KISFALUDY

IIIIIIIIIIIIIIIIIIIIIIIIIIIII

TERKO
User Guide

Budapest MICE Fund



1. Registration

By visiting the website https://palyazat.kisfaludyprogram.hu/no-auth/belepes, the
language of the page can be changed in the top right corner. By setting it from HU to
GB, the English version of the interface will appear.
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By clicking the "Registration" button, you can provide basic profile information such as
your name and email address. Here, you also need to accept the "Cookies," the
"General Terms of Use for Applicants and Beneficiaries" document, and the Privacy
Policy.
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After clicking the relevant icons, the "I Accept" button will become active. The
declaration is only truly accepted when its color changes to green after you click this
button.
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Once all declarations have been accepted and the "I'm not a robot" block has also
been accepted in the system, the registration can be finalized.
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By sending the request, the process can be finalized with a message sent to the email
address provided during registration. The interface will then become accessible.



2.Adding a Grant Applicant

After logging in, the following interface will be visible:
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Here, by clicking the "Record a grant request" button, the applicant's basic data can
be added.
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On the interface, by checking the "Foreign registered office" box, only the cells that need to be
filled in for a foreign-based applicant will be visible. The fields marked in red are mandatory.
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For the "qualification code," "Type of Beneficiary's operational," and "Transparency," the
appropriate data can be selected from a dropdown list for the applicant. Transparency needs
to be completed according to the filled-out Appendix 6.
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With the help of the "Save" button at the bottom of the page, the data entered so far can be
saved. After saving, the buttons required for filling in the additional basic data fields will become
active.



Ferminegtme B850 =

TERKG Test User_01 .
ek —— s [ ]

T 7 Short name of the aj ant
B Foreign registered office Test User LG, pplic
T
12345 67890
7 = e e Deteof sstablishment ol R e

Main activiy TEAOR |

Small enterprise:

[T T—— Tarsgancy+
Other enterprise 11 Legal persons who are not subject 1o point | or business .. ~

Address data

No address recorded yet
F Add new address

Ownership structure

o owner recordod yet

Contacts / Representatives
MO COMIaCt PErson o Fepresentave eorded yer
}- Add newcantact person

- @33

KISFALUDY

MAGYAR
TURISZTIKAI UGYNOKSIG

Among the active buttons, the "Address data" and "Contacts/Representatives" fields are
mandatory.
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In the case of ,Address data”, after selecting the country, the other data fields can be filled in.
Of these, the postal code is mandatory, but it is necessary to fill in all the data completely so
that the system can pre-fill the required data when starting the application submission.
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After saving the ,Address data”, you need to provide the ,Contacts/representative data”.
Please note that it is mandatory to provide a representative to submit the application; without
one, the application cannot be started!
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First, the official representative of the organization applying for support and their data must be
entered. By saving the data, the name of the first entered representative, i.e., the one who
appears first, marked as representative, along with their email address and mobile number,
will also appear on the application basic data page (not only in the master data) after initiating
the application.

Please note that only users who have registered on the platform can log into the electronic
application system (meaning that the contact person and representative specified here do not
automatically become users through data entry). By default, only one user registration is
possible per applicant. If additional email addresses need to be added during application
management, please contact our Customer Service, and following the request, our Staff will
add the User.



3. Application Selection

After creating the applicant's master data, the application process can be started from the
applications.
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After selecting the call, please press the "Start Application" button.



4. Filling in the Application's Basic Data

After pressing the button, the following screen will appear:
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On this interface, the basic data already entered in the Master Data section will appear. Of the
remaining missing data, the fields marked in red are essential for submitting the application.
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Regarding the right to deduct VAT, the applicant can select the relevant definition from a
dropdown list. Please note that the right to tax deduction is only relevant for applicants who
have VAT registration in Hungary!

For defining the activity, please select the activity you wish to undertake during the application
from the dropdown list.
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When providing the amount of support requested, please pay close attention to the fact that
the amount is to be specified in Hungarian Forints. The support amount must be calculated
using the calculator found in Appendix No. 9.

After pressing the "Save" button, you need to select the "Documents to be attached" menu
item from the menu bar on the left.
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5.Documents to be Attached

On the documents to be attached page, the following screen appears:
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By clicking the "Upload" button, you can select the document to be uploaded for that specific
point. In this call for applications, it is mandatory to upload all documents in the categories

displayed on the page. This is indicated by the symbol at the end of the rows containing
the document names.

As long as not all documents and data are available in the system, the application cannot be
submitted. In case of any deficiency, a red triangle will appear next to the menu item of the
page containing the incomplete data, as shown in the screenshot.
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6. Finalizing the Application Submission

By clicking the "Finalization, Submission" menu item, the application finalization page will
appear.
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If any deficiencies are found in the application data, the following error message will appear:

Attention!

The application contains data that requires correction;
therefore, additional data verification is necessary after the
correction.

- If you would like to start correcting the data now, click the
*Open Error List" button.

- If you would like to postpone the correction, click the "Cancel"
button.

By clicking the "Open Error List" button, you need to select the "all errors" button on the
following screen. This will display the items to be corrected in the application, for which the

small " icon at the end of the rows will navigate you to the page containing the error.



If there are no points to be corrected on the application form, the submission can be started
as follows:

Are you sure?
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After generating the general declaration that finalizes the application, the application basic data
cannot be modified, and the system warns of this in the form of a pop-up window. If you wish
to make changes to the application data after generation, it is possible to interrupt the
submission before submitting the finalizing declaration using the 'Interruption of finalization and
submission' button.

Upload document

eneral (finalzation) statement

After downloading the finalization declaration, please print it out and sign it in a manner that is
legally binding for the company. The signed finalization declaration, i.e., the "General
Declaration," can then be uploaded by clicking the "Upload finalizing declaration" button shown
above.
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After this, the application can be submitted by pressing the "Application submission" button.



7.Issuing a Deficiency Supplement

If the Funder finds deficiencies in the submitted application, it will notify the applicant

in the form of a deficiency supplement through the system. In this case, the request
will appear as an internal message:

TERKD

op TestUser01

Current menu map according to tender status Diary
2025.s2e

Grant application Finance Handiing grant application

KISFALUDY

The deficiency supplement can be accessed as follows:
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After selecting the application, by clicking the "Basic data" button on the menu map that
appears, the application's basic data page becomes accessible. Here, you can navigate to the

deficiency supplements page by clicking on the "Deficiency supplementings" item in the side
menu bar.
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By clicking the - icon at the end of the row, the deficiency supplement can be received.
Before receiving it, the points listed in the deficiency supplement cannot be corrected; it is only
possible to fulfill them after the supplement has been received.



The supplement can also be received by opening it and clicking the button at the bottom of the
page.
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Please note that during the deficiency supplementation process, only documents can be
supplemented. The request must specify the reason for the extension as well as the requested
time period. If there is a data entry error, you can make a statement in the form of a signed
request regarding the correct data, based on which the Funder will modify the data.

If necessary, the time available for submitting the deficiency supplement can be extended by
clicking the "Request for extension" button at the bottom of the page. Once the deficiency
supplement has been completed and the necessary documents have been uploaded to the

small icon, the deficiency supplement submission can begin by clicking the "submission"
button.
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In the case of a deficiency supplement, the submission is done by printing, signing, and re-
uploading the finalization declaration, as was done during the initial submission, on the

following interface:
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The process is considered complete when the signed declaration has been uploaded and the
application has also been submitted, as indicated by the activity log on the finalization page.
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The user receives notification about compliance with eligibility and professional criteria at their
registered email address. The applicant receives a separate notification about the funding

decision.



