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1. Introduction

This guide is intended for users of the “Electronic Services Portal of the MoE SR” and
contains basic information on the Portal and its content. Furthermore, it provides
information on the use of electronic services.

1.1. The purpose of the document

The purpose of this document is to provide users with a comprehensive overview of
the Portal and its individual parts and to ensure its seamless usage.

1.2. Terms and abbreviations

List of terms and abbreviations listed in the document:

Abbreviation

Explanation

CGP

Central Government Portal (www.slovensko.sk web portal; UPVS)

The supplier of goods and services, the applicant, a group of suppliers of NESS, DISIG,

Contractor where the leader of the group is NESS on the basis of a power of attorney.
eDesk Electronic mailbox

elD Electronic identification card

EU European Union

G2B services

Government to Business

G2C services

Government to Citizen

MoE SR

The Ministry of Economy of the Slovak Republic

NADSME

The National Agency for development of small and medium enterprises

Order party

MoE SR. In the terms of the Contract.

The project "Electronisation of services of the Ministry of Economy of the Slovak Republic"

Project . . o :

) co-financed by the Operational Programme Informatisation of Society.
SARIO Slovak investment and trade development agency
SBA Slovak Business Agency (formerly NADSME, NARMSP)

slovensko.sk

See CGP

SR

Slovak Republic

Table 1 — List of terms and abbreviations
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2. Electronic Services Portal

Electronic Services Portal of the Ministry of Economy of the Slovak republic
(the ES Portal) is intended for the general public, citizens as well as entrepreneurs.
Its aim is to simplify the agenda of applicants using the electronic forms.

Through the ES Portal the electronic services of organizations MoE SR, SARIO and
SBA are accessible. Electronic services are structured into logical parts - thematic
blocks, in which the individual services are included. Each of the services contains a
brief description and a simple procedure on how to use the service.

Electronically provided services can be divided also according to their method of use:

e Disclosure of information — The service provide the user information on
selected agenda with no need to contact the personnel of the organization.
An example - list of events.

e Communication with the organization - The service allows user to send an
electronic request and to receive an electronic response.
An example - subsidies.

Further information can be obtained from the Portal in the section "Tutorials" (guides,

instructional videos), or you can use the "Contact” to get responses to your
guestions.
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3. The content of the Electronic Services Portal

The ES Portal of the MoE SR provides access to information and electronic services,
which are structured into several levels.

Through a variety of functions, such as logging in, searching, electronic services, list
of terms, and many others, the Portal allows the user to access the information
according to requirements and easily find relevant content.

3.1. Home page

From the Home page of the Portal, you can switch on the basic information about the
Portal, on the section "About", "Contact”, the English version of the Portal, the section
"Tutorials” or “Terms” or "Applications".

Home page of the Portal is divided into several logical parts (see picture below):

Header

Search

Login

Main navigation
Filtering of services
Navigation sidebar
Related portals
Footer

©NO Ok WNE
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R, Contact About Technicsl provider Accessibilty statement §\. Textonly version Sitemsp Login

# Electronic Services Portal Search
of the Ministry of Economy of the SR

Home | Welcome to the Electronic Services Portal of the MoE SR. Read a quick tutorisl

EDUCATION

MANAGEMENT OF REAL
ESTATE

RECEIVING REPORTS

SUPPORTING
ENTREPRENEURS

INVESTMENT PROMOTION

EXPORT PROMOTION

LICENCING AND
CERTIFICATION

INFORMATION SERVICES

SUBSIDIES

ACTS OF ADMINISTRATIVE
PROCEDURE

MINISTERSTVO FINANCI
SLOVENSKEJ REPUBLIKY
Sprosreckovaali) argén pre OPTS
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{ Contsct  Apout

PORTAL OF ELECTRONIC SERVICES

Greated on: 03.09.2015  Updated on: 07.07.2016

in the context of impraving the quality and effectivity of MoE SR services provided to citizens and entrepreneurs it
is possible to handle necessary agenda on this portsl electronically. And another manuslly published texts

Filter

Organization

Al

Life situation

Subsidies
=
LIST OF ELECTRONIC SERVICES

ES06 Consultancy and education for potential and existing entrepreneurs

Provision of informationsal and expert consultancy and education st regional level in cooperation with key interested
focused on support in the specific districtiregion for potentisl and existing

entrepreneurs.

ES36 Provision of financial contributions for the operation of incubators and
provision of subsidies under the scope of the MoE SR

Provision of financisl contributions on the operation of incubators snd provision of subsidies in accordance with the
Act no. 7172013 Col

ES36 Provision of financial contributions for the operation of incubators and
provision of subsidies under the scope of the MOE SR

Provision of financisl contributions on the operation of incubators and provision of subsidies in accordance with the
Act no. 7172013 Gol.

ES38 Provision of non-repayable contributions for SME education

Provision of non-repysble contributions for SME education

f Tetonyversion  Sitemsp

EUROPSKA UNIA

Technical provider Accessibility statement

TVORIME VEDOMOSTNU SPOLOENOST
Spokufinancované z prostriedkov EFRR
www.0pis.gov.sk. www.nsrr.sk, www.informatizacia.sk

Figure 1 — Home page of the ES Portal
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[1] Header

Links on the main pages of the Portal, such as the home page or general information
"About”, are located on the top of the Portal. Contact information are in the "Contact"
section.

[2] Search
The function that searches for words or phrases on the Portal. It is necessary to enter
a word or a phrase in the field "Search”. Then click on the "Search" button, or press
the keyboard "Enter" to start the search. The main page of the Portal will display the
found links.

[3] Login ]

By clicking on the "Login", the user will be redirected to UPVS (Central Government
Portal) where a user logs in. After logging in, the Portal will be shown together with
the login information.

[4] Main navigation

The main navigation is divided into several categories. Each category contains a set
of services. Click on a category to view a list of services that belong to a particular
category.

[5] Filtering of services

On the main section of the Home page of Portal, the Filtering options for easier
tracing of services are located. It is possible to filter according to the Organization
and Life situation. After selecting the filtering criteria and clicking on the button
"View", the corresponding services will be displayed under the Filter.

[6] Navigation sidebar

Allows quick access to such parts of the Portal as “Contact” (the ability to
communicate with the MoE SR, contact information), “Applications” (electronic
forms), “Tutorials” (user guides and instructional videos) or “Terms” (alphabetical list
of terms and abbreviations).

[7] Related portals
Related portals represents the fast links to related web portals.

[8] Footer
The footer contains logos with links to specific web portals.
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4. Electronic services

Electronic services are structured into different thematic blocks, through which the
user can trace.

After clicking on the name of the service, detail of the service which contains
information on the service will be shown. Furthermore, the right sidebar contains

other Service options, through which a particular service can be used - to create the
submission or to view information.

(. Contact About Technical provider Accessibility statement * Text-only version Site map Login o
# Electronic Services Portal
of the Ministry of Economy of the SR

Home > Information sevices > Informing about international tenders

| "“"‘u"n 1)

@ eovcaron ES29 INFORMATION ON INTERNATIONAL il
TENDERS > List of international tenders
’.A_ MANAGEMENT OF REAL ESTATE Created on: 03.09.2015 Updated on: 14.06.2016

SUBMISSIONS

SARIO publishes information on international tenders. The source of the information may vary

. RECEIVING REPORTS > Submitting a request for

+ MoE SR sends to the SARIO information on foreign tenders received from the MFA of SR.
information on international

+ MoE SR sends to the SARIO proactively obtained information from MFA of SR Portal.
« SARIO acquires information from its own sources. tenders

l:l SUPPORTING ENTREPRENEURS

Based on published information on tenders, the entrepreneur may decide whether to participate or notin such a
tender in the future.
@ INVESTMENT PROMOTION Senvice allows to ask a question to the published information as well

Administrative charges
u EXPORT PROMOTION The service is free of charge
Attachments

The application does not require an attachment
” LICENCING AND CERTIFICATION
Users
Business

m INFORMATION SERVICES
Manual

Figure 2 — Service detall
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4.1. The use of the Portal - realization of a submission

The applicant can submit an application on the ES Portal of the MoE SR.
The submission consists of these steps:

1. The user selects desired service using a filter in the list of services.

2. The portal displays a service detail (users of the service, mandatory
attachments, etc.).

3. Options for realization of a submission are located in the right sidebar
(“Submissions” section). Depending on the Service, it may be an application or
registration for an event. The user selects desired type of submission.

4. After selecting desired option in the menu, in the case that the user is not
logged in, the system will display an information on the need for logging in via
the Central Government portal www.slovensko.sk.

AUTHENTIFICATION REQUIRED

Please log in by using the Central Government Portal.

Figure 3 — Information on the requirement for authentication

5. After clicking on the link to log in by using the Central Government Portal, the
system redirects the browser of the user to the Central Government Portal -
www.slovensko.sk, where the input screen for the possibility of logging in and
identity authorization will appear.

Note: Screens for authentication are available only in Slovak language.
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Prebieha prihlasenie s aplikaciou eID klient...

Boli ste presmerovany na aplikaciu eID klient. eID klient VAm umoZni prihldsenie pomocou elektronického obcianskeho preukazu.

@ Aplikicia elD klient

Pripojte ¢itacku prosim

@ Zrusit Zostavajlci ¢as: 9:55

Figure 4 — Display of Central Government Portal login screen

(0] Aplikacia elD klient - O

Zostavaijlici pocet pokusov pre zadanie BOK: 5

Udaje z vasho Zipu poskytnete subjektu

Nérodna agentura pre sietové a elektronické sluzby
@ viac informacii

Poskytované udaje:

@ viac informacii

RozloZenie klavesnice
() usporiadané (® n&hodné

®

Zrusit Zostavajlci cas: 9:54

Figure 5 — Logging in to the Central Government Portal via the elD
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6. If the user is delegated to act for another entity, he can choose, who he will
represent by logging in at the time.

E? slovensko.sk

ustredny portal verejnych sluzieb ludom

Delegation

Select subject of delegation
Delegation subject

Ludovit Polak (nar. 1982) M ?

In case you clicked "Login to the portal” after a succesfull login attemmpt you will be automatically redirected to home page
www.slovensko.sk. To access your mailbox click the envelope icon "View mailbox" in the upper right corner.

Figure 6 — Display of Central Government Portal screen for selection of a subject of
delegation
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7. After the confirmation, the system redirects the user back to the ES Portal of
the MoE SR, where he can continue in his submission — the system will
display an input screen for the possibility of submission of an electronic

application.

s

EDUCATION

L

MANAGEMENT OF REAL
ESTATE

@ receving ReporTs
*»
o

SUPPORTING
ENTREPRENEURS

@ INVESTMENT PROMOTION
n EXPORT PROMOTION

. LICENCING
AND CERTIFICATION

B wrormaTion services

B SUBSIDIES

88 AcTS OF ADMINISTRATIVE
PROCEDURE

E-FORM

Submitting a contact form

SIMPLE SIGNATURE MULTIPLE SIGNATURE

« The form is empty Fill e-form

« Signature status: not signed Sign eform

ATTACHMENTS

Allowed file formats: .doc, .docx. s, xsx. jpg. jpeg. .png. .bd, .rer. zip, .pdf

Aftachment

| Browse...

# Click here to attach another fie

Waming - size of all attachments within the submission must not exceed 20 MB

Workdesk version: 3.6.11.4088

TUTORIALS

RELATED PORTALS

MoE

c

SARIO

=

SBA

5

UPVs

o]

Figure 7 — Screen for submission of an application (workdesk)

Warning: Login via the Central Government Portal is valid for 20 minutes.
Before the expiration of the this time, the portal informs the user with
information message at the top of the screen. To resume your session, click
on the "Keep me logged in" button in the mentioned information messages.
When working with the submission, it is recommended to use the option to
Save unsigned e-form to reduce the risk of loss of the completed form.
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i =oucaron E-FORM

- =
®. MANAGEMENT OF REAL Submitting a contact form
ESTATE

. RECEIVING REPORTS SIMPLE SIGNATURE MULTIPLE SIGNATURE

l:‘ SUPPORTING « The KxTa 1s ey
ENTREPRENEURS
« Signature status: not signed

[ vesTuEnT rOMOTION

H

B2 =xPoRTPROMOTION

LICENCING
AND CERTIFICATION

Figure 8 — Information on the expiration of the session

Screen for the submission of an applications provides basic functionality to
support electronic submission:

e Fill e-form — After selecting the option, the system will display in
another window, respectively in a new browser bookmark, an electronic
form of relevant application to be completed. When completing the
form, an option for choice of dials and basic control on formats of
completed data is used for selected items. After completion of filling, the
user confirms the data by clicking on the button “Validate and close”,
which will check data completion. In the event of errors on completed
form, the user is notified at the bottom edge of the form. If the form is
completed without errors, the system ensures its storage and redirects
the user to the main screen of submissions.

¢ Sign e-form — The user has the option to sign the completed electronic
application form by a qualified electronic signature (QES).

e Save unsigned e-form — The user has the option to save completed
electronic application form to selected local storage.

e Save signed e-form — The user has the option to save signed
completed electronic application form to selected local storage.

e Import saved form — If the user has saved the form on local storage,
he or she has the option to re-import it and then to continue in its
completion or submission.

e Print eform to PDF — The system displays filled e-form in printable
form

e Multiple signature — When there is a need for signing the application
by more company representatives, this bookmark offers the option for
submission of forms signed by all representatives. Individual

User's guide - ES Portal page 14 from 17
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representatives create individual applications by completing, signing
and saving the signed form through a bookmark “Simple signature”.
Empowerment — The user has the option to accompany the completed
electronic form with an empowerment (delegation) as an attachment
within the submission (in case when the user does not have an active
option to represent another entity on the CGP, but has provided a
notarized power of attorney).

Attachments — The user has the option to accompany the completed
electronic form with an attachment within the submission. Depending on
the type of application, the system will offer an attachment of required
and optional attachments. When the user wants to attach an
attachment which is not mentioned in the list of mandatory or optional
attachments, it may be enclosed within the section of user attachments.
Submit — After completion of the form, it's signing and enclosing of
attachments (if applicable), the user selects the option “Submit” which
will send the submission for execution.

After the completion of an electronic form, the user signs the electronic form

(depending on the service), attaches required attachments and clicks on the
button to send a submission.

<

n Disig Web Signer (Server: ps05.esmhsrloc, Dokument: 12651285-12e8-4137-h2d6-127d 2522 4942)
1/ 1| @&, @ 100.00%

"D"D‘D gl

Provider: Ministersivo hospodarstva Slovenskej republiky
Ingtitution: Slovenzka agentlra pre rozvoj investicii a obchodu

Identifier: 006836832 MHSE_SARIC_ES02_KentakinyFormularMaZaregistrovanieMehnutelnostien

Purpose: Registering real estate into the Real Estate Databass.
Language: EN  Version: 1.1

Contact form to register property

Localization
Region Region of Trnava ﬂ City Daln
District District of Hiohovec || Cadastral area Doln
Applicant Selection of a certificate
Sign

Degree before name ﬂ Degree behind name
Name Ludovit Surname Pola

| v~

| %) Podpisovy certifikat: Disig tests - PSEUDONYM| | [+ Padpisat ||

Figure 9 — Display of the completed form in the QES application
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=& Electronic Services Portal
of the Ministry of Economy of the SR

Home > Managementof Real Estate > Registration of available real estate into the database > Electronic submission

-
|8 eoucation

YOUR SUBMISSION HAS BEEN SENT
P SUCCESSFULLY

B- MANAGEMENT OF REAL
ESTATE

- IN

CONTACT APPLICATIONS

Retum to service detail

1
Q % I
. RECEIVING REPORTS Workdesk version: 3.6.11.4086 Abe Il

TERMS TUTORIALS

€28 SUPPORTING
ENTREPRENEURS

Figure 10 — Confirmation of sent submission

The system then sends the submission to the electronic registry of the
addressee (MoE SR, SARIO, SBA depending on the service) and saves a
copy of the submission to the Sent items folder in the electronic mailbox of the
user or represented entity.

W:ﬂ@"ﬁ? Elektronickd schranka m m
ustredny portdl vorejnych siutiet (udom

[ Ministerstvo hospodarstva

o doruteni 11.04.2016 1403 101

[ Ministerse rotva SR Porwrdenka o dorudent 11042016 13:59 101

[ Slovenski agens Powrdenka o dorutent 11042016 1342 102
O] Slovensid re o Poerdenka o dorutent 11.04.2016 13:39 102
[ Slovenski agentia pre roivol... Potwdenka o daruteni 11.04.2016 13:16 102

[ Slovenski agens o) 11042016 13:01 102
[ Slavens 11.04.2016 12:02 102
[ Slovens) 11.04.2016 1187 102
0 sle 11.04.2016 1134 102
Page 10f 6 (S3items) (< [1] 2 3 4 5 ¢
Potvrdenka o doruteni [ o seace couaeons | Q-
Ministerstvo hospodarsta SR Monday, April 11, 2016 2:09:38 PM
Documant

Figure 11 — Display of sent electronic submission in electronic mailbox of the user
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4.2. The use of the Portal - viewing the published
information

Published information may be viewed on the ES Portal of the MoE SR. In the detail of
the service in the right sidebar (in the “Service options” section), the option to view
published information is available.

After clicking on the option to view the published information, the system displays a
list of valid published records (“Current data”).

By clicking on the option to view “Archive data” (depending on the service), it is
possible to view also older published information.

@ ceoucation INFORMATION HOW TO ESTABLISH
COOPERATION WITH PARTNERS ----|.7|

2> MANAGEMENT OF REAL Created on” 03092015 Updated on 14.07 2016

CONTACT APPLICATIONS
ESTATE
N .o 1
I
B receving REPORTS Abe u

TERMS TUTORIALS
&
2  SUPPORTING STARTING BUSINESS IN SLOVAKIA FOR MIGRANTS
ENTREPRENEURS w g Starting Business in Slovakia for Migrants (a guide to the basic administrative steps to
commence business). The project titled Improvement of Conditions in the Labour Market
and Business Activities of Third Country Nationals is cofinanced by the European Union RELATED PORTALS
E INVESTMENT PROMOTION from the European Fund for the Integration of Third Country Nationals. Solidarity in the
management of migration flows MoE =&
Created on: 14.07.2016 Updated on: 14.07.2016
EP E£XPORT PROMOTION SARIO o
SBA o
LICENCING AND
CERTIFICATION UPVS =

BB rFormaTioN sERVICES
= sussiDIES

-
[88 ACTS OF ADMINISTRATIVE
PROCEDURE

Figure 12 — Viewing the published information
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