final
minutes of meeting) and of the consultation on border
stations/sections as appropriate.

Management: 'Project team' visible to all, upload/update by the project team

e Project team allowed directly in the library.

e Dashboard 'Dashboard' visible to all, upload/update by the project team

e Warnings allowed directly in the library.

e Eventslog 'Warnings' visible to all, upload/update by the project team

e Financial allowed directly in the library.
documents 'Events log' visible to all according to the access rights,

e Lessons upload/update by the project team allowed directly in the
Learned library.

e Other 'Financial documents' only visible to the project team,
management upload/update allowed directly in the library. Contains cost
documents estimate (when requested by the applicant).

'Lessons Learned' only visible to the project team,
upload/update allowed directly in the library.
'Other management documents' only visible to the project
team, upload/update allowed directly in the library.
Contains allocation request of experts from the pool of experts
to be appointed by one or more NSAs, timesheets for members
of the pool of experts (if not provided or sufficiently detailed in
the NSA statement of cost).
Templates e Assessment report | Visible to all except the applicant, no upload/update allowed
e Quality assurance directly in the library. One folder per NSA.
report
e Auditand
inspection report
e Review report
e Final review report
e Cost estimate by

NSA

e Cost estimate by
ERA

e NSA statement of
costs

e Supervision
summary form
e Timesheet for the

PoE
Other Visible to all, upload allowed.
documents Contains invoices (also called recovery orders) and ERA cost
estimate (including the NSA cost estimate) when requested by
the applicant.
Table 3: SSC library content
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6.2.2. VA library

Section Folder/Subfolder Description
Application file Application form The structure of the application form
follows the structure of the application
wizard.
Documentation: Read-only, no upload/update allowed

directly in the library.

The exact list differs based on the
authorisation type.

Mapping tables: Read-only, no upload/update allowed
directly in the library.

e Authorising entity part
e National part (NSA)

Assessment file Assessment reports: Visible for the project team only,
Completeness check report(s) | upload/update allowed directly in the
library.
e Conclusion report Reports are available for each authority
e Detailed assessment (ERA, NSA(s)).
report(s)?
e Evaluation®
Recommendation Visible for the project team only,
upload/update allowed directly in the
library.

Reports are available for each authority
(ERA, NSA(s)).
Contains:

e Recommendation report

e Cover letter

Recommendation Visible for the project team only,
Authorisation* upload/update allowed directly in the
library.

Reports are available for each authority
(ERA, NSA(s)).

Contains:
e Recommendation Authorisation
report

e Cover letter

Opinion® Visible for the project team only,
upload/update allowed directly in the
library.

2 Applicable only in Application phase
3 Applicable only in Pre-engagement phase
4 Applicable only in Application phase
> Applicable only in Pre-engagement phase
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Reports are available for each authority
(ERA, NSA(s)).
Contains:

e Opinion report

e Cover letter

Decision®

Visible to the project team only and to the
applicant after a decision is submitted and
signed by the decision-maker,
upload/update by the project team
allowed directly in the library.

Contains:

e Decision report
e Cover letter

Authorisation’

Visible to the project team only and to the
applicant after a decision is submitted and
signed by the decision-maker,
upload/update by the project team
allowed directly in the library.
Contains:

e Authorisation report

e Cover letter

Issue log

List of the issues registered during the
assessment. Each issue under a different
folder.

When an issue is assigned to the applicant,
all actors can view it, otherwise only visible
to the project team.

Upload/update by the project team
allowed directly in the library, only possible
for the applicant when the issue is assigned
to it and is not closed (or the applicant has
not requested its closure yet).

Coordination process

Visible for the project team only,
upload/update allowed directly in the
library.

Contains:

e Supervision summary form(s) (or
equivalent) filled in by the NSA(s).

e Minutes of meetings and any
supporting documents.

& Applicable only in Application phase
7 Applicable only in Application phase

120 Rue Marc Lefrancq | BP 20392 | FR-59307 Valenciennes Cedex
Tel. +33 (0)327 09 65 00 | era.europa.eu

92 /96



EUROPEAN UNION AGENCY FOR RAILWAYS

User guide for assessment teams
One-Stop Shop [ERA-DRO-010]

e Any opinions of the NSAs following
the consultation on border
stations/sections.

e Anyformal disagreements
between authorities (e.g. with
regard to the content of an
assessment report).

e Any request submitted by the
applicant before the Board of
Appeal, decision of the Board of
Appeal following the arbitration
procedure.

e Any request submitted by the
NSA(s) before the Board of Appeal,
findings of the Board of Appeal
following the appeal procedure.

Formal communication

Visible to all, only the project team can
upload/update documents.
Contains:

e The acknowledgement of receipt
of the application (automatically
generated).

e The acknowledgement of
completion of the application.

e Any official letters (electronic copy)
and emails shared between ERA
and the different parties (i.e. the
applicant, the NSAs), which enclose
(but are not limited to) the
outcomes of the coordination (i.e.
the draft and final minutes of
meeting) and of the consultation
on border stations/sections as
appropriate.

Management:

e Project team
e Dashboard
e Warnings

e Eventslog

e Lessons Learned

documents

e Financial documents

e Other management

'Project team' visible to all, upload/update
by the project team allowed directly in the
library.

'Dashboard' visible to all, upload/update by
the project team allowed directly in the
library.

'Warnings' visible to all, upload/update by
the project team allowed directly in the
library.

'Events log' visible to all according to the
access rights, upload/update by the project
team allowed directly in the library.
'Financial documents' only visible to the
project team, upload/update allowed
directly in the library. Contains Cost
estimate (when requested by the
applicant).
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‘Lessons Learned' only visible to the project
team, upload/update allowed directly in
the library.

'Other management documents' only
visible to the project team, upload/update
allowed directly in the library.

Contains allocation request of experts from
the pool of experts to be appointed by one
or more NSAs, timesheets for members of
the pool of experts (if not provided or
sufficiently detailed in the NSA statement
of cost).

Templates

Other documents

Visible to all, upload allowed.

Table 4: VA library content

6.2.3. TA library

Section Folder/Subfolder Description
Application Application form The structure of the application form follows the
file structure of the application wizard.
Documentation Read-only, no upload/update allowed directly in the
library.
Mapping tables Read-only, no upload/update allowed directly in the
library.
Assessment | Preliminary verification of Visible for the ERA project team only, upload/update
file completeness allowed directly in the library.

Reports are available to involved NSA authority(s) with
read access.

Detailed verification of
completeness

Visible for the ERA project team only, upload/update
allowed directly in the library.

Reports are available to involved NSA authority(s) with
read access.

Quality assurance report

Visible for the ERA project team only, upload/update
allowed directly in the library.

Reports are available to involved NSA authority(s) with
read access.

Opinion(s)

Visible for the ERA project team only, upload/update
allowed directly in the library.

Recommendation

Visible for the ERA project team only, upload/update
allowed directly in the library.

Reports are available to involved NSA authority(s) with
read access.

Contains:

e The cover letter

e The recommendation report

Decision

Visible for the ERA project team only, upload/update
allowed directly in the library.

Reports are available to involved NSA authority(s) with
read access.
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Contains:

e The cover letter

e The decision report

Application issues log When an issue is assigned to the applicant, all actors

can view it, otherwise only visible to the project team.

Upload/update by the project team is allowed directly

in the library, and it is only possible for the applicant

when the issue is assigned to it and is not closed (or the

applicant has not requested its closure yet).

Formal communication Visible to all, only the project team can upload/update

documents.

Contains:

e The acknowledgement of receipt of the application
(automatically generated).

e End of submission and verification of completeness
notification letters.

Management: 'Events log' visible to all according to the access rights,

e Eventslog upload/update by the project team allowed directly in

e Financial documents the library.

e Other management 'Financial documents' only visible to the project team,

documents upload/update allowed directly in the library.

e Lessons Learned 'Other management documents' only visible to the
project team, upload/update allowed directly in the
library.

'Lessons Learned' only visible to the project team,
upload/update allowed directly in the library.
Other Visible to all, upload allowed.

documents

Table 5: TA library content

7. Pre-engagement (PE)
7.1. SSC PE

SSC pre-engagement means a procedural stage preceding the submission of an application for SSC,
performed upon request of the applicant.

The processes for registration, sign in, update user profile, forgot password, assign roles by PGM, the screen
“My Work”, the functionalities of Issues and the Application Details Screen are the same in SSC and SSC PE.
The only difference is that in the SSC pre-engagement there is no assessment process, thus the “Assessment”
tab in the section “Application Details screen” is missing. These processes are described in the previous
sections of this document.

7.2, VA PE

VA pre-engagement means a procedural stage preceding the submission of an application for SSC, performed
upon request of the applicant.

The VA pre-engagement workflow is in general the same with VA, meaning the same tasks exist, but the
naming of the assessment tasks is changed to Completeness Check, Evaluation, Conclusion and Opinion. The
same Pre-engagement types exist (as many as the VA cases) and the web forms are similar. Milestones are
the same as for VA, with different naming and milestone for the decision is 2 months from the start of the
assessment (TO). For every subsequent pre-engagement application, the decision milestone is 1 month from
TO.
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The processes for registration, sign in, update user profile, forgot password, assign roles by PGM, the screen
“My Work, the functionalities of Issues and the Application Details Screen are the same in VA and VA PE.
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