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APPLICANT GUIDANCE 
Adding a Partner manager (when being a 

partner manager) 
Version 1.0  

 

In this guidance show step-by-step how one partner manager can invite another partner manager. This 

is needed when one member of staff in one organisation needs to invite a colleague to work on the 

same project.  

 

NOTE: This guidance is relevant for all partner and project managers. A partner manager can only 

invite a partner manager for their own organisation, however the project managers can invite project 

partners for all organisations involved in the project.  

 

 

STEP 1  

 

In the menu located to the left choose the item "My access". 
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STEP 2 

 

Under "My access" you can find the projects you are involved in and what your access rights in these 

projects are.   

 

Click on the button "Project Access" for the project to which you want to invite a colleague to become a 

partner manager.  

 

 
 

 

 

STEP 3  

 

Scroll down to the section "Partner Managers", and click the button "New invitation". 
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STEP 4  

 

Now you have to insert the first- and last name, followed by direct email address of the person. Please 

double check that you invite the correct individual.  

 

Once you have inserted the relevant information click the button "Save".  

  

 
 

STEP 5  

 

Once you have clicked the button "Save", you should see the following picture confirming that the 

invitation has been sent correctly. 
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STEP 6 

 

You have now finalised inviting the partner manager. The invited partner manager will receive the 

following confirmation email.  

 

 
 

The partner manager can after accepting the invitation and activating the user account do the following 

things: 

1. Initiate the signature of the Letter of intent (if relevant) 

2. Initiate the signature of the self-declaration (if relevant) 

3. Initiate the appointment of a partner authorised signatory (once the project is approved) 

4. Initiate the appointment of a partner controller (once the project is approved). 
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Questions or comments?  

 

Get in touch! Feel free to contact one of our project advisors. Find contact details for our  

staff at interregnorthsea.eu.   

 


