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General considerations

Questionnaire

w N
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Each Member State has their own questionnaires @A@5, 25, and Art. 16). The
guestionnaires can be accessed using one singlead&ess (IPM root address).
The access to the questionnaires is protecteddmasie & password.

The questionnaires will be opened for encoding ftbenbeginning of 2008 until
28/12/2009.

The questionnaires are presented on a single page.

All compulsory questions must be filled in.

The system only requires a standard Internet browtlk JavaScript enabled. The
system is fully compatible with Internet Explore(d@ later) and Mozilla Firefox.
However, the system is not compatible with SataroWwser used on MACs).

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

Contributor

7.

8.

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

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

Each contributor can either save his contributi@as draft" or submit it.

If the contribution is saved as draft, it is autoicelly reloaded when the contributor
selects the questionnaire for submitting anothetrdmution. There can only be one
draft per user and per questionnaire. A "draftitdbution cannot be seen by the
coordinator.

When the contribution is submitted, it can stillregiewed, modified, and deleted by
the contributor. It can also be reviewed by therdomtor (see below).

10. After the contribution is submitted, a confirmatisereen is displayed with an IPM ref

number. This number allows retrieving the contridmite.g., to modify it, as well as
to print the contribution.



Coordinator

11.In each Member State, one or several coordinatrseceive a username & password
to access submitted contributions. It is up to M8ecide whether they will ask only
for one username and password and then admirtserselves all the relevant
usernames and passwords (incl. create user actdomtgher entities or whether they
will ask the Commission to give the necessary wsees and passwords.

12.The coordinator's role is to review and valida ¢bntributions submitted by the
different levels of administrations.

13.The coordinator has only access to data submitetibninistrations of his own
Member State.

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

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

16.The role of the coordinator can also be limitedr@ating new user accounts and/or to
access contributions submitted, but without thesiility to modify or delete
contributions.

European Commission

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

18. No staff of the European Commission (Internal MaiB&) will be allowed to access
contributions during the encoding phase (until R8609) until the Member State in
guestion notifies the Commission that it has conepléhe reporting.

19.0nly IT administrators of the IPM software will bble to access the questionnaires,
data included, during this period.

20.The reporting system is based on the IPM softwiater@ctive Policy Making). For
your information, an open source version of IPMtishe disposal of Member States
administrations, selttp://ec.europa.eu/idabc/en/document/6541




Contributor (MS administration)
1. Log on to system

Go to the URL address as indicated by DG DIGIT enigr your username and password
(respect letter case!).

-tant legal notice

+*"* Interactivd’Policy Making

% Online consultations

Login

Username [ERVBEDDT |

o
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2. Display list of questionnaires, and select quest  ionnaire

Click on "list of questionnaires” on the left sigedisplay the 4 questionnaires.

Click on the "select" icon in front of the questiaire to start working on it.

1t legal notice

C

# " _Interactiveé'Policy Making \ ey

LR | Online consultations Eridlh
EUROPA European Commission > Your Yoice > IPM Home page | Users' Guide | Log out | Search on EUROPA
er kD] List of questionnaires
Form: No active form

a2 |#®

SelectEDelete: Short Questionnaire frcoss | Status | Startdate | End date | Replias | By ailable
List of questionnaires > ‘ IR ! I e itranslations
Up | | | Up |
| | Down | ‘ | | Down |
27 "s’éﬁ\?{é“ﬁaponing Services Directive Article 16 | Secured |Vahidstion | 15-11-2007 28-12-2009‘ 0 |en
|[DRAFT) _ . .
( El | SERVIE |Reporting Servces Directive drticls 16 Secured |Validstion | 15-11-2007 | 28-12-2009 0 len
‘ {DRAFT) ‘ |
ETA | SERVZE |Reporting Senvices Directive Articls 25 | Gecured |Vabdstion | 15-11-2007 | 28122009 | O |en
| | |(DRAFT) | ‘ | |
27 | ‘ SERVE |Reporting Services Dirsctive Articls 3 Sscured |Validation | 15-11-2007‘ 28-12-2009‘ 0 |en
[DRAFT)




3. Fill in the questionnaire
Click on "encode a case" on the left side to digfthe questionnaire. Fill in the questionnaire.

* % . A = = - legal notice|
bl Interactivd Policy Making ) Eaidd

*_ Online consultations

EUROPA European Commission 3 Your Yoice > IPM Home page | Users' Guide | Contact | Log out | Search on EUROH

Shee | Reporting Services Directive Article 16 (DRAFT)
Form: SERW TG = i

CHED

Form Language N " .
Please use a separate questionnaire for each requirement that you need to report on even

|E”EW‘ if there are several requirements in the same piece of legislation.

2

Display as General information on the requirement

Access single record

g Where is the requirement to be found? (Title, date and number (if applicable) of the legislation and reference to the text, if

possible, link to the online text or reference to hard copy version) (compulsory)

Towhich service(s) does the requirement apply? (aprional)

4. "Submit" or "Save as draft"

When the questionnaire is completed, click on "sitibtm record your contribution.
If your contribution is incomplete, click on "saae draft". In this case your contribution will
be automatically re-loaded when you click on "erecacase”.

"« _InteractivdPolicy Making

\ aeny

* \ Online consultations Eaglish
EUROPA Eurcpean Commission > Your ¥oice > IPM Home page | Users' Guide | Contact | Log out | Search on EURDH
User: SERVBEDDT " o . 1
Form:  ERVIS 1M9, Another obligation on a service recipient

@
Form Language

Englizh [pivot]

Encode a case

\Wwhat does the obligation consist of? (compulsary

Search Justified by (compulsarg
Display as [ public policy
Access single record [ public safety
Export O public health

Fl protection of environment

|Reason why the requirement is suitable for attaining the objective pursued and why the objective cannot be attained by a less
restrictive measures- (campulsary

[ suswr | [ saveasorarT |

\/




5. Confirmation screen

After the contribution has been submitted, a canftion screen is displayed with an IPM ref
number identifying the record. There is also a gy to print the contribution.

User: SERVEEDD
Form; SERVIE

ale ]

Form Language

Thank vou,
Your response has been successfully subrmitted, The IPM reference numbe

|Eng|-igh [pivat] v‘ If wiou wish to view and/or print your response, please press the button below and use acilities of your browser,
Encode a case T

Search

Display as

Access single record

Export

6. Access to own contributions

The contributor can retrieve his encoded contrdngion the basis of the IPM ref number.
Click on "access single record", enter the IPMm@iber in the box, and click on 'view' or
modify' to either view or modify the record.

+"* _Interactivé’Policy Making

-

LA Online consultations
EUROPA European Commission > Your Woice = IPM Home page | Users’ Guide | Contact | Log out | Search on EUROPA
thersl SR Access a single record
Form: reportingsend i

a
Form Language

Englizh [piviot) W

Encode a case

Access a single record Explanation

Enter an IPw reference nurfDer; [s7e00miostzrsod | | "EW || MODIFY

Search

dccess single record

Export




You can also choose to display all the contribugitirat you have encoded. By following
"Display as" > "content" (10 records per page).

User: SERVILKDOT

Form: repartingser? Displaying responses per-page.

@ Current result page 1 of 11 (M)
Form Language Action general info Artg
.English (pivat] v. where the |application| level name name (specify| falle |identification|kustification| Please |proportionality | notif
2 == requirement field? region  (locality under specify

= to be
Encode a case

found
Searh up up up i

i DOWN DOWN DOWN Do|
< P par e Regulation by the |oxfordshire Article| no
rd |268/98 state at| 15
an a

Export regional|

level

| .Regulatw‘un [ .by the [ [ [ .Article.b\rb\r .public [ .bbn
BEFER |
R lon... state at el policy
a
national

lewel

v
Each row identifies one record. In front of eact,rgou 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 subnithattibutions by specifying search
criteria ("Search" > "Search")

export submitted contributions to Excel ("Export"Export content™)

change their password (Form administration tablrafige password")



MS Coordinator
1. Log on to system

Go to the URL address as indicated by DG DIGIT enigr your username and password
(respect letter case!).

it legal notice

"*+ _InteractivéPolicy Making
v, A Online consultations

EUROP A European Commission = Your Yoice = IPM Home page | Users' Guide | Log out | Search on EUROP A

Usernamme | SERVBENC

o>
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2. Display list of questionnaires

Click on "list of questionnaires"” on the left sigedisplay the 4 questionnaires.

Click on the "select" icon in front of the questiaire to start working on it.

iortant legal notice

Interactive Policy Making

Online consultations
Home page | Users' Guide | Log out | Search on EUROPA

S SR List of questionnaires
Form: Mo active form

Shart Questionnaire Access | Status | Startdate | End dats Repliss | Available
List of questionnaires LG | | transiations
Up | 1 i Up
Down | | Down |
SERW1S |Reporting Serdces Directive Article 15 Secured |Validation | 15-11-2007 | 28-12-2009 o Een
(DRAFT) ‘
SERVTE |Reporting Serdces Directive drticle 16 Secured '\u"atidation: 18-11-2007 | 28-12-2009 2 éen
{DRAFT) ‘ |
SERVZ5 |Reporting Serces Directive Article 25 | Secured |Validation | 1'5'-'1"17é"u'u"7'| 2822009 0 en
| | |(DRAFT) | | | | | |
(=" ‘ SERWY  |Reporting Services Directive Article 9 Secured |Validation 15-11-2007‘ 28-12-2009 ‘ o len
wE | |(DRAFT)




3. Access all contributions

By following "Display as" > "content", you will deday all contributions encoded so far by all
contributors from your own Member State. 10 rec@mgsdisplayed by default per page.

-

v
Icons allowing to read, edit or delete individuahtributions.

4. Read individual contributions
(Display as > content > vieth)

(can also be printed or exported to Excel)

User: SERVEBENC
Form: SERY1E

ale]

Form Language

Meta Informations
Creation date 119-11-2007

[Engtish tpivet] | |Last update date

|SERWVBEDDZ

iUser name
Search Casa e 281542345 111632307
Display as [nvitation Ref.
Content |Status

hccess single record

Export

|Please use a separate questionnaire for eac
leven if there are several requirements in th

|General information on the requirement
Where is the requirement to be found? [Title, date and numbe
possible, link to the online textor reference to hard copy vers
Realement 5698/06
Towhich seryice(s) does the requirement apply? -open reph- fopt
gy ekt i i
by the state

|Requirement imposed at -multiple choices reply-
{{compulsory)

h requirement that you need to report on .
e same piece of legislation.

[if applicable) of the legislation and reference to the text, if

N -open reply- fcompulsory)

t a regional level

.. . . \4 .
Meta-data: date of submission of contribution, user nameapttributor, case number.




5. Edit (modify) contribution:
(Display as > content > edi¥’)

6. Other features

Display meta data (username, creation date, uldaée etc) or customize the table
display via "configure content view" button:

10



use an internal search engine to retrieve subnmithettibutions by specifying search
criteria ("Search" > "Search")

D

export submitted contributions to Excel

1. Launch the export procedure ("Export" > "Expmohtent”)

11



2. Open the file in Excel

12



