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General considerations 
 

Questionnaire 
 

1. Each Member State has their own questionnaires (Art. 9, 15, 25, and Art. 16). The 
questionnaires can be accessed using one single URL address (IPM root address). 

2. The access to the questionnaires is protected by username & password. 
3. The questionnaires will be opened for encoding from the beginning of 2008 until 

28/12/2009. 
4. The questionnaires are presented on a single page. 
5. All compulsory questions must be filled in. 
6. The system only requires a standard Internet browser with JavaScript enabled. The 

system is fully compatible with Internet Explorer 6 (or later) and Mozilla Firefox. 
However, the system is not compatible with Safari (browser used on MACs). 

 
There are two different roles possible within the system- the role of the contributor and the 
role of the co-ordinator, described below. It will be up to the MS to decide how they use these 
possible roles. 
 

Contributor 
 

7. Each contributor, i.e. the relevant entity responsible for inserting data into the report 
for the Service Directive will receive a single username & password. 

8. The system works with a session time out of 60 minutes inactivity. This means that if 
the contributor does not do anything on the report (enter data, save as draft or submit 
it) for 60 minutes, the system will end the session. We advise to save the contribution 
as "draft" within this time frame if the whole contribution is not yet finalized and you 
wish to return to it directly the next time you log on to the IPM. 

9. Each contributor can either save his contribution "as draft" or submit it. 
If the contribution is saved as draft, it is automatically reloaded when the contributor 
selects the questionnaire for submitting another contribution.  There can only be one 
draft per user and  per questionnaire. A "draft" contribution cannot be seen by the 
coordinator. 
When the contribution is submitted, it can still be reviewed, modified, and deleted by 
the contributor. It can also be reviewed by the coordinator (see below). 

10. After the contribution is submitted, a confirmation screen is displayed with an IPM ref 
number. This number allows retrieving the contribution, e.g., to modify it, as well as 
to print the contribution.  
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 Coordinator 
 

11. In each Member State, one or several coordinators can receive a username & password 
to access submitted contributions. It is up to MS to decide whether they will ask only 
for one username and password and then administer themselves all the relevant 
usernames and passwords (incl. create user accounts) for other entities or whether they 
will ask the Commission to give the necessary usernames and passwords. 

12. The coordinator's role is to review and validate the contributions submitted by the 
different levels of administrations. 

13. The coordinator has only access to data submitted by administrations of his own 
Member State. 

14. The coordinator can read, modify or delete contributions submitted by administrations 
of his own Member State. 

15. The coordinator will be able to create new user accounts that will be distributed to 
contributors. 

16. The role of the coordinator can also be limited to creating new user accounts and/or to 
access contributions submitted, but without the possibility to modify or delete 
contributions. 

 
 
 

European Commission 
 

17. The reporting system (including all data) is hosted at the European Commission Data 
Centre located in Luxembourg. 

18. No staff of the European Commission (Internal Market DG) will be allowed to access 
contributions during the encoding phase (until Dec 2009) until the Member State in 
question notifies the Commission that it has completed the reporting. 

19. Only IT administrators of the IPM software will be able to access the questionnaires, 
data included, during this period. 

20. The reporting system is based on the IPM software (Interactive Policy Making). For 
your information, an open source version of IPM is at the disposal of Member States 
administrations, see http://ec.europa.eu/idabc/en/document/6541.  
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Contributor (MS administration) 

1. Log on to system  
 
Go to the URL address as indicated by DG DIGIT and enter your username and password 
(respect letter case!). 
 

 
 
 

2. Display list of questionnaires, and select quest ionnaire 
 
Click on "list of questionnaires" on the left side to display the 4 questionnaires. 
 
Click on the "select" icon in front of the questionnaire to start working on it. 
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3. Fill in the questionnaire 
Click on "encode a case" on the left side to display the questionnaire. Fill in the questionnaire. 
 

 
 

4. "Submit" or "Save as draft" 
When the questionnaire is completed, click on "submit" to record your contribution. 
If your contribution is incomplete, click on "save as draft". In this case your contribution will 
be automatically re-loaded when you click on "encode a case". 
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5. Confirmation screen 
After the contribution has been submitted, a conformation screen is displayed with an IPM ref 
number identifying the record. There is also a possibility to print the contribution. 
 

 
 
 

6. Access to own contributions 
The contributor can retrieve his encoded contributions on the basis of the IPM ref number. 
Click on "access single record", enter the IPM ref number in the box, and click on 'view' or 
modify' to either view or modify the record. 
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You can also choose to display all the contributions that you have encoded. By following 
"Display as" > "content" (10 records per page). 
 

 
 
Each row identifies one record. In front of each row, you will find icons allowing to read, edit 
or delete submitted contributions. 
 

7. Other features 
In addition, contributors are able to: 
 
·  use an internal search engine to retrieve submitted contributions by specifying search 

criteria ("Search" > "Search") 
·  export submitted contributions to Excel ("Export" > "Export content") 
·  change their password (Form administration tab > "change password") 
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MS Coordinator 

1. Log on to system  
 
Go to the URL address as indicated by DG DIGIT and enter your username and password 
(respect letter case!). 
 

 
 
 

2. Display list of questionnaires 
 
Click on "list of questionnaires" on the left side to display the 4 questionnaires. 
 
Click on the "select" icon in front of the questionnaire to start working on it. 
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3. Access all contributions 
 
By following "Display as" > "content", you will display all contributions encoded so far by all 
contributors from your own Member State. 10 records are displayed by default per page. 
 

 
 
Icons allowing to read, edit or delete individual contributions. 
 

4. Read individual contributions 
(Display as > content > view ) 
 
(can also be printed or exported to Excel) 
 

 
 
Meta-data: date of submission of contribution, user name of contributor, case number. 
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5. Edit (modify) contribution: 
(Display as > content > edit ) 
 

 
 

6. Other features 
·  Display meta data (username, creation date, update date, etc) or customize the table 

display via "configure content view" button: 
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·  use an internal search engine to retrieve submitted contributions by specifying search 

criteria ("Search" > "Search") 
 

 
 
·  export submitted contributions to Excel  
 

1. Launch the export procedure ("Export" > "Export content") 
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2. Open the file in Excel 
 

 


