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1. Introduction  

This document provides a step-by-step guide on how to use the Recommendations and Decisions 

(R&D) Platform for the RCGs. The platform has been developed as an interactive tool to facilitate the 

follow up process of R&D whilst informing to the RCGs network. The tool is supported by Microsoft Lists, 

which was tailored to match the specific needs of the RCGs R&D management process. According to the 

different roles within each RCG, users will have different levels of access, namely view or edit. The RCGs 

Secretariat is responsible for managing these permissions.  

The tool provides a workspace for monitoring planned actions, enabling users to add comments, modify the 

R&D status, and apply filters according to different search criteria. After each RCG Annual Meeting, the 

RCGs Secretariat will upload the new R&D to the platform.  

2. Recommendations and decisions  

2.1. General description  

RCGs provide recommendations to improve data collection and guide future activities related to the 

development and implementation of procedures, methods, and quality assurance and control measures for 

collecting and processing data within the scope of the DCF. These recommendations are addressed to 

different interested and relevant parties, such as the European Commission (COM) or data end users. They 

are normally generated within the various intersessional subgroups (ISSGs) that identify the need for 

improvements in a particular area of the data collection scheme. Drafts are discussed during the Annual 

Meetings and presented at the Liaison Meeting for further dissemination and finally approved by the NCs 

during the RCGs Decision Meeting.  

Recommendations are adopted by consensus among members of the RCGs or by written procedure. The 

RCG chair(s) is responsible for informing the relevant parties, monitoring progress and providing updates 

during the Annual Meeting.  

In contrast to recommendations, decisions concern the RCGs themselves and the Member States (MS).  

They may relate for example, to survey cost-sharing agreements, regional work plans, regional databases, or 

selection of chairs. When drafting the decisions it is important to provide a clear justification, a foreseen time 

frame for implementation, and the MSs or institution(s) responsible for the action(s) and follow-up.  

Decisions are taken by consensus during the RCG Annual Meeting, at a dedicated Decision Meeting, or, in 

exceptional cases, by written procedure. The National Correspondents (NCs) of the MS, or their designated 

representatives, shall agree unanimously; otherwise, the decision must include a clear statement indicating 

the different views of the MS.  

2.2. Coding  

Each recommendation and decision are identified by a unique code, following the system established by the 

RCGs, which includes:  

RCG_YEAR_RXX  

RCG: in capital letters, indicates the specific RCG: ECON; LDF; LP; MED BS; NANSEA BALTIC.  

YEAR: corresponds to the natural year when the recommendation is issued.  
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RXX: R stands for recommendation (as opposed to D, decision); XX refers to the numbering of the 

recommendations in that particular year.  

For example: ECON_2024_R03; LP_2022_R10; NANSEA BALTIC_2019_D04 

3. The platform  

To access the platform, users should first visit the newly redesigned RCGs website. By selecting the “Tools” 

tab and then clicking on the “Members Area” button, the login page will open. Access requires registered 

credentials. Each RCG has a dedicated platform to manage and follow up its Recommendations and Decisions 

(R&D).   

Depending on their assigned role and the RCG(s) in which they participate, users may have access to one or 

more platforms, with either view or edit permissions.  

 

Fig. 3.1. Access to the Members Area via the RCGs website 

 

Fig. 3.2. Secure login page for registered users 



 

 

Recommendations & Decisions - Admin guide (List generation)  

 

 

3 

2.3. Information upload   

After each RCG cycle, the RCGs Secretariat will upload the new R&D to the platform.  

The new R&D will be provided to the RCGs Secretariat using the Excel template specifically developed for 

this purpose. It will be available in each RCGs e-library and shared with the RCGs Chairs. The templates are 

adapted to the specific needs of each RCG, while ensuring a consistent structure across all RCGs as far as 

possible. Each field in the template includes guidance notes to clarify the type of information required, 

facilitating accurate and consistent completion.  

After each RCG cycle, the RCGs Secretariat will upload the information to the system, to be available for 

consultation, follow up and edition by relevant users, depending on their responsibilities and access rights.  

The R&D from previous years of each RCG that remain open will be added to the new ones to ensure a 

correct follow up of all R&D.  

2.4. Roles and permissions  

Users will be assigned different permission levels depending on their responsibilities. Each role gives access 

to specific features and actions within the platform. Below is an explanation of each role and what users can 

do depending on the role assigned.  

RCG Chairs:  

• Fully edit content: create, modify, and delete information within the platform.   

• Comment and mention other users: useful for collaboration and follow-up.   

• Manage documents: add, delete, open, edit, and download attachments.   

• Manage recommendations/decisions: add or remove items, along with all their associated three 

fields.  

 

ISSG Chairs, end-users and National Correspondents:  

• Edit content: update or add information where necessary.  

• Comment and mention others: support collaborative work.  

• Open, edit and download documents: interact freely with attachments.  

Experts:  

• View all content within the system.  

• Open and download attached documents for review or reference. 

2.5. Type of views  

The platform offers two different views:  

• All items, a tabular format where the information is displayed horizontally across multiple columns, 

like Excel or tables in Word (Figure 2.5.1. List layout);  

• Follow-up, a board display showing each item (recommendation or decision) in a card format which 

provides an overview of main details (Figure 2.5.2. Follow-up layout). Cards can be easily moved 

between columns according to their status.  
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The follow-up view is displayed by default when accessing the platform. In both cases full information can be 

accessed and edited by clicking on the R&D title (Figure 2.5.3. Full information view).  

 

Figure 2.5.1. List layout 

 

 

Figure 2.5.2. Follow-up layout 
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Figure 2.5.3. Full information view 

2.6. Editing information  

Users with editing rights can edit the content of a recommendation or decision directly on the platform for 

follow up purposes. To do so, open the card of the relevant item and in the pop-up window, select “Edit 

all” and proceed.  

Once the changes are completed, click on the “Save” button (Figure 2.6.1. Editing information). 
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Figure 2.6.1. Editing information 

2.7. Modification of status  

To follow up the R&D the following series of status have been defined:  

1. Inception: The item is on the platform.  

2. Communicated: The item has been proposed but has not yet been acted upon.  

3. “Sense checked”: It has been accepted by the relevant end user.   

4. In Progress/Being implemented: The item is currently being worked on.  

5. Closed: The item has been fully addressed and implemented.  

6. Re-submit/clarification: The item has been temporarily paused and needs further work to clarify 

some of the information.   

7. Cancelled: The item has been deemed unnecessary or unfeasible and will not be pursued further.  

8. Denied by DM: The R or D has not received approval during the RCGs Decision Meeting.  

The status of a recommendation or decision can be updated either by directly editing the information card 

(Figure 2.7.1. Editing status on information card) or dragging it to a different column in the “Follow up” view 

(Figure 2.7.2. Editing status by dragging card).   
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Figure 2.7.1. Editing status on information card 

 

 

Figure 2.7.2. Editing status by dragging card 

 

2.8. Adding comments  

Any user, regardless of their access rights, may add notes and comments to a specific recommendation or 

decision. To do so, click to open the card, enter your text in the “Comments” field box and click the arrow 

button to submit. (Figure 2.8.1. Adding comments).  

It is also possible to mention other users of the platform by using “@” followed by their name, so that they 

receive a notification about the comment added (Figure 2.8.2. Mentioning specific users).  
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Figure 2.8.1. Adding comments 

 

 

 

Figure 2.8.2. Mentioning specific users 

2.9. Query options  

Filters are available to retrieve information according to different criteria. To activate the filter function, click 

on the “Filter” icon, which displays all the available fields for performing your search. Some fields may not 

display all available options in the default view; in such cases, click “See all” to expand the options. Once the 

relevant values have been selected, click “Apply” (Figure 2.9.1. Filter options).  
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Figure 2.9.1. Filter options 

2.10. Deadlines and reminders  

The platform is configured to generate automatic notifications when a recommendation or decision is 

approaching its deadline. These notifications are sent to both the RCGs Secretariat and the RCG Chair(s), 

so that they can manage the appropriate communications targeted to those responsible for the actions and 

ensure the proper monitoring of the progress and follow-up actions.  

 

Figure 2.10.1. Reminder email example 

 

 

 

  


