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1. Introduction 

1.1. The One-Stop Shop (OSS) 

The One-Stop Shop (OSS) 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 4th 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. Single Safety Certifications (SSC) 
3. ERTMS trackside approvals (TA) 

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

It is 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 OSS, send your message via email to servicedesk@era.europa.eu.  

In additionΣ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ά{ǳǇǇƻǊǘέ ƭƛƴƪ ƻƴ ǘƘŜ h{{ ǎƛgn-in page, you wƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Ψ/ƻƴǘŀŎǘ ǳǎΩ 
page of the Agency website where a number of FAQ guides can be found. 

https://www.era.europa.eu/applicants/applications-vehicle-type-authorisations_en
https://www.era.europa.eu/applicants/applications-single-safety-certificates_en
https://www.era.europa.eu/applicants/applications-ertms-trackside-approval_en
https://oss.era.europa.eu/
mailto:servicedesk@era.europa.eu
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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 

!ŎŎŜǎǎ ƛǎ ŀƭǎƻ ŎƻƴǎǘǊŀƛƴŜŘ ōȅ ǘƘŜ ǳǎŜǊΩǎ ƻǊƎŀƴƛǎation 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 ǳǎŜǊΩǎ 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. 

 

 

Figure 1: User Manager screen 

 

 

Figure 2: Create New User - search by email 

 

Finally the UM updates ǳǎŜǊΩǎ properties by assigning business domains (1), system wide roles (2) and 
registers the user to a Pool of Experts1 (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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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 
ƻƴ ǘƘŜ ά{ƛƎƴ ƛƴέ ōǳǘǘƻƴ. The user may select an alternative language for the User Interface (UI) than the 
9ƴƎƭƛǎƘ όŘŜŦŀǳƭǘύΣ ōȅ ŎƘƻƻǎƛƴƎ ƻƴŜ ƻŦ ǘƘŜ ŀǾŀƛƭŀōƭŜ ƭŀƴƎǳŀƎŜǎ ŀǎ ŀǊŜ ŦƻǳƴŘ ƛƴ ǘƘŜ ά[ŀƴƎǳŀƎŜέ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ  

 

 

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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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. 

 

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 7Σ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ά/ŀƴΩǘ ŀŎŎŜǎǎ ȅƻǳǊ ŀŎŎƻǳƴǘΚέ 
option and follow the instructions. 
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Figure 7Υ /ŀƴΩǘ ŀŎŎŜǎǎ ȅƻǳǊ ŀŎŎƻǳƴǘ 

 

 

2.4. Other options 

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

 

Figure 8: Menus and user actions 

The options offered under this menu allow for: 

¶ Viewing and updating user profile information; 

¶ Redirecting to ǳǎŜǊΩǎ 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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Figure 9: Update Profile 

¢ƘŜ ǳǎŜǊ Ƴŀȅ ƛƴǎŜǊǘ ŀƴŘκƻǊ ǳǇŘŀǘŜ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ŦƻǊƳ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ The  
information fields that have been deactivated in the User Profile form, refer to data directly transferred from 
ǘƘŜ ǳǎŜǊΩǎ !ȊǳǊŜ tǊƻŦƛƭŜ. 
 
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 
notificationsΦ Lƴ ŀŘŘƛǘƛƻƴ ǘƘŜ ǳǎŜǊ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ƻǊŘŜǊΣ άhǊŘŜǊ ƻŦ ǘŀōǎέ ƛƴ ǿƘƛŎƘ ǘƘŜ ŘƻƳŀƛƴǎ ǿƛƭƭ ŀǇǇŜŀǊ ŀƴŘ 
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. 

 

 

Figure 10: Azure Profile 

 

2.4.3. Language selection 

Figure 11 shows how to select the preferred user interface language. 
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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.    

 

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. 

 

Figure 13: Paging 

 

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 άhYέ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǎŜƭŜŎǘŜŘ 
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): 
Á Applicant: The aǇǇƭƛŎŀƴǘΩǎ legal denomination (VA, SSC, TA). 
Á Application: The application ID (VA, SSC, TA). 
Á Application type: The authorisation case or the single safety certification type (VA, SSC). 
Á Phase: The phase, either application for VA/SSC or pre-engagement (VA, SSC). 
Á Project name: The ŀǇǇƭƛŎŀǘƛƻƴΩǎ ǇǊƻƧŜŎǘ ƴŀƳŜ ό±!ύ. 
Á Authorisation details: ¢ƘŜ ŀǳǘƘƻǊƛǎŀǘƛƻƴΩǎ ŘŜǘŀƛƭǎ (VA). 
Á Submission: The submission date of the application (VA, SSC, TA). 
Á Decision: The decision date of the application (VA, SSC,TA). 
Á Status: The status of the application (VA, SSC, TA). 
Á Area: The Area of use/operation (VA, SSC). 
Á Modified: The date of the last update of the application (VA, SSC, TA). 
Á 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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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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Figure 16: SSC Application List columns 

Available columns for selection in TA are shown in Figure 17.  
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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  
άhYέ ǎƻ ǘƘŀǘ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ [ƛǎǘ ƻŦ ŀǇǇƭƛŎŀǘƛƻƴǎ ŀǊŜ ŦƛƭǘŜǊŜŘ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ŎǊƛǘŜǊƛŀ 
introduced. By selecting ά/ƭŜŀǊ ŦƛƭǘŜǊέΣ 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): 
Á Application type: Authorisation case or single safety certification type (VA, SSC). 
Á Status: Status of an application (VA, SSC, TA). 
Á Area: Area of use/operation (VA, SSC). 
Á Phase: Application for VA/SSC or Pre-engagement (VA, SSC). 
Á Submission Date, Decision Date and Modified Date: From date until a To date of 

submission/decision/modification of an application (VA, SSC, TA). 
Á Application: Application ID (VA, SSC, TA). 
Á ApplicantΥ !ǇǇƭƛŎŀƴǘΩǎ legal denomination (VA, SSC, TA) 
Á 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 

Filtering options available in TA are shown in Figure 19.  
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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 aǇǇƭƛŎŀƴǘΩǎ ŘŜǘŀƛƭǎΣ ƻǊ ŀ ǉǳƛŎƪ ǾƛŜǿ ƻŦ ǘƘŜ ŘŀǎƘōƻŀǊŘ όǎǘŀƎŜǎκƳƛƭŜǎǘƻƴŜǎύ ƻŦ ǘƘŜ 

application.  

 

Figure 20: Applications list item 

.ȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά!ǇǇƭƛŎŀƴǘέ ƻǊ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴέ ŎƻƭǳƳƴ ǘƘŜƴ ǘhe summary information for the aǇǇƭƛŎŀƴǘΩǎ 

details are displayed, as shown in Figure 21. 

 

Figure 21: ApplicantΩs details 

.ȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{ǘŀǘǳǎέ ŎƻƭǳƳƴ ǘƘŜƴ ǘƘŜ ǎǳƳƳŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ǎǘŀƎŜǎ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŀǊŜ 

displayed, as shown in Figure 22. 
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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. 

 

Figure 23: Context menu options 

3.2. My work 

When the user logs in, the tab άaȅ ǿƻǊƪέ 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. 

 

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 
ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƛŎƻƴ ά¢ŀǎƪǎέ 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). 

 

 

Figure 25: Tasks list 

.ȅ ǎŜƭŜŎǘƛƴƎ ά±ƛŜǿέ ŦƻǊ ƻƴŜ ƻŦ ǘƘŜ ǘŀǎƪǎΣ ǘƘŜ ǎȅǎǘŜƳ ƴŀǾƛƎŀǘŜǎ ǘƘŜ ǳǎŜǊ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 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. 

 

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 uǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƛŎƻƴ ά!ǇǇƭƛŎŀǘƛƻƴ ƛǎǎǳŜǎέ 
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). 

 

Figure 27: Application issues list 

By ǎŜƭŜŎǘƛƴƎ ά±ƛŜǿέ ŦƻǊ ƻƴŜ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎǎǳŜǎΣ ǘƘŜ ǎȅǎǘŜƳ ƴŀǾƛƎŀǘŜǎ ǘƘŜ ǳǎŜǊ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǘƻ ǘƘŜ 
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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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). hƴŎŜ ŀ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƛŎƻƴ άbƻǘƛŦƛŎŀǘƛƻƴǎέ 
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). 

 

 

Figure 29: Notifications list 

.ȅ ǎŜƭŜŎǘƛƴƎ ά±ƛŜǿέ ŦƻǊ ƻƴŜ ƻŦ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴǎΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ƴŜǿ ǇŀƎŜ ǿƛǘƘ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴ ŘŜǘŀƛƭǎΣ 
similar to the one in Figure 30. LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ άaŀǊƪ ŀǎ ǊŜŀŘέ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴ ƛǎ ƎǊŜȅŜŘ ƻǳǘΦ ¢ƘŜ ǳƴǊŜŀŘ 
notifications count number, as in Figure 31, is updated when a notification is marked as read. Finally, the user 
can close the pop-ǳǇ ǿƛƴŘƻǿ ōȅ ǎŜƭŜŎǘƛƴƎ ά/ƭƻǎŜέΦ 

 

Figure 30: Details of a notification 

 

 

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 ǎŜƭŜŎǘǎ ǘƻ ά±ƛŜǿέ ŀƴ 
application, the system displays a page similar to the one in Figure 32: 

 

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 aǇǇƭƛŎŀƴǘΩǎ ƭŜƎŀƭ ŘŜƴƻƳƛƴŀǘƛƻƴΣ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǘȅǇŜΣ ǘƘŜ ŘŀǘŜ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǿŀǎ ǎǳōƳƛǘǘŜŘΣ ǘƘŜ ǳǎŜǊ 
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.  

 

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 

 

Figure 34: Project team 

 

 

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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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  

pre-engagement 

TA application 

Initial screen Completeness 
check 

Completeness 
check 

Preliminary 
verification of 
completeness 

Detailed 
assessment 

Detailed 
assessment 

Detailed 
assessment 

Detailed 
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.  



EUROPEAN UNION AGENCY FOR RAILWAYS 
 

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

 

120 Rue Marc Lefrancq  |  BP 20392  |  FR-59307 Valenciennes Cedex 22 / 96 
Tel. +33 (0)327 09 65 00  |  era.europa.eu 

 

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 
ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǊƛƎƘǘǎ ŀǎ ǎƘƻǿƴ ƛƴ Figure 38.  
Á Browse application information through a tree-like structure of folders and follow links to 

view/download documents.  
Á Upload documents.  
Á Update / append a new version to an existing document (same principles as above apply).  
Á View past versions of documents.  
Á Delete documents (when application status = draft).  
Á Export application.  
Á Switch between viewing the latest version of the library/documents and the initially submitted one 

(actually the submitted application file).  

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 39Σ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά{Ƙƻǿ 
ŘƻŎǳƳŜƴǘǎ ŘŜǎŎǊƛǇǘƛƻƴέ ǊŀŘƛƻ ōǳǘǘƻƴ ƻǊ Ŏŀƴ ŘƻǿƴƭƻŀŘ ŀ ŦƛƭŜ ōȅ ǳǎƛƴƎ ǘƘŜ ά5ƻǿƴƭƻŀŘ ŘƻŎǳƳŜƴǘέ ōǳǘǘƻƴ ŀǎ 
shown in Figure 40. 
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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. 

 

Figure 41: Select version button 

The user Ŏŀƴ ŀƭǎƻ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜǎ ƘŜκǎƘŜ Ŏŀƴ ǎŜŜ ƻƴ ǘƘŜ [ƛōǊŀǊȅ ǎŎǊŜŜƴΦ LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƻǇǘƛƻƴ άLƴƛǘƛŀƭ 
ŀǇǇƭƛŎŀǘƛƻƴ ǾŜǊǎƛƻƴέΣ ƘŜκǎƘŜ Ŏŀƴ ǾƛŜǿ ƻƴƭȅ ǘƘŜ ǳǇƭƻŀŘŜŘ ŦƛƭŜǎ ǳƴǘƛƭ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ 

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ƻǇǘƛƻƴ ά/ǳǊǊŜƴǘ ǾŜǊǎƛƻƴέΣ ƘŜ/she can view all the uploaded files that have been 
added to this current version from the time of submission and after.  

 

Figure 42: Current version button 

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƘŜ ά9ȄǇƻǊǘ ŀǇǇƭƛŎŀǘƛƻƴέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 43, the system downloads all 
uploaded files of the application in a zip folder. 

 

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: 
Á Change of application status 
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Á User actions(tasks/actions) 
Á Creation/update/closure of issues 
Á Upload/update of documents/reports (after application submission) 
Á Assignment/update of the Project team 
Á Update application file 

Each record in the log contains the following information: 
Á Timestamp 
Á User 
Á Role 
Á Action/event 
Á Details 

 

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: 

Á Programme manager (PgM) 
Á Project Manager (PM) 
Á Assessor (AS) 
Á Assuror (AR) 
Á 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.  

 

Figure 45: Select method 

4.1.1. Online documents (Fill-in web forms) 

.ȅ ǎŜƭŜŎǘƛƴƎ άCƛƭƭ-ƛƴ ǘƘŜ ǿŜō ŦƻǊƳέΣ ŀ ǇŀƎŜ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ ƻƴŜ ƛƴ Figure 46 is displayed. 

 

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: 

Á Text box areas, to type in text; 
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Á Multiple selection radio buttons, to select one of the possible values (e.g. Yes/No); 
Á Picklists, or drop-down menus, to select one of the possible values; 
Á Buttons to import information from other pages (e.g. to add application issues); 
Á 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. ¢ƘŜ άǎŀǾŜέ ƻǇǘƛƻƴ Ŏŀƴ ōŜ ŦƻǳƴŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǿŜō ŦǊƻƳ ǇŀƎŜΣ 
similarly to what is displayed in Figure 47. 
 

 

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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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 
ǊŜǇƻǊǘ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ŘŜǾƛŎŜΦ [ƻŎŀǘŜ ǘƘŜ ŘƻŎǳƳŜƴǘ ŀƴŘ ŜƛǘƘŜǊΥ 

a. Open it, sign it electronically and save it, OR 
b. Open it, print it, apply a hand-written signature, and scan it.  

3. Choose the signed document and upload it. 
4. {ŜƭŜŎǘ ά{ǳōƳƛǘέΦ 

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. 

 

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 ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άLƳǇƻǊǘέ 
option, a page similar to the one in is displayed. 

 

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 ƛƴ άaȅ ²ƻǊƪέ ǎŜŎǘƛƻƴΦ Following any navigation path, the PgM must arrive to the 
άtǊƻƧŜŎǘ ǘŜŀƳέ ǇŀƎŜ όFigure 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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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 

ά{ŀǾŜέ 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. 

 

Figure 52: Warning message about unsaved information  

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

assignment.  

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. 
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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 

ǊŜǇƻǊǘǎ Ƙŀǎ ōŜŜƴ ƻǇŜƴŜŘ ƛƴ άaȅ ²ƻǊƪέ ǎŜŎǘƛƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 24. An alternative navigation path to the 

report page ƛǎ ǘƘǊƻǳƎƘ ά!ǎǎŜǎǎƳŜƴǘέ ǘŀōΦ  

In that page, ǘƘŜ ta Ŏŀƴ ŜŘƛǘ ǘƘŜ άCƛƴŀƭ !ǎǎŜǎǎƳŜƴǘέ, the ά/ƻǾŜǊ [ŜǘǘŜǊέΣ and the ά{ƛƴƎƭŜ {ŀŦŜǘȅ /ŜǊǘƛŦƛŎŀǘŜέ 

(SSC), if one is to be issued.  

Lƴ ǘƘŜ άCƛƴŀƭ ŀǎǎŜǎǎƳŜƴǘ ǘŀōέΣ ǘƘŜ ta Ŧƛƭƭǎ ƛƴ ŀƭƭ ǊŀŘƛƻ ōǳǘǘƻƴǎ ǿƛǘƘ ά¸Ŝǎκbƻ ŀƴŘ bκ!έΦ ¢ƘŜ ά/ƻǾŜǊ ƭŜǘǘŜǊέ ƛǎ 

already filled in, although it is editable. He/She can also, upload/ attach any files needed for the report by 

ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ LŦ ǘƘŜ ǳǎŜǊ ƭŜŀǾŜǎ ŜƳǇǘȅ ǊŜǉǳƛǊŜŘ 

ŦƛŜƭŘǎΣ ǘƘŜƴ ǘƘŜ ǎȅǎǘŜƳ ŀƭƭƻǿǎ ƘƛƳ ǘƻ ŎƭƛŎƪ ƻƴƭȅ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ ¢ƘŜ ǎǳōƳƛǎǎƛƻƴ ƛǎ ƴƻt possible. If the PM 

selects to Submit the Final Assessment report no other changes can be made. 
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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.  

 

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

The PM selects the application issue which should be ŀŘŘŜŘ ƛƴ ǘƘŜ ǊŜǇƻǊǘ ŀƴŘ ǎŜƭŜŎǘǎ ǘƘŜ ά!ŘŘ LǎǎǳŜόǎύέ 
button. 

 

Figure 56: Add issue from the issues log 

If the PM wants to delete the uploaded issue, he/she Ŏŀƴ ŎƭƛŎƪ ƻƴ ά5ŜƭŜǘŜέ ōǳǘǘƻƴΦ 

 

Figure 57: Delete button 

Then, the system displays the below confirmation message:  
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Figure 58: Confirmation message for the deletion of an issue 

LŦ ǘƘŜ ta ǎŜƭŜŎǘǎ ǘƘŜ ά¸Ŝǎέ ǊŀŘƛƻ ōǳǘǘƻƴ ƛƴ ǘƘŜ ƻǇǘƛƻƴ άRecommendation /  1.1 I recommend that the single 

safety certificate is issuedέΣ 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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Figure 59: Final assessment report SSC 

The Single Safety Certificate (SSC) is already filled in and there are some fields that allow for further editing 

as shown in Figure 60. 

 

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 
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ǎŀǾŜ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ ta ǎŜƭŜŎǘǎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 94. In this case, the report can be further 

updated.  

¢ƻ ǎǳōƳƛǘ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ ta ŎƭƛŎƪǎ ƻƴ ά{ƛƎƴ ŀƴŘ {ǳōƳƛǘέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 61. 

 

Figure 61: Sign & Submit button 

LŦ ǘƘŜ ta ŎƭƛŎƪǎ ƻƴ ά{ƛƎƴ ŀƴŘ {ǳōƳƛǘέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ǇƻǇ-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 

ta ŎƘƻƻǎŜǎ ǘƻ ǾƛŜǿ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴΣ ŎƭƛŎƪǎ ƻƴ ǘƘŜ ǘŀō ά!ǎǎŜǎǎƳŜƴǘέΣ and then navigates to άwŜŎƻƳƳŜƴŘŀǘƛƻƴέ 

ǘŀōΦ ¢ƘŜ ta Ŧƛƭƭǎ ƛƴ ŀƭƭ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘǎ όǿƛǘƘ ǊŜŘ ŀǎǘŜǊƛǎƪύ ƻƴ ǘƘŜ ǘŀōǎ άwŜŎƻƳƳŜƴŘŀǘƛƻƴέ ŀƴŘ 

άwŜŎƻƳƳŜƴŘŀǘƛƻƴ /ƻǾŜǊ [ŜǘǘŜǊέ ŀƴŘ ǳǇƭƻŀŘǎκ ŀǘǘŀŎƘŜǎ ŀƴȅ ŦƛƭŜǎ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǘǘŀŎƘ 

ŦƛƭŜǎέ ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ LŦ ǘƘŜ ǳǎŜǊ ƭŜŀǾŜǎ ŜƳǇǘȅ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎΣ ǘƘŜƴ the system 

ŀƭƭƻǿǎ ƘƛƳ ǘƻ ŎƭƛŎƪ ƻƴƭȅ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ ¢ƘŜ ǎǳōƳƛǎǎƛƻƴ ƛǎ ƴƻǘ ǇƻǎǎƛōƭŜΦ ¢ƘŜ ǘŀōǎ ά!ǳǘƘƻǊƛǎŀǘƛƻƴ ǊŜǇƻǊǘέ 

ŀƴŘ ά!ǳǘƘƻǊƛǎŀǘƛƻƴ /ƻǾŜǊ [ŜǘǘŜǊέ ŀǊŜ ŜŘƛǘŀōƭŜ 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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Figure 62: Recommendation-Authorisation reports 

LŦ ǘƘŜ ta ǎŜƭŜŎǘǎ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘΣ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ά5ŜŎƛǎƛƻƴ ŦƻǊ ǘƘŜ ǾŜƘƛŎƭŜ ŀǳǘƘƻǊƛǎŀǘƛƻƴ ŦƻǊ ǇƭŀŎƛƴƎ ƻƴ 

ǘƘŜ ƳŀǊƪŜǘΣ ǘƘŜ ŎƘƻƛŎŜ άwŜŦǳǎŜŘέ ƻǊ άCǳƴŘŀƳŜƴǘŀƭƭȅ 5ŜŦƛŎƛŜƴǘέΣ ǘƘŜ ǘŀōǎ ά!ǳǘƘƻǊƛǎŀǘƛƻƴ ǊŜǇƻǊǘέ ŀƴŘ 

ά!ǳǘƘƻǊƛǎŀǘƛƻƴ /ƻǾŜǊ [ŜǘǘŜǊέ ŘƛǎŀǇǇŜŀǊΦ 

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. 

 

Figure 63: Alerts and fields in error 

 

Figure 64: Recommendation Cover letter VA  

LŦ ǘƘŜ ta ŎƭƛŎƪǎ ƻƴ ά{ǳōƳƛǘ wŜŎƻƳƳŜƴŘŀǘƛƻƴ ǊŜǇƻǊǘέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ǇƻǇ-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. 

 

Figure 65: Request Appeal 
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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 

 

Figure 67: Request Appeal termination 

4.3.5. Submit Recommendation (TA) 

¢ƘŜ ta Ŧƛƭƭǎ ƛƴ ŀƭƭ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘǎ όǿƛǘƘ ǊŜŘ ŀǎǘŜǊƛǎƪύ ƻƴ ǘƘŜ ǘŀōǎ άwŜŎƻƳƳŜƴŘŀǘƛƻƴέ ŀƴŘ ά/ƻǾŜǊ [ŜǘǘŜǊέΦ LŦ 

ǘƘŜ ta ƭŜŀǾŜǎ ŜƳǇǘȅ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎΣ ǘƘŜƴ ǘƘŜ ǎȅǎǘŜƳ ŀƭƭƻǿǎ ƘƛƳ ǘƻ ŎƭƛŎƪ ƻƴƭȅ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ ¢ƘŜ 

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  

 

 

Figure 68: Alerts and fields in error 

 

Figure 69: TA Recommendation report  
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LŦ ǘƘŜ ta ǎŜƭŜŎǘǎ ǘƘŜ άtƻǎƛǘƛǾŜέ ƻǊ άbŜƎŀǘƛǾŜέ ŎƘƻƛŎŜǎ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ƛƴ ǘƘŜ ŦƛŜƭŘ ά{ǘŀǘǳǎέΣ ǘƘŜ 

Recommendation form is the same as in shown in Figure 69. 

Lƴ ŎŀǎŜ ǘƘŀǘ ǘƘŜ ŎƘƻƛŎŜ ƛǎ άtƻǎƛǘƛǾŜ ǿƛǘƘ ŎƻƴŘƛǘƛƻƴǎέΣ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀƴƻǘƘŜǊ ŦƛŜƭŘ 

ά/ƻƴŘƛǘƛƻƴǎέ ǿƘƛŎƘ ƛǎ ƳŀƴŘŀǘƻǊȅΦ IŜ/She Ŏŀƴ ŀŘŘ ƳƻǊŜ ŎƻƴŘƛǘƛƻƴ ŦƛŜƭŘǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άҌέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ 

in Figure 70. 

 

Figure 70: Recommendation report in TA 

He/She Ŏŀƴ ŀƭǎƻΣ ǳǇƭƻŀŘκ ŀǘǘŀŎƘ ŀƴȅ ŦƛƭŜǎ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ 

ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ 

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. 

¢ƘŜ ta ŎƭƛŎƪǎ ƻƴ ŎƘŜŎƪ ōƻȄ ŀƴŘ ŀŦǘŜǊ ƻƴ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ 

 

Figure 71: Cover letter in Recommendation report 

¢ƻ ǎŀǾŜ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ ta ŎƭƛŎƪǎ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ Lƴ ǘƘƛǎ case, he/she can further update the report.  

If there is unsaved information, a warning message is displayed as shown in Figure 95.  

LŦ ǘƘŜ ta ŎƭƛŎƪǎ ƻƴ ά{ǳōƳƛǘέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ǇƻǇ-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. !ŦǘŜǊ ǘƘŜ ǎǳōƳƛǎǎƛƻƴΣ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ŎƘŀƴƎŜŘ ǘƻ ά5ŜŎƛǎƛƻƴέΦ 

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 ǎŜƭŜŎǘǎ ǘƻ ά±ƛŜǿέ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΣ ƴŀǾƛƎŀǘŜǎ ǘƻ ά!Ŏǘƛƻƴǎέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘǎ 

ǘƘŜ ά{ŜƴŘ !ŎƪƴƻǿƭŜŘƎŜƳŜƴǘ ƻŦ /ƻƳǇƭŜǘŜƴŜǎǎέ ƻǇǘƛƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 72. Then the system displays a 

pop-ǳǇ ǿƛƴŘƻǿ ά{ŜƴŘ !ŎƪƴƻǿƭŜŘƎŜƳŜƴǘ ƻŦ /ƻƳǇƭŜǘŜƴŜǎǎέ, and upon confirmation, the acknowledgement 

action is complete. 

 

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 ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ ά!ǎǎŜǎǎƳŜƴǘέΦ Finally, for VA 

applications, a pdf is generated in the Library under the άFormal Communicationέ folder, which is visible to 

all users.  

 

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. 

{ǇŜŎƛŦƛŎŀƭƭȅΣ ǘƘŜ ta ǎŜƭŜŎǘǎ ǘƻ ά±ƛŜǿέ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪǎ ƻƴ ά!ǎǎŜǎǎƳŜƴǘέ ǘŀō ŀƴŘ ǘƘŜƴ ƻƴ Lƴƛǘƛŀƭ 

Screen and/or Detailed Assessment reports. The PM selects the άwŜǉǳŜǎǘ ǳǇŘŀǘŜέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ 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.  

 

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. 

 

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. 

 

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 

ŀǇǇƭƛŎŀƴǘΦ Lƴ ōƻǘƘ ŎŀǎŜǎ ǘƘŜ ά¢ŀǎƪέ ŦƻǊ ǘƘŜ ŎƭƻǎǳǊŜ ƻŦ ŀǇǇƭƛŎŀǘƛƻƴΣ ƻǇŜƴǎ ƛƴ άaȅ ²ƻǊƪέ ǎŜŎǘƛƻƴ όFigure 24). 

!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ǘƘŜ ta ǎŜƭŜŎǘǎ ǘƻ ά±ƛŜǿέ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΣ ƴŀǾƛƎŀǘŜǎ ǘƻ ά!Ŏǘƛƻƴǎέ ōǳǘǘƻƴΣ ŀǎ ǎƘƻǿƴ ƛƴ Figure 72, 

ŀƴŘ ǎŜƭŜŎǘǎ ǘƘŜ ά/ƭƻǎŜ ŀǇǇƭƛŎŀǘƛƻƴέ ƻǇǘƛƻƴΦ The system displays a page similar to the one in Figure 77. 
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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, ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ Ƙŀǎ ǎǘŀǘǳǎ ά/ƭƻǎŜŘέ ŀƴŘ ƴƻ ƻƴŜ Ŏŀƴ 

update it. 

 

Figure 78: Close application adding a file 
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4.3.10. Manage milestones  

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. 

 

Figure 79: Pre-defined milestone screen 

The PM also has the option to create custom milestones, by selecting to ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ά5ŀǎƘōƻŀǊŘέ ǘŀōΦ 

Following that, the PM must select the ά/ǊŜŀǘŜ ƳƛƭŜǎǘƻƴŜέ option as shown in Figure 80. 

 

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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Figure 81: Create milestone form 

The PM selects ά{ŀǾŜέΦ ! ŎƻƴŦƛǊƳŀǘƛƻƴ ƳŜǎǎŀƎŜ ǳǇƻƴ ǎǳŎŎŜǎǎŦǳƭ ǎŀǾƛƴƎ ƛǎ ŘƛǎǇƭŀȅŜŘ ŀƴŘ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ƛǎ ǎŜƴǘ 

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 ά5ŀǎƘōƻŀǊŘέ tab of an application ǘƘŀǘ ƛǎ ƴƻǘ ƛƴ ǎǘŀǘǳǎ άŎƻƳǇƭŜǘŜŘκŎƭƻǎŜŘέΦ 
Then, the PM selects ŦǊƻƳ ǘƘŜ ά!Ŏǘƛƻƴǎέ ōǳǘǘƻƴΣ ŀǎ ǎƘƻǿƴ ƛƴ Figure 82 ǘƘŜ ƻǇǘƛƻƴ ά9ȄǘŜƴŘ ǘƛƳŜŦǊŀƳŜέΦ  

 

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: 

- ¢ƘŜ ƴǳƳōŜǊ ƻŦ ŘŀȅǎκǿŜŜƪǎκƳƻƴǘƘǎ ƻŦ ǘƘŜ ŜȄǘŜƴǎƛƻƴΣ ƛƴ ǘƘŜ ŦƛŜƭŘ ά{ǘŀǊǘέΦ 
- The option to count the period in days/weeks/months, in the second field. 
- !ƴȅ ƧǳǎǘƛŦƛŎŀǘƛƻƴ ōȅ ƛƳǇƻǊǘƛƴƎ ƛǎǎǳŜǎ ƛƴ ǘƘŜ ŦƛŜƭŘ άWǳǎǘƛŦƛŎŀǘƛƻƴέ όƻǇǘƛƻƴŀƭύΦ 
- Any additional comment, in the last field (optional).  
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Figure 83: Extensions of the timeframe of the assessment form 

The PM selects ά{ŀǾŜέΦ 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. 

 

4.4. Tasks for Assessors (AS)  

An assessor (AS) performs the assessment of an application file. Their main responsibility is to submit the 

άLƴƛǘƛŀƭ {ŎǊŜŜƴκ/ƻƳǇƭŜǘŜƴŜǎǎ ŎƘŜŎƪ ŀƴŘ 5ŜǘŀƛƭŜŘ !ǎǎŜǎǎƳŜƴǘέ ǊŜǇƻǊǘǎ ŦƻǊ {{/ ŀƴŘ ±! !ǇǇƭƛŎŀǘƛƻƴǎ ŀƴŘ ǘƻ 

submit the άLƴƛǘƛŀƭ /ƻƳǇƭŜǘŜƴŜǎǎ ±ŜǊƛŦƛŎŀǘƛƻƴ ŀƴŘ 5ŜǘŀƛƭŜŘ /ƻƳǇƭŜǘŜƴŜǎǎ ±ŜǊƛŦƛŎŀǘƛƻƴέ ŦƻǊ ¢!. 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 ƛƴ άaȅ ²ƻǊƪέ ǎŜŎǘƛƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 24. An alternative way to navigate to 

the related page of the reports is through the ά!ǎǎŜǎǎƳŜƴǘέ ǘŀōΦ  

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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Figure 84: Initial Screen web form (SSC) 

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

The Assessor Ƴŀȅ ŀŘŘ ŀƴ ŜȄƛǎǘƛƴƎ ƛǎǎǳŜ ŦǊƻƳ ǘƘŜ ƛǎǎǳŜ ƭƻƎ ƛƴ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ ŦƻǊƳ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ŘŘ LǎǎǳŜέ 

button  as shown in Figure 85. 

 

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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Figure 86: Add issue from the issues log 

The Assessor selects the issue, which will be added in the report, ŀƴŘ ǎŜƭŜŎǘǎ ǘƘŜ ά!ŘŘ LǎǎǳŜόǎύέ ōǳǘǘƻƴΦ 

If the Assessor wants to delete the uploaded issue, he/she Ŏŀƴ ŎƭƛŎƪ ƻƴ ά5ŜƭŜǘŜέ ōǳǘǘƻƴΦ 

 

Figure 87: Delete button 

Then, the system displays the below confirmation message:  

 

Figure 88: Confirmation message for the deletion of an issue 

Also, ǘƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ǳǇƭƻŀŘκ ŀǘǘŀŎƘ ŀƴȅ ŦƛƭŜǎ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ 

ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ ¢ƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴΥ  
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Figure 89Υ !ǘǘŀŎƘ ŦƛƭŜǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ 

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. 

 

Figure 90: Add file(s)  
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Figure 91: Choose file(s) 

 

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. 

¢ƘŜ !ǎǎŜǎǎƻǊ ŎƭƛŎƪǎ ƻƴ ŎƘŜŎƪ ōƻȄ ŀƴŘ ŀŦǘŜǊ ƻƴ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ŀǘǘŀŎƘ ǘƘŜ ŦƛƭŜǎ ƛƴ ǘƘŜ ǊŜǇƻǊǘΦ 
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Figure 93: Attach file-check box 

¢ƻ ǎŀǾŜ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ !ǎǎŜǎǎƻǊ ŎƭƛŎƪǎ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ  

 

Figure 94: Save button 

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

 

Figure 95: Warning message about unsaved information 

¢ƻ ǎǳōƳƛǘ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ !ǎǎŜǎǎƻǊ ŎƭƛŎƪǎ ƻƴ ά{ƛƎƴ ϧ {ǳōƳƛǘ Lƴƛǘƛŀƭ ǎŎǊŜŜƴ ǊŜǇƻǊǘέ ōǳǘǘƻƴΦ 

 

Figure 96: Sign & Submit Initial screen report 

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ά{ƛƎƴ ϧ {ǳōƳƛǘ Lƴƛǘƛŀƭ ǎŎǊŜŜƴ ǊŜǇƻǊǘέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ǇƻǇ-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. 

LŦ ǘƘŜ ǳǎŜǊ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎΣ ŎƭƛŎƪǎ ƻƴ ά¦ƴƭƻŎƪ ŀǇǇƭƛŎŀǘƛƻƴΣ ƘŜ/she can update the report and change the 

inserted information.  

 

Figure 97: Sign and Submit pop-up window 

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

LŦ ά{ŀǾŜέ ōǳǘǘƻƴ ƛǎ ǳǎŜŘΣ ǘƘŜ {ȅǎǘŜƳ ǎŀǾŜǎ ŀǎ ŘǊŀŦǘ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘǊƻŘǳŎŜŘ ŀƴŘ ŘƛǎǇƭŀȅǎ ǿŀǊƴƛƴƎǎ ǿƘŜǊŜ 

mandatory fields are not filled. If no warnings are found, then the system stores the report.  

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƻ άLƳǇƻǊǘ Lƴƛǘƛŀƭ {ŎǊŜŜƴ ŦƛƭŜέ ƛƴ ǘƘŜ Lƴƛǘƛŀƭ {ŎǊŜŜƴ ǊŜǇƻǊǘΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ōŜƭƻǿΥ  
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Figure 98: Import Initial Screen file 

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƻ άLƳǇƻǊǘ ƛƴƛǘƛŀƭ ǎŎǊŜŜƴ ŦƛƭŜέΣ ǘƘŜ ǎȅǎǘŜƳ ŀƭƭƻǿǎ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ƻŦŦƭƛƴŜ ǇǊŜǇŀǊŜŘ ŀƴŘ ǎƛƎƴŜŘ 

ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŦƛǊǎǘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ ¢ƘŜƴ ǘƘŜ ōǳǘǘƻƴ ά{ƛƎƴ ŀƴŘ {ǳōƳƛǘέ ōŜŎƻƳŜǎ 

active. Additionally, if the user selects to import initial screen file, he/she can navigate to attachments section 

ό[ƛōǊŀǊȅύ ŀƴŘ ǳǇƭƻŀŘ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ŘƻŎǳƳŜƴǘǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ !ŦǘŜǊ ǘƘŜ 

ǳǇƭƻŀŘƛƴƎ ǘƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ōǳǘǘƻƴ ά{ƛƎƴ ŀƴŘ ǎǳōƳƛǘ Lƴƛǘƛŀƭ ǎŎǊŜŜƴ ǊŜǇƻǊǘέΦ  

4.4.2. Submit Detailed Assessment report (SSC)  

 

Figure 99: Detailed assessment select method 

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƻ άŦƛƭƭ ƛƴ ǘƘŜ ǿŜō ŦƻǊƳέΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 100. 
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Figure 100: Detailed Assessment web form report SSC 

The Assessor (AS) selects the radio buttons όά¸Ŝǎκbƻέ ƻǊ άbκ!έύΦ  

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

 

Figure 101: Add issue from the issues log 

¢ƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ǘƘŜ LǎǎǳŜ ǿƘƛŎƘ ǿƛƭƭ ōŜ ŀŘŘŜŘ ƛƴ ǘƘŜ ǊŜǇƻǊǘ ŀƴŘ ǎŜƭŜŎǘǎ ǘƘŜ ά!ŘŘ LǎǎǳŜόǎύέ ōǳǘǘƻƴΦ 

If the Assessor wants to delete the uploaded issue, he/she Ŏŀƴ ŎƭƛŎƪ ƻƴ ά5ŜƭŜǘŜέ ōǳǘǘƻƴΦ 
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Figure 102: Delete button 

Then, the system displays the below confirmation message:  

 

Figure 103: Confirmation message for the deletion of an issue 

!ƭǎƻΣ ǘƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ǳǇƭƻŀŘκ ŀǘǘŀŎƘ ŀƴȅ ŦƛƭŜǎ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ 

ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ 

 

Figure 104: Attach files screen 
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Figure 105: Attach file-check box 

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

¢ƻ ǎŀǾŜ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ 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. 

¢ƻ ǎǳōƳƛǘ ǘƘŜ ǊŜǇƻǊǘΣ ǘƘŜ ŀǎǎŜǎǎƻǊ ŎƭƛŎƪǎ ƻƴ ά{ƛƎƴ ϧ {ǳōƳƛǘέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ƛƴ Figure 106. 

 

Figure 106: Submit button 

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ά{ƛƎƴ ϧ {ǳōƳƛǘέ ōǳǘǘƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ŀ ǇƻǇ-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 

ǎǳōƳƛǘǘƛƴƎΣ ŎƭƛŎƪǎ ƻƴ ά¦ƴƭƻŎƪ ŀǇǇƭƛŎŀǘƛƻƴΣ ƘŜ/she can update the report and change the inserted information.  
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 Figure 107: Sign and Submit pop-up window  

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ǘƻ άLƳǇƻǊǘ 5ŜǘŀƛƭŜŘ !ǎǎŜǎǎƳŜƴǘ ŦƛƭŜέ ƛƴ ǘƘŜ 5ŜǘŀƛƭŜŘ !ǎǎŜǎǎƳŜƴǘ ǊŜǇƻǊǘΣ ǘƘŜ ǎȅǎǘŜƳ 

displays the below:  
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Figure 108: Import Detailed Assessment file 

LŦ ǘƘŜ ǳǎŜǊ ǎŜƭŜŎǘǎ ǘƻ άLƳǇƻǊǘ 5ŜǘŀƛƭŜŘ !ǎǎŜǎǎƳŜƴǘ ŦƛƭŜέΣ ǘƘŜ ǎȅǎǘŜƳ ŀƭƭƻǿǎ ǘƻ ǳǇƭƻŀŘ ǘƘŜ ƻŦŦƭƛƴŜ ǇǊŜǇŀǊŜŘ ŀƴŘ 

ǎƛƎƴŜŘ ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŦƛǊǎǘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ ¢ƘŜƴ ǘƘŜ ōǳǘǘƻƴ ά{ƛƎƴ ŀƴŘ {ǳōƳƛǘέ 

becomes active. Additionally, if the user selects to import initial screen file, he/she can navigate to 

ŀǘǘŀŎƘƳŜƴǘǎ ǎŜŎǘƛƻƴ ό[ƛōǊŀǊȅύ ŀƴŘ ǳǇƭƻŀŘ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ŘƻŎǳƳŜƴǘǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǎŜŎƻƴŘ ά!ǘǘŀŎƘ ŦƛƭŜǎέ 

ōǳǘǘƻƴΦ !ŦǘŜǊ ǘƘŜ ǳǇƭƻŀŘƛƴƎ ǘƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ōǳǘǘƻƴ ά{ƛƎƴ ŀƴŘ {ǳōƳƛǘέΦ  

 

 

CƻǊ ŀ ±! ŀǇǇƭƛŎŀǘƛƻƴΣ ƛƴ ŎŀǎŜ ǘƘŀǘ ǘƘŜ !ǳǘƘƻǊƛǎŀǘƛƻƴ ŎŀǎŜ ƛǎ ά/ƻƴŦƻǊƳƛǘȅ ǘƻ ǘȅǇŜέΣ ǘƘŜǊŜ ƛǎ ƻƴƭȅ ǘƘŜ ά!ǳǘƘƻǊƛǎƛƴƎ 

Ŝƴǘƛǘȅέ ǘŀōΦ  

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) 

 

Figure 109: Completeness Check VA 

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ǘƘŜ !ǳǘƘƻǊƛǎƛƴƎ Ŝƴǘƛǘȅ ǘŀō ŀƴŘ ŀŦǘŜǊ ǎŜƭŜŎǘǎ ǘƻ άŦƛƭƭ ƛƴ ǘƘŜ ǿŜō ŦƻǊƳέΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ 

and allows for editing the Completeness check report of the application. 

 

Figure 110: Completeness Check web form 

¢ƘŜ ƭŀōŜƭ άL ŘŜŎƭŀǊŜ ƘŜǊŜōȅ ǘƘŀǘ ǘƘŜ ŦƛƭŜ ƛǎέ ƛǎ ƳŀƴŘŀǘƻǊȅΦ ¢ƘŜ ƛǎǎǳŜǎ ǘŀōƭŜ ŀǇǇŜŀǊǎ ƻƴƭȅ ǿƘŜƴ ŎƻƳǇƭŜǘŜƴŜǎǎ 

ƭƛǎǘ ŎƘƻƛŎŜ ƛǎ άLƴŎƻƳǇƭŜǘŜέ ƻǊ άCǳƴŘŀƳŜƴǘŀƭƭȅ ŘŜŦƛŎƛŜƴǘέ ŀǎ ǎƘƻǿƴ ƛƴ CƛƎǳǊŜ рнΦ ¢ƘŜ ƛǎǎǳŜǎ ŀǇǇŜŀǊƛƴƎ ŀǊŜ ƛǎǎǳŜǎ 

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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Figure 111: Add issue from the issues log  

LŦ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ά{ǳōƳƛǘέ ōǳǘǘƻƴΣ ŀ ǇƻǇ-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. 

¢ƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ŀƭǎƻΣ ǎŜƭŜŎǘ ǘƻ άLƳǇƻǊǘ /ƻƳǇƭŜǘŜƴŜǎǎ ŎƘŜŎƪ ŦƛƭŜέΣ ŀƴŘ ŀǘǘŀŎƘ ŦƛƭŜǎ ƛƴ ƻǊŘŜǊ ǘƻ ǳǇƭƻŀŘ ǘƘŜ 

ƻŦŦƭƛƴŜ ǇǊŜǇŀǊŜŘ ŀƴŘ ǎƛƎƴŜŘ ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘΣ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ Then, the button 

ά{ǳōƳƛǘέ ōŜŎƻƳŜǎ ŀŎǘƛǾŜΦ 
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Figure 112: Sign and Submit pop-up window VA 

 

 

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.  

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ǎŜƭŜŎǘǎ ǘƻ άCƛƭƭ-ƛƴ ǘƘŜ ǿŜō ŦƻǊƳέ ŦǊƻƳ ǘƘŜ {ŜƭŜŎǘ ƳŜǘƘƻŘΣ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴΥ 
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Figure 114: Detailed Assessment report in VA 

LŦ ǘƘŜ !ǎǎŜǎǎƻǊ ŎƘƻƻǎŜǎ άL ǊŜŎƻƳƳŜƴŘ ǘƻ ǊŜŦǳǎŜ ǘƘŜ ŀǳǘƘƻǊƛǎŀǘƛƻƴέ ŀǎ ǎƘƻǿƴ ƛƴ Figure 115, the system allows 

him to add an issue for this application. 

 

Figure 115: Detailed Assessment report VA 

!ƭǎƻΣ ǘƘŜ !ǎǎŜǎǎƻǊ Ŏŀƴ ǳǇƭƻŀŘκ ŀǘǘŀŎƘ ŀƴȅ ŦƛƭŜǎ ƴŜŜŘŜŘ ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ ŀƴŘ 

ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ 

 

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 άLƳǇƻǊǘ ŘŜǘŀƛƭŜŘ ŀǎǎŜǎǎƳŜƴǘ ŦƛƭŜέ, and attach files in order to upload the 

ƻŦŦƭƛƴŜ ǇǊŜǇŀǊŜŘ ŀƴŘ ǎƛƎƴŜŘ ŎƻǇȅ ƻŦ ǘƘŜ ǊŜǇƻǊǘΣ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴΦ Then, the button 

ά{ƛƎƴ ϧ {ǳōƳƛǘέ ōŜŎƻƳŜǎ ŀŎǘƛǾŜΦ 

 

Figure 117: Import detailed assessment file VA 

 

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

When performing ά5ŜǘŀƛƭŜŘ ŀǎǎŜǎǎƳŜƴǘέ ƛƴ /ƻƴŦƻǊƳƛǘȅ ǘƻ ǘȅǇŜ ŀǇǇƭƛŎŀǘƛƻƴǎΣ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ 

ά{ǳōǎŜǉǳŜƴǘ ŀǇǇƭƛŎŀǘƛƻƴέ: 

 



EUROPEAN UNION AGENCY FOR RAILWAYS 
 

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

 

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

 

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) 

 

Figure 119: Initial Completeness verification screen in TA 

¢ƘŜ !ǎǎŜǎǎƻǊ Ƴŀȅ ǇǊƻǾƛŘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ άLƴƛǘƛŀƭ ŎƻƳǇƭŜǘŜƴŜǎǎ ǾŜǊƛŦƛŎŀǘƛƻƴέ ŦƻǊƳΦ IŜ/She can attach 

files as described above. 

4.4.7. Submit detailed verification of completeness report (TA) 

 

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. 
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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 

ŦƻǊ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά!ǘǘŀŎƘ ŦƛƭŜǎέ ōǳǘǘƻƴ ŀƴŘ ŀŦǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άҌέ ōǳǘǘƻƴΦ ¢ƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ 

ǘƘŜ ά[ƛōǊŀǊȅέ ŀƴŘ ƘŜ/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 

ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƻŦ άvǳŀƭƛǘȅ !ǎǎǳǊŀƴŎŜκ/ƻƴŎƭǳǎƛƻƴέ ǊŜǇƻǊǘ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ŘƛǎǇƭŀȅǎ ǘƘŜ ǎŀƳŜ 

ǎŎǊŜŜƴ ŦƻǊ {{/Σ ±! ŀƴŘ ¢! ǿƛǘƘ ǘƘŜ ά{ŜƭŜŎǘ aŜǘƘƻŘ όάCƛƭƭ ƛƴ ǘƘŜ ǿŜō ŦƻǊƳέΣ άLƳǇƻǊǘ vǳŀƭƛǘȅ !ǎǎǳǊŀƴŎŜ ŦƛƭŜέύΦ 

 

Figure 122: Quality Assurance Select Method in SSC, VA and TA 
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4.5.1. Submit Quality Assurance report (SSC) 

 

Figure 123: Quality Assurance web form 
























































