EUSBSR Contact list – User Instructions
Dear user,
The European Union Strategy for the Baltic Sea Region has a wide
network of actors from all around the Baltic Sea. In this manual we
have compiled a simple set of instructions on how to find the
correct people. The EUSBSR governance structure includes
1.
2.
3.
4.

European Commission officials responsible for the EUSBSR
the National Coordinators of each member state,
Policy Area and Horizontal Action Coordinators and
the Focal Points of each policy area and horizontal action.

From the EUSBSR website You can find the most recent Contact list.
The list can be sorted and filtered based on any of the above
mentioned categories. Below you will find simple instructions on
how to search and use the list efficiently.
In part 1. You will see how to filter the information in order to find
what you want. In part 2. You will see how to sort the list in to the
order you wish and in part 3. you will see how to update the
information.

The list contains over 200 people which means it needs to be easily
searchable. For this reason it has been compiled in to single exceltable with the following information categories collected from each
person on the list.
A
B
E
F
Organizational H
information
I
J
L
M
Organizations N
representatives O
information
P
Q
R
EUSBSR
Information

Role in the EUSBR governance network
Area of responsibility (and link to website)
Area role
Name (and link to specific website)
National affiliation
Adress
Country
Main or Back-up representative
Title
Last name
First name
Position (job title)
E-mail
Phone number

Part 1. Filtering the contact list.
1.1. Select the information category based on which you would like to filter the list. First we will look for people working with a certain Policy Area.

1.2. Select the Area you are looking for from the list. We have selected PA Bioeconomy.

1.3. Now the table only shows you people working with Policy Area Bioeconomy. Next we want to see who is involved from Latvia.
First click the triangle next to National affiliation and then select Latvia. Please note that pan-Baltic or international organizations are categorized
under N/A – Not Applicable.

1.4. Now the table shows only people working with Bioeconomy in Latvia. Next we are interested in everybody working with the EUSBSR in Latvia.
For this we remove the filtering from Area by clicking the triangle next to Area and click Clear Filter from “Area”.

1.5 Now the table shows everybody working with Bioeconomy in Latvia.

2. Sorting the table
2.1. Now that we have found the group of people we are looking for (organizations working with Bioeconomy in Latvia) we want to see the list sorted
alphabetically by EUSBSR Role and Policy Area. First click the triangle next to Area and select Sort A to Z.

2.2. Then click the triangle next to EUSBSR Role and select Sort A to Z.

2.3. And now the list of Latvian organizations and people working with EUSBSR are sorted in order of Policy Area and EUSBSR Role.
After this you can for example select the e-mails, right click on the selection and copy them to your e-mail clients send field.

Part 3. Updating the table
In order to update the table, you first download the update template from the EUSBSR website here. Then you fill in the table as in the example below.

3.1. First make sure that you indicate if you wish to update an existing contact or add a new one by filling in the corresponding row number of an existing
contact or writing in NEW if the contact is completely new. You can find the row number from the left edge of the contact list.

3.2. Fill in or select the new information. Some categories like the area can be selected from a dropdown list* and others need to filled in manually.
Please be careful to use the same format for the information as in the example provided in the dowloadable file.
*The dropdown list appears after selecting the cell you wish to update.
After filling in the updated contact information, send the file to REGIO-EU-BALTIC-SEA-STRATEGY@ec.europa.eu.

