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Reqgistration in the new Online System of the EYF

Your NGO is already registered in the current EYF database

I.  How to access the registration form

v To log on to the new online system you will use your organisation’s email address (not your
registration number) and your present password which you currently use to access the old EYF
online system.

v' Do not change your email address or password now in the old system as this information has
already been transferred to the new system.

v/ Later on in this document you will receive instructions on how to change this information in the new
system.

v Click on “login”.

- T T T v ). e
a‘\;':‘ El P~eX HBDRH I BEer-fe |2 European...]ﬂ EYF Eu... % l"§Vouth in.. l = europa.eu l , irm,f»f io3

File Edit View Favorites Tools Help

= EJ Annual leave and illness- ... ( : ) Module I Preparing for Tr... |7 Home - Logiciels é_] Customize Links ¥ http--www.coe.int-About...
X Find: ‘ 1360 | Previous Next [ Options v ‘

CL] D% — ER—

=4 O™ S

Council of Europe Democracy

Human Rights Democracy Rule of Law Organisation 47 Countries Topics =~ Newsroom

EUROPEAN YOUTH FOUNDATION

r

onune sySTENE, RSN e
G'FQSTEMEENLIG@ AN D '

O May [v]2013 [¢] ©

Online system up and running
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APPLICATION AND REGISTRATION SYSTEM NOW LAUNCHED

EYF AS SEEN BY YOUTH

Dear friends,

You may be aware that the online registration and application system had been delayed because of technical
difficulties. The system is now up and running. This means that you are finally able to log in. To help you
register/apply/update your NGO's information, please click below (choose the case that applies to your
organisation).

We thank you for your patience and your understanding,
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v" Click on “login” at the top of the main page on the left hand side.
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The European Youth Foundation (EYF) is a fund established in 1972 by the Council of Europe to provide financial support for European youth activities. It has
d

an annual get of approximately 3 million Euros. Since 1972, more than 300 000 young people, ag tween 15 and 30 and mostly from member states
have benefited directly from EYF-supported activities. In 2012 the EYF supported some 300 projects involving more than 15 000 young people




03/05/2013 European Youth Foundation

v Insert the information in the login box and then you click on the blue button “login” to be connected
to the new online system.

Login
Please enter your username and password.
Register if you dont have an account.

Password recovery if you dont remember your password.

Your account Information

Email: evf@coe. int
Password: TTIIIL
]

kKeep me loggedin

—

Connect with 330 (CoE account anly)
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1. How to fill in the reqgistration form

v After the login you will reach the first tab of the registration form in the NGO section with the title
“General Information”. The form already contains the main information about your organisation
which has been transferred from the previous system.

Your current registration form in the new online system is in “Draft” status so that you are free to
add and change the information in the form.

The Council in brief Human Rights Democracy Rule of Law Organisation A7 Countries Topics  Newsroom
General informationLD ” ”Member infnrmatinn”
General information ( (Draft) )
NGO Name: @ NGOTEST

Acronym (max 10 characters): * @ 1

NGO Type:*o Mational youth arganisation -

Head office (contact details for any correspondence with the EYF):
Postal address of your organisation
Streetnumber and name
Additional address

Post code: Town:

GPS coordinatese

Country. * France v
Phane :

EMail: 0 ngotest@ngotestorg

Web site:

M save ( No validation request)

J= Exportto PDF
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v" There are 5 obligatory tabs to be completed in the registration form (General information, Legal
representative, Vision, Member information and Validation). The tab “Bank details” will become
obligatory if your registration is validated and you receive an EYF grant.

Please take your time to fill in the missing sections and to modify the existing parts of the form, if
necessary.

v The fields with * are obligatory, meaning these fields must be filled in otherwise the registration form
cannot be submitted.

) You can modify all data apart from the Email address and the password at this stage as this
'y information is your login and you will be contacted through this email address in case of
guestions concerning the registration process. However after the validation of your

registration form you can change this information. To do so please follow the procedure in chapter
[l

~ The Council in brief Human Rights Demacracy Rule of Law Organisation 47 Countries Topics Newsroom
/‘\ JGeneral information” ” ”Member information” ” ] { ]
T General information (Oram
m NGO Name: @ NGOTEST

Acronym (max 10 characters): * @ nNT

NGO Type:*e Mational youth organisation -

Head office (contact details for any correspondence with the EYF):
FPostal address of your organisation
Street number and name
Additional address

Post code: Town:

GP3 coordinatese

4. .

Phone :

EMail: 0 ngotest@ngotestorg

Web site:

M save ( No validation request)

J= Exportto PDF
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v If you do not understand which information is required in certain sections move the cursor over the
guestion mark 0 and a short explanation will appear next to it.
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General information

NGO Name: @ NGOTEST

Acronym (max 10 characters). * @ nNT

NGO Type: * 0

Postal address of your organisation
Street number and name
Additional address

Post code

MNational youth organisation

Head office (contact details for any correspondence with the EYF):

(Draft)

Town:

m

I save ( No validation request)
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v Provide your GPS coordinates as this information will feed the map on the homepage of the EYF.
To do so follow the instructions.

o
()
1~

correct as this might have changed.

Verify if the type of organisation (field “NGO Type”) which is indicated for your organisation is still

Make sure you fit into one of the following categories and choose this in the drop down menu:

Type of organisation

International youth NGO

International network of youth NGOs

Regional network of youth NGOs

National youth NGO

Local youth NGO

Eligibility criteria
Members/branches in at least 7 Council of Europe member
states (main office/seat + 7 Members of 7 other countries)

At least 7 youth NGOs in 7 different countries (applicant
organisation + 6 NGOs of other 6 countries)

Present in at least 4 and not more than 6 countries (applicant
NGO + 3 to 5 NGOs in other member countries)

Based in Council of Europe member state at national level

Based in Council of Europe member state at local level


https://www.dropbox.com/s/eauxwhulz59n0og/How%20to%20find%20your%20GPS%20location.pdf
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General information

Organisation

NGO Name: @ NGOTEST

Acronym (max 10 characters): * ® N1

NGO Type:"e Mational youth organisation |;]

International youth organisation
- : International network of youth organisations
Head office (contlct details fo . A
Regional network of youth organisations
Postal address of your o Bkttt by ST e Eacilicy
Local youth organisation

Street number and name

Additional address

Post code

Town

GP8 Euurdinateso

Country: * France -

Phone

EMai: @ ngotest@ngotestorg

Web site

B save (Now ation request)
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v After completing the information in each tab you must click on the button “Save (no validation
request)” at the bottom of each page otherwise your information will be lost. Then you continue by
clicking on the button “Next page”.

The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries

PN [ceneral information [ [ |[memeerinimaton Il ] ]

Home (Draft)

m General information
NGO Name: ‘@ NGOTEST

Acronym (max 10 characters): * @ nT

NGO Type: @ National youth arganisation -

Head office (contact details for any correspondence with the EYF):
Postal address of your organisation
Street number and name
Additional address

Post code: Town:

GPS coordinatese

Country: ™ France -
Phone :

EMail: 0 ngotest@ngotestorg

Web site:

’A‘
B Save ( No validation request)
J= Exponiwo FDF

Complete all subsequent tabs by following the same procedure.
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v You will not be able to submit the registration form without attaching a copy of your statutes (in the
original language plus a translation and/or summary in English or French) and your most recent
annual activity report (if you do not publish an annual report, attach a detailed list of your recent
youth activities). Please upload these documents in the tab “Vision”.

I I | Vision| I I |

a
Home -
m o
Vision and mission * 0

Functioning and decision-making * @

File:
( Statutes: = @ A Upload

File(s):

Annual report: * Q A, Upload

)=+ Export to PDF |
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v" The tab “Member information” is only accessible for:

- International youth organisations

The Council in brief Human Rights Democracy Rule of Law Organisation A7 Countries Topics

ry | T | verber i) ) ) ()
Member information @

If you are af international organisation) please provide details of your members (7T minimum, excluding head office).

: Add member

- International network of youth organisations

~ The Council in brief Human Rights Democracy Rule of Law Organisation AT Countries

” ” GMemberinformatiunD H ]
\/
Member information @

If you are af international network) please provide details of your members (6 members minimum})

2
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A‘_} Add member

- Regional network of youth organisations

The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics ~ Mewsroom

Il [ e normatin)f I
N——

| ' Member information @
If you are f]routh NGOs, please provide details of your members (minimum 3, maximum 5, i.e. a maximum of 6

NGOs in tota

‘g Add member
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v" If your organisation is established at international or regional level you will be asked to provide a
description of each member/branch and a contact person (name, function, e-mail). In this case click
on the button “Add member” at the right hand side.

A The Council in brief Human Rights Democracy Rule of Law Organisation 4T Countries Topics ~ Newsroom

Member information @

ry | I ) e i R (Y
A
El

If you are a regional network of youth NGOs, please provide details of your members (minimum 3, maximum 3, i.e. a maximum of 6

NGOs in total)
memmm) (2 ILillls )

v' The following page will open. Again the fields with * are obligatory and must be filled in.
Complete the form and click on “Save” at the bottom of the page.

Description:

FPostal address of your organisation

Street number and
name

Additional address

Fost code: Town:
Country: * -

Phone :
EMail: *
Web site: hitp://

Vision and
mission *

m

Functioning and
decision making

Person responsible

First name: *
Surname: *

Function: *
Phone:
EMail: *

@ cancel IE Save ! <
11
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v" Then you will be back on the main page of the tab “Member information” and you can see the main
information which you provided for each member. Click on the button “Add member” again in order
to provide this information for each of your members/branches.

~ The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries

~ T [ Qrerowmormel) 11 [
Member information @ T

If you are a regional network, please provide details of your members (minimum 3, maximum 5 members)
Name: Member 1 Town: (Germany ) o=
<]
Description: Member 1 Person responsible : Member 1 Member 1 Delete
‘ Add member .

After finishing this tab (as explained for each tab) you must click on “Save (No validation request)” at
the bottom of this page.

v After completing the registration form you click on “Submit your NGO” at the bottom of the tab
“Validation”.

- The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics

/ﬁ\ [ ” ” ” ] ({[validation] [)
TS
Home Save your information and come back later, or submit your registration request to the EYF. You will receive notification if your request has been accepted

* or refused.
NGO

e —

I Save ( Mo validation request) ) ~

You will receive error messages if any of the obligatory fields have not been filled in.

12
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I1l.  After submitting your reqistration form to the EYF

STATUS: NEW
v

v' After submitting your registration form the status of your NGO changes to “New”. If you login to the
system again you can see this change of status at the top of the form on the right hand side.

The Council in brief Human Rights Democracy Rule of Law Organisation A7 Countries Topics News

[General information) [ Jvision | Il |l 1 { ]

General information ( (MNew)

NGO Name: € NGOTEST

Acronym (max 10 characters): Q@ [NT

NGO Type: 7] Regional network of youth organisations

Head office (contact details for any correspondence with the EYF):

Postal address of your organisation
Street number and name
Additional address

Post code: Town:

GP3 coordinateso

Country: * France

Phane :

EMail: 0 ngotest@ngotestorg
Web site:

)= Export to PDF

You cannot modify anything on the form until the EYF Secretariat has validated your registration or
given you access to the form again by asking for further information.

13
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But in case you have any questions you can add a comment if necessary.

v"In this instance you click on “Add a new Comment” in the tab “Comment’”.

a~ The Council in brief Human Rights Demaocracy Rule of Law Organisation 4T Countries Topics Newsroom

oo momaio e (72 S () (PP comrer

ﬂ Add a new comment .

¥ >
N\

v" Write your comment or question in the box which opens and then you click on the button “Add your
Comment”.

Add a new comment

AuthorNEWNGOD
Comment type:Public Message

Message:
Plea=se type vour gquestion here

X close (K Add your comment D

v" Your comments will appear in orange on the left hand side in the tab “Comment”.

a~ The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics Newsroom
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L
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v You will be informed by email when the EYF responds to your comment. If you log on to the online
system again and there you can see the EYF comments in the tab “Comment” on the right hand

side.
3 The Council in brief Human Rights Democracy Rule of Law Organisation A7 Countries Topics Newsroom
/ﬁ\ { ” ” ”Memberinformation” ” ] 2 Comments
v
K Add a new comment -

The numbers of comments in this section are counted in the tab “Comment” at the top on the right
hand side of the page.

During this period of exchange the status of your organisation does not change — your organisation
will remain in status “New”.

15
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(STATUS: RESUBMIT )
v

v On the other hand, if during this period the EYF needs more information about your organisation
you will be informed about this by e-mail and you will be able to access your form.

v In this case you should login to the registration form again (use your e-mail address and the
password which you indicated in the registration form). As you can see on the right hand side of the
page the status of your organisation changed into “Resubmit”

The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics Mer

A _[General information| [ 1[0 (e | N | P ——

m General information ( (Resubmit) >
NGO Name: @ NEWNGO /

Acronym (max 10 characters); * @ nNo

NGO Type: - @ MNational youth organisation -

Head office (contact details for any correspondence with the EYF):

Postal address of your organisation

Street number and name
Post code: Town:
GP3S coordinatese

Country:*  France -

If"Other” country, specify:

Phone :

EMail: 0 new@new.org

Web site:

H Save ( No validation request)

J= Export to PDF

v In the tab “Comment” you can see in the green box what further information is required by the EYF.

16
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The Council in brief Human Rights Demaocracy Rule of Law Organisation 47 Countries Topics

Y [ [ 1[0 ] (e ]l ] [3 comments]

Home
m K1 Add a new comment g

In Status “Resubmit” the form is open again and you are able to modify the requested sections.
After finalising the modifications you click on the button “Submit your NGO” at the bottom of the tab
“Validation”.

-~ The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries

o [ i [ ] [memesrinemation] [valigation) [ 1)

Save your information and come back later, or submit your registration request to the EYF. You will receive notification if your request has been accepted
or refused.

I
-]
-l
L]

I Save ( No validation request)

)= Export to PDF

After submitting your NGO again the Status changes back to “New”.
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v"If your registration is not accepted, you will receive a message explaining why.

STATUS: VALIDATED

v"If your registration form is validated by the EYF you will receive a confirmation e-mail.
In this case please login again to your account and go back to the registration form. After logging in
you can access the registration form by first clicking on the button “NGO” and then on “Managing
your Information” in the menu on the left hand side.

[ Firefox BB Home | i nttpe/val-tej.coe.i.estsinProgress.aspx = Edlcﬂen.org - Results for "frage” [ +] = 5|
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Managing your information

Status —
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J The first thing which essentially must be done is to modify your provisional password. First you must
g’ click on the button “Change request” at the bottom of the page and then you click on “Change
Password” below Email.

The Council in brief Human Rights Democracy Rule of Law Organisation G e
JGeneraI information” ” ” ” ” ] [ 1
General information (Validated)
NGO Name: @ |TestNGO

Acronym (max 10 characters): 0 ITNO

NGO Type:e IRegionaI network of youth organisations El

Head office (contact details for any correspondence with the EYF):
Fostal address of your organisation
Street number and name
Additional address
Post code: Town:
GP3 coordinatese

Country: * France -

Phone :

. 7
(Change Password)

Web site: '

testngo@testngo.org

I Save your changes
. )= Exportto PDF

‘Ez Change Request ’

On the following page you insert and confirm your new password. Then you click on “Change
password”.

-~ The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries

4

I
L]

Change your password

- Mew passwords are required to be a minimum of 6 characters in length.

¥

:

Old password: * LTI
Mew password: *
Confirm new pass

19
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v If you wish to modify any information which was provided in the registration form after the
validation of your organisation you must click on the button “Change request” at the bottom of the
page (this button you can find at the bottom of each tab).

v At this stage you are free to change the Email address (tab “General information”), if you wish to be
contacted through another address, but please keep in mind that this will also be your new login.

v" Once you indicated the changes in the tab you must click on “Save your changes” at the bottom of
the page otherwise this information will be lost.

v' Changes in the red boxes “NGO Name, Acronym, NGO Type” as well as changes in the field
“Country” are subject to validation of the EYF.

The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics Newsroom
s JGeneraI information” ” ” ” ” ] { ]
. General information ( (validated) )
m NGO Name: & [NGoTEST

Acronym (max 10 characters): 0 |NT

NGO Type: 0 I Regional network of youth organisations |Z|

Head office (contact details for any correspondence with the EYF):

Postal address of your organisation
Street number and name
Additional address

Post code: Town:

GPS coordinatese

‘ Country: * ’ France -
Phone : \

EMaiI:e ngotest@ngotestorg
{Change Password)

Web site:

— Sa\re your chang
&2 Change Request )= Export to PDF
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v" You can verify in the last tab “Comment” if these specific change requests have been submitted to
the EYF — if you can see a blue box there appearing on the left hand side stating your change
request this means your request has been submitted and awaits validation by the EYF.

Human Rights Democracy Rule of Law Organisation 47 Countries Topics Mewsroom

S [l —
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STATUS: AWAITING EYF AGREEMENT

During this period of validation by the EYF Secretariat the status of your NGO changes into
“Awaiting EYF agreement”.

~ The Council in brief Human Rights Democracy Rule of Law Organisation 47 Countries Topics Newsroom

JGeneral information” 1[ ][ 1[ “' 1 ( ] P ——

General information (Awailting EYF Agreement)
NGO Mame: @ NGOTEST
Acronym (max 10 characters): [ 2] MGOTEST

NGO Type: e Regional network of youth organisations

=
@»

Head office (contact detalils for any correspondence with the EYF):

Postal address of your organisation

Street number and name
If "Other” country, specify:
Post code: Town

GPSs coordinatese

Country: * France

Phone :

Email: @ ngotesti@ngotest org
Web site

€ Change Request )=+ Exportto PDF

Once your request is validated or rejected by the EYF you will be informed about this by e-mail.
Again you will find an explanation in the tab “Comment”. Pending validation by the EYF you cannot
access any application forms during this time.
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