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I. ACCESSING TO THE PLATFORM



1. ACCESSING TO THE PLATFORM

Click here ere if this is your first time applying for PICE benefits.

Click here if you are already registered in the system.

Important: Users who submitted applications to PICE before 2021 must
re-reqgister in the database, as if it were their first time accessing the

system.



I.1. NEW USER REGISTRATION

* If this is your first time accessing the platform, you must register your contact details by clicking on the SIGN UP

button.

1. Make sure you complete all the fields marked as mandatory:

Name

First surname

Gender

Applicant organisation / entity / company (the one requesting the financial assistance)
Current occupation

Contact person's email address

Confirm contact person's email address

Password // Confirm password

Security tip: Use a password that combines uppercase letters, lowercase letters, numbers, and symbols. Avoid

birth dates or common words. 5



I.1. NEW USER REGISTRATION

{.| To complete the APPLICANT ORGANISATION /
ENTITY / COMPANLY field, you must select an option
from the drop-down menu.

association Loi 1901
Delfina Foundation

MaMA Event

Q. How to search for your entity? Start typing part | e
of the entity name. The system will automatically show | 2 uraons
YOU d IiST Of C]VCIiICIble mGTCheS. Select The Correc‘l’ ATDESK, Institut Internacional i Independent de Critica i Art Contemporani

AADK Spain -

option from the drop-down list.

Q) Can't find your entity? If none of the options & Press the [ “NOT ON THE LIST” button. # (A

shown match your entity, you can register it manually: new option will open to register the entity.) Ll See the

section “How to register a new institution” on page 26

of this manual.



I.1. NEW USER REGISTRATION

C Enter your country and city of residence. When selecting your country and city of
residence, the city you are looking for may not appear among the available options after

choosing the country.

Q) Can't find your city? [&] Click on the option [ “NOT IN THE LIST” # (This will allow
you to create a new city manually.) See the section “How to register a new city” on page

28 of this manual.

Before submitting the form: .4 Read and accept the data protection policy. You can

consult it at the link TERMS AND CONDITIONS. & Click the “SEND” button to complete

the registration.



1.1. NEW USER REGISTRATION

@ Email confirmation

@)

Once you have submitted your details, you will Registration successfully confirmed

receive an email at the address you provided Welcome

during registration.

) Back to homepage

. Follow the instructions in that email to

complete the registration process and access the Important:

platform. If you cannot find the email in your inbox, please

check your spam or junk mail folder.



1.2. ACCESS WITH REGISTRERED USER

(J Keep me logged in

(

%] Login

1. Access to the PICE platform

If you are already registered, log in
using your username and password.

? Forgot your password?
Click on | FORGOT MY PASSWORD to

recover it.



1.2. ACCESS WITH REGISTRERED USER

If you have forgotten your password and you wish to create a new one, please provide the email

address you used to sign up to our system. Next, click on RESET MY PASSWORD.
=l Reset password

Enter your registered email address. Click on | FORGOT MY

PASSWORD. YOU Wi” receive an emCIil WiTh a Iink To To reset your password, enter your email address in the field below.

=

create a new password.

2] Reset my password

Once created, click on BACK TO HOMEPAGE to access

the platform.

10



.

2. CREATING AN APPLICATION



2. CREATING AN APPLICATION

— Access to calls for applications
Once you have registered on the platform,
you will be able to access the list of calls for

applications that are currently open.

<= New application
If you wish to participate in any of them, click

on the SUBMIT APPLICATION button.

A window will open for you to select the call

for applications and the subject area to which

you wish to submit your application.

There are open calls

* PICE-Mobility 2022 #1

* PICE-Visitors 2022 #1
Translation and Illustration of Literary Works #2

PICE - Submit application

Call*

PICE-Mobility 2022 #1

Thematic area *

=+ Submit application

Thematic area

B Submit application

X Cancel

12



2. CREATING AN APPLICATION

The system will then display a blank form that you must complete.
The form consists of several tabs:

= Event

88 Participants/ International visitors (depending on the type of call)
{.| Entities / Venues

> Legal Representative

\ Contact details

Documents

13



2.1. CREATING AN APPLICATION.
EVENT

"' The EVENT tab contains basic information about the project
for which financial assistance is being requested. This information
helps us to contextualize the activity that will involve Spanish

participation or international visitors (depending on the type).

14



2.2. CREATING AN APPLICATION. SPANISH PARTICIPANTS /
INTERNATIONAL VISITORS

88 The PARTICIPANTS / INTERNATIONAL VISITORS tab collects data on each

of the participants for whom the financial incentive is requested.

+ To add a candidate, click the ADD NEW PARTICIPANT button.

A window will open:

® Enter the email address of the participant /visitor you wish to include.

@, Click SEARCH.

15



2.2. CREATING AN APPLICATION. SPANISH
PARTICIPANTS / INTERNATIONAL VISITORS

5O If the search returns results, it means that the

Candidate's personal data

participant /visitor already exists in our database. A

According to the rules of the call, the applicant/awardee is responsible for obtaining the prior and informed consent of

the candidates for the communication of their personal data to AC/E, including the curriculum vitae, in order to new screen wi II open Whel’e YOU can fl ” N thel r

manage the present Program, coordinate octions of diffusion of the project and exchange of resources, and for the
creation of future networks and collaborations, as well as for the maintenance of the web and social networks of AC/E.

details.

AC/E may transfer personal data to receiving cultural entities and public administration for the sole purpose of

managing participation in the Program.

You can obtain more information about the processing of personal data by AC/E, including that related to the exercise
of rights, through info@accioncultural.es.

x If the search does not return any results, it

E-mail *

means that the participant/visitor does not exist in

the database and will need to be added.

Q, search ) cancel

<4 To do this, click on the NEW button.

16



2.2. CREATING AN APPLICATION. SPANISH
PARTICIPANTS / INTERNATIONAL VISITORS

- Next, you can fill in the details of the Spanish participant or international visitor you wish to register.

I Important: In addition to the candidates' contact details, you will need to fill in the budget you are
requesting for each one. Please note that some expense categories have limits. This means that you cannot
request an amount higher than that allowed in the call for applications. Please refer to the terms and

conditions for more information.

There are limits per event and participant:
A MOBILITY: €15,000 per event and €5,000 per participant.
€ VISITORS: €20,000 per event and €2,000 per participant.

Furthermore, Mobility cannot request an amount greater than 50% of the amount included in the field TOTAL

BUDGETED TO COVER ALL THE COSTS GENERATED BY THIS CREATOR/GROUP PARTICIPATION AT THE EVENT .



2.3. CREATING AN APPLICATION. ENTITIES / VENUES

{.! The ENTITIES/VENUES tab will include all entities involved in the project.
I. Please note:

All applications must have at least one applicant entity.

All applications must have at least one organizing entity.

All face-to-face or blended projects must have at least one venue.

Optionally, collaborating entities may be included.
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2.3. CREATING AN APPLICATION. ENTITIES / VENUES

To include entities in the request, follow these steps: Adiotanization

Organization type

Organization type

© Click the ADD button.

Collaborating organization
Qrganizing entity
Applicant organization

Venues

= Select the type of entity you want to insert.

Q, Select an option from the list. You can enter characters in

Add organization

the search bar to narrow down the list of results.

I If you cannot find the entity you are looking for, you can

register it by clicking on the NOT IN THE LIST button. For more rome conva o
FMeRAa
information, click here.

AADK Spain

19



2.4. CREATING AN APPLICATION. LEGAL REPRESENTATIVE

- To add a legal representative of the entity requesting financial assistance, click the NEW button.

This action will open a new window where you can enter the details of the entity's legal

representative.

- The required information is:

First name
Last name

Position in the institution

<= You can include as many representatives as you wish.

20



2.5. CREATING AN APPLICATION. CONTACT DETAILS

Y. The CONTACTS DETAILS tab will display the details of the person who created the request by
default.

<= If you want to give other contacts access to it, click the ADD NEW button.
Enter the new contact's email address in the EMAIL field.

I If they are not registered, follow the instructions and click HERE to create a new record.

New contact

Through this screen you will give access to other users who will be able to edit and submit the request and, where

appropriate, reject the granted benefit;.

Remember that, to add a new user, the user mstiog in on fhe system. If you have already done so, enter your
email address. If you haven't registered yet, clifk Here.

Likefully, if you continue with the process, you declare that you have the prior and informed consent of the users

for the communication to AC/E of your personal data.

E-mail *

‘ + Accept H 9 cancel

2



2.6. CREATING AN APPLICATION. DOCUMENTS

From the DOCUMENTS tab, you can attach all reports and documents that support and expand on the

information in your application.

The information is organized into two main sections:
Application documentation
Participant documentation

I. The required documentation varies depending on

whether the application is for Mobility or Visitors.

Add document

Add document to the application

Type of document

File to upload

. . Event support letter from other institutions
In compliance with current |

parties, you must provide At Document accrediting the applicant entity, its legal nature and other institutions that will participate in the organization o
may be attributed to itasat Information from previous editions

Documentation on sustainability and social inclusion

Planned programme

Other associated documentation

he event Required

L4 To find out which documents are required, in the TYPE OF DOCUMENT drop-down menu you will find an

indication after the name of the document.

72
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3. SUBMITTING AN APPLICATION



3. SUBMITTING AN APPLICATION

& Once you have completed the application, you can submit it by clicking on

the SEND APPLICATION button at the bottom right of the screen. | asencapiicaion |

I If any information is missing, a warning will appear indicating this.

If everything is correct, a new window

PICE app

Wi” Open in WhiCh YOU mUST Conﬁl’m Thdt ) lacknowledge having read and understood the conditions of the

call available from here and here . lundertake to agree these
conditions and comply with the obligations derived.

you have read and understood the terms

) cancel

and conditions of the call for applications.

24



3. SUBMITTING AN APPLICATION. FOLLOWING STEPS

“ Once the application period has closed, AC/E has approximately 25 calendar days to publish the

provisional list of results.

@ If you are awarded a grant, you will receive an email informing you of the successful candidates and

the amount awarded to each of them.

The award will be considered automatically accepted unless you indicate otherwise in one of the

following ways:

Within five business days after the provisional decision is published: You can decline the award by

clicking on the link included in the confirmation email.

(9 After the five business day period: You can withdraw by sending an email to the relevant department

(detailed in point 12 of the framework rules for the call for applications). s
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4. HOW TO REGISTER A NEW
INSTITUTION



4. HOW TO REGISTER A NEW INSTITUTION

Q, If none of the available options match the entity you want to select, you can register it

manually.

% To do this, click on the NOT ON THE LIST button. A form will open for you to enter the
entity's contact information.

Required information that must be completed:

Company name in original language I. Recommendation: Carefully review the
Company name in English list of available entities before registering a
Contact email address new one to avoid duplicates.

Tax address
Country/City

Website and social media (register at least one)

27
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5. HOW TO REGISTER A NEW CITY



5. HOW TO REGISTER A NEW CITY

If, when selecting a country, the city you are looking for is not among the available options:

Click on the option NO FOUND (located at the top of the drop-down menu).A new field will

open where you can manually enter the desired city.

I. Important recommendations: Not found
Arnsberg

Berlin

Check the existing list carefully to avoid duplicates.

Verify the selected language (Spanish or English), as city names will be displayed
according to that language.

29




THANK YOU AC/E

ACCION CULTURAL
ESPANOLA

Programming direction
Accién Cultural Espafola, (AC/E)

0034 21 700 4000



mailto:convocatoriaspice@accioncultural.es
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https://www.accioncultural.es/en/calls-for-entry
https://www.facebook.com/ACECULTURA
https://www.instagram.com/acecultura/
https://www.youtube.com/user/ACEcultura
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