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General overview of the RIVET structure

The following plan gives an overview of the existing links between the different pages.

Evaluation forms

) Enter your scores and
Proposal overview comments

Read the proposals

UAL ASSESSMENT REI

Rivet Main Page

List of proposals to evaluate

INDIVIDUAL ASSESSMENT REPORT

RIVET Main Page:

The RIVET main page gives you an overview of all the proposals assigned to you and the
links to the “Proposal overview” screens.

Proposal Overview:

Here you will have the possibility to download the selected proposal and to access the
“Evaluation forms”.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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RIVET basics
RIVET banner

The RIVET banner can be divided into 3 parts:

ail

# Arnaud Berghmans on ca 1Lk, 07-
F'ri = | Help 3

Menu: (1)
Functionalities
e Accessing the internal messaging system by clicking on the B icon.
e Going back to the “evaluation overview” screen by clicking on the button
e Changing your password by clicking on the @ button.

User information: (2)
Your username and the call you are working on, are indicated here.

Action menu: (3)

Print this page | Help
Here you can print the page you are viewing on screen and access the help pages.

Change Password

How to proceed?

In order to change your password, enter the password you used in order to access the
application and then enter your new password twice:

Change your password

Please enter your old password and the new one.

0ld Password

New Password

Confirm Mew Password

Save Cancel

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Caution:

The password should contain 8 to 16 characters.

Only alphanumeric and the symbols @#$%"+=* are allowed.

The password must contain: one number, one lowercase letter, one uppercase letter and one
symbol. (@#$%"+=%)

Once your login has been saved, the system will return to the main menu page.

A few examples:
Expert@?2
John$Doe9
evaluatoR%1956

Navigate between the pages:

In order to navigate easily, you can use:

@ Return _ _
The button in order to access the previous page.

e The button in order to go back to the “evaluation overview” screen.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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RIVET main page

The RIVET main page can be divided into 3 parts:

My evaluations

This page contzins information concerning the selected proposal, its current status and the

zusilable actions to the right of the zcreen. Propossl identifier inforrmation is dizplaved in the 1
top right-hand carner,

Click on the proposal nurber to view the proposal, or an the link to the sarme page.

*
3

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Filters (1:)

You can filter the list of the proposals assigned to you according to following criteria:

IARMotStarted

IARINProgress
IARFinalized
CRHMotStarted
CRInPrograss
CRAvailable
CRReviewMotStarted
CRFReviewInProgress
CRReviewFinalized
ESRMotStarted
ESRInProgress
ESRAvailable
ESRReviewNotStarted
ESRReviewInProgress
ESRReviewFinalized

Please note:

IAR: Individual Assessment Report:

Report made by the experts individually in order to prepare the consensus report (CR).
CR: Consensus Report

Report produced by the rapporteur reflecting the result of the consensus meeting.
ESR: Evaluation Summary Report

Report sent to the proposer in order to notify them of the evaluation results.
Rapporteur: Expert in charge of the Consensus Report.

Proposals list (2):

» Pending List
IProEosaI % Panel \cronym_# Deadline ¢|
LELEFL) PORZ-T o EMDM ZEO0Z.Z007 | Next action
zace Ito the chauenge of the.interljnr‘ g saf: andds:curT European tlr.'ans.por‘t « ESR availafl
eue.opm.e.nt, the EMDM project ai st.u W oan evelop new applications, new deadline "02.2007
functionalities and proposals for = ations a...
Rapporteur
evaluation completed

ol
e You can sort the list of proposal by using the arrows ™ next to the sort criteria

headings. (1)
e You can access the proposal contents and the evaluation actions by clicking on the

show proposal overview link. (2)

e A short description of the proposal is also available on this screen. (3)

Navigate through the proposal list (3):

If you have more than 7 proposals to evaluate, they will be displayed on different pages.
In order to navigate between those pages you can use following links:
previous <1 2 3 4 > next

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Proposal overview

Introduction:

The proposal overview screen is where you will access all the proposal information and all
the actions available to you in order to perform the evaluation.

. . .| sh 1 i
To access this screen you have to click on the link = BroRASE QuERien

on the main page.

This screen can be divided into 6 different parts:

Proposal overviaw
& this page you will find all information related to the selected proposal, The proposal identifier and

related information can be found directly to the right. The current status, zlong with the actions vou
may petform, can be zeen below that,

Titde
Title 100548
Duration call identifier (part)
10 Testle-1
6 Instrument
Intra-Eurapean Fellawships

15t activity code(s) 2nd activity code Frd activity code

abstract 100548

General Information (417
Inforrnation on Participants
A3

m PARTE FRM 1 100542.PDF

FartE_FRM skb
5] PARTE AN 1 100548.PDF PartB_ANY kb
8 ACR 100548.PDF ACR Skb

The reports are not yet available.

Proposals information (1):

Here you will find the proposal number and acronym.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Evaluation Status (2)

» Evaluation Status

 Delivery reguests

Individual Assesment Report A Miew rny score

4.00/5.00 i R R I ]

Consensus Report o Wiaw CR

4.50/5.00 B0 @o  Wiew My CR Review

x I cannot evaluate this proposal

Here you will have the possibility to:
e Record your scores.
e Enter your inability to evaluate.
e Make a delivery request.
You can request the proposal or assessments documents be delivered to you.
e Evaluation status:

The evaluation status icons will give you an overview of the progress of the evaluation status

of the proposal.

“» Number of IAR finalised

"-:Q Number of IAR in progress

"-'!-E' Number of IAR not started

E Number of CR/ESR approvals

rﬁ Number of CR/ESR disapprovals

EE' Number of CR/ESR review not started

Proposal submission forms (3).

This includes all the A parts of the submitted proposal:

e A1: General information: Proposal title, acronym, Call ID, abstract,...

e A2: Partner information: Participant number, organisation legal number, scientist in
charge name,...

e AS3: Financial information: further information about the applicant (address,
qualifications,...), requested grant, total participants costs,...

e Ad4: Financial request.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version

02_00
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Note:

Please note that depending on your evaluation type not all A-parts will be present.

Part B.(4)
The B part of a proposal is the proposal itself.

Reports (5)

Subject to the call coordinator’s request and depending the evaluation requirements, the
available reports will be accessible via this box.

~ Reports

Matched Pairs

Mean and standard deviation

High low marking

A The POF is opened in the same window,

Prass the "Back" button of yaur navigatar to come back to
thiz page.

Proposal overview (6)

This section gives you a quick overview of the proposal.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Record your scores:

Accept to evaluate:

. . . i
You can access the evaluation form by clicking on the show proposal overview

link corresponding to your chosen proposal on the main screen.
Before entering your scores, you have to accept to evaluate:

~ Ewvaluation Status

u Delivery requests

Individual Assesment Report d Accept to evaluate

ooy

=1 cannot evaluate this proposal

A confirmation message box will be generated in order to validate your choice.

Microsoft Internet Explorer x|
\‘y By clicking on OF, vou confirm that vou will evaluate the proposal.
oK I Cancel I

Once you have accepted to evaluate, the option S Record my scores will be available and

will give you access to the evaluation form.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Individual assessment report (IAR):

The evaluation form can be divided into 4 parts:

INDIVIDUAL ASSESSMENT REPORT

Evalustor ccoord one acting on behalf of JUll 28
Panel;

Fropesal: 100537-Acronym 100537

Date: 16/06/2005

1

S1C1

Type comments belon

B

E

Overall score (Threshol: 345, Weight: 1) |- 8 ©

s1C2

Type comments below

B

E

Ohverall score (Threshold: 3/5, Weight: 1) I' 'I “

s1T0T
(Threshold: 351 NO Score

I 1 declare that my svaluation of this prepesal creatas no conflict of interest 2

Save your changes now as draft.

3 Save as draft | ——— vouwill be required to complete this
Tarm at a later date

Save your changes now as final.
FINALISE —— Moteyouwill not be able to make any
further changes to the document.

The scores and comments must be completed in the first part (1).

Expert Manual

°

e A declaration of “no conflict of interest” is required in order to finalise your evaluation (2).

e You will have the choice to save your evaluation as draft (3) or as finalised (4).
Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Enter scores and comments (1):

1. Ouality of the researcher. How would you rate the r hresults and of the ?
Has the i ated in research and made e significant contribution to the

progress of knowledge?

2. to the of the y. How could you rate the impact of an award )0 50
i oni ing the attracth of Europe for researchers?

Sy

Overall scora (Threshold: 345, Wieight 1) (20l

Total Score
TOTAL soore (Threshold: T/ 003 Mo score

Overall comment.

e Enter your comments in the comments box. (1)
e Select the score from the dropdown list.(2)
e For the “Yes/No” questions flag your answer by checking one of the option buttons.(3)

@Yes 'C:} Mo

Declare no conflict of interest (2):

In order to finalise your evaluation you will have to declare that you have no conflict of interest
for this proposal.
| declare that my evaluation of this proposal creates no conflict of interest

Save as draft (3):

If you want to make a draft of your evaluation in order to change it later click on :

Save yvour changes now as draft.

| Save as draft |— You will be required to complete this
form at a later date.

This action will not finalise the current evaluation. You will have to finalise your evaluation
later on, in order to continue the process.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Finalise the evaluation (4):

Once you are sure of your scores and comments you have to finalise the evaluation by
clicking on:

Save your changes now as final.
FIMNALISE —— Mote:you will not be able to make any
further changes to the document.

Once you have finalised your evaluation, you will not be able to change the scores or
comments.

If you have finalised by mistake and want to make further changes, please contact the
application support or Call coordinator to unlock the document.

Note:

Once you have finalised, the application will ask you to confirm your action.

INDIVIDUAL ASSESSMENT REPORT

Evaluator: John Smith

Fanzl: EHNV-2.2-2005

Fropozal: A00609-Acronym 100608
Date: 2170672005

You have chosen to retain this proposal.
Your total score for Individual Assessment Reportis 5/5(2.00)

If the above iz correct and complete please dick FINALISE to cornplete the work, othervize dick save as
draft to finalize later,

Save your changes now as draft.
Sawe as draft —— Youwill be required to complete this
farm at a later date.

Save your changes now as final.
FINALISE A —— Mote:you will not he able to make any
further changes to the document.

Print reports:

When you want to print all comments that are in the textboxes on the screen, you need to
increase the textboxes until they show all the text on the screen. The following buttons are
used to increase adjust the textboxes:

- I Default | +|

Increase the textboxes by clicking on _'I

Decrease the textboxes by clicking on i

By clicking on L) you will restore the initial configuration.

Click on Print this page i, the upper right corner in order to print your evaluation.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00

Date 14/02/2007 oc Page 16 of 24




Expert Manual
View other expert’s individual scores (optional).

Introduction:

This action is optional and is not applicable for all evaluations.
This option is only available depending on the Panel workflow set-up.

Once your scores are entered and finalised for a specific proposal, you will be able to
view the scores entered and finalised by the other experts for the same proposal.

How to proceed?

) = Wiew other scores
Click on

on the proposal main page.

» Evaluation Status

o Celivery regquests

Individual Assesment Report o Wiew iy score
1.50/5.00

iyl g0 49 2 ¥Miew otherscores

w1 cannot evaluate this propozal

The following screen will be displayed:

< AR Experts
Individual Assessment Report J2an Marg
Wiewing: Jean Marc Victor Huge
Froposal: 1-Acronym 100751
Date: 06/032005

Daisy Dala

CRITERION 1. RELEVANCE : Relevance to the objective of the specific programme

The relevance of this project is high considering the enarmous efforts that have been acknowletige to solve this issue on
anintermational scale
Overall score (Threshold: 375, Weight: 51 3.5

CRITERION 2. QUALITY OF THE SUPPORT ACTION Quality of the support action
The qualty of the support is do-able

Oversll score (Threshold 315, Weight: 51 4.5

Total Scores

TOTAL score (Threshale: 3i5) 4|

You can switch between expert IARs by using the links corresponding to the expert name.
-~ IAR Experts
Jean Marc

Wickor Hugo

Caizy Dala

Author ESP
Date 14/02/2007
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Consensus report (CR)

The CR form can be divided into 4 parts

CONSENSUS REPORT

Expert Manual

e Consensus information: the name of the rapporteur, panel, as well as the proposal
acronym and date of creation will appear here.(1)
e You can create your Consensus Report using a blank form or by including the merged

individual assessments.(2)

The scores and comments will be entered in this section (3)
This section allows you to save the report as draft or as finalised document.(4)

Author

ESP

Date

14/02/2007

ESS_Rivet_Expert_manual_ASU_v02.00.d
oc

Version
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Create the Consensus Report (rapporteur)

Start creating the Consensus report:
Depending on the call configuration you will have several creation method options available
for creating your Consensus report:

Select one of the constructors below to create this form:

£ New blank form

% New form with calculatad average scores

" New form with calculated average scares [with extrernes rermoved)

¥ Include experts' cormnments?

Apply -= |
[ -
Do not forget to click on M in order to include the selected option.

Save or finalise:

Save this form as draft, so that | can
Save as draft | —— finishwiorking on it later, without
making it availahle for review yvet.

Finalise and make awvailable to
Finalise —— other reviewers.

After finalising a Consensus report you make it available to the other evaluators for
approval.

Print report:

When you want to print all comments that are in the textboxes on the screen, you need to
increase the textboxes until they show all the text on the screen. The following buttons are
used to increase adjust the textboxes:

-| pefault | +]

Increase the textboxes by clicking on _'I
Decrease the textboxes by clicking on Ll

Default |

By clicking on you will restore the initial configuration.

Click on “print” in the upper right corner in order to print your evaluation comments.

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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CR approval (optional: Call dependent)

Introduction

Depending on the evaluation process chosen by your call coordinator the experts will
have the option to approve the CR or not (using the application tool).

Note:

Please note that, as this is not considered as an electronic signature, the CR has to be signed
by all experts involved.

Approve/disapprove Consensus Report

Once the Consensus rapporteur has finalised the CR, the following option will be
available to the other experts assigned to the proposal:
= Evaluation 5tatus

o Delivery requests

Individual Assesment Report = Miew my score

4,70/5.00 e f@odo

sl Wiew TR
Consensus Report ~ CR Approval
£.82/10,00 @160 22| reaussted

= I cannot evaluate this proposal

You can access the Consensus Report by clicking on = Miew CR

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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How to approve/ disapprove a CR?

= CR Approval

Once the CR is available for approval, the link ~ teauested

proposal information view.
When selected, the following screen will be displayed:

will be displayed in the

CONSENSUS REPORT

Reviewear: John Smith

Fanel: EHV-2.2-2005

Fropazal: 100610-Acronym 100610
Cate: 221062005

CRITERION 1. CONTENT OF THE PROPOSAL/ PROJECT SCIENTIFIC QUALITY OF THE PROJECT {Highlighting
strong and weak points) Scientific technological quality, including any interdisciplinary and
multidisciplinary aspects of the proposal. Research methodology Originality and innovative nature of the
project, and relationship to the "state of the art’ of research in the field Timeliness and relevance of the
project

Rapporteurs comment:

commeant 1 expert 1
Type comments belom:

' =
|
4.9
& Approuea iy Disapproued' 1 " 2
CRITERION 2. QUALITY OF THE RESEARCHER Research experience Research results including patents, ‘
publications, teaching etc. Independent thinking and leadership qualities. Match between the fellow's
profile and project. Potential for reaching a postion of professional maturity. Potential to acquire new
knowledge.

Fapporteurs comment:

comment 2 expert 2
Tupe comments belom:

-
.|

Owerall score (Threshold: 45, Weight: 700 4.2

I L Approved ! Dizapproved :
TOTAL

(Threshold: 6r10) 8.82

Save this review as draft. You will
3.. Approve All Save as deaft —— havetofinalise it at a later date.

Save and finalise this review:
FINALISE |—— Mote:you will not he able to make any
further changes to the document.

e Your comments are to be entered here (1)

. o o  a d T d
e You can approve/disapprove each criterion by clicking on RRrovE isapprove

option buttons (2)

| &» Approve All

e You can approve all criteria at once by clicking on

(2)

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Enter inability:

Inability to evaluate

I arn not able to evaluate the proposal:

' conflict of interest

' Other reason

Cornments

e Choose the inability reason (1)
e Enter your comments explaining the inability reason (2)

e Save (3)

Once the inability reason is saved, the following message will appear:
Unable to evaluate

Expert Manual

From this point onwards, you will no longer have access to the proposal content nor any

action related to it.

Note :

Please note that you will not be able to change this status once you have saved your inability
reason. If you require an inability status reset, contact your EC staff or the application Support
in order to unlock your inability to evaluate status.

Author
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RIVET mailbox

The RIVET mailbox main page can be divided into 4 parts

Inbox

1 | ] @ sactimme 6 e

2 79 New message|§j Delete selected 3

From Subject Received
G [ 01 evsluatorEX2002BTESTO01] RE: CR rauisw 17/06/2005 15:02:00
4 ) [ scoord 001 Mew message 14/03/2005 16:55:00

Menu (1):
'@i Sent Itemis g Drafts

Here you can navigate between the menus available ; inbox, sent items and drafts.

Create new message (2):

Greate Message You can send a message, save it as draft
| 2| send H save draft (3 tancel 1 or Cance,l it .
= e In this section you can select the
e setect s leuas oy cresins ot o sht message recipient. (1)
Sl - e In this section you can write your
Bemmmnd message as you would with any
Cooordald ryes = standard mailbox. (2)
publect: | e You also have the possibility to add a
Message: - 2 call ID and a proposal number as
information to your mail. (3)

call: ;I
FPE-Z2004-FOOD-3-B -

3

Proposal:
[ehona> =

Author ESP | ESS_Rivet_Expert_manual_ASU_v02.00.d | Version 02_00
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Delete selected messages.(3):

You can delete messages:

e Select the message by clicking on the check box [ 0L eualustor

e Delete the message by clicking on & Delete selected

Read Messages / Message list.

Introduction:
Your messages will be flagged as follows:

= Message not read

&
¥ Message read.

Read messages

To read your received messages click on the sender’s name — the title or the sending

date.
1 e
2 4K previous ) Next
3 Feply to cooord 001
Fram: cooord 001
Date: 17/06,/2005 13:51:00
4 Subject:  CR
Call: FP§-2004-FOOD-3-B

Proposal:
Dear evaluator,

All the ¢R have been unfinalize for reviewing purpose.
Flasse chack the created CR and rafinaliza tham,

5 Thank you in aduance
Best regards,

Ceooord one

e Message title. (1)
e Here you can navigate between messages. (2)

e By clicking on Reply to you can reply to the sender of the message. (3)

e Here you will find the sender name, the message sent date and the related call and
proposal. (4)
e The message is displayed here. (5)
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