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CONNECTION
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> Online access to the IMT : https//www.cdc-imt.com

January 7, 2008

Caisse . Welcome on the CDC
lesDepots Information Management Tool

Please fill in your login and password.

Lagin | |

Password : | |

S

CDC Information Management Tool Privacy & Legal Motices

Information Management Tool

To access your individual account,
please enter your login and
password communicated by CDC,
and click on ‘Enter’ button
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When logging in as a Team Leader , you access

‘My Profile’ gives you access to your details and
allows you to change your password (see p 5-6)

the following menu:

M My Project My Activities My Com:nunity Approval Calculation Grid Recap 7?7

Profile access @

Welcome, Jean-Frangois Forte

v] (Change )

TEAM LEADER

I'tnanot , My Profile

p

‘My Project’ offers a summary of the general
characteristics of the project, including useful
documents: User Guide, Financial Guidelines, etc.
(seep7)

Welcome to COC Information Management Toal (IMT)!

‘My Activities’ gives you access to the input
screens (see p 8-16)

Get access to the different functionalities via the top menu @

= My Project menu : general documentation related to the project.

=+ My Activities menu : time spent and expenditure sheets, unit's data summary. 1
= My Community menu : list of all participants of the project.

‘My Community’ gives you access to the names of
all project researchers in alphabetical or
institutional order (see p 17)

= Approval menu @ unit's entries consultation and wvalidation,

= Calculation Grid menu : unit’s administrative and financial data allowT imation of manpower and
overheads costs,

= Recap menu : reparting regated per period {time spent, financial and comments an worl t .

Important :
Complete your entrigsgvery month, A& monthly effort from 8

articipant allows the good monitoring of the

‘Approval’ allows you to validate researchers’
timesheets (see p 18)

project and use of the c

J

CDC Information Man

t Tool Privacy & Deqal Motices

mect

‘Recap’ gives you aggregate figures for the period:

time, costs, etc. (see p 23)

‘Calculation Grid’ gives you the possibility:
1/ To enter researchers’ daily costs (see p 19-20)

2/ To enter the appropriate overheads ratio - only
for FC partners (see p 21)

3/ To adjust manpower costs at the end of the
period (p 22)

Information Management Tool




My Activities My Community Approval Calculation Grid Recap 7

Frafile access @ | TEAM LEADER w Welcome, Jean-Frangois Forte

[ Logout , My Profile ]

My details My password

= This page lists your personal details.
Gender Male w
Title Mr v
MName Farte
First name Jean-Frangois P
Address 15, quai Anatole France b
Zip - Town 75007 | |Paris
Country France
Telephone 00 33 1 58 50 31 37
Fax 0032 158 5006 73
Mobile 00 23 6 74 93 53 25
E-mail * jean-frangois. forte@caissedesdep

[ Save ] [ Cancel
* mandatory infarmation
pN J

‘My details’ tab displays your
personal details.

You can complete or update your
details.

Information Management Tool
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My Community Approval <Calculation Grid Recap 7?7

Profile access ;| TEAM LEADER v Welcome, Jean-Frangois Forte
[ Logout , My Profile ]

My details My password

A

= This page helps you to change your password.

Old password ||

Mew password

Confirm new
password

[ Change my password ]

‘My password’ tab allows you to
customize your password

Information Management Tool
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Home [SEFRSERed My Activities My Community Approval Calculation Grid Recap 7?7

Profile access @ | TEAM LEADER “ \Welcome, Jean-Francois Forte

[ Logout , My Profile ]

On the main tool bar, ‘My Project’
N, | - oives you a summary of the
general characteristics of the project,

= This page informs you about general informations and documents delivered by the project leader and the inc|uding useful documents like, for
consortium on the project. ’
example:

Project : EDIT Coordinator : Jean-Francois Forte Project Leader : Simon Tillier |

-IMT User Guide

List of the project generic documents

Date Documents Category -Financial Guidelines
2006 / 06 FIMNAMCIAL GUIDE LINES EC Documents
2007 / 01 User Guide Hand Book
1
A A
CDC Information Management Tool EDIT Project

Information Management Tool
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On the main tool bar, ‘My Activities’ tab allows you to display the list of the active tasks in which people from your unit are
involved in. In IMT, each member of the project may only be assigned to specific tasks not to the totality of the tasks of the
project.

To update your list, please contact us.

v

Home My Project RRCYsaUify My Community Approval Calculation Grid Recap 7

Profile access @ | TEAM LEADER v Wwelcome, ?li.;n—Frangnis Enlret? | ‘Timesheet’ allows the record|ng of time Spent by a
researcher on a specific task (see 9-10)

Active tasks Timesheet Summary thly unit form Expenditures Comments per WP
- This page lists the active tasks nﬁwm\_\ ‘Summary’ gives you a summary of time InputS for the
period (see p 11)

\

WP Task \E\Mpenditures

1A T01.1-Establishment and operation of the admini

WPOd1

WPO1  |IA T01.2-Orientation, Sustainability and developm
WPO1  |SEa TO1 3-Communication (internal/externall
SEA T0OL.4-lisison programrme coordinating

WPO1 |14 T01.5-Gender action plan

M~ ‘Monthly Unit Form’ allows the recording of time spent by
all unit's members, on a monthly basis. (see p 12-13)

WPOZ LA T02.0 Integration with other W.p,
WPOS  |IA T0OS.5 Taxonomic-core platform components

WPOS  |JR4& TO5.6 Descript. & identificat platf.component
WPOS  |JR4& TOS.7 Communication tools as platform companen

_ﬁ; ‘Expenditures’ tab or "Euro” icon record expenses on
corresponding tasks (see p 14-15)

I///

WPOS  |SEA T0OS.8 Publication support as platf component
WPOS5  |SEA T0S5.9 specimen access platform component

WPOE  |L& TO6.0 Integration with other W.p,
WPO3  |SEA T0S.5 Public awareness for promo of takonormy

:
ﬁﬂﬂﬁﬂﬂﬁﬂﬂgﬂﬁ?é

WP03  |SEA T08.4 Implementatn of distributed Euro School

— ) ‘Comments per WP’ tab or "Euro” icon record expenses on
corresponding tasks (see p 16)

CDC Information Management Tool EDIT Project

Information Management Tool
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‘Print button has been included to edit
your timesheet

Calculation Grid Recap 7

M My Project My Activities My Community Approval

Profile access @

Periods : | 3/2007 - 2/2008 v

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

= This form helps you to fill in the time spent by the researchers of your unit on a task,

Welcome, Jean-Francois Forte

[ Logout , My Profile ]

WP : WP0Z - WPO2-Integrating and Reshaping the Expert and Expertise basis
Task : I4 T02.0 - [A.T02.0 Integration with other W.P.

Period : 3/2007 - 2/2008

Researcher: Cheiney Laurence—

To switch to anW- L celect the new ones in the lists below :

Cheiney Laurence W IA TOZ.0 - IA.TOZ2.0 Integration with other w.P,

] Lselect | «

On the ‘Timesheet’ tab, to record time
for team

members, please select :

- Researcher’s name

- Task

- Then click on ‘Select’

When the appropriate page is

displayed, click on the ‘Edit’ icon for
the appropriate month.

Month Person Days Of which integration Comment Doc
03/2007 0,00 0,00
04/2007 0,00 0,00
05/2007 0,00 0,00
06/2007 0,00 0,00
07/2007 0,00 0,00

Information Management Tool
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My Community Approval Calculation Grid Recap 7

Profile access | | TEAM LEADER V vWelcome, Jean-Francois Forte . . .
Periods | [3/2007 - /2008 V| [ Logout , My Profile ] When ‘Timesheet’ page is displayed,
L, | Fcccc o cotmne
Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP - - ‘PerSOI‘l DayS’ . TOtal t|me Spent in
= This form helps you to fill in the time spent by the researchers of your unit on a task. [—Print | prOJeCt researCh area
WP WPOZ2 - WPO2-Integrating and Reshaping the Expert and Expertise basis Period : 3/2007 - 2/2008 11 - ‘Of Wh|Ch integration’ . Integration
Task : [4 TO2.0 - [A.TO2.0 Integration with other W.P. Researcher : Chei arence t|me Spent on SpeC|f|C aCt|V|t|eS

er active task, select th

To switch to another researcher and/or

fies in the lists below described in JPA

- ‘Comment’ (optional)

Person e Of which

. I
Month . 2 Comment Doc
Days integration —_ |
[Cloetete current fils

[ - ‘Doc’: Attachment (optional)

03/2007 o o I Parcouic_] W
i : . ArCourr...
: ' ™ - ‘Save’ your input
04/2007 0,00 0,00
05/2007 0,00 0,00
06/2007 0,00 0,00

Information Management Tool
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Home My Project My Community Approval cCalculation Grid Recap ? ‘Print’ button available, as well as ‘Export
Profile access | TEAM LEADER b \Welcome, Jean-Francois Forte on Excel Flle optlon
Periads : | 3/2007 - 2/2008 v [ Logout , My Profile ] ] ‘ )
Click on ‘Summary’ tab to consult
researchers’ global inputs
Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP ] - SeleCt the beginning and the end Of the
= This page offers you a global overview of the time filled in by your unit Brifit periOd to be checked
members on the selected period.
[ Ex on Excel File ]
|
e s Al Period: 3/2007 - 2/20%8 | 1LY - Choose in ‘Task’ box or ‘WP’ box
Task : all Researcher : All .
appropriate Task or Workpackage. You can
To switch to another period, WP, Ta for Resarcher, select the new ongsd 2 lists below :
A/i;ﬁ/ Al A/M/ as well focus on a researcher.
Start of the period | s/2007
d of the period | z/z005 Task Al e R ‘ .
Fndotthep Researcher |4l S [ seiecc 411 - Click on ‘Select’ button to validate
f which . . .
wP Task Researcher | it integration | Timesheets | | Aggregate figures for the selected period
WPO1|Ma& TO1,1a-Establishment and operation|Cheiney Laurence 3,00 3,00 SE are d|Sp|ay6d on drop dawn list
of the adm
WPRO1|MA TO1, 1a-Establishment and operation|Dy Anika 13,50 13,50 cE ) . , -
of the adm ¥~ Click on the ‘clock’ icon to access to
WPO1 Edfht;.gtl.;;{stablishment and operation|Laffitte Sébastien 3,00 3,00 CE Corresponding deta”ed timeSheet

Information Management Tool
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Home My Project LSIFREYex i1 My Community Approval Calculation Grid Recap 7

Periods @ | 3/2007 - 2/2008 v [ Logout,

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

—» This form helps you to fill in monthly the time spent by the researchers of your unit.

Alternatively you can use Timesheet if you prefer filling in times with a wision on all a period.

To switch to another month and/or to another researcher, select the new DW
03/2007 % || CHEINEY Laurence %

S

A

ZDC Information Management Tool EDIT Project

Home My Project [GFRNaiifiitd My Community Approval Calculation Grid Recap 7

Profile access : | TEAM LEADER e Welcome, Jean-Frangois Forte
Periods ¢ [3/2007 - 2/2008 v [ Logout , My Profile ]

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

— This farm helps you to fill in monthly the time spent by the researchers of your unit.

Alternatively you can use Timesheet if you prefer filling in times with a vision on all a period.

Month : 02/2007 Researcher : CHEINEY Laurence |

To switch to another month and/or to another researcher, select the new ones in the lists below @

03/2007 || CHEINEY Laurence

Profile access @ | TEAM LEADER = welcome, Jean-Frangois Forte /
:

Select ‘Monthly unit form’ tab to record time for
unit’'s members on a monthly basis.

Month : - Researcher : - ‘ /

Then select:
- Month
- Researcher’'s name

- And click on ‘Select’ to validate your choice

When page is displayed, select appropriate task in
the list.

- Click on ‘Edit’ button to complete time on the
selected task

WP Task (EFEED q of Wh'[.:h Comment Doc
Days integration
14.702.0 Integration with "
R other W.P. 5,00 oo
oo 14 TO5.5 Taxonomic-core oo oo Irml
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Home My Project [SGFEXssiHiil33 My Community Approval Calculation Grid Recap 7

Profile access @ | TEAM LEADER > Welcome, Jean-Francois Forte
Periods | | 3/2007 - 2/2008 v [ Logout , My Profile ]

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

]

Researcher : CHEINEY Laurence |

= This form helps you to fill in monthly the time spent by the researchers of your unit. Alternatively you can
use Timesheet if you prefer filling in times with a vision on all a period.

Month : 03/2007

‘Print button has been included to edit your
timesheet

Information Management Tool

When Timesheet is displayed, record in
columns:

- ‘Person Days’ : Total time spent in project
research area

- ‘Of which integration’ : Integration time
spent on specific activities described in JPA

- ‘Comment’ (optional)
- ‘Doc’ : Attachment (optional)

- Then ‘Save’ your input

. d
WP Task [FEEL . o Whlc.:h Comment Doc
Days | integration \
14.702.0 [save | T[T
WR0Z  |Integration with ] ] X
other WP, ic N
[Joelete current File N
I4 TOES
WPOS Taxonomic-core 0,00 0,00
platform
components
JRA TOS.6




mmunity Approval

¥ (change ]
| [change ]

Calculation Grid Recap 7

Profile access :

TEAM LEADER Wwelcome, Jean-Frangois Forte

Periods : | 3/2007 - 2/2008 [ Logout , My Profile ]

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

— This form helps you to record expenditures engaged by your unit {except Overhead and Unit Manpower costs).
WP : WPO1 - WPO1-EDIT Coordination and Management Period : 3/2007 - 2/2008
Task : I4 TO1.1 - [A TO1.1-Establishment and operation of the admini Cost model : FCF H

To switch to another task, select the new one inWe list below

* ostert
—_

WPOL /IR TOL.1 - IA TO1.1-Establishrment and operation of the admini

[ Add a new expenditure ]

Depreciation

Month on the period (€)

Doc

EDIT Froject

Expenditure ‘ Amount {€) ‘ ‘ Eligible IMT (€) ‘ Comment

. y

CDC Information Management Tool

Select ‘Expenditures’
expenditures.

tab to record your unit’s

Then select appropriate task from list

My Community Approval

Calculation Grid Recap 7

Home My Project

Prafile access : | TEAM LEADER b welcome, Jean-Frangois Forte
Periads : | 3/z007 - 2/2008 v [ Logout , My Prafile ]

And click on ‘Select’ to have access to the
expenses already recorded on the selected task in
the bottom list

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

= This form helps you to record expenditures engaged by your unit (except Overhead and Unit Manpower costs),

Period : 3/2007 - 2/2008

WP : WPO1 - WPO1-EDIT Coordination and Management
Cost model : FCF

Task : MA TO1,13 - M& TO1, 1a-Establishment and operation of the adm

/|

To switch to another task, select the new one in the list below

 [sener]

WPOL /A MA TO1 1a - MA TO1.1a-Establishment and operation of the adm

[ Add a new expenditure ] / K
n Depreciation -
Month Expenditure Amount (€) on the period (€) Eligible IMT (€) Gomment | Doc
06/2007 |Travel 1161,00 1161,00
07/2007 |Travel 525,00 525,00

.

When page is displayed, click on ‘Add a new
expenditure’ to record a new input on the selected
task.

Click on ‘Edit’ button to have access to the
corresponding expenditure sheet

CDC Information Management Tool EDIT Project|
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When the expenditure sheet is displayed,
add a new expense by selecting:

Home My Project LSIFRERedIit] My Community Approval Calculation Grid Recap 7

|+ - ‘Month’

Profile access | TEAM LEADER v, Welcome, Jean-Francois Forte
s
Periods | | 3/2006 - 2/2007 v [ Logout , My Profile ]

|_{ - ‘Type of expenditure’ : Equipment,
Travel, Subcontracting, Consumables,
Other.

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP

=+ This form helps you to record expenditures engaged by your unit {except Overhea Unit Manpower costs),

WP : WPD1 - WRO1-EDIT Coordination and Management Period : 3/2006 - 2/2007
] ‘ 1
Task : Ma TO1.1a - Ma TO1,1a-Establishment and of n of the adm Cost model : FCF L —1 - A| | |Ount

T tch to another tas

ct the new one in the list below :

L — - ‘Depreciation on the period’” amount:

— 4/44//”/’ for equipment expense only

Depreciation el <+—
on the period Ellgible

© © I (25 comment e - ‘Comment’ and document’s attachment
v (optional)

03/2007 » ||| Equipment i 0,00 X
[Goncel N

Amount

Month Expenditure

™ - ‘Doc’: attachment (optional)

- ‘Save’ your input

Information Management Tool



desDépbts

Home My Project My Community Approval cCalculation Grid Recap ?

My Activities

Profile access @ | TEAM LEADER b welcome, Jean-Frangois Forte
)
Periads : | 3/2008 - 2/2009 v [ Logout , My Profile ]

NEW!

New field to record comments per WP!

At the end of each period, make a brief
comment on the activity of your unit for
each workpackage in which it was involved
(EC request).

To do so, please select ‘Comments per
WP’ tab.

On the combo list, select ‘Time per WP’ to
enter your comment at the workpackage
level

- Click on ‘Edit’

- Write your comment on selected
workpackage

- ‘Save’ your input

Active tasks Timesheet Summary Monthly unit form Expenditures Comments per WP
= This page allows wou to submit general comments about wark perfarmed bVM Export on Excel File |
unit on the project activities, at a WP level or at a Task level. In order to
answer EC management reporting requirements, these comments will be included
to the periodic management reports communicated to the Commission,
Unit : 01-CDC DBRM10 Project : EDIT ~d
Cost model : FCF View : Time per WP ™~
To switch to another view, select the new one in the list below .
Yiew
Recap WP Person Days Of which integration Comments
WPo1 1,00 1,00
TOTAL 1,00 1,00
p Py
CDC Information Management Tool EDIT Projechy
Recap WP Person Days Of which integration Comments
d
WRD1 1,00 1,00 . Save Cancel
TOTAL 1,00 1,00 ™ I~
. "y
Information Management Tool
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MY COMMUNITY

On the main tool bar, ‘My Community’
tab gives you access to:

-Alphabetical list of project researchers

-E-mail addresses of project researchers

You can ‘Export on Excel File’  this list
by clicking on the corresponding button

You can display this information sorted
out by contractor by clicking on ‘Unit’

Information Management Tool




APPROVAL

On the main tool bar, select ‘Approval’ tab to
validate all inputs of your unit members

To validate the researchers' inputs, please
begin by selecting the month . When page is
displayed click on either :

- ‘Approve all’ inputs
Or
- ‘Edit’ to approve individual researchers’ inputs

Note : Inputs cannot be changed once validated
by Team Leader and Work Package Leader. To
cancel validation please contact coordinator

When approving an input one by one, click on
‘Save’ to validate your input

‘ Information Management Tool




CALCULATION GRID: Dalily costs

FC/FCF Partners

NEW!

Now you can record these data per period!

On the main tool bar, ‘Calculation Grid’ page
‘Daily costs’ tab allows you to record:

- Daily costs

- Permanent & non permanent Staff
(AC Partners only — see next page )

—

o

Thus, for FC and FCF partners, on ‘Daily Cost
tab :

Either

- Select the appropriate researcher category
and record the average daily cost

- Click on ‘Apply’ to validate your input

Or

- Click on ‘Edit’ to record the daily cost for each
individual researcher.

|

Information Management Tool




CALCULATION GRID: Dalily costs

AC partners

NEW!

4// Now you can record these data per period!

For AC partners only, on ‘Daily Costs’ tab:

Follow the same instructions as described in the
previous slide to record daily costs.

The main difference is that you have to inform on
who is permanent staff or non-permanent staff,
eligible manpower amount depending on this
status:

- select ‘Staff’ for permanent staff
or
N - select ‘Non Staff’ for non permanent staff

- ‘Save’ your input

Information Management Tool



CALCULATION GRID: Overheads

A

4&

Once ‘Calculation Grid’ tab selected on the main tool
bar, ‘Overheads’ sub-tab allows you to record - for FC
partners only - a ratio applicable for calculation of your
unit overheads.

Then, following your usual accounting principles, enter
the ratio either in:

- ‘All direct costs except subcontracting’, or

- ‘Unit manpower cost only’, or

- A fixed lump sum.

‘Save’ your input

For AC and FCF partners, overheads are calculated
on a basis of 20% of the amount of direct costs. IMT
will estimate it automatically for you, displaying this
message on ‘Overheads’ sub-tab




CALCULATION GRID: Manpower

adjustment

At the end of a period, you can now adjust
your manpower cost estimated during the
year, in order to make it fitting perfectly the

4  real manpower cost declared in your cost

— statement (Form C).

To do so, please click on ‘Manpower
adjustment’ tab.

|

Information Management Tool



RECAP TABLES

|

On the main tool bar, ‘Recap’ tables display a
summary of all recorded inputs for a selected
period — current one by default:

Time Table : Possibility to select the list per tasks
or Workpackages

Manpower costs : Possibility to select the list
per task or workpackage

Costs Table : Possibility to select the list per
Tasks, WP, Types of Activity, Types of Costs or
Types of Activity +Type of Costs

Instalments : Summary of funds received by the
unit

You can ‘Export on Excel File’ all these tables

Information Management Tool




