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1. INTRODUCTION

1.1. Introduction

The EU eAidRegister platform provides transparent access to both de minimis and State aid
award data encoded and published by Member States and national authorities (who opted to
use it) in compliance with the applicable de minimis regulations and the European
transparency requirements for State aid.

This platform enables users to effectively search for and access comprehensive information
on aid awards granted to beneficiaries. Users can explore details such as the amounts
awarded, the name and identifier of the beneficiaries, the aid instruments used and the
relevant sectors.

The aim of this IT user manual is to provide step-by-step guidance on how to use the EAR
tool effectively. It explains the main features, functions, and procedures to help users
perform their tasks accurately and efficiently. This guide is intended for all users who need to
access, enter, or manage data within the EAIR system.

This manual is organised to guide users through the main features of the EAIR tool, including: 1)
Office Management, 2) User Management, 3) Beneficiary Management, 4) Aid Award
Management, and 5) Bulk Actions, FAQs, and Annexes (such as the Access Rights Security
Matrix).

1.2. URLs and pointers
The eAidRegister platform can be accessed through the following sites:

¢ Internal site (protected with EU Login): https://internal.aid-register.ec.europa.eu/
e Public site (open access): https://aid-register.ec.europa.eu/home

Our support mailbox: COMP-EAID-REGISTER@ec.europa.eu

State aid legislation: https://competition-policy.ec.europa.eu/state-aid/legislation_en

eAidRegister (EAIR) IT User Manual Draft Page 3/44
Document Version 0.2 dated 14/11/2025


https://internal.aid-register.ec.europa.eu/
https://aid-register.ec.europa.eu/home
mailto:COMP-EAID-REGISTER@ec.europa.eu
https://competition-policy.ec.europa.eu/state-aid/legislation_en

eAidRegister (EAIR) IT User Manual Draft

2. OFFICEMANAGEMENT

The Office Management feature allows authorized users to manage office entities, including
creating, editing and enabling/disabling offices. The hierarchical structure of offices (e.g.,
National, Regional, Local) is maintained to ensure accurate organizational structure
representation.

The role of the European Commission is limited to the creation of a National office and a
National administrator for every Member State (MS).

2.1. Office structure

User-to-Office Associations: MS users can belong to any of the following types of offices,
depending on the organizational structure:

National Office
Regional Office
Local Office
Sectorial Office, positioned under:
o National Office
o Regional Office
Granting Authority, positioned under:
o National Office
o Regional Office
o Local Office
o Sectorial Office under National
o Sectorial Office under Regional
(1) The National Office is the MS head office and is governed by the National Administrator.
Each National Office can have:
o several subordinate Regional offices, where each Regional office will be
governed by its Regional administrator.
¢ several subordinate Sectorial offices, where each Sectorial office will be
governed by a Sectorial administrator.
e several subordinate Granting Authorities, where each Granting Authority will be
governed by its Granting Authority administrator.
(2) The Regional Office is an office defined at regional level. Each Regional Office can have:
e several subordinate local offices, where each local office will be governed by its
local office administrator.
e several Sectorial regional offices, where each Sectorial regional office will be
governed by a Sectorial administrator.
e several subordinate Granting Authorities, where each Granting Authority will be
governed by its Granting Authority administrator.

DN~

o

(3) The Local Office is an office defined at Local level. Each local office can have:
e Several subordinate Granting Authorities, where each Granting authority will be
governed by its Granting Authority administrator.
(4) The Sectorial office is an office defined at Sectorial level, for example a Ministry. Each
Sectorial office can have:
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e several subordinate Granting Authorities, where each Granting authority will be
governed by its Granting Authority administrator.
(5) The Granting Authority Office is the Authority responsible for the granting act i.e. the
legal instrument that entitles the beneficiary to the receipt of an aid. A Granting Authority can
be a specific ministry or a bank or any other body at national, regional, or local level.

2.1.1. Organigram

Hereunder, a visual office model is shown in relation with the corresponding profiles of every
office, showing the high flexibility of the tool to accommodate with diversified institutional
setups.

Each MS can have its users organized within a hierarchy of offices. The system is flexible
enough as it allows to have or not Regional offices, Sectorial offices or Granting Authorities
under the National office level for example.

National, Regional, Local and Sectorial offices are not Granting Authorities i.e. you must for
example create one or multiple Granting Authority Offices under the National, Sectorial,
Local or Regional Offices if this is necessary.

European
‘Commission Granting authority

IT Admi oo

i 48

[anY
Users with relevant roles

TYPE1 TYPE2 TYPE3 TYPE4
@ Admin w Admin w Admin w !
Approver Approver Approver Admin
Encoder Encoder Encoder Approver
a8 ncoder
M1GA1 M1GA2 samin M3 GAT M4 GA1

gggggg

|4 |4 | 4« @:] s [_j =
Admin Admin Admin Approver Approver
Approver Approver Approver Encoder Encoder
Encoder Encoder Encoder
Tz &8
RGA1 t
VLAIO GA S

M4ST  M4ST  M4S1
SGA1 SGA2 5GA3

& . ncoder
P & & MR2LGA1 M3R2LGA1
B Bankr 4

Admin M3R!  M3R1

LoA2  LGA3 M4R1  MAR1  M4R1
Approver LGA1 LGA2 LGA3 M4R1 M4R1  M4R1
Encoder SGA1 sca2  SGA3

2.1.2. Rules
e A parent office can manage their office and can also manage its child offices,
examples:
¢ A National office can manage all Regional, Local, Sectorial, and Granting
Authority offices.
¢ ARegional office can manage all Local, Sectorial offices (if present), and Granting
Authority offices.

¢ Granting Authorities are the final tier in any hierarchy. Therefore, users assigned
to a Granting Authority can only manage their own office —they do not have any
subordinate (child) offices.

¢ A Granting Authority is a special type of office that serves as the aid grantor in the
aid-award creation process. However, this is also possible to have a Granting
Authority in which no single administrator or user has been defined with reporting
and/or validating roles i.e. a virtual Granting Authority. This may be applicable for
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example in centralized systems in which local institutions systematically provide
the data to the national office that inputs and approves on their behalf.

e A Granting Authority cannot have another Granting Authority beneath it in the
hierarchy.

e Users from one office cannot manage other offices at the same hierarchical level
(siblings). Example: Users in the Brussels Regional Office cannot manage the
Wallonia or Flanders Regional Offices.

e ASectorial office can be positioned under either a National or a Regional office.

2.2. Office management

2.2.1. National Office

There is one National office defined for each Member State. At National office level, a
National Administrator initiated by the European Commission can manage users, offices,
granting authorities, beneficiaries, and aid awards for their office and for all sub-ordinated
offices:

e View and search offices/users at all levels.

e Create/enable/disable offices at all levels.

e Edit offices at all levels.

e Create/edit/resend pending email to users at all levels.

e Transfer user from office A to office B, within the same country.

2.2.2. Regional Office

In this office, there is at least one Regional Administrator that can manage users, offices,
granting authorities, beneficiaries, and aid awards for their office and for the sub-
ordinated offices (child office, if present):

¢ View and search offices/users.

e Create/enable/disable offices.

e Edit offices.

e Create/edit/resend pending email to users.
e Transfer user from office A to office B.

The different actions that a Regional administrator can perform are therefore the same as
those of a National administrator but in its area of control i.e. Regional level. The Regional
administrator can operate himself as an Admin at Regional office level or on behalf of
subordinate Local offices, Sectorial offices or Granting Authorities.

Only a National administrator can create Regional Offices.

As Regional offices are created under the National office authority, it is always possible for a
national encoder/approver to report and/or approve on behalf of the Granting Authorities
that are defined under the Regional office level.
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2.2.2.1. Creation of a Regional Office

If you are a National Administrator, to create a Regional office, click on the "Offices" tab, then
go to "New Office™:

The National administrator provides then the required information:

e Office type —selection from dropdown list.
e (ffice location —selection from dropdown list, based on NUTS 2024 codes.
e Office name —free text.

%/1 % User MS German v @ EN
_“ iclll'ﬂl!ﬂﬂﬂ eAid Register (eA' R) MS Admin: DE / National / Germany National Office
ommission
i @© De-Minimis Beneficiaries [SNOl-- 22 Users £ Myreports []) Documentation
Offices Create new office X 62 120 242
Sectorial GA Total
@orce e 2
>
Regional X C (® New office
.
=
@ ffice location *
5 o
O Office type I DE2 - Bayern X tus T Creationdate |
1=
3]
2
53 > 2 secora (Edoffice name * iabled  22/07/2025
® il 12:50:33
Regional office created for user guide -
> ] 6 1abled 22/07/2025
Cancel Create 12:49:49
nationall -

After confirming with “create”, you can see the newly created office in the list:

%// % L User MS German @v @ EN
Cnmm|ss|c\n eAid Reglster (eAI R) MS Admin: DE / Nalional / Germany National Office
A @© De-Minimis Dg Beneficiaries [EF:SNeliv=Cll 22 Users £ Myreports [H]] Documentation
>
C @ New office
@
8
= ) N . Parent .
&) Office type T Office name [T GAcode T  Office location e Status /' Creation date |
5
@ - -
% v (\JL REQ\DHE\) Regional office created DE2 - Bayern Germany  Enabled 25/07/2025
for user guide National 11:22:39
Office
Parent office Creation Last modified
Name : Germany National Office Date: 25/07/2025 11:22:39 Date: 2§ ~ RO
confimation
Type: ( & National By user: MS German User
Location: DE - Germany Email: eaidregister+1de@gmail.com
> 4% Sectoria test regression 11 test1234 Regiong © 2
DE145 | Office has been successfully created
under
nationall b

A Regional office is not a Granting Authority. To allow for the creation of Granting Authorities

under the regional level,

administrator in the Regional office.

the National administrator must firstly create a Regional
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2.2.3. Local Office

As mentioned already, Local offices can only be created under Regional Offices. In this
office, there is at least one Local Administrator that can manage users, offices, granting
authorities, beneficiaries, and aid awards for their office and for the sub-ordinated
Granting Authorities:

¢ View and search offices.

e Create/enable/disable offices.

e Edit offices.

e View and search users.

¢ Create/edit/resend pending email to users.

e Transfer user from office A to office B.

The different actions that a Local administrator can perform are therefore the same as those of
a Regional administrator but in its area of control i.e. Local level. The Local administrator can
operate himself as an admin, encoder and approver at Local office level or on behalf of
subordinate Granting Authorities.

Local Offices can be created by a National or Regional administrator. As Local offices are
created under the Regional office authority, it is always possible for a national or regional
encoder/approver to report and/or approve on behalf of the Granting Authorities that are
defined under the Local office level.

2.2.3.1. Creation of a Local Office

If you are a National or Regional Administrator, to create a Local office, click on the "Offices"
tab, then go to "New Office".

The National or Regional administrator provides then the required information:

e Office type — Local office — selection from dropdown list.

e Parent office —selection from dropdown list (this field is displayed only when a
National admin creates the local office).

e Office location — free text.

e Office name —free text.

:«g——f*j/ %@ User Region German < @ EN
—E"- %‘:‘::-: ic‘“mFCa”_ l eAld Register (eA' R) MS Admin: DE / Regional / Regional DE146 under nationall
i = ommission
IA) ® De-Minimis Beneficiaries [WP:SNelw=Sl 22 Users & Myreports [l Documentation
Offices Create new office % 89 166
Sectorial GA Total
s @fﬂce type * 2
Local x C' @ New office

.

=

2 °>ffice location *

= 256

g SliERRE Enter an office location (Example, location of the city or town etc.) 3 Gl &
5

e > Ervice name * nabled  22/07/2025

256 12:50:33
Enter a unique office name
N e nabled  22/07/2025
Cancel 12:49:49
nationall -
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After confirming with “create”, you can see the office in the list.

2.2.4. Sectorial Office
Sectorial offices can be positioned under either a National or a Regional office.

In this office, there is at least one Sectorial Administrator that can manage users,
beneficiaries, and aid awards for their office and for the sub-ordinated Granting
Authorities:

¢ View and search offices.

e Create/enable/disable offices.

e Edit offices.

e View and search users.

¢ Create/edit/resend pending email to users.

e Transfer user from office A to office B.

The different actions that a Sectorial administrator can perform are therefore the same as
those of a National/Regional administrator but in its area of control i.e. Sectorial level. The
Sectorial administrator can operate himself as an admin, encoder and approver at
Sectorial office level or on behalf of subordinate Granting Authorities.

Sectorial Offices can be created by a National or Regional administrator. As Sectorial
offices are created under the National office or under the Regional office, it is always
possible for a national or regional encoder/approver to report and/or approve on behalf of
the Granting Authorities that are defined under the Sectorial office level.

2.2.4.1. Creation of a Sectorial Office

If you are a National or Regional Administrator, to create a Sectorial office, click on the
"Offices" tab, then go to "New Office".

The National or Regional administrator provides then the required information:

e Office type —selection from dropdown list.

e Parent office —selection from dropdown list (this field is displayed only when a
National admin creates the sectorial office).

e Office location — free text.

e Office name —free text.
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User Region German

—
E- i%ti juropesn eAidRegiSter (eA|R) MS Admin: DE / Regional / Regional DE 145 under nationall @V @ en

=—"Commission

o @ De-Minimis Beneficiaries [F:% gces 22 Users £ Myreports [{l) Documentation

89 166

Sectorial GA Total

Offices Create new office X

@fﬂcetype* e

v

@
=
o o Office location *
= 256
Office type itus Creation date
2 type 1 Enter an office location (Example, location of the city or town etc.) wr 2
5
> > A ebffice name * nabled 22/07/2025
256 12:50:33
Enter a unique office name
N e nabled 22/07/2025
Cancel 12:49:49

nationall -

After confirming with “create”, you can see the office in the list.

2.2.5. Granting Authority Office
Granting Authority offices can be created under all office types.

In this office, there is at least one Granting Authority Administrator who can perform
different actions at its level of control:

¢ View and search offices.

e Edit offices.

¢ View and search users.

e Create/edit/resend pending email to users.

Granting Authorities are the final tier in any hierarchy. Therefore, users assigned to a
Granting Authority can only manage their own office — they do not have any subordinate
(child) offices. A Granting Authority cannot have another Granting Authority beneath it in
the hierarchy.

A Granting Authority is a special type of office that serves as the aid grantor in the aid-award
creation process.

Creation of a Granting Authority Office

If you are a National, Regional, Sectorial or Local Administrator, to create a Granting
Authority office, click on the "Offices" tab, then go to "New Office".

Then the administrator provides then the required information:

e Office type — Granting Authority — selection from dropdown list.

e Parent office — National, Regional, Local, Sectorial - selection from dropdown list
(this field is displayed only when a National or Regional admin creates the local
office).

* Office location — free text.

® Granting Authority Code — it is an automatic generation; the code must be unique
(manual insertion is not recommended)

¢ Office name —free text.
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; User Local German @ @ e
ﬂ SRR eAldReglster (eAIR) MS Admin: DE / Local f Local under regional DE
@ | © DeMinimis [} Beneficiaries |8 aes 2 Users & Myreports  [H]) Documentation
Offices ’ 8 1 1 12
Create new office Vogat G Totat
e’"‘“ Wype* 6
o]
Granting Authority
o
E o)mee location *
5 Office type [  Office name 5 Mice Status [} Creation date .,  Actions
o nter an office location (Example, loca f the
<4
g SR 57‘\ GA) Automation G ler Enabled 22/07/2025
& office0.23828 e;mming Authority Code * IE1S 08:16:26
B4
e T tomatically gen ated Aut ted
s (BcA) Automation G : D gane for Enabled  19/06/2025 11:26:27 :
office0.14969: JE145 o
Office name *
> (Bca) Automation G Ent e T 2 jer Enabled  19/06/2025 11:24:53
office0.26122: JE145
> (Roaa) Automation G ler Enabled 19/06/2025 11:21:49 :
office0.21271 JE145
Cancel
> (Rea) Automation G ler Enabled 19/06/2025
office0.44342810547.... 0163 office0.31000703276.. regional DE145 08:48:12
> (Bca) Automation GA offcs © DE-LOCAL-GA-  Automation GA office Local under Enabled  19/06/2025 B
Atfinnn 7 a naes iann nERONG0EEE cnminmal NE44E no.24.48 =

After confirming with “create”, you can see the office in the list.

2.3. Search offices

Administrators can search the offices that are subordinated to their office.
Navigate to the offices page, then enter search criteria in the search bar gnq execute
“Search”.

Different search criteria are available to be used when searching for an office:

o office type.

e office name.

e office name and descendants (to retrieve all descendants).
e office location.

e GAcode.
e Status.
Example: an administrator from a regional office needs to search for a GA office created

under a sectorial office, which belongs to the regional office. This regional office has a lot of
children, including sectorial offices, local offices and Granting authorities. The regional
administrator remembers only one detail: the GA name includes the word “test”:
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U: R G
-h fesen | o AidRegister (€AIR) s o s o e () =

De-Minimis [y Beneficiaries s y reports

i Documentation

Offices 0 0 0 1 1
Regional Local Sectorial GA Total
Search Griteria (2) ()
2@ c
=2 o |
Office type [T Office name [T GAcode [T Office location Parent office Status T Creationdate |  Actions
Office type o A~
> (& or) Germany DEB14 - ga DE-SECTORIAL-  Germany DEB14-  Sectorial under Enabled 164062025 L
(] Regional / office test GA-008T ga office test Regionalll DE145 11:44:02
[] sectoria Showing 1-10f 1
E==)0
Office name @ o A~

= O

Office name & descendants v

Office location @ v
eAidRegister (EAIR) IT User Manual Draft Page 12/ 44

Document Version 0.2 dated 14/11/2025



eAidRegister (EAIR) IT User Manual Draft

3. USERMANAGEMENT

3.1. Roles

In eAidRegister there are 5 roles and the relevant access rights depend on the office they

belong to.

Role Type  Activities

IT Admin EC Intervene in any IT admin activities.

EC Admin EC Intervene in situations where issues cannot be solved at the
National level.

MS Admin MS Manage users, offices, granting authorities, beneficiaries, and aid

awards for their office and can also under all sub-ordinate offices
(NOTE: Super user in their country if belongs to National office)

MS Approver MS Approve the aid awards to be published.
MS Encoder MS Encode and Finalise the aid awards to be approved.

3.2. MS Admin

The administrators at all levels are responsible for creating administrators for their office
and for the subordinate offices.

They are also responsible to create users (encoders, approvers) for their office and for the
subordinate offices.

3.2.1. Create a new user

As a National Admin (or any other Admin), to create another administrator or a new user,
click on “Users” and then on “New user”:

= ig; ll User MS Geiman @v @ en
ﬂ;‘ Sp— | eAidRegister (eAIR) M Adr G 1 National  Germany Natonsl Ofice
@  © DeMinimis [h Beneficiaries & Ofices IERISSE £ My reports
Users 12 0 36
Enabled  Disabled  Pending Total
> ~ 1
s
]
5 First name [T Last name [T Email [T Role [T Office type [T Office name [T Status [T Creation date .}, Actions
=
4 =
I3 » o Smith john_smithi@gmeil com MS Admin R Nat Germany National Office Pending 28/07/2025 12-1139
@
» iohn smith test2@yahoo com MS Admin f Nationa Germany National Office Pending 28/07/2025 [#]
120732
> vsda asa asag@lestregression com MS Admin B ca Pending 22107/2025
124044
»  FourlyThree Jser eaidregisler+43deg@gmail com  MS Admin Seven Dwarfs Training Office Pending 2200712025 [i]
101243
> Fourtytwo User eaidregister+42dedigmail com  MS & Regonal)  Snow White land Regional offic Pending  22/07/2025
Approver 10.05.16
> fourtyone User eaidregister+41dogigmail com  MS Automation local office under regional office0. 11205550667 100474 Pending  22/07/2025 [1]
Approver 095828 —
> disavig odighdfh tastiiyahoo.com MsAdmin (i Local) Alina local office user guide Pending 300612025
T 123731
>  twentySeventh  user eaidregisters2Tde@amail com  MS £ Nationa Germany National Office Panding 13106/2025 [1]
Approver 142847
> Awoms Princess aurora_princessBB@sbide  MS Encoder ( JBi GA Slesping Beauty Fund Pending  02/06/2025
105206
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Then fill in all the required details:

* First name —enter the EU login first name.

e Last name —enter the EU login last name.

e Email — enter the exact EU login email address.

e Phone - free text field.

¢ Role assignment —-MS Admin.

e Office assignment — select an office type (national, regional, sectorial, local,
granting authority).

o Office name —select an office name.

Create user X
o & User details A
First name * Last name ™
252 251
John Smith
Email * Phone
108 55
john_smith@gmail.com Qb 12345678
e 5, Role assignment A
1
Role® (@ MSAdmin () MS Approver () MS Encoder
o 4 Office assignment A
Office type
Mational x
Office name *
Germany National Office
Contact point @
Use as main contact point for the selected office @

If all required information has been provided and if the email address attached to this new
user profile is valid and unique in the system, a message indicates that the action has been
successfully completed.
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Ean " User MS German @v @ en
Bl cAidRegister (eAIR) M At DE I st Gomany Naal Ofce
® DeMinimis [} Beneficiaries &, Offices [EMISSSl © My reports [l Documentation
Users 12 0 35
Enabled  Disabled  Pending  Total
’ el
Il © e s
=
s
5 Firstname [T Lastname [T Email [T Role [T  Officetype I Office name [T Status [T Creationdate .  Actions
5
3 > Jon Smith john_smithg@amail com MS Admin £ Nabone Germany National Office Pending 2607202512113 [ § |
2 LB
> ohn smith lest2@yahoo com WS Admin £ Nationa Germany National Office Pending  28/07/2025 [i]
120732 )
3> vsda asa asalestregression com MS Admin B GA Pending 2200712025 ‘ H
124044
y  FourtyThree User eaidregister+43deg@gmail com  MS Admin Seven Dwarfs Training Office Pending  22/07/2025 [1]
101243
y  Fouttylwo User eaidregister+42de@gmailcom  MS (& Regonal)  Snw White land Regional offica Pending  22/07/2025 (1]
Approver 100516 o
y  fourtyone User eaidregister+41de@gmailcom  MS 5 Automation local office under regional office0. 11205550687 100474 Pending  22/07/2025 [1]
Approver 005628 —
> disovig gdfghdfh testiyahoo.com Msadmin  (f Local) Alina local office user guide Ponding  30/06/2025 [1]
12:37-31 o
>  twentySeventh  user eaidregister+27deg@gmail com  MS £ Nationa Germany National Office Pal —
Approver @ x
: User has been successfully created
> Auora Princess aurora_princessB8@sbide  MS Encoder () GA Sleeping Beauty Fund Fen| Email: john_smith@gmail com

An email is then automatically sent to the newly created user with explanation on how to

confirm the subscription to the eAidRegister (€AIR) as illustrated in the image below.

B oo~ | eAidRegister (eAIR)

Commission

EAIR Registration Confirmation Required

Dear g I,

You have been registered to the eAidRegister system by

To complete your registration and activate your account, please confirm your email address by
clicking the link below:

https://internal.aid-register.ec.europa.eu/eair/internal/apifusers/confirm-registration/
c2FnYXTua29uYW5nalUBnbWFpbC5ib

If you did not expect this registration, please contact " [:

Yours sincerely,
eAidRegister (eAIR) team

The authentication system of the back-end application requires use of European
Commission Authentication System (EU login). As mentioned in the email sent to the user, if
its email is not yet associated to a valid EU login account, a valid account must be created
first. Users that already have EU login shall use their username/email and password to
confirm the link and will then be redirected automatically to eAidRegister. Users who do not
possess such a login, should follow all the necessary steps to complete the registration.

Once they have created their login and username, they will be able to log onto eAIR.
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If for any reasons, the user deletes the email received and needs to be notified again, it is
possible to resend the user's confirmation email from the user’s screen. After identifying
the user in the list, then you must navigate to the “Actions” header and choose “Resend
registration email”. Please note that different buttons can appear on this column depending
on the user's status, so the “resend registration email” button will only be shown when the
user has not yet completed the registration process, so his status is “pending”:

Firstname JT Lastname JT Email JT Role [T  Officetype [T Officename T Status [T  Creation date <), A:ﬁoy
~  Jdomn Smith john_smith@gmail com MS Admin Jb National Germany National Office Pending  28i07/2025 12:11:39 B
EU Login: Last login date: ID: 92 # Edituser
Phone: 12345 Last modified d: 28/07/2025 141957
one s medifed cate ° o e [&) Resend registration email
3 vsda asa asa@esiregression.com MS Admin B oA Pending fi B Delete user

3.2.2. Contact point/Contact Administrator

The Contact point feature allows users within an office to view the contact details of the
person designated as the contact point for that office. For example, if an Encoder in a local
office needs assistance, they can easily reach out to the contact points assigned to their own
office or to any of their parent offices.

As you could see in the “Create user” pop-up window, there is a field called “contact point”.

= ig; Qo User MS German @v @ en
e ] caidregister (eAIR) e . O Pt i
e e e _
Create user x
Users 12 0 33
N ) Enabled  Disabled  Pending  Total
@~ User details ~
irst name Last name (&} @ New user
= 1
o John Smith
s
5 Firstname | Lastname T Email [T Email* Fhaone Status [T Creationdate .  Actions
e
5 john_smithi@igmail com Q, 123456789
I3 » vsda asa asa@testregression ¢ Pending 2210712025
] 12:40-44
S, Role assignment ~ )
y  FourtyThree User caidregisters43de@g  *° g Pending  22/07/2026 L]
101243
Role* (@ MSAdmin M5 Approver MS Encoder
»  Fourtywo Jser caidregrsters42de@y Pending . 22/07/2025
100516
y  fourtyone Jser eaidregisters41deg £ Office assignment A 5550687100474 Pending 2200712025 [7]
095828
Office type *
»  disdvy gdfghdfh testfyahoo com " Pending 3010612025
- * 123131
> twentySeventh user aaidregistars27de@e Pending 13/06/2025 | |
14.28:47 T
> Auoma Princess aurora_princessaai 0210612025
10:52:08
T —— w, Pendng  oanerzozs O
10:46-47
3 Grmide Ewi grimilde.evil_92@gm Cancel Pending 02/06/2025 H
104358 i

You should select that option to make the user details appear as a main contact in the
“Contact Administrator’ pop-up for other users in the office scope. The option is available
only when creating administrators.

Other users can select Contact Administrator option to retrieve support contacts within
their office or parent offices as illustrated below.

User M
S Enceder: DE / Sectorial / Sectorial under Region as\(:r--:% ~ @EN Contact Administrator x
& My profile information User Email Phone Office type Office name
€ &t National Ger lational Office
. ,,c% Contact Administrator
o A Natona Germany National Offico
[Z> Logout
Close
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3.3. MS Approver

The approvers at all levels are responsible of the aid awards management for their office
and for all sub-ordinated offices, as stated below:

¢ Draft and finalise all types of aid awards.

e Publish and reject finalised aid awards.

e Edit aid awards that are in draft/finalised/published status.
e Delete aid awards that are in draft or finalised status.

As an administrator, to create a new approver user, click on “Users” and then on “New user”.
Fill in all the required details, choose “MS approver” for role assignment and confirm with
“create”.

\ -
= 7. Uropean : ; S Admin OE | Regiona -
-;L eommission | €AIdRegister (eAIR) 48w e Pagont 2
@  © DeMinims [} Beneficiaries & Offices [EEMICREN & My reports [l Documentation
Create user; X [
Users 0 14
Enabled  Disabled  Pending  Total
> A User details A
@ First name * Last name * > E'
3 Jane = smitr =
S Firstname T  Lastname | Email 1 Status | Creationdate .  Actions
= Emai * Phone
S
b3 > vsda asa asa@testregressic © | Enter the exact EUlogin email Q| 12345678
12
>  fourtyone User eaidregister+41dei 1205550687100474 Pend: 2200712025
2, Role assignment ~ 09.58 28
> 9 1 - 106/20
b 1046 47
> d Evil grimild 2
4, Office assignment ~
> princess@ami o ee® Pending 02/06/2025
127
Regional X
> Bremer Encoder bremer encoder@ 271052025
Office name * 083852
> oa gatest gatest@gatest de 2
> g aaa sasa@test com 2
Cancel 109
>  GAsectonal User eaidregister+ 10de@gmall com ™ MSAdmin [ 4% OA) Garmany DEBT4 ™~ ga office fest W Enabled
German -

3.4. MS Encoder

The encoders at all levels are responsible of the aid awards management for their office
and for all sub-ordinated offices, as stated below:

e Draft and finalise all types of aid awards.
e Edit aid awards that are in draft status.
e Delete aid awards that are in draft status.

As an administrator, to create a new encoder user, click on “Users” and then on “New user”.
Fill in all the required details, choose “MS encoder” for role assignment and confirm with
“create”.

eAidRegister (EAIR) IT User Manual Draft Page 17 /44
Document Version 0.2 dated 14/11/2025



eAidRegister (EAIR) IT User Manual Draft

Users

>

]

2

o‘— First name [T
=

g

g > vsda

12

> fourtyone

>

> imild)

>

>  Bremer

> oa

> e

>  GAsectonal
German

SERT | eAidRegister (eAIR)

@ @© De-Minmis [}y Beneficiaries

Lastname [t Email T Status T Creationdate \,  Actions
Emair* Phone
asa asa@testrogressic 22/07/2025
124044
User eaidregister+41de 1205550687100474 Pending 2210712025 [3]
S Role assignment ~ 095828
magic mirror 1 @mt Pending 021062025
Role msAdmin (O) MS Approver S
Evil grimilde evil_92@ Pending 02/06/2025 2]
4 Office assignment ~ 104358
prin ovipincess@ME o 0210612025
104127
Regional X
Encoder bremer encoder@i Pending 2710512025 |:]
Office name * 063852
Regional DE145 under national
gatest gatest@gatest da Pending 1810572025
193816
aaa sasa@test com Pending 161052025 [ ]
Cancel | 8 145109
User eaidregister+ 10degigmail com M Admin [ 48 "GA") Germany DEBT4 ™~ ga office test Enabled 12/05/2025 i
090913 ~

© oo
& Offices IFERIEEEEN £ My reports [l Documentation

Create user X 6 0 14

Enabled  Disabled  Pending  Total
2 User deaile PN

First name * Last name * = E’

Sam Smith

3.5. Update users (Edit/enable/disable/delete)

Any administrator can update the users that are created in his office or in the subordinate
offices. For doing this, the administrator must navigate to the “users” tab, then search for the
specific user and then click the “actions” button. Depending on the user’s status (pending,
enabled, disabled) different actions options will be displayed:

For example, for a user that is enabled, the administrator will see the following options:

e Edituser
e Disable user
e Delete user

Users
s :
5 Firstname 1
5]
£ > Region
s
3 > MSGerman
te ge | 10 v
Showing 1112

[= i 5 BUTNARU Alina (o
‘ﬁ‘:‘;"t’,‘:"u eAidRegister (eAIR) S OB DV INEN) Sy (50 O @ e

@  © DeMnims [} Beneficiaries

Lastname 1 Email Role | Office type 1 Office name status 1 Creation date |, Actions
User eaidregister+2de@gmail com MS Admin &b Regional Regional DE 145 under nationall Enabled 12/05/2025 09.09:13 H
User eaidregister+1de@gmail com MS Admin & Nat Germany National Office Enabled 12/05/2025 0909 09 /' Edituser
@ Disable
<
] Deleto user

& Offices EESSISECEN & My reports [} Documentation

12 0 12

Enabled Disabled Pending Total

‘ ERl © vow user

While for a disabled user, the available options would be:

e Edituser
e Enable user
e Delete user
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BUTNARU Alina
shona ey Naton 0% )@v @ e
& Myrepoits [} Documentation
Users 0 1 1
Enabled  Disabled  Pending  Total
> -
o]
©
< Firstname [T Lastname Lt Email [T Role [T Office type [ Office name [T Status [T Creation date Actions
5 e
5 > GA national German User paidregistar+Bdei@omail com MS Admin (& ca) Germany DEB14 - ga offica test Disabled 12/06/2025 090913 B
3 — # Edituser
& o
@ Enable
M Delete use

3.6. Transfer a user from an office AtoB

This action can be performed only by National, Regional, Local or Sectorial administrators.
The granting authority administrators are not allowed to transfer users as Granting
Authorities are the final tier in any hierarchy, therefore, users assigned to a Granting
Authority can only manage their own office—they do not have any subordinate (child)
offices.

To transfer a user, navigate to the “users” tab and identify the specific user, then go to
“actions” and click on “Edit”.

User Region Geiman g
"!mm,f eAidRegister (eAIR) e OE Rl gl CE 148 umtar e @ @ en

s & Onces WERTREN £3 myrepors | L) Dovumentton

P .
Users o 6 [} 6

Search Ciiteria (1) <

Lastname 4 Email 7 Role 4 Office name U saws I Creation date L
Name or EmallorElllogi.. @ A
user ealegeior 0do@gman com s A Germany DEB14-ga oMce fest Enablod 1200802025 03,0913
germ
user ms A (G4 undst local unger regianal Enabled 1200572025 120313
. . user wssmin B o) Germany DES14.-ga omcerest Enatiod Tas2025 0912
User usa A regianal DE145 Test Enaion 120082025 030813
Rol v user WS Ao (& Enatiod 1210802025 030913
user Ms A & Roa Enablad 1200502025 030913
omce typ ~
offico nare © v

Office name & descendants @ v

Contact point v

&l

In the pop-up window, you will see the office that the user currently belongs to. By changing
the office assignment details and saving the changes, the administrator will transfer the
specific user from office A to office B.
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= 3 User R rman "
= 5\ uropean : " Edit user: n0006ee2 x oo DN
#€ommission eAidRegister (€AIR) it user: n000Gee: y € gonsl OE .
@ @© De-Minimis [}y Beneficiaries & Offices JESMIEEEN 2
~ User details A
@ s o 6
Users =
A sectorial Germar User Enabled  Disabled  Pending  Total
o Email * Phone
Search Criteria (1) < 01 & ~ |
aidregiste Q (Gl © New user
(2] /e
Firstname |t 3 name 1 Status | Creationdate \,  Actions
Name or Email or EUlogi... @ A 2 Role assignment o~
>  GAsectorial iy DEB14 - gaoffice test  Enabled 12/05/2025 B ye
german German Role* (@ MSAdmin MS Approver MS Encoder 09:09:13 o
> der local under regional Enabled 12/05/2025
= 09.09.13
Status v 4L Office assignment o ~
> wny DEB14 -gaofficetest  Enabled | 12/05/2025
German Office type * 090913
Role v
Granting Authority x
> Sectorial German jal under regional DE145 Enabled | 12/05/2025
Parent of 090913
Office type v
> Local German Seciotal under, Regional DE145 = [Sactoval] S ander regional DE145 Enabled | 12/05/2025
090913
Office name @ v Office moma™
>  Region German Sermany DEB14 - ga office test 78l DE145 under nationall  Enabled | 1210512025
090013
Office name & descendants @ v/ contact point @
e 0 v
1
Contact point v

3.7. How to create an EU Login account

EU Login is the European Commission's user authentication service. It allows authorised
users to access a wide range of Commission web services, using a single email address and
password.

Don't know how to register for an EU Login account?

Follow the "Create an account" link and fill in the form fields. Review the Privacy Policy, tick
the check box then click "Create an account”. You should receive an email allowing you to
confirm the registration.

This website uses cookies.  Click here to learn more,

EU Login

One account, many EU services

Creste an account

Create an account

Help for extemal users

First name

]

Last name

email

Confirm email

email language

Once you have created your account you will receive an activation email that is valid for 24
hours. In case you did not receive this activation email, you can access your account by
requesting a new password, this will send you a new email to activate your account.
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How to LOGIN into EU login page
Please follow these simple steps to confirm your account type:

e Open the EU Login page
e Enter your email address or unique identifier and click next

e See the results. In this case you should read "(external)" under your unique
identifier, as displayed in this screenshot

Sign in to continue

Welcome

unique identifier
(External)
Sign in with a different e-mail address?

Password

| |

Lost your password?

Choose your verification method

Password

B Authenticate to EU Login with only v

your password

Easy, fast and secure: download the EU Login app

2 Download on the
® App Store P‘ Google Play

Related link: EU LOGIN FAQ for external users
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4. BENEFICIARY MANAGEMENT

The Beneficiary feature allows users to manage beneficiaries through various functionalities
including searching, filtering, creating, editing beneficiaries. This section provides detailed
instructions for each of these functionalities.

Beneficiaries can be created by all the administrators, while the editing is restricted to the
National administrators.

Beneficiaries can be viewed by all the users (admin, approver, encoder) existing in the
country.

4.1. Create beneficiary

First you need to login as an administrator, navigate to the “beneficiaries” tab in eAIR user
interface and click on “New beneficiary”:

= &
= et eAidRegister (eAIR) e

& Offices 23 Users & Myreports [l Documentation

Beneficiaries Create beneficiary o x

E predefined |
> .1} Beneficiary identification D types A b import. & &> Templates ‘ C
]
S Type of ID * validation
S Reference number T Beneficiary name (w rischaftsidentifikationsnummer W-IdNr ) x pattern 01/01/2026) @  Creationdate J  Actions
=
5
g > D B-000000147 Test Regression Friday 1-4 Beneficiary ID @ * €1,13510  25/07/2025 08:11:40 [
’ : ( . ‘ p) :
> © B-000000146 Test Regression Friday 1-3 €177767 2507025081140 [
- Beneficiary name *
>  © B-000000145 Test Regression Friday 1-2 512 €000  25/07/202508:11:40
> © B-000000143 Test Regression Friday 1-1 €16401 2507205081140 [ F
>  © B-000000141 Test Regression Friday edit @ Data protection 32 €45600  25007/202507:4148 [ 1
>  © B-000000140 Test Regression Friday edit i €345920  25/07/2025 07:41:48 T&g0]
Personal data (only for natural persons) * () Yes (@) No L
>  © B-000000139 Test Regression Friday edit €31268079  25007/202507:41:48 [ 3 |
> O B-000000138 Test Regression Friday 34 €000  25/07/2025 07:41:48

€2761  25/07/202507:41:48

> O B-000000137 Test Regression Friday 33 [

> O B-000000136 Test Regression Friday 32 © DE821000666 UStIdNr €000  25/07/2025 07:41:48 B

[1]2 3 4 5 » »

For the fields “type of ID” and “beneficiary ID”, validation patterns per country are
applicable.

After creating the beneficiary, the beneficiaries list will be updated with the newly created
one:
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- A .
= User Region German @
= roRE ] . . e v @ EN
E e eAidRegister (eAIR) R S e
() @® De-Minimis [WEEEEIEIRENESE & Offices 22 Users & Myreports [l Documentation
Beneficiaries 66
Total
D Bulk Import v &> Templates v | [ERl © new veneiicary
S Reference number T Beneficiary name [ Beneficiary ID LT Type of ID LT Total de-minimis aid (from 01/01/2026) @  Creation date .. Actions
& ~ O B000000148 New beneficiary for ihe user quide 0O DE112233445 Wirtschaftsidentifikationsnummer W-ldNr €00 20072025 121501 [ |
2 L)
Data protection g Total de-minimis amount per regulation ¢
Personal data (only for natural persons): General €000
scel €000
AGRI €000
Total de-minimis aid (from O1/01/2026): €000
> O B.000000147 Test Regression Friday 1-4 0 DEB21900638 UStIdNr €1,13510  25007/2025 081140 3

If modifications are needed, then a National administrator could edit the beneficiary. The
administrator that just created the beneficiary cannot do it.

Note: The default identifier should be used whenever possible. Optional identifiers may only
be selected if the beneficiary cannot be identified using the default identifier.

To choose a different type of available ID types, click the cross (x) icon in the drop-down
menu. This will display all allowed ID types for your country, as illustrated below.

Colour coding: Green: Default; Orange: Other types of ID; Grey: Other country ID type.

Create beneficiary X Create beneficiary X
[Ty Beneficiary identification ~ [ Beneficiary identification ~
Typeof ID* Type of ID *

Wirtschaftsidentifikationsnummer W-IdNr X ‘ Be
| Wirtschaftsidentifikationsnummer W-ldNr
Beneficiary ID @ *

Subsidiarer Identifikator S-IdNr

Beneficiary name *

@ Data protection PN @ Data protection A~

Personal data (only for natural persons) * Yes (@) Mo Personal data (only for natural persons) * Yes (@) No

4.2. Data protection

If needed, the beneficiary can be created with data protection, meaning that the ID or name
can be masked when displayed in the beneficiaries list. This in principle applies to natural
persons.

To do that, at the moment of creation, the data protection field can be set to “yes”. Then the
data masking field will be displayed, with two available options to choose from:

e Benéeficiary ID
e Beneficiary name

eAidRegister (EAIR) IT User Manual Draft Page 23/ 44
Document Version 0.2 dated 14/11/2025



eAidRegister (EAIR) IT User Manual Draft

= | turopean ; ; WS Admin DE { Regional
ﬂ§ B rmission eAidRegister (eAIR) 5 hdmin DE i g :
@ @ DeMinmis (O 5 Ofices 22 Users & N -
5 3 = Create beneficiary X
Beneficiaries 66
£h Beneficiary identification ~ Total
> B =
Type of ID ukimport v | [ & Tempates v | [ | ORI
- Wirtschaftsidentificationsnummer W-IdNr X  ———————— —
2
5 Reference number [T Beneficiary name [T Beneficiary ID @ * de-minimis aid (from @  Creation date ) Actions
5 DE010101010 —
3 ~ O B-000000148 New beneficiary for the user ¢ €000 2072025121501 [ f |
2 Beneficiary name *
Data protection g L]
Beneficiary 2025
Personal data (only for natural persons):
@ Data protection / ~
> D B-000000147 Test Regression Friday 1-4 Personal data (only for natural persons)* (@) Yes () No €1,135.10 2507205081140 7§ |
ing *
> © B-000000146 Test Regression Friday 1.3 Data masking €.77767  25072025081140 [ f |
> © B-000000145 Tast Regrassion Friday 1-2 - €000 2507202508140 [ 7]
Beneficiary ID _
5 O B-000000143 Test Regression Friday 11 N €16401 2507202508140 [ |
Beneficiary name LE
> O B-000000141 Test Regrassion Friday editb €456.00 25072025 074148 1 |
Cancel —
> D B-000000140 Test Regrassion Friday edit b I — I ————— €3,459.20 2500712025 07 4148 | H |
> © B-000000130 Test Regression Friday edit bulk 30 © ciP128022 Other country numbar €312680.79  25/07/2025 07:41:48 |7|
© De-Minimis WEINENIEUCON S My reports  [f]] Documentation
Total de-minimis aid (from
Reference number [} Beneficiary name [ Beneficiary ID [ TypeofiD [} Creation date |,  Actions

01/01/2026) @

v © B-000000149 Beneficiary 2025 DE010101010 Wirtschaftsidentifikationsnummer W- €0.00 29/07/2025 ‘7‘
IdNr 12:27:39
Data protection g Total de-minimis amount per regulation €
Personal data (only for natural persons): @il General: €0.00
Data masking: Beneficiary name SGEL: €0.00
y name masked: Ben AGRI: €0.00
Total de-minimis aid (from 01/01/2026): €0.00

NOTE: On the public site, the beneficiary’s name in all published aid awards for the example
above will be masked (e.g., Ben****) to protect privacy.

4.3. Editbeneficiary

As mentioned also before, beneficiaries can be managed (edited) only by a National
administrator.

The National administrator can edit the existing beneficiaries by navigating to the
“beneficiaries” tab in eAlR, identify the beneficiary that needs an update and click on the
actions button (three dots). All the beneficiary fields are editable, including the data
protection option.
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B @v @ EN

)\
SERT | eAidRegister (eAIR) T

@ © DeMinms ERCEITISUTNE 5 Ofices 22 Users & Myreports [l Documentation
Beneficiaries o Edit "”“‘"‘:ia“’o % 67
Total

3 ’ s WUMS N L A I . n

fh Beneficiary identification D Buk Import v &> Templates v ‘ Bl © Now beneficiary
g Type of ID*
S Reference number [T Beneficiary name [T Wirtschaftsidentifikationsnummer W-IdNr X tal de-minimis aid (from 01/01/2026) @  Creation date . Actions
€
b3 >  © B-000000149 Beneficiary 2025 Beneficiary ID @ * €000  29/07/2025 12:27:39
12

- DE010101010
>  © B-000000148 New beneficiary for the us €000 2010712025 12:15:01
Beneficiary name *

> © B-000000147 Test Regression Friday 1+ PRz = 49 €1,13510  25/07/2025 08:1140
eneficiary 2025

>  © B-000000146 Test Regression Friday 1- €7,777.67  25/07/2025 08:11 40 ‘ 2 'i

> © B-000000145 Test Regression Fnday 1+ a Data proteclion K €0.00 25/07/2025 08:11:40 [ : z

>  © B-000000143 Test Regression Friday 1- €164.01  25/07/2025 08:11:40 (ER
Personal data (only for natural persons) * (@) Yes No LiJ

>  © B-000000141 Test Regression Friday ed Data masking * €456.00  25/07/2025 07:41:48 (gl

Beneficiary name X

s O B-000000140 Test Regression Friday 6d g 345020 2507205074148 [

> © B-000000139 Test Regression Friday ed €312,68079  25/07/2025 07:4148

> O B-000000138 Test Regression Friday 34 €0.00 25/07/2025 07.41:48

4.4. Search beneficiaries
Beneficiaries can be viewed by all the users (admin, approver, encoder) existing in the
country.
Navigate to the Beneficiary Page, then enter search criteria in the search bar (type in the
name or any keyword related to the beneficiary you are looking for) and execute Search.
Different search criteria are available to be used when searching for a beneficiary:
¢ Reference number (case insensitive search)
¢ Beneficiary name (case insensitive search)
e Beneficiary ID (case insensitive search)
e TypeoflD
e Data protection
= et eAidRegister (eAIR) e ———et R
Beneficiaries :Ii‘"
- > ") B-000000143 Benaficiary 2025 ") DERIO101010 Wirlschafisidentifiuabonsnummer W-Adr €000 200712025 1227:39 1]
> © 8000000148 Now bensdciary for the user guds. 0 DENZZIM5 Wtz chafsdenttsasomsnUmMer Wit @00 2072025 124501 :|
Benericiary name @ ~ N 000000147 Tost Rograssion Friday 14 DEB21900638 uStdNe €13810 250772025 081140 ]
N ") B-00000145 Test Regression Friday 1-3 © 1236122000 S ame 025 081140 =l
. . s O B000000145 Test Rogression Fridsy 1.2 DE45124007 Handesregistemummer @000 26072025 68 114D )
> O e Test Rogression Friday 1-1 O cPIZOINZ Other courtry number €401 260772025 08 1140 E
3 © 8000000141 Test Regression Fridsy 01 bulk 38 ) DEGT1840021 stian £456.00 1712025 O7-41:48 i
Type of ID ~ > © B-000000140 Test Regression Fricay edit bulk 37 DEG71856021 Wirtschaflsidentifissorsnummer W 4dhr £3.45020 250712025 07 4148 i'
5 000000138 Test Regression Fricsy edh bulk 39 D ciPzeez Other country rumier ©1268079 25072025 074148 H|
3 © B-000000138 Test Regression Friazy 34 " DEB21000668 St @00 2572025074148 H|
et

< curopa eu
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4.5. Audit trail

This feature will help users to maintain a comprehensive audit trail of all changes initiated by
administrators and the identity of the modifying user, offering transparency and traceability for
modifications.

Example: a Regional admin created a beneficiary and after that, a National admin performed
changes regarding the ID, the name and data protection. The changes are visible in the audit
trail of that beneficiary and can be accessed by all the users from the same country.

Beneficiaries

>

Beneficiary mame |

Banstary 2025 ranamed

Beneficiary D

© pEo1eren

Type of D 4T

WrsChanEN GRS LMMEr W-aNT

€000 20772025 12219

the user who x
performed the
Qe i Event [T Mode T Beneficlary name T Bemeficiary 1D 4T Typeof D T
] a|
armany Nstamal Omca Banster " w Banstiiy 2025 ranamen oEvRI0t0M wetscransisa o
> a
Garmany Nefional Otca w oERBIOION o —_—
. a
00772025 1 S German Us Gamany Naons| Omce Benetciary upates u oEnI0TON Wtscransigentasonsnu
» :
00071 1 7] 1S ¢ Gefmany Natonal Ofice Benefciary updaled u Benefciary 2025 DE010101011 W w8 < ‘
’ - )
40772025 1227 egion German iser Regionsi DE 145 under nasceat Benefciary created u Beneficary 2025 DEDIOI0IDTO it cratsdentesonsmres W idhe Benefiary name
1 al
the changes are reflected
) in a different font colour Co :
» O B0 ot Regression Fiday edl buk 33 © cipizsmz Ot county numier |

£30 79 2570712025 07 41 48 ‘
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5. AID AWARD MANAGEMENT

5.1. Create an aid award

5.1.1. Pre-requisites

¢ Youmust have at least one Granting Authority set up to select during the aid award
creation process. If there are no Granting Authorities within your office scope, please
create one first. Once a Granting Authority is created, you will be able to create aid
awards, and the related dropdown fields will populate automatically.

¢ You must have the beneficiaries upfront. If there are no beneficiaries, please create
one first.

5.1.2. Creation via Home page or Aid awards page

To create an aid award, navigate to the homepage and choose one category from the
available: “general de-minimis”, “SGEI de-minimis” or “AGRI de-minimis”. All roles (except EC
users) can be used to encode aid awards in eAidRegister.

= } g . . s ~ User Region German (4
aggmml eAidRegister (eAIR) AT SR R DS e ”® 1,

Evl

© DeMinimis [} Beneficiaries & Offices &2 Users £ Myreports [} Documentation

Welcome to eAidRegister

General de-minimis SGEI de-minimis AGRI de-minimis
General de-minimis. / Services of General Economic Interest de-minimis Agriculture de-minimis
My aid awards Manage || My aid awards | My aid awards

(® New aid award

> Bulk create

State aid legislation Cookies

Contact us: COMP-EAID-REGISTER@ec.europa.eu &1 Privacy policy

Commission
European Commission Version: 0.0.0.95 - 07/08/2025 19:57:47 Legal natice
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= User MS German
= Uope ) ) sci: O tera  Gemanyhasons e gy & EN
-ggt:mm::nnl eAidRegister (eAIR) S Aiin:DE /Natena | Garmany Natonal Of @

Ly [ Beneficiaries | & Offices 83 Users £ Myrepors (@ Help v

49774 49,788

Draft Finalised Published Total

> Results: (48.788) > Bulk Import v ] [ G Templates v l ® Newaidaward v 2
General aid e

Pe-Minimis aid awards

Filters

Type Reference number [t Beneficiary name Beneficiary ID Aid amount€ 1 Granting authority Status Gran| SGEI aid Actions
> SGEI DM-000310878 @ Company name Alice 1 edited AB123456789 €50,007.00  NRWBank @ Published l AGRIaid B
> SGEI DM-000310876 @ Aliced 54321 AAAFFFF €50,00500  NRWBank @ Published 1011012025 E]
> SGEI DM-000310875 @ Aliced 54321AMAFFFF €50,00400  NRWBank @ Published 1001012025 E]
> SGEI DM-000310874 @ Company Name Alice 2 edited AB9BTES €50,00300  NRWBank @ Published 10/1012025 E]
> SGEI DM-000310873 @ Company Name Alice 2 edited AB9STES €50,00200  NRWBank @ Published 1001012025 [I]
> SGEI DM-000310872 @& test? TT123456789 €50,001.00  NRWBank @ Published 10/1012025 E]
> SGEI DM-000310871 @ test? TT123456759 €50,000.00  NRWBank @ Published 1011012025 E]
> ( General DM-000310880 @ Wirtshaus Wurstbendel DE300545306 €12344400  testtesthy Draft 061012025 ]
> General 000310864 © Zomer Gaststatienbetriebs GmbH ~ DE274535854 €456)632.00  Automation ga office under egional offic. @ Dratt 051012025 E]
> ( General DM-000310884 @ Benefv1_0.0_31 12345A0UAOPOR1Z3AEAR €12123  Automation GA office office0 33901514737 @ Published 011012025 E]

The following information must be provided:

o Beneficiary name - Once you perform a search, matching beneficiaries will
appear as results to select from.

¢ Aid award - Granting date, Aid amount, Sector of activity (NACE), Aid instrument.

¢ Granting Authority — Parent office (if encoded by National, Regional office users),
Granting authority name.

o Ared asterisk next to the label indicates that the information is mandatory i.e.
must be provided to allow saving the aid award.

Atfter filling in all the fields for the beneficiary, aid award and granting authority, the user (MS
Admin) has the option to:

e Save asdraft
e Draft and finalise
e Save and Publish

Create de-minimis aid award

\ease be aware Mal e total amount of ad granted i General de-minimis to a sngle undertakng shall not exceed EUR 300,000 over any period of 3 yeas

General de-minimis

[ Beneficiary [% Change beneficiary
Beneficiary name * Beneficiary ID* Type of ID*
Alina - TEST - For user guide DE789897981 Wirtschafisidentiikationsnummer W-idh
@® Aid award
Granting date * Aid amount * Currency *
1310872025 100.00 3

Cancel Save & Finalise Save & Publish

The available options change depending on the user role. The approver will have the same
options as the MS Admin while the encoder will be able just to draft and finalise.

After publishing an aid award, a confirmation message appears on screen:
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—
= “ \uropean . . S A DE o e v @B EN
= PR eAidRegister (eAIR) Pm—— e
[GEVSNOTIEE [ Beneficiaries A Offices 42 Users & Myrepors  [f) Documentation
De-Minimis aid awards 10,059 10,067
Draft  Finalised Published Total
Z (2) DM-000150146 aid award has been successfully created as Published X
a
3
= / &G Bulk Import v &> Templates v | [€Bl & tewaidaward ~
5] L~
=
2
]
3 Type Reference number | Beneficiary name Beneficiary ID  Aid amount€ [ Granting authority Status Granting date \,  Actions
> General O DM-000150145 Alina - TEST - For user guide DE789897981 €100.00 Ga @ Published 20108/2025
> AGRI © DM-000150141 Alina - TEST - For user guide DE780784708 €100001  Automation ga office under local that is @ Published 14/08/2025 [
> AGRI © DM-000150140 sagar tast 01 0ID12456566 €7800 __ Alina Granting Autherity Office user qui ©)_Published 1440812025 =]

Control for duplicates: De-minimis aid award is uniquely identified by the following fields : 1.
Aid award type, 2. Beneficiary ID, 3. Granting date, 4. Aid amount, 5. Currency, 6. Aid
instrument, 7. Sector, and 8. Granting Authority. It is not possible to create an aid award that
breaches the duplication rule constraint.

5.1.3. Creation via Beneficiary page

There is an alternative way to create an aid award: identify the relevant beneficiary (via
Beneficiary screen), open the Actions menu, and select one of the available options —
General de minimis, SGEI de minimis, or AGRI de minimis.

e @ o

BB cairegister (eAR)

[EEREEEERY 5 Ofices | 4 Uses 8 Myroports | ) Documentalion

Beneficiaries n 69
Towl
> - Ee———
% ucingon | [ empes v | [
] o ¥ @ Beneficiary ID 1 Type orip 4 Total d-minimis 2 (from 01/01/2025) @ Creation date Actions
5
H © 5000000153 Al - TEST - Foruser uide © DE7ESBITS8T Barsourmer WIS €500 1400812025 102350
@
- 5 £t benefictry
> © 8000000151 Hina ot guida © DE7soTIOTOR €16,045.01 wiozzns toos | 4 =
» 8000000149 DEOIBION itschats or WA erzasr s 200712025 122738
> > 5000001148 DE112233445 Vischas o WA LT qﬁ’
» © 5000000147 © nEgziomae st s "

5.2. Search/View/Edit an aid award

After an aid award has been properly inserted, it can be viewed in the De-minimis section.
You can search for an aid award by using the existing filters in the “Search” left menu:

¢ Aid award type

e Status

e Reference number
¢ Beneficiary

e Aid amount

e Sector

e |nstrument

e Granting Authority
e Grantingdate

eAidRegister (EAIR) IT User Manual Draft Page 29/ 44
Document Version 0.2 dated 14/11/2025



eAidRegister (EAIR) IT User Manual Draft

= " yuropean Used MS Gedman
_ﬁﬂh .| eAidRegister (sAIR) TPV —"
& Devinms s, Usors | £ Myrports | ] Documontation

De-Minimis aid awards

L] 1
rrrrr sed  Publisher  Ton
Search Criteria (3)
I [ J -]e]
Type Reterence number [T Benaficlary nams Benenciary ID Algamount € T Granung aumonty stts Grantng date ) Actions
o ~

Goneral © Dw 00015014 Aina - TEST - For user uics ceTsansrsen 10080 Gemany DEB14 - ga ofice tst © o 082026 B
- [
vomma 1-1 o 1

stoms e A
5 o
] s
[] Pustanes
Roterence nursber v
Bonelciary ~
Eenctiian name @

aina
Bencticion 10 @
i ammount v
Soctar (NACE) v

To edit an aid award, click on the reference number or navigate to the corresponding three
dots menu and choose “Edit aid award”:

& Bukcimport v | [ &> Templates ~ ® Newaid award v

Type Reference number Beneficiary name Beneficiary ID Aidamount€ (T  Granting authority Status

Granting date s Actions
> General © DM-000150147 Alina - TEST - For user guide DE789897981 €100.00  Germany DEB14 - ga office test @ Drat 13/08/2025 n
ttems per page: | 10 v ¢ EhTa
Showing 11 of 1

[ Exportto POF

Q View audit

[ Delete aid award

Edit Aid Award screen within my office’s scope:

e [f the useris admin, approver, encoder and the status of the aid award is draft.

e |fthe useris an admin or approver and the status of the aid award is finalised or
published

From the view/edit Aid Award page, the user can visualise all the information defining the aid
award including his status and the amounts. The user may also export the set of information in
PDF format by clicking on the button "Export PDF" in the top right corner.

SEEE ] caidregister (eAIR)
5 Deinimis SRS o —
Edit de-minimis aid award

nnnnnnnnnn

General de-minimis

Ii Beneficiary
Beneticiary name * Bensictary 1D* Type ot 10
Alina - TEST - For user quide DETas80T8 Wetschaflsideniificatonsnummer W-IdK:
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General de-minimis DM-000150147

Country Germany

Aid award type General

Reference number DM-000150147

Status Finalised

Beneficiary name Alina - TEST - For user guide

Beneficiary ID DE789897981

Beneficiary type of ID Wirtschaftsidentifikationsnummer W-1dNr

Granting date 13/08/2025

Amount in EUR €100.00

Currency EUR

Sector (NACE) A.01 - Crop and animal production, hunting and related
service activities

Instrument Guarantee

Granting authority name Germany DEB14 - ga office test

Granting Authority Code DE-SECTORIAL-GA-0067

Created date 26/08/2025 08:46:12

Last modified date 26/08/2025 09:01:50

5.3. Audit of an aid award

Each user can view all the actions/events that have been performed so far on the aid award
(who did what and when). To do so, the user must click on the actions button and choose
"View audit". A list is then displayed with detailed information for all events that were made:

> General © DM-000150147 Aina - TEST - For user guida DETAR0TOEY €15000  Gemmany DEB14 - ga ofice tust 2 Finaisea 182005 [z

DE7aITaLTIn €500

Here, below, you can analyse the audit trail for a finalized aid award. The changes appear in
distinct colour (brown) and timestamp is displayed for each action:

e 1st change — status “finalised”
¢ 2nd change —aid amount “150”
¢ 3rd change —granting date “10/08/2025”

Audit trail x

Date & user 41 Office 41 Event IT Mode JT  Staws JT  Granting date [T Aid amount T Cumency T Sector (NACE) Jf Instrument 4T

Guarantee

26082075 09:11'44  MS Gemian User  Gemmany National Office u FINALISED 0/0B025 150 EUR Crap and animal production, hunting and related 5
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5.4. Delete an aid award

The aid awards that are in “draft” status cand be deleted by all roles (admin,
approver/encoder) within their office’s scope.

The finalized aid awards can be deleted by administrators or approvers while the
administrators are able to delete also the published ones.

e.g. A national admin user can delete the published aid award created by a sectorial user:

B User e
ST saidRegister (sAIR) et e ©- o=
[ONERLEEN (| Beneficaries  J, Offices 52 Users €3 My reports [} Documentation
De-Minimis aid awards 10,059 10,068
nnnnnnnnnnnnn Putiisna oot

>

& o mpen ~ | [ G vempen ~ | [ ] _ [T —

B Delete i awarg

5 Trpe Beneficiary name Beneficlary ID A amount€ 47 Granting authority status, Granting date Actions.
£
H > Gone A - TEST - Forusorguide veTsseosel €000 Ga uncer natonal - 00ana28 [
&
» AGRI A - TEST - Foruser guide DETeRTORTEn £1.00001  Autmation ga omcs undr ocal mat & @ P 10082025 # Edtadownd
[ expmttoror
> AGRI ) ow-00m50140 sagar fust OiD12453558 B0 A Granting Autherty i @ 10083425 !
Q vew auat
s Generai oW a0015014 At - TEST - Forusor guide vETsseorsel €000 Gemany DEBM - ga offce test @ Fubished 13082025

After the deletion action is invoked, a confirmation pop-up appears. Once confirmed, the aid
award is deleted. Please note that this action is irreversible, meaning the aid award cannot be
restored.

¢ (1) WARNING 0

4 You are about to delete aid award DM-000150145 .00
This action is irreversible

Do you want to continue?

OD Yes, | confirm Cancel
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6. BULKACTIONS

6.1. Bulk upload and processing overview

6.1.1. Overview

The bulk upload process is designed to help process many records at once. eAIR supports
four bulk actions:

1. Beneficiaries
o Create beneficiaries (by all MS Admins).
o Edit beneficiaries (by MS Admins of National office)
2. Aid-Awards
o Publish aid-awards (by all MS Admins & MS Approvers)
o Edit aid-awards (by all MS Admins & MS Approvers

6.1.2. Bulk upload steps
Step 0: Prepare your file

o Use the templates provided by the system. Do not modify them (e.g., by
adding macros or altering the structure).
o Ensure the file does not exceed the allowed row limit.

o Complete all required fields according to the template guidelines
Step 1: Upload the file

o Select your prepared file and click Submit.
o The system will run an automatic pre-validation check (e.g., file format, size,

row limits, column structure, etc.).

Step 2: Pre-validation result

o Pass: The file is accepted and added to the processing queue. Scheduled
jobs will run periodically to process pending requests asynchronously.
o [ Fail: The message will explain what needs to be corrected. Please fix the

issues and resubmit the file.
Step 3: Processing outcome

o The creator receives an email notification once the request is processed.
o All rows valid: The file is fully processed.
O Partial errors: Only the valid rows are processed. You'll need to correct

the remainingerrors listed in the My reports page and resubmit those rows.

Step 4: Track progress

o After successful submission, go to the My reports page to Monitor the status
of your submission.
o Download the original and successfully processed file.
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o Download the error file for corrections.

6.1.3. Bulk upload processing times

Bulk uploads are processed asynchronously to balance system performance and manage
multiple files efficiently. Processing jobs are scheduled approximately every 10-15 minutes,
depending on overall system load and the number of pending requests. While most files are

processed by the system within about 15 minutes, actual processing times may vary based on
current activity levels.

To illustrate with an example, these jobs run every 10-15 minutes, following a train-like
schedule (fore.g., 13:10, 13:20, 13:30, 13:40, 13:50, 14:00, etc.).

If you submit a file at 13:11 or 13:19, your request will be processed on the next available job
(at 13:20). In cases of high system activity or unexpected capacity loads (e.g., multiple files

awaiting processing), your request will be automatically handled in the next available
schedule (at 13:30).

The timings are scheduled to balance the performance and number of concurrent requests
system can process efficiently, ensuring smooth and stable process for all users.

6.2. Create beneficiaries in bulk
Only an administrator can create beneficiaries in bulk using an excel document.

To create the excel document that will be uploaded later, you can download the “bulk create
excel template” from the “Beneficiary” section:

oo SN & ABAC ASSETS End-c @ OneDrive New colleague in 1.3 GRP-ISOM - Suppor € CF21 Application Lis P case for HP 31T Trainings 2024 CMA »
oo P g g

= ¢ user GA sectori

= TSt e i S Admin O ~ @EN
|-§ :Um.,..;.,w-1 eAidRegister (eAIR) 15 Admin: O

i ® De-Minimis & Offices &2 Users & Myrepoids [l Documentation

Beneficiaries 69

& Buk import v ||| G Tem

3 Bulk create Excel template
Reference number - Beneficlary name [ Beneficiary ID [ Type of ID T Total de-minimis aid (from 01/01/2026) @  Creation date .,  Actions

h Criteria

After filling in the template, the admin must navigate to the “beneficiaries” tab and click on
“bulk import” then “bulk create”:

BERETTETY AidRegister (eAIR) ssmeatre @ o

@ © DeMinmis EENCECUSEUSE 5 Ofices 22 Users & Myreports [l Documentation

Beneficiaries 69
Total

2 % Bulk create
§ Reference number [T Beneficiary name [T Beneficiary ID |1 Type of ID T a Totar de-minimis aid (from 01/01/2026) @  Creation date |, Actions.
The view will change to bulk import screen, where two steps are needed:
1. Upload or drag and drop the relevant file.
2. Pre-validate the upload
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=g »
ol -

@ © DeMinmis WEICEEISEURE 5 Ofices 22 Users it} Documentation

nl eAidRegister (eAIR)

Bulk Import @ Help &> Templates v { 4 Go back
Create beneficiaries
©
STEP1 STEP2
Upload file !
N

Upload the file

Choose file | Drag and drop file here

@ Supported formats: Excel ( xisx)
Max rows: 10000
Max size- 10MB

Cookies

> State 4
g § C i I State aid legisiation
=

Contact us: COMP-EAID-REGISTER@ec europa et Pr !
= Commission oniact u @ec europa eu wacy policy

European Commission Version: 0.0.0.95 - 07/08/2025 19:57:47 Legal notice

After successfully submitted the file, the pre-validation step is loaded.

[h Beneficianes

Bulk Import [ @rew | | @ Templates ~ 4 Goback
Create beneficiaries

@ 0
STEP1 STEP 2
Upload file Pre-vaiidate

a

Pre-validation result

& Your file ha

ccessfully submitted. Uise the request ID (76) to track s status in My reports page

Submitted file: [SENEFICIARY_BULK_CREATE_TEMPLATE xisx]

Upioad a new file Go to My reports

6.3. Edit beneficiaries in bulk

The National administrator can edit beneficiaries in bulk by navigating to the “bulk edit”
option under the “bulk import” tab, in the Beneficiaries section.

There is an excel template that can be downloaded from the “templates” tab.

p— | — /
_@‘(omlvm»mnl eAidRegister (eAIR) @ N

Beneficiaries 69
Total

v

Sremaes v | [ C | o

Reference number [T Beneficiary name [T Beneficiary ID [T Typeof ID [T aid (from 01/01/2026) @ Creation date | Actions

“ @ Bulk edit

&> Bulk create

rch Criteria

As mentioned for creating beneficiaries in bulk, the same steps shall be followed for editing in
bulk. Again, the user can follow and correct the bulk upload file, if needed, by checking the
status in “My reports” page.
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6.4. Publish aid-awards in bulk

Users having administrator or approver roles, can publish aid awards using the bulk upload
feature. The template for “bulk create” can be found under the “templates” tab in the “De-
minimis” section:

— | N -
=3 " Luropean . . — User WS German (4 e
[ - e eAidRegister (eAIR) WS A DE  Wascna  Gomany HatonalOfca @ ®
A [ Beneficiaries ~ f Offices 28 Users &3 My reporis [l Documentation
De-Minimis aid awards 10,059 10,068
Draft Finalised Published Total
>

& Bulk Import ~ ‘ G Templales v C (® Mew aid award
* E Bulk create Excel template

[{ Bulk edit Excel template

Type Reference number [T Beneficiary name Beneficiary D Aidamount€ [T  Granting authority ngdate .  Actions

th Criteria

After filling in the template, the admin/approver must navigate to the “De-minimis” tab, click
on “bulk import” then “bulk create”:

- & S -
= User MS German
= - turopean > A M Admi: DE / Nationsi | Germany National Ofice @" DN
-g ] eAidRegister (eAIR) o€ 1 ;
[ Beneficianies & Offices 23 Users & Myreports  [H]] Documentation
De-Minimis aid awards % 10,059 10,068
Draft  Finalised Published Total
>
;
2
5 Type Reference number |1 Beneficiary name Beneficiary D Aid amount€ [  Granting aut Status Grantingdate ,  Actions
= ™ Bulk edit
5

In the bulk import screen, the user must upload the file and then “submit” it to be validated
by the tool:

| e User MS German &
S0 eAidRegister (eAIR) ot M o () @ e

[GIDEYERNRY [} Beneficiaries & Offices 23 Users & Myreports il Documentation

Bulk Import @ Heip &> Templates v ‘ ‘ 4 Goback
Create de minimis

©
STEP 1 STEP 2
Upload fi Pre-validat
:
Upload the file
*B DEMINIMIS_BULK_CREATE_TEMPLATE xisx 5278 KB appicationvnd openxmiformats-officedocument spreadsheetmi sheet [

52.78 KB total size

@ Supported formats: Excel ( xisx)
Max rows: 10000
Max size: 10MB

o Ea

In “My reports” page, you can check the status of your upload. It can be “failed” in orange,
failed in “red” or success (green).

o in “orange” means that part of the entries was correct and successfully
created in the system, while others contained errors. There is an option to
download the xIsx containing errors to correct it.

o Failed In “red” is displayed when all the entries are incorrect and none of them
was created in the system:
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v 39 Create do minimis DEMINIMIS_BULK_CREATE_TEMPLATE (2) xisx 06/08/2025 08:10:51 & Faied | il
Report summary Downloads Process info

Total records 2 Original file DEMINIMIS_BULK_CREATE_TEMPLATE (2) xisx (> Process started on: 0610872025 08:13.26

ElE—— g Error file: DEMINIMIS_BULK_CREATE_TEMPLATE (2)_ermorxisx s Process anded on: 06/08/2025 08.13.27

In Error 2 Process duration (secs): 1

For both statuses, when downloading the errors xlIsx file, there is a feedback column that
explains what the error is:

e.g. “Granting Authority not allowed: the authority may be invalid or not permitted for the
current user”.

B sutoseve (@ off) - T DEMINIMIS_BULK_CREATE_TEMPLATE (2)_error (1). _) Commission use v P search @ = [=] X
File Home Insert Draw Pagelayout Formulas Data Review View Automate Developer Help Acrobat Power Pivot 3 Comments
[—"D X Aptos Narrow  ~{[11 ~ Text ~ [ Conditional Formatting ~  EH Insert ~ 3 ov b~ m: @ EB | LY
P = aa]
v - = v O v % v - -
raste | 1B B I U~ A A | BB~ % 9 [HEromatas Table &2 Delete P pnalyze | Sensitivity  Add-ins | Create and Share
- & Hov &v A <8 5% 5 Cell Styles ~ i Format v o~ Data v Adobe PDF
Clipboard ] Font (] Alignment ] Number [ Styles Cells Editing Analysis Sensitivity Add-ins Adobe Acrobat e
ns v fx v
H | J K L L
j9 ODE GRANTING_AUTHORITY_CODE  COMME FEEDBACK MESSAGE
2 ntGaaa DE-NATIONAL-GA-0068-bla [EAIR.DEMINIMIS.0001.0002] - Granting authority not allowed: the authority may be invalid or not permitted for the current user
3 ntPRVRISss< DE-NATIONAL-GA-0068-blu [EAIR.DEMINIMIS.0001.0002] - Granting authority not allowed: the authority may be invalid or not permitted for the current user \

4

6.5. Edit aid-awards in bulk

Users having administrator or approver roles, can edit in bulk the aid awards that are in their
office scope. The template for “bulk edit” can be found under the “templates” tab in the “De-
minimis” section.

As mentioned for publishing aid awards in bulk, the same steps shall be followed for editing
the aid awards in bulk. Again, the user can follow and correct the bulk upload file, if needed,
by checking the status in “My reports” page.

= > ot . User MS German @v @ En
_ﬁf-mmm’ '>s's..,,.1 eAidRegister (eAIR) ME A O [ Neiom ! Comany Nonal (e

> 39 Create de minimis DEMINIMIS_BULK_CREATE_TEMPLATE (2) xisx 06/08/2025 08 10 51 £\ Failed

> 3 Edit de minim DEMINIMIS_BULK_EDIT_TEMPLATE xisx 29/07/2025 00 46 57 Faled

> 7 DEMINIMIS_BULK_EDIT_TEMPLATE xisx 29/07/2025 08.05:34

> 19 Create de minimis DEMINIMIS_BULK_CREATE_TEMPLATE xisx 28/07/2025 092415

> 18 Create beneficianes BENEFICIARY_BULK_CREATE_TEMPLATE _v2 xisx 25/07/2025 08.03:09 A\ Failed

> 16 E BENEFICIARY_BULK_EDIT_TEMPLATE xisx 25/07/2025 07:50-21 @ Success

6.6. My reports
In “My reports” page, you can check the status of your upload.

Status can be in orange, failed in red or success (green):
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e h.m R N e e /L_l?ﬂ_l«lv,:_b‘.s"\j\‘an ®\. @ N
E O S| eAidRegister (eAIR) S A O Natonat umany asona 0o
Minmis [ Benefic 3 SOl £ My reports umentation
canae : v r e & SUeee
> 19 Create de minimis. DEMINIMIS_BULK_CREATE_TEMPLATE xlsx 28/07/2026 00:24:15 @ Success
> 18 BENEFICIARY_BULK_CREATE_TEMPLATE v2 xisx 25/07/2025 08:03:09 A Failed
> 16 Edit beneficiaries BENEFICIARY_BULK_EDIT_TEMPLATE xisx 25/07/2025 07:50:21 @ Success
> 15 Edit beneficiaries BENEFICIARY_BULK_EDIT_TEMPLATE xlsx 25/07/2025 07.36:02 @ Success
> 14 Creale beneficiaries. BENEFICIARY_BULK_CREATE_TEMPLATE_38_reco 25/07/2025 07:33:52 A Faied 488
5 13 Creale beneficiaries BENEFICIARY_BULK_CREATE_TEMPLATE (1) xis 25/07/2025 07:31:41 @ Success
> 1 Creale beneficiaries BENEFICIARY_BULK_CREATE_TEMPLATE v2 xisx 24/07/2025 13:27:35 @ Success
> 10 Creale beneficiaries BENEFICIARY_BULK_CREATE_TEMPLATE v xisx 24/07/2025 13:27:2T £\ Failed

in “orange” means that part of the entries was correct and successfully created in
the system, while others contained errors. There is an option to download the xIsx
containing errors to correct it:

v 14 Create beneficiaries BENEFICIARY_BULK_CREATE_TEMPLATE_38_reco 25/07/2025 07-33:52 A Faied o
Report summary Downloads Process info
Total records: st Origina fle: BENEFICIARY_BULK_CREATE_TEMPLATE_38_records xisx (> Process started on: 2500772025 07:41:47
0 Sucomes o8 Success file: BENEFICIARY_BULK_CREATE_TEMPLATE _38_records_success xisx ¢ Process ended on: 25/07/2025 07:41'48
' : 1
) o Error file: BENEFICIARY_BULK_CREATE_TEMPLATE._38_records_errorxisx &> FYCDREA CRFa0OR | S9A)

Failed in “red” is displayed when all the entries are incorrect and none of them was created
in the system:

v 18 Creale beneficancs BENEFICIARY_BULK_CREATE_TEMPLATE _v2 xisx 25/07/2025 08.03.09 2 Faied ) eifmm
Report summary Downloads Process info
Total records. 2 Original file: BENEFICIARY_BULK_CREATE_TEMPLATE_v2.xsx )5 Process started on: 25/07/2025 08:11.40
In Success: 0 Error file: BENEFICIARY_BULK_CREATE_TEMPLATE_v2_efrorxisx (5 Process ended on: 2510712025 08:11.40
In Error: 2 Process duration (secs): ~0

For both statuses, when downloading the errors xlIsx file, there is a feedback column that
explains what the error is:

e.g. “cannot create a new beneficiary. A beneficiary with the same ID already exists”

BENEFICIARY_BULK_CREATE_TEMPLATE v1_errorxisx () Commission use v

Filer Home Insert Draw Pagelayout Formulas Data Review View Automate Developer Help Acrobat Power Pivot

‘General V‘ [EH Conditional Formatting v & Insert ~ > o~ 27 v @

X ‘Aptos Narrow v”1 V‘
By s

Paste I -~ B I U~ A A v B~ % 9 [ Format as Table ¥ BX Delete v v~ O~ Analyze | Sensitivity
v v v A 9 2% [iZ cell Styles ~ [ Format ~ Q~ Data v
Clipboard ~ Font [ ] Number ] Styles Cells Editing Analysis | Sensitivity
F19 v o Jev
] H 1 ) K L
BENEFICIARY_NAME
Test Regression CipRob 12-v2 iciary. A iciary with the same ID ly exi
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7. FAQs

1. How to change the email address?

The email address must be updated in the EU LOGIN account. After logging in to your EU
LOGIN account, go to “Configure my account”, change your email and then submit. More
details can be found here: How can | change my email address?

2. How to enable two factor authentication?
Please check this EU LOGIN article.

3. What should | do if the application is not working?

If the application does not respond, freezes, or displays an error message:

o Close your web browser completely (all tabs and windows), then reopen it and try
accessing eAidRegister again.

o |f the issue persists, please contact the support team at COMP-EAID-
REGISTER@ec.europa.eu.

¢ Inyour email, please describe the issue in detail (what you were doing when the error
occurred).

o Attach a full-screen screenshot (including the clock area) to help the team identify
the time and context of the problem.

4. Can we use the company identifier for natural persons or just for legal
entities?
Each country should use the identifiers that were agreed to cover any type of beneficiary of

the de-minimis aid. Any type of beneficiaries is covered by the existing IDs in the
eAidRegister.

5. Can we use the same bulk upload file to create beneficiaries that
received the aid award and the beneficiaries that didn’t receive it yet?

Yes, it is up you to decide how you want to create the beneficiaries or if you want to create

the beneficiaries using the same excel file. You just need to pay attention to the size
limitations: 10000 rows and 10MB size.

6. What are the validation patterns for beneficiary names?
The Beneficiary name is a free text field limited to 512 characters.

7. Can we mask both fields, the name and the ID, for a beneficiary?

No. You must choose one of these two fields: the name or the ID.

8. Can we use special characters in the beneficiary’s name?
Yes.

9. Can we use special characters in the beneficiary ID?
Please check the validation patterns for beneficiary type of ID per country.

10. For the aid award amount, shall we use a dot or a comma?
Comma is not allowed. Please use a dot (.) as the decimal separator. Example: 124.56.
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11. Can all EU Member states see the beneficiaries? what if | mask the
name?

In the intemal version, users can only see the beneficiaries that belong to their country. If you
have chosen to mask the name for a beneficiary, then on the public site, the “beneficiary
name” will be blurred.

12. If | must check how much aid a beneficiary received, can | see this
information if the name is hidden?

Yes. In the internal version, the fields are visible, even if the creator had chosen to mask the

name. The name will be blurred only on the public website. We need to keep into account

the difference between the public website, visible to everyone and the internal application,

which is available just for eAidRegister users that were given access by their Admins.

13. Can | create two beneficiaries for the same company, using a different
identifier?

You cannot create multiple beneficiaries for the same company using different identifiers.

Beneficiaries are uniquely identified by a unique ID. Use your country's default identifier
unless unavailable, then select another ID type available in eAidRegister.

14. Can | create an aid-award without a Beneficiary?

No, you cannot directly create an aid-award without a beneficiary. A beneficiary must first
be present in the system before creating an aid-award.

15. Can | create an aid-award without a Granting authority in my office
scope?

No, you cannot directly create an aid-award without first creating a Granting Authority under

your office scope. Even if no users are attached to the Granting Authority, it must be

established first. Once the Granting Authority office is created, it will be available for

selection during the aid-award encoding process.

16. How is de-minimis aid award uniquely identified in my country?

De-minimis aid award is uniquely identified by its Aid award type, Beneficiary ID, Granting

date, Aid amount, Currency, Aid instrument, Sector, and Granting Authority.

17. How long does the bulk upload process take?

Bulk uploads are processed asynchronously to balance the system performance and
manage multiple files efficiently. Processing jobs run about every 10—15 minutes, depending on
system load. For example, if you submit a file at 13:11 or 13:19, it will be picked up in the next
scheduled run (at around 13:20).

Most files are processed within 15 minutes. In busy periods (high-system activity or

unexpected capacity loads), processing may take longer, as the system automatically

qgueues requests for the next available cycle.

18. Why doesn’t my published aid award appear immediately on the public
site?
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Your 'Published' aid award does not appear instantly on the public site because the system
updates the public data through scheduled synchronizations rather than in real time. The
synchronization runs every hour, at around five minutes past the hour (e.g., 12:05, 13:05,
14:05, etc.), to update and align both the internal and public sites.

During each synchronization, all newly published, edited, or deleted aid awards are
automatically transferred (synced) from the internal site to the public site. As a result, there
may be a delay of up to 60 minutes before your changes become visible. For comparison, in
TAM, this update occurred only once per day (early in the morning).

19. How long will the information be available on the public site?

The data retention policy is 10 years (aid-awards).
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8. ACCESSRIGHTS
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Functionality/
Screen

Create/Edit/Enable/Disable/Delete/Resend pending email:

<
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National Office

MS Admin

MS Approver

MS Encoder

Regional Office

MS Admin

MS Encoder

MS Admin

Local Office

MS Approver

MS Encoder

Sectorial Office

MS Admin

MS Approver

MS Encoder

Jusers IT Admins

EC Admins
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National Office (Encoders+Approvers)

Regional Office Users

Local Office Users

Sectorial Office Users

Granting Authority Office Users

Transfer user from office A to office B (within same country)
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View, Search, and Export beneficiaries (in future version) from all
countries

View, Search, and Export beneficiaries (in future version) from the
user's country only

Create a beneficiary in the user's country via the Ul

Edit a beneficiary in the user’s country via the Ul

Create beneficiaries in the user's country via bulk (Excel)

Edit beneficiaries in the user’s country via bulk (Excel)

View audit for all be neﬁciaﬁies across all countries

Viiew audit of own user's country beneficiaries.
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Add a comment to an aid award (future version)
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Actions

Aid award view within my office scope and any subordinate office(s) scope (if present)
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View, Search, and Export aid awards (in future version) from all
countries

(<]

Viiew, Search, and Export aid awards (in future version) from the
user's country only

View audit for all aid awards across all countries

View audit of own user's country aid awards.

Export aid awards in Excel (future version)

Export aid award in PDF
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Bulk edit aid awards (via Excel)

Export aid awards for editing (in Excel) (future version)
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