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1. Introduction

GrACE is short for GRants Administration and Collaboration Environment. The system is used
for the management of the EEA and Norwegian Financial Mechanisms 2014-2021 and is GRACE |
intended to be used by Donor and Beneficiary State entities and the Financial Mechanism
Office (FMO). GrACE is accessed through the website https://GrACE.eeagrants.org/. GrACE is
also possible to access from your mobile phone or tablet this way. The system will adjust to use _
the space available, so a small screen will show a more compact version than a large computer ’
screen, but the same information will be available.

What information you will be able to see and access in GFACE depends on your role and
function in the system. For example, Programme Operators will have access to their needed o
information and tasks in GrACE while Certifying Authorities will have different access rights and
tasks available to them. Therefore, the screenshots and images you see in this manual might )
be slightly different than what you will find when you login to the system. fosana 1200 —

Liechtenstein Norway
Norwaygrants  grants

For further help and support, please contact GrACE.support@efta.int. This user manual and
other manuals can be found at our website https://eeagrants.org/GrACEmanuals, be sure to
check in sometimes so you are sure you have the latest version of the user manual.

2. Account creation and login

For information on user accounts and contact details, please follow the instructions in the Contacts user manual found here:
https://eeagrants.org/resources/GrACE-user-manual-manage-contacts

For instructions on the 2-factor authentication security, please check the 2-factor user manual found here:
https://eeagrants.org/resources/GrACE-user-manual-2-factor-authentication

The left-hand menu is always visible, but it will become smaller by default when you are not using it. You can choose to pin it to
always be open, by clicking the little pin symbol next to your name:

GRACE

GRACE |

Silje Laerk « '
Financial Mechanism Office

Notifications

P @b B 2 B

i)
of
b4
&
B
=)

@ My Dashboard

E
E

@ Grants

R
R

o &

(SR

What you see listed on this menu depends on your access rights and needs in GrACE. FMO will see different items on the list
than a PO or FO for example.
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4. Dashboard

The dashboard is the main area you will see when you first login to GrACE (unless you followed a link that took you directly to a
document or a task). In the dashboard you will find your favourites, your tasks, saved searches and other useful links and
information.

4.1.Favourites

Several sections in GrACE have a little white star symbol in the corner. By clicking on this star so that it becomes filled in and
golden, you make it a favourite. It will then be visible on your dashboard for easy access, like a bookmark.

You can add almost any page as a
favourite for easy access from your
dashboard. Reports, too!

4.2.Sections handling

Below you will find an image with numbers, please find the numbers in the picture corresponding to the following points:
1) If you would like to get back to the start page, the dashboard, you can access it here from the main menu.

2) “My tasks” shows tasks that the system is waiting for you to perform. Click on the task name to open up your task and
perform it.

3) “My team(s) tasks” is where you can see which tasks your colleagues currently have. If you are on holiday, your
colleagues will be able to take over your tasks by seeing them here and using the buttons available to take over. You
can do the same with your colleagues’ tasks from this area.

4)
» Each section has buttons in the corner. In the red frame next to number 4 in the picture, you see on
o A the first row of buttons the Toggle full screen to maximize the section and make it bigger. You can
also expand or collapse the section to only 1 small header line.
On the second row of buttons, you see the Quick Search icon which searches through the results
Q in this section only (so not all of GrACE!)

In the middle of the second row, you see the Options button which is shaped like a tract/funnel,

Y@ v with a cogwheel next to it. This button is divided into 2 — by clicking on the Tract you will access the
View Options where you can turn on and off Columns and searchffilter. By clicking on the arrow,
you will access previously stored searches. This functionality is the same all over GrACE and can
be very useful to hide and show columns for example.

The last button on the second row is for exporting what you see, for example to an Excel
@) spreadsheet file.

5) In the right-hand corner you find the option to Configure your personal preference settings for this dashboard.

Here you will find the main general search for GrACE. You can start typing a country name or an abbreviation for the
programme you are looking for and the search is smart enough to take you directly to the main page of that
country/programme if there is only 1 match in the search results. Notice that there is an arrow next to the search icon,
this will take you to other more specific searches in GrACE.
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The help icon @ is smart in the sense that it will change which help sections you see, depending on which page you
are looking at when you click on it.

tcoiana 00101
Cnchsarutsin Norway

Norwaygracts s
FUNDING PERICO 2014:2021

&% Configure

My team(s) tasks

Taskname ~ Planned end date Planned

e date Document

O 8 rrapproval
Grants #012

[ Register payment

Financial Officers
Showing 1 101 of 1 entries EEA

Legal Officer
(Programme).
Financial Officer
(Programme)

Review and
update the
Irregularity case

Saved searches Irregularity

Case 54

Q B [

Legal Officer
(Programme).
Financial Officer
(Programme)

B Review and
update the
Irregularity case

Inregularity
Case 70

Name » Shared with roles

Financial Officer
(Programme)

Q, Forecast
Memos

GrACE
Supplier Legal Officer
(Programme),

Financial Officer

B Rreview and
update the
Irregularity case

Irregularity

Showing 1 to10f 1 entries Case 45

Different sections appear on the dashboard as needed:

SNOWING 1 10 3 01 3 entries

B Documents shared with me -

View Options &

Template
Document Section « Share Date Owner
| s [
13:31:04
Showing 1101 of 1 entries
Showing 1105 of 22 entries First 1 Jofs > st
W Irregularities -
View Options & @ Documents locked for editing by me -
Beneficiary state/Programme Caseid Reported for Status View Options &

Name

° I
° I

® I

« I

Showing 10 & of & entries

= Modified on

30.06.2020 14:10:17

05.06.2020 11:53:22

05.06.2020 11:52:37

0 |9 0 o] o

28.05.2020 13:04:32

B My recent documents -
View Options &

O Name ~ Modified on

O [ Addendum Programme agreement

23.06.2020 15:07:48
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5. Notifications

GrACE will send you an email when you have a task waiting for you in the
system, as well as a notification here.

The FMO might also communicate with you through the system notifications. You
can access the notifications from the envelope icon on the menu bar (see arrow
in left picture). The notifications will be listed in the main window (below).

GRACE > Notifications > Received Q| ®

Logged as Name
Surname

“Notifications” contains
the communication
sent to the user.

Notifications

sen | subscrptions

Q Vv B
0O  subject Sender Date received
P Additional security settings s0on to be mandatory in GrACE Grace Admin 29.04.2021 08:55:56

£ EEA/Norway Grants - Preparation of Forecast of Likely payments Grace Admin 31.03.2021 17:55:30

B3 Self-service data analysis tool Grace Admin 19.03.2021 17:47:51

Grace Admin 11.02.2021 15:09:44

u}
O =& pandemic impact rep
o

Grace Admin 10.02.2021 10:17:37

6. Searches and filters

There are many places to search and filter in GrACE. In the top right-hand corner, you find the main search:

[It is possible to just type

2e2/0Organisations
25 Contacts
—1 & Bilateral Initiatives

..or to select a specific search and find these things: |

What you see when you click on the arrow next to the search icon depends on your access privileges and rights in the system.
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6.1.Section searches

As mentioned in the chapter covering The menu

The left-hand menu is always visible, but it will become smaller by default when you are not using it. You can choose to pin it to
always be open, by clicking the little pin symbol next to your name:

Ve R BB

22
ok
=
&
5]
=}

RE
R E

o &
e &

What you see listed on this menu depends on your access rights and needs in GrACE. FMO will see different items on the list
than a PO or FO for example.
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Dashboard, you can also search (1) inside a section [e.g., ‘my tasks’] (2). When you see the small search icon in the corner of a
section it means that a Quick Search (1) for only that section is available, and GrACE will only search in that specific section —
not all of GrACE:

GRACE |

My tasks m ~
Q_wr B
b
Task name - Context Planned end date Document
I O &= 01-ACTIVECITIZENS 21.12.2021 FR#1 01-ACTIVECITIZENS
Showing 1 to 1 of 1 entries

6.2.Section filter

In most sections inside GrACE, you can set up a filter to show what is useful for you. These filters can be stored as quick
searches (see the previous chapter 4.2, Sections handling) for future use, and you can also choose the default way of
displaying results for your profile in GrACE. Please see the picture below and find the corresponding numbers as explanation:

e~
1. Click on the tract/ funnel icon to open up the Filtering and settings
Tick the boxes on / off for the columns you would like to see
Enter search words/filters here if you want, but you do not need to - these can stay empty

Select how many rows of results you want to see (be careful with “all” as it can slow things down)

A

Apply — or alternatively, click the arrow and save this view as the default for you
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Bilateral Initiatives view options

Cohamn visibility Calurmn filter e

Title of initiative

Promoter
Call
O Programme areas

[ 15 the Bilareral Initiative related to a specific project financed by EEAMNGnway

Grants?

B Project

O Approved for publishing
Status

O bate completed (] (]

Ciate of last modification - P
Show 10 = entries nad systern defaul Cancel
A closer look at step 5:

Load system default m Cancel

Apply
Apply and save as my default

Here you can save the selected columns and set this specific search/filtering as your default. If you always want a specific
column to show, or always see only certain results, this option will let you see the results this way every time — it will become
your new default. If you want to reset the view to how it was, click on the “Load system default” to reset the view to standard.

When you click Apply, you can store the search / filtering for later — click on the small arrow behind the filter symbol and select
“Save as new”. This way you can run the same search later, perhaps this is something you want to do periodically. You can also
export the results.

[The search can be saved and re-used |All results can be exported
v| B
U o Saved searches il
s‘::ﬁ Job position Q ?ﬁl v @
Q System default

Senior Sector Officer, | ayample search Ao Export current view
Active Culture and Social

Affairs = i Export all columns

ave as new
Information

7. Tables setup

The sections in GrACE usually have a table inside of them to display information.

Size of the table
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The system adjusts to the internet browser’s size. If you view GrACE on a large PC screen and your browser window fills the
whole computer screen, you will see more details on the screen than if you view it on a mobile phone.

Date of
O oo Contract - Programme . o5 Project . o Finandial = Date of last v v
‘ount rogramme roject code roject title ro; ished
g4 status °® areas internal 1D Mechanisms pros modification « o
signature
0 cece Signed > | PMS @ GR-ACTIVECITIZEN E3.3/EEA Safe at Work g Ves
e GR e 2 u e = BN Tackling equalities in research ang AT, SRS s
Greece Signed PA1S @ GR-ACTIVE E2.S/EEA-356 AT EEA Grants 01.03.2022 8.08.2022 22:37:10 Yes
o 8 ACTIVECITIZEN: &h n Greece ,SENDRHED =
®
BE esktop,,vgrs;on
B e e e i ey e
O gne A prevent S 3 new EEA Grants 2312200 18.08.202222:30:14 | Yes
N g method
0 [< ed A Between te line e media sometimes lie Gr 3.04.202 2 e
D E gne A = A Grants L

However, all the same information is possible to be shown, it is just more compact. Click on the left-hand + symbol. Example:

(] Country Contract status
Vv B
O - Greece Signed
Country Contract status
Programme GR-ACTIVECITIZENS
O sreece Programme areas PA1S
Project code &2 GR-ACTIVECITIZENS-0105
O + Greece Signed ; -
Project internal ID E.3.3/EEA-811
+ Greece Signed z
o - Project title Safe at Work
O + czechRepublic Completed Financial Mechanisms EEA Grants
Date of project signature 01.03
O + 8ulgaria Signed
Date of last modification  18.08.2022 22:37:51
Published Yes
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Number of results

You can decide to display more results on each page if there are many hits in your tables. This can be saved as your default,
see the previous chapter for more information on setting up filters. Note that you should be careful about selecting “all” as this
can make GrACE slower for you — see example in picture below, where “All” would be displaying nearly 5000 entries every time
you open GrACE to this page. If you want to see many results on each page, it is safer to select 50 or 100 and then turn to page
2 if needed.

Load system defauit m Cancel

ARl

Apply and save as my defauls

Below you see an example of 10 entries being shown and this gives 18 pages of results. You can type in the box where the
current page number is being shown (in the example “1”) and jump directly to for example page 5. You can also jump to the first
and last page, or next and previous:

Showing 1 to 10 of 173 entries

Filtering columns

Like the filtering and searching for the whole section as mentioned in chapter 6.2 Section filter, you can click on the Tract icon
on any column header to filter so that you only see the results searched for.

Click 1o filter by this column You can check if there is a filter or not on by the colour and the
symbol itself. See example below, the symbol behind “Programme
(=) areas” is not activated but the symbol after “Project code” is filtered
¥ and active.

Programime

If you click on the filtering icon for the whole section, you will see that the filtering for Project code is indeed on.
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View options

Column visibility Column filter Clear filters
Contract sat

|~ I

Mo eare

a
\
3

1<

a

D Implementation modality

8. Workflow setup

Workflow is the name used for the process of getting a set of tasks done in the system. One or several documents will be
attached to the workflow, and it will be sent from person to person and organisation to organisation until the pre-defined order of
actions is completed.

8.1.Tasks in a workflow

If you need to deliver a report to the FMO, there is probably a workflow for this in GrACE. A workflow consists of several tasks -
there is a task for you, then a task for a second person after that, then perhaps a third before in the end the workflow goes to the
FMO and is completed.

You will receive an email and notification in GrACE when you have a task waiting for you. They are all listed in your dashboard
when you login to GrACE. On the left side is your tasks and, on the right, your team’s. You and your team can send the tasks
between yourselves.

Tasks for your whole team. Your colleagues

Tasks for you. will see your tasks here.

— 7

= Task Name Context Doturnent = Task Mame Cornent Dacument Role / Group

To view and start on a task given to you, click on the link of the task name under the column title “Task Name”.
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My tasks £ A
Q Vo B
Task name = Context ol Dotument
date
l_, P &0 reple me E B =T EEA
O Upload signed replenishme WO Admin £

8.2.Documents in a workflow

There are often many documents as part of workflows. Sometimes these are generated by the system based on templates
created by the FMO. Some of the documents such as selection committee meeting minutes or signed versions of documents,

are uploaded by you. This depends on the workflow. Please see user manuals for specific reports and tasks at our website
https://eeagrants.org/GrACEmanuals.

In a workflow, there can be many documents. Jump between them by clicking on them.
Ared mark in front means selected, you can also see it by the title below.

[E Task: IFR

ﬂ ({Select active document |
Comments (0)

Wioridlow — Uf -.f- et Actiorns,
o

Adsignee

Other docusments. 8
Task description I

I Document: IFR#1 01-ACTIVECITIZENS & I B

Privview Structured Data

8.2.1. Viewing documents

When viewing a document, in a workflow or otherwise, you might only see 2 tabs initially. This is Preview (1) and

then the Structured Data (2). Once you click on Structured Data, several sub-tabs (3-7) might reveal themselves,
depending on the workflow and your tasks:
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Version 11.0 (latest final version)

Preview Structured Data

§ Word Online

EEAand Nor=egan FM
Programms implementation Agreamant

EEA and Norwegian Financial Mechanisms 2014-2021

|«

Propoded (Part B) L F T A e e Cartification FO

In the right-hand corner of the title bar, you will find different icons regarding the document:

-

Document: IFR#7 (latest version) — ~

Preview Structured Data } |

‘E_i;:_)ort;the;document-‘ig_ownload‘))

View, document,full screenj

View,document:details)

Minimize the document

Norway
grants

8.2.2. Details of a document

To view more details regarding a document, click on the 3 lines in the corner of the title bar.

le
>

Document: IFR#7 (latest version)

Signed copy Preview Structured Data

Depending on your access rights and which kind of document you are viewing, you will see the Versions tab.

1. Click on Versions at the top

Introduction to GrACE Version 1.0, December 2022 Public (all)
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2. Old minor versions (minor versions are not full numbers like version 1 or 2, but smaller work-versions like 0.3, 0.4) are
hidden by default so that the list will not be so long and confusing. However, you can show them if you want by sliding
this button (2).

3. Here you can see the version number.

4. Below the versions, the document is shown. You can see in the title bar which version you are currently looking at —
and it will also tell you if you are looking at the latest version of the document or not.

& If someone else are working on the document, you might not be able to see the latest version or the latest
changes. In that case, it will most likely be available to you as soon as the other person has finished editing in their
task. (This depends on your access to the system.) See point 4 above for how to check if you are looking at the latest
document.

B Document: iFRy7 I 1o dfication of pre-financing amount oat TF A

Details Permissions Workflows Related Objects Linked Documents Audit Trail

Hide old minor versions @O 2 Q Y- m.,,
O Version= Created by Created by organisation Date Status

O os 9 | 15.06.2022 15:21:16 Draft

Showing 1 to 1 of 1 entries

Version 0.3 (latest version}o « ~

J -

Hide old minor versions @) Hide old minor versions

O | version e O |version =«
- L -

Showing 1 to 1 of 1 entries D

O

Showing 1 to 3 of 3 entries

9. Contacts GRACE | ’

When accessing contacts in GrACE, it is possible to search for them either by organisation (1) or Emilfa Anna Ward
individually (2) under Contact Registry in the left-hand menu. Fina

Notifications

Usually, it's best to search for contacts by emails since it's possible for multiple contacts to have
the same name. Like other sections of GrACE, it is possible to filter contacts using filters such as My Dashboard
country and various roles (organisation, individual, job positions etc.).

Grants

For more information, please refer to our user manual ‘managing contacts’ at Finance
https://eeagrants.org/GrACEmanuals.

Irregularities

Contact Registry

Organisations 1

Contacts 2
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