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CHANGES LOG

Month of the Version Main changes
modification no.

March (2" 2017 Version 2 | Further clarifications for the introduction of historical data in
e-MS.
Inclusion of the reporting rules applicable after April 1, 2017,
in line with Instruction for beneficiaries no.3/2.03.2017.
Further clarification on the currencies in which expenditure
should be reported in the system.

July 2017 Version 3 | Insertion of Changes Log in the report.
Elimination of references to historical data for applications
submitted on paper (as 31 March was the deadline to have all
information in the system by all beneficiaries with projects
under implementation).
Addition of explanations on supplementary partner/project
reports needed for creating more reports in a defined period.
Addition of details concerning the operation in the system of
contract modifications/notifications.
Addition of reporting details for attachments related to staff
costs - for projects under the second call for proposals which
opted for real costs for staff budgetary line.
Addition of description for filling in the new section for public
procurements above treshold
Addition of Help and Technical Support chapter

October 2017 Version 4 | Introduction of Modification Request procedure
Further details/clarification of the creation of partner/project
reports per period
Harmonisation of abbreviation and naming of different actors
according to eMS terminology

August 2018 Version 5 | Detailing of steps to be followed in case of forgot password.

New features to comply with GDPR requirements (available in
eMS since 23.05.2018).

Update according to new eMS version 4_1.1 elaborated by
INTERACT:

Change of the Modification Request logic in order not to
block the work on partner/project reports while
modification is processed.

Public procurements section (of Supplementary
information) - new architecture and link to partner
reports.

Detailing of user assignment possibilities by the Lead
beneficiary at project level (for projects under
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implementation), including the new possibility of having
read only users for reporting.

Link to partner report attachments from project report

New possibility to export all the attachments of all
partner reports included in one project report with one
click.

Export in an Excel sheet all expenditure included in one
project report (of all partners).

Download of all partner/project report attachments in
one go

List of Expenditure usability improvements

April 2019

Version 6

Update according to the new eMS version (4_2.1).

The main updates coming with this version and described in the
manual are:

1.

2.

New procedure for Supplementary Information section
and its sub-sections by a lock/unlock option.

Two new tables are added: Partner_Global_LoE and
Project_Global_LoE. These are two aggregated lists of
expenditures at partner and project level.




AF
BL
e-MS
ERDF
EU
FLC
JS
LB
LoE
MA
MC
NA

Partner
report

PP

Project
report

VAT

WP/Activity

LIST OF ABBREVIATIONS

Application form

Budget line

Electronic monitoring system
European Regional Development Fund
European Union

First Level Control

Joint Secretariat

Lead beneficiary

List of expenditure

Managing Authority
Monitoring Committee
National Authority

FLC request in the initial terminology of Interreg V-A Romania-
Bulgaria + technical progress report at partner level

Project partner

Reimbursement claim/progress report in the initial terminology
of Interreg V-A Romania-Bulgaria

Value added tax

WorkPackage = Activity, as it was described in section 2.3 of
the Application Form for 1st and 2nd call for proposals for
Interreg V-A Romania-Bulgaria

WorkPackage = group of activities contributing to achieving the
same final goal (e.g. Study, Seminar aso) and contributing to a
programme output (where possible) - for the 3™ call for
proposals



CHAPTER 1 - GENERAL PRINCIPLES OF REPORTING

1.1 Introduction

The present manual is addressed partners and lead partners/beneficiaries and is
elaborated in order to detail the reporting process in the electronic system e-MS
specific for Interreg V-A Romania-Bulgaria.

The general reporting process in e-MS reporting is also presented in Session 11 on the
INTERACT YouTube channel that can be accessed to the following link:

https://www.youtube.com/playlist?list=PLvVYGV{fGv4leEn2QC4ztZAFAWICQztWGYY

1.2 Reporting process

Partner level: The reporting process in e-MS consists in partners filling in partner
reports which are submitted to:

A. First Level Controllers (FLC), if the report includes expenditures to be verified or
B. LB, if only progress of activities is reported

Project level: LB consolidates the project reports and submits them to the Joint
Secretariat (consolidated report for period 0 including all partners’ contributions - if
the case, final consolidated report for last reporting period and technical or financial
project reports for all other reporting periods).

Please find below an example of how the reporting procedure looks like for a project
with 3 partners when expenditure is requested for reimbursement:

FLC FLC FLC

Financial

— Projectreport &=

Joint Secretariat

Figure ... - Reporting process in the e-MS - when requesting amounts for reimbursement (financial
reports including only FLC certificates)


https://www.youtube.com/playlist?list=PLvYGVfGv4leEn2QC4ztZAFAwlCQztWGyY

Technical project (reporting of activities) realized after every 6 months consists in
LB consolidating information from partner reports (either from partner reports
submitted to FLC or partner reports submitted directly to LB). The report is submitted
to the Joint Secretariat and should not have attached FLC certificates.

Partner report (PP3)

Partner report (LB)
L

LB =

|
Technical

Project report

Partner report (PP2)

Joint Secretariat

Figure ... - Reporting process in the e-MS - consolidated reporting of activitie



1.3P

eriods and reporting deadlines

The project reporting periods reflect the time slots for reporting over the duration of
project implementation and they are defined in the Application Form in the Work Plan
section, subsection “Define Periods”.

Periods are defined by the partnership based on the workplan logic of each application.
For project under call 3 for proposals, an automatic definition of periods for every 3
implementation months was activated in e-MS.

It is mandatory for projects to have a consolidated technical project report on progress
of activities at least every 6 months.

Expenditure can be requested for FLC verification as soon as cumulate over 5,000 Euro
at partner level via a partner report (in this case, the partner report should also contain
the description of progress of activities covering exactly the period of the request for
FLC verification). The value of the partner report can be lower only when the respective
partner is in danger of missing the target for half implementation period, but this
explanation should be clearly indicated to FLC when requesting verification of the
respective partner report below the threshold. LB has the possibility to ask for
reimbursement of expenditure, only certified by FLC, for one or more partners
consolidated in a financial project report submitted in the electronic system at any
given time, provided that the expenditure claimed for reimbursement is not lower than
10,000 euro ERDF. These financial project reports will be created by LB only by including
the available FLC certificates of the partners. No other sections required by the project
report template will be filled in.

The reporting date represents the deadline by which the LB must aggregate the project
report and submit it to the JS (usually 2 months after the end date of the defined period,
maximum 5 months for the last reporting period).

Define Periods o Target Groups

Schedule for Firs

o WorkPackage/Activities List

t Level Control and Reimbursement Claims o Define Periods

PERIOD 0 (:

01.01.2016 : 06.10.2017 B 15.00.2018 1
e ——as

PROJECTSTART (16.05.2018)

PERIOD 1 (3 MONTHS 0 DAYS)
PERIOD 2 (3 MONTHS 0 DAYS)

PERIOD 3 (3 MONTHS 0 DAYS)

PERIOD 4 (3 MONTHS 0 DAYS)

16.02.2019

15.05.2019 15.06.2019

Figure .
the AF

.. - Reporting dates - defined in Workpackage/ Activities List, Define Periods section of



CHAPTER 2 - Supplementary Information Section

Each approved project and after handed-over to a LP phase in the system has a
Supplementary information section available, separate from the Application Form.

The supplementary information section represents a way of providing additional data
by a Lead beneficiary and should be filled in as soon as a project starts the pre-
contracting process in the system.

The section is available in the left menu of the project:

[RO] - LP

Partner

1-LP-[Ri

Figure ... - Accessing “Supplementary information” section via reporting view of a project

Interreg E
demo

~ Geners

Project Summal

Project Identificatio

24 Month 0 Days

Project Summary

The cross-border area t

Figure ... - Accessing “Supplementary information” section via project view

Supplementary Information section consists of different sections that are initially not
locked in the system during pre-contracting stage and can be edited by the Lead
beneficiary at any time until the project is contracted in the system. After JS Officer
accept all editing done by LB in Supplementary Information, all subsections, except
Project Procurements, are locked for editing and changes can be done only with JS
officer agreement (please see chapter 2.9 - Modification of the Supplementary
Information sections(s) of the present manual).

The Supplementary Information section consists in more sub-sections that have to be
9



filled in by either Lead beneficiaries, beneficiaries or JS officers.

Bank Information User Assignment Outputs Partners NUTS Codes and project dimensions

Physical location of the Documents Partnership Agreement - Project Procurements

Figure ... - “Supplementary information” sub-sections

2.1 Project Management

nt Qutputs Partners NUTS Codes and project dimensions Physical location of the Documents Partnarship Agraement - Project Procurements

Project Management (Initial)

Figure ... - “Supplementary information” - Project management

The LB shall fill in here the requested information for the project manager, project
financial manager and project communication manager (one type of manager per
project), as requested by the fields displayed. Details on partner institution and
accredited person responsible for the particular position are to be provided in these
sections.

Once information filled in by the LB is accepted by the JS Officer, changes in this
section can be done only following the steps described in chapter 2.9 - Modification of
the Supplementary Information sections(s) of the present manual.




2.2 Bank Information

Project Management User Assignmemt > Outputs > Partners NUTS Codes and project dimensions > Physical location of the Documents > Partnership Agresment

Project Procurements

Bank Information (Initial)

Bank Information Of The Lead Partner Bank Data

Figure ... - “Supplementary information” - Bank Information

The LB shall fill in here details on the Bank of the Lead beneficiary such as name and
full address. Further data involve specific bank connection data including Account
Number, IBAN, SWIFT, Nat Bank Code, Internal Reference and Holder of the account.

The LB shall also upload here the Financial Identification Forms for:

e ERDF Euro account for LB and Romanian partners national co-financing RON
accounts (where pre-financing is received)

All advance payments and reimbursements shall be done into the accounts that are
mentioned in this section, so make sure you upload all the required documents in
time and keep the information updated in case changes occur!

Once information filled in by the LB is accepted by the JS Officer, changes in this
section can be done only following the steps described in chapter 2.9 - Modification of
the Supplementary Information sections(s) of the present manual.

2.3 User Assignment

The User Assignment section enables the LB to assign specific user(s) to all project
partners.

In order to be assigned, you first need to be registered as an e-MS user. You will
register yourself in the system at the following link:

www.ems-robg.mdrap.ro.



http://www.ems-robg.mdrap.ro/

Login

Nsclaimer

Please note this instance of e-MS is a productive eaviroment!

g with the Registration form (click on “+ Regtster button
name.fastname
firstname tas thameBmdrap.ro)
e-mall
b description of e user In case you are not an Applicant,

please contact MA or JS administrators in order to got 3 proper role!

Please be very careful of what password you are using for login, Keep this password confidential in order 10 protect unauthorized access of your account 1aking into consideration this system is online!

BLISHED BY INTERACT ON YOUTUBE:

PIDS I YOUtUDE CONT v=E_COzjuofcdlist=PLVYGVIGYHeEN2QCAZIZAFAWICQZIWGY Yaindex=1

TO SEE HOW TO USE THE SYSTEM PLEASE CONSULT THE “"eMS screencast”™

Figure ... - first page of e-MS

After clicking on the “Register” button, you have to fill in your information details:

mHilerrcy [ ]
demo

electronic
monitoring
system Posicion

oAk,

inTEract H

Figure ... - User registration

e The username registered in the system should be like: firstname.lasthame.

e The e-mail registered in the system should be your official address, which you
use more frequently at work (e.g. firstname.lasthame@mdrap.ro).

¢ You should define a password for your account. Please be informed that the
password used should be formed of at least 8 characters, one capital letter and
one digit! Also, please be very careful of what password you are using for login
and keep this password confidential in order to protect unauthorized access
of your account!

e |t is recommend for the users to change their password every 3 months, in
order to ensure an increased security and privacy of the account.

¢ You should fill in your name and position within the organization you represent.

After clicking on the “Register” button, the e-MS sends you to the provided e-mail
address a validation e-mail, which contains an account validation link. Clicking on this
link validates the e-mail address in the e-MS and activates your account.

Afterwards, you will be able to log into the system.

Forgot password

In case you are already registered and you don’t remember your password, use the
“Forgot password” option that is available via www.ems-robg.mdrap.ro login page.



mailto:firstname.lastname@mdrap.ro
http://www.ems-robg.mdrap.ro/

Login

Usemame*

Password®
«) Login + Register ? . Forgot Password
Osciaimer
Please note this instance of 0. MS is a productive eaviroment!
5 In @-MS accorang with the Registration form (click on “» Register” buion,
irstname lastname
i 300 firstname Lastname@mdrap.ro)
on e-mal
S role can be changed only Dy the administrators of the System 3ccording with the Job description of e user In case you are not an Applicant,

please contact MA or JS administrators in order 10 get a proper role!

Please be very careful of what password you are using for login, keep this password confidential in order 10 Protect Unauthorized aCCess of your account taking into consideration this system is onkne!

TO SEE HOW TO USE THE SYSTEM PLEASE CONSULT THE "eMS screencast™ PUBLISHED BY INTERACT ON YOUTUBE:
W YO omAaich A oVIG

ARDS M . PvaE_COZjuoRCE8hst=PLY YO VIOV HOEN2QCIIZAFAMCQZ WSy Y&indexs 1

Figure ... - Forgot password

After you press “Forgot password” you are requested to confirm the username for
which you request to reset the password by inserting the username and pressing
“Reset password button”.

s 3
g

interreg H

) Login
Reset Password
#°) Registration
Username
N -
? ) Reset Password
1 +

Figure ... - Resetting password

You will see on the screen a message that an email has been sent for resetting your
password and you will receive an email at the address you provided when you first
registered in eMS.

Email Has Been Sent To Reset Password

Reset Password

Username

Figure ... - Resetting password, part 2

Follow the link provided in the email and reset the password.

Please note that inserting a wrong password for 5 consecutive times is banning
your access in the system for the next 60 minutes!

Each partner can have multiple users with read/write or read only privileges.



Project Management Bank Information QOutputs Partners NUTS Codes and project dimensions Physical location of the Documents Partnership Agreement

Project Procurements

User management

Leadpartner user

L]

New User

Project partners

Figure ... - Supplementary information - User assignment

Only users assigned with read/write privilege to the LB role are allowed to create and
submit project reports - yellow framed section of picture above.

Only users assigned with read/write privilege to Project Partners (including the Lead
beneficiary) are allowed to create and submit partner reports - red framed section of
picture above.

In case you are not seeing your partner report section, please contact your Lead
Beneficiary for assigning you as an e-MS user to the project partner!

In case you as a LB want your project partner(s) to be able to view/read-only the
project reports in e-MS, the Lead beneficiary should assign the project partner user(s)
as a Lead beneficiary user (section in yellow from picture above) with read-only
privileges. In this way the partner can see in the system all information that a Lead
beneficiary has access to. Users assigned in this section with read-only privilege will
have only read access without permissions of editing sections in the project reports
or partner reports

The User Assignment section is not subject to locking/unlocking and LB can operate
changes at all time.

2.4 Outputs
Not to be filled in by LB as it is filled in by JS!
2.5 Partner NUTS codes and project dimensions

Not to be filled in by LB as it is filled in by JS!
2.6 Physical location of the documents



Figure ... - Supplementary information - Physical location of the documents

LB has to provide here the location of the official project documentation for each
partner involved in the project.

Once information filled in by the LB is accepted by the JS Officer, changes in this
section can be done only following the steps described in chapter 2.9 - Modification of
the Supplementary Information sections(s) of the present manual.

2.7 Partnership Agreement

Bank Information User Assignment Outputs Partners NUTS Codes and project dimensions Physical location of the Documents

Project Procurements

Uploads (Initial)

+) Upload

ilename ¢ Filstype ¢  Date & User & Options

8) save

Figure ... - Supplementary information - Partnership agreement

LB should fill in here the date of signature of the Partnership Agreement and upload a
scanned copy of it.

Once information filled in by the LB is accepted by the JS Officer, changes in this
section can be done only following the steps described in chapter 2.9 - Modification of
the Supplementary Information sections(s) of the present manual.

2.8 Project Procurements




This is a mandatory section for all procurements of all the project partners,
including LB!

The Project Procurements section is not subject to locking/unlocking and LB can
operate changes at all time

All partners (including LB) shall fill in here the details for their own procurements. In
this section each partner will add and visualize only their own procurements with the
exception of LB which can visualize all the procurements filled in the system by all
partners.

Invoices

00010 [ ][] [wo][m

00010 [1a[ar] (oo [m

#) Uplosd

i i
C

Figure ... - Supplementary information - Project Procurements

The following information is mandatory to be filled in procurement section:
- Partner responsible for the procurement
- Contract type (services/supplies/works)
- Contract Number/Contract date; Contract Name
- Contract Amount (in Euro)

- Eligible expenditure incurred and paid based on contract - when the information
is available at partner level

-  Type of Procurement Procedure Used; Date of launching in National Electronic
Procurement System

- Contractor Name; Unique Identifier of the Contractor
- Please provide short details about the progress of the procurement

- If applicable, please describe and justify any problems and deviations including

16



delays from the work plan presented in the Application Form and solution found
(e.g. details on re-launching the procedure)

In case you get an error message in the top of the page, means not all the
procurement sections are filled in or saved in the system!

T T

ﬁ) SEVE

» General

3 contract Name required

& Ssve Az PdFFile

Procurements (Initial)

B Genersted Files

Crocurement
#) Atcachmens CElrE O

Figure ... - Error message in filling in Project Procurements

The entire procurement documentation shall be uploaded in the Upload section of
each procurement contract:

e procurement files (tender dossier, announcement, bids from tenderers,
evaluation reports, award documents, all relevant documents related to this
procurement ...)

e services contract
e addenda to the contract

e in case of equipment and services procured under a works contract all the
related documents will be attached, except for the deliverables which have to
be attached in the relevant deliverables report section.

Each procurement is available in the List of expenditure of relevant partner and can
be linked to an invoice in a partner report. Once such a link is created, and you will
request for FLC verification invoices related to a procurement, the list of invoices
for each procurement shall be populated. This list can be exported to Excel (by
pressing the “Export” button below the list).

Invoices

0-00f0 -« < > e

Date of

Date of Total payment

Total Total Link to Date of Total value

Show : declaration Date of flc included in = Total paid so (final Remaining
declared in approved by the flc project of the

more to flc (first certificate = project far payment if amount
partnerreport Sl flc certificate report report aidin | Procurement

instalments)
No records found.
€0.00 €0.00 €0.00 €0.00 €2000.00 €2 000.00
0-00f0 . e o e

B) Export

Figure ... - List of invoices linked to a procurement

There is a possibility to download all attachments at once.

+) Upload

Filename 2 Filetype ¢ Date & User ¢ Comment ¢ Actions
No records found

B) Download all including List of Expendicure acachments)

Figure ... - Download at once all attachments related to a procurement



This button will download (in a structured zip folder) all procurement attachments
and all List of expenditure attachments of all invoices linked to the respective
procurement.

The Project Procurements section can be filled in at any time during project
implementation, so you can fill in procurement details just before you request in the
system the first related expenditure.

Recording all the procurements of the project is compulsory!

In case you don’t create procurements in this section, you won’t be able to link
the invoice to the procurement when you request it for FLC verification and your
FLC request (partner report) shall be reverted!

The documents related to a procurement shall be uploaded only once in this section.
The invoices and payment documents will be linked to the respective procurement
(via list of expenditure of the partner report. The deliverables shall be uploaded
separately in the partner report deliverable attachment section located in the
reporting per work packages section and the accounting documents in the partner
report attachment section.

2.9 Modification of Supplementary Information section(s)

Starting from the eMS version 4_2.1: A lock-unlock functionality for the
Supplementary Information section(s), except Project Procurements, has been
introduced. It involves several steps like: to request unlock, accept and unlock or
reject, submit and accept modification and 2 entities are involved (JS and Lead
beneficiary).

In the beginning, during pre-contracting phase, each section (tab) of the
Supplementary Information section is in the state called “open”. In this state a
partner or an authority can edit the data but saving does not change the state.

Once the project is contracted in the system, after JS Officer accepts all editing
done by LB in Supplementary Information during pre-contracting phase, all
subsections, except Project procurements, are locked for editing by JS and changes
can be done only with JS officer agreement (the section is locked for editing).

Even if the Supplementary Information section is locked, a project lead partner
can request that specific tabs to be reopened for editing. This can be seen in the
next picture where access to one or multiple tabs can be requested.

The Project procurements section remains open for modification in order to
ensure a smooth process of adding data at any time!




*Accepts the following sections: Project
Management, Bank Information, Physical
Location of the Documents and Partnership
Agreement

eSelects the section/tab (click over it);
eRequest unlock for the current section

eSees the message with the section
requested by LP to be unlocked (Project
Management in this case);

eUnlock current section - open the section for
editing;

*Resets lock of current section - this allows to
unlock the section again and starts from
step 1.

*Rejects unlock request for current section -

be re-submitted

\

nothing changes and any new request muy

eAdds text or modifies information according
to its needs;

eSaves and Submits the current section;
*The LP can see in green its modifications

~

eCan see the LP's modifications marked in green;
eAccepts the current section or Reject the current
section;

e Resets lock of current section - this allows to
unlock the section again and starts from step 1.

8 Acceprall sections (B} Unlock all sections (‘W) Reset lock of all sections

Project Management Bank Information

Partnership Agreement Project Procurements

User Assignment

(W) Unlock current section () Reset lock of current section

B Request unlock for all sections

Project Management Bank Information

Partnership Agreement Project Procurements

User Assignment

(@) Request unlock for current section

Sections to be unlocked: Project Management

‘B Unlock all sections () Reset lock of all sections

Project Management Bank Information

Partnership Agreement Project Procurements

M) Reject unlock request for all sections

User Assignment Outpu

| SN

(%) Unlock currentsection (T Reset lock of current section (%) Reject unlack request for current section

Project Management (Unlock requested)

8 Submit all secions (W) Reguest unlack for all sections

Project Management Bank Information

l Partnership Agreement Project Procurements

Last Accepted Version [N e T ]

User Assignment

(8) Submit current section

Project Management (Unlocked)

Sections to be accepted: Project Management

8 Accept all sections 8) Reject all sections (W) Unlock all sections (W) Reset lock of all sections

Project Management Bank Information

Partnership Agreement Project Procurements

User Assignment Out

-

8] Acceptcurrentsection (B Reject current section (™) Reset lock of current section

Last Accepted Version [Tt ]

Project Management (Submitted)

Enable comparison: ¥

Figure ... - Flowchart for the lock-unlock functionality of the Supplementary Information sections

The whole workflow can be done for individual sections or for all sections at once.

After the Supplementary Information section has been submitted, it can be either
approved or rejected by JS officer. In both cases, the Pending Changes version either
becomes the new official version of the section or it is deleted and the Last Accepted
version remains the official one shown in eMS.

Versioning has not been implemented for the Supplementary Information section (apart
from the bank account information), so after the full flowchart is finished, only one
version will remain available.

Note: From any state in the workflow, JS Officer can set the state back to open, thus
opening the Supplementary Information section for editing. This scenario is foreseen in
case of human errors in order to make the Supplementary Information section editable
again.
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CHAPTER 3 - MODIFICATION REQUEST

Lead Beneficiaries can requests modifications after the project has been handed over
to a lead partner and the LB user has been approved by the JS. Before that stage it is
not possible for the LB to request modifications.

It is not possible to initiate a modification request if a previous modification is not
finalized in the system (i.e. approved or rejected by JS).

It is always the last valid application form that is subject to modification request in the
system (not the initial one)!

Modifications in the Application Form can be operated only by the LB user using the LB
role), after accessing the project in the system.

LA = | Ic” .

demo

[RO]- LP [BG] - PP2 BG]- PP3
@) Project livingtables .

2) Project
Lp .8

1) Supplementary Information

Pp
Lp
| g | UJI:I.I. I\CPUI >

) Exit

Figure ... - Selection of Lead Beneficiary role for a LB user
Each modification request initiated by the LB will pass through the following steps:
. The LB initiates modifications in the AF by accessing “Request Modification

Overview” in the left side menu of the project and press the "Request
Modification” button located within the page.
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Figure ... - Initiation of modification request by the Lead beneficiary

2. In the pop-up window that will be displayed on the screen the LB should select
the category of modification depending on the subject of modification (reporting
periods, activities, budget, etc.), state in brief in the Message box the subject of
modification and the reasons for the requested modification, upload attachments
if needed and press the “Send” button. The Modification Request is thus
submitted to the JS and LB waits for JS approval to continue with the AF

modification;

Application Change Request - Project: Coordination

Categories

Categories +

Application Change Request - Project: Coordination x
Categories
Categories| ~
Message  Atachments
#) Upload
Filename & Filetype & Date & User & Comment & Actions

No records found

Figure ... - Requesting modification

3. The responsible JS officer will analyze your request and if justified will accept it
and open the Application Form for editing by the LB. JS can open all sections of
the application form for editing or only some. Only selected sections will be
editable by the LB. In some cases, JS Officer will require clarifications before




accepting the LB request.

4. Once the Application Form is opened by the JS for editing, the LB must access
the version opened for modification in order to operate the relevant sections of
the AF, exactly as indicated in the request. The new AF version that is under
modification can be accessed by clicking on the magnifying glass located in the
right side of the information message that there is an ongoing modification. By
default the system is showing the last AF approved in the system when the user

is accessing the project.

~ General

Project Summary Partner Project Description workplan Project Budget Project Budget Overview  Attachments

Figure ... - Operating AF changes during modification request

5. Having operated all the relevant modifications, the LB should press the button
"Check Modification” under the left-side of the AF and then press the "Submit"”
button under the same menu item. It is recommended that the LB notifies the

responsible JS expert that the revised AF was submitted;

UeTImo Ui
Successfully Checked
~ ﬁ) SAVE
Lener:
Project Summary
& Save As PdfFile
©) Check Modification Pri
&) Save As Paf Partner Contribu
Prc ™) Submit Modification [
B Generated Flles Parmner Contribution
Frog a

Figure ... - Submitting changed AF during modification request

6. JS checks if the modification is correct and in accordance with the modifications
indicated by the LB in the message box and will either approve the modification
thus generating a new version of the Application Form or hand it back to the LB
if other/further modifications are needed. In the latter case, the LB should go
back to step 4 and operate the modifications in accordance with the JS guidance;

User can overview project modifications in several ways,

by accessing the

Application Form left side menu ‘Modification Request overview’ or ‘Project

History’.
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Modification Request Overview: All users having access to the project can also
access the ‘Modification Request Overview’. In this section all modification requests
are listed, even those which were rejected by JS and no version was generated (such
requests are not visible in Project history). Users can see old and new versions of
the application form.
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Figure ... - Accessing modification request overview via Modification Request overview

Under ‘modification details’ a modification history table is accessible, which logs all
the actions related to one modification.
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Figure ... - Modification Request overview - Modification details

Project History view: The eMS stores all versions of the Application Form in
consecutive order under the menu item ‘Project History’. Whenever a version is
generated (i.e. when a modification request is approved by JS or JS requests a
modification or a project is approved under conditions), a new line is added to the
project history. Authorities can insert additional information about the different
versions of the AF, when and who decided etc. Different versions of application
forms can always be compared via the comparison function.
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Figure ... - Accessing modification request overview via Project History

Reports are not affected by the modification and stay accessible during the entire
AF modification process!

All partner and project reports stay editable during an AF modification procedure.

Partner and project reports always stay linked to the application form valid at the
time of report creation! Changes of the application form only affect reports that
were generated after the new AF was approved by the JS.

The procedure for initiating and processing a request for Addenda or Notification
is detailed in the Project Implementation Manual Chapter 16

CHAPTER 4 - PARTNER REPORT

The reporting section becomes available to project partners as soon as the project
has been contracted.

Partner reports which cover reporting of activities need to be submitted directly to
the LB if they don’t include expenditure or activities and expenditure of individual
project partners which has to be verified by first level controllers (called FLC) in the
system.

Partner reports with activities and expenditure validated by FLC or only providing
progress of activities have to be consolidated in a project progress report by the LB.
The information provided by each partner in their reports has to be structured and
integrated into one project report by the LB.

If necessary, more than one partner report can be created for a defined period.

Partner reports created by mistake should be deleted by the user who created.

4.1 Accessing a partnerreport

To access a partner report, your username has to be assighed to a partner by LB. The
assignment is done via User Assignment sub-section of the Supplementary information
section - see Chapter 2.3 above in this manual. Each partner can have multiple users
with read/write access to the partner reports (that can create/edit the partner report
or read-only rights (in case you need a supervisor of the work from your institution
for example)
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4.2 Generating a partner report

Once the project is contracted, the overview of partner and project reports
(‘Reporting overview’) will automatically be displayed.

Select Role

Partner Reports

1-LP3-[RO]-LP3

electronic
monitoring
system

cpb_

iNTeract

Figure ... - Reporting overview for a partner

It is at all time possible to see the Supplementary Information and the approved
project application form, which are accessible from the left-side menus under
‘Supplementary information’ and ‘Project’. The menu ‘Project’ will always lead to
the latest approved version of application form.

For projects submitted on paper under the first and second call for proposals, please
note that the Application Form handed-over to you in the system may not contain all
(historical) changes that occurred on paper until the current date. Therefore, before
proceeding to the generation of any partner report, please check that all information
from the Application Form is in line with the provisions in force at the current date.
In case you identify any modification need, first you have to inform your Lead
beneficiary to ask the JS for permission to process a Modification Request in e-MS (as
described in Chapter 3 above). Only after this change is operated and approved by JS,
you start creating your partner report!

If a user has multiple roles in the system (e.g. Lead beneficiary and partner at the
same time), it is necessary to select the role from the dropdown menu at the top of
the interface called ‘Select role’.

Please note that the lead beneficiaries must create their own partner reports as
“PP”, not as “LP”. The LB role is exclusively for creating Project reports and
managing modification requests’.
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Figure ... - ‘Select role’ drop-down and create new report

For creating a new partner report, you need to select a period and click “Create New
Report” under the table displaying an overview of partner reports. Afterwards, you
are redirected to a partner report corresponding to chosen reporting period.

Each partner report is given a number that consists of a period number and a report
number.

= [

Period 1 29.04.2016 - 29.04.2017

Report 1.1 29.04.2016
Period 2 30.04.2017 - 29.04.2018
Report 2.1 30.04.2017
Period 3 30.04.2018 - 29.04.2019
Report 3.1 30.04.2018
Report 3.2 30.04.2018
Period 4 30.04.2019 - 29.04.2020

Reporc 4.1 30.04.2019

(8} Partrer Living Tables

Figure ... - Partner report number showing reporting period and report number

The reports created are linked to a version of the application form which is valid/
approved at the moment of partner report creation. If the AF is in the process of
modification, the system displays warnings about ongoing modification or version
change after report creation. The reporting process is not interrupted by the
modifications of the AF and can go in parallel.

Partner Report List Of Expenditure Contribution And Forecast Attachments Personal data attachments

This report is linked to an older version than the currently appraved version of the application form ()

Partner Report
Period 4 - 27.10.2018 - 26.04.2019

27102018 26,04.2019

Summary of Partner's Work in this reporting period

Please describe your progress in this reporting period and how this contributes to other partners' activities, output i in this re

Figure ... - Warnings about ongoing modification or version change after report creation

By default, it is possible to create just one partner report per period at the initiative
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of the partner. The creation of other (second, third) report(s) for a defined period,
is only possible if the LB contacts the JS officer (via e-MS email for example) and
asks for JS to open a second/third report for the same reporting period - by clearly
mentioning the partner and reporting period for which such a report is nheeded.

Important notice: In case a partner report generated for a reporting period includes
expenditure paid after the end of the period (exceed the respective period), your
partner report will be reverted by FLC and you will be asked to remove those
expenditure item paid outside of the reporting period from the partner report and
include it in a report created for the implementation period when the expenditure
was paid!

When requesting amounts for FLC verification, each partner (including LB) creates
their own individual partner reports reflecting their share of activities and
expenditure, according to the activities planned in the AF. In this respect, each
partner (including LB) fills-in the individual partner report, using their own e-MS
account or a read/write user assigned by LB in User Assignment section.

More users assigned for a partner (see Chapter 2.3 above) can work for the
elaboration of a partner report. It is however not recommended for more users to
work in the same time on the same sub-section of a partner report in order to avoid
saving errors!

Partner reports requesting amounts for FLC verification should be created as soon as
expenditures over 5,000 Euro are incurred and paid at partner level. The value of
the partner report can be lower only when the respective partner is in danger of
missing the target for half implementation period, but this explanation should be
clearly indicated to FLC when requesting verification of the respective partner report
below the threshold. The description of progress activities in partner reports
requesting amounts for verification will cover exactly the period of the request for
FLC verification.

Each partner report with expenditure is submitted in e-MS to FLC, it is verified by
the partner’s FLC and then is included by the LB in a project report.

- SAVE REFUR
’ Check successful
L] ’ SAVE REPORT
8 Partner report averview
ok San @) Partner report cverview
€ Check Saved Report
™} Submit R t
@ submit to lead pariner Partner R R
= ©) submit 1o lead partner Partner Repo|
w/) Delete Report
T Delete Report
i) Application Form
Start Date i) Application Form
1 | Supplementary Information Start Date
25.04.2018 1) Supplementary Information
&/ Print Report 5042018
" = &) Print Report
Summary ¢ Summary of Pal
| Exit Pleaze dezeribe ) Exit Please describe your p

Figure ... - Submission of partner report with expenditure to FLC

Partner reports with only information regarding the progress of activities (with 0
expenditure requested) are submitted by the partners directly to the LB. Each
partner should create and submit to the LB at least one such report every 6 months,
according to the established schedule for reporting the consolidated progress of
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activities at project level. If there is no sufficient activity to report on, the partner
fills-out all other parts of the report (e.g. problems and deviations, activities if any,
forecast for the next report) and submits the partner report with 0 expenditure
directly to the LB.

In case one partner has already submitted a partner report/s requesting amounts for
FLC verification during the 6 months periods, it must create a partner report with
information regarding the progress of activities for the remaining part of the 6 month
period and submit it directly to the LB for integration in the consolidated project
progress report on activities.

B) Bariner repor overvien &) Partner report averview Partner Re
€ Check Saved Report

© Submit o lead parnar Partner Rt

T Delet= Repart

Figure ... - Submission of partner report with no expenditure directly to LB

In case the periods initially defined in the system must be changed during project
implementation, first you have to inform your LB to ask the JS permission to initiate
a Modification Request of the Periods and Reporting deadlines in e-MS (see Chapter
3 above). Only after this change is operated and approved by JS, you start creating
your partner report.

Should you have created a report by mistake, please delete it.

It is possible to delete a partner report as long as it is not submitted to the FLC/LB.
In order to delete the partner report, please click on ‘Delete report’ in the report
menu to the left. All users assigned to the partner with read/write privileges are
able to create and to delete a partner report.

demo

] . SAVE REPORT

@) Delete Report
Gi) Application Farm

entary Information

Figure ... - Deleting partner reports

LB can also view reports of all project partners, once they have been created by the
respective partner, even if they were not yet submitted (saved reports).
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Figure ... - Reporting overview for a LB user

4.3 Filling-in a partnerreport

Partner reports consist of several sections (i.e. ‘Partner report’, ‘List of expenditure’,
‘Contribution and forecast’, ‘Attachments’ and ‘Personal data attachments’), which
must be filled with information, except for the ‘List of expenditure’ that can be left
unfilled in case of partner report with zero expenditure.

Fields in the partner report depend on the application form of the project (e.g. number
of activities, type of target groups, deliverables etc.).

The partner should save any information recorded in the e-MS after each operation
made by pressing the “SAVE” button located in the left menu or by pressing the
save button located at the end of each tab.

4.3.1 ‘Partner report’ Tab

Partner Report List Of Expenditure Contribution And Forecast Documents Attachments Personal data attachments

Figure ... - Navigation bar - Partner Report

The ‘Partner report’ section focuses on activities implemented throughout the
reporting period. It contains general descriptions of activities as well as reporting of

progress for purchasing main equipment / services / works related to the respective
activity.

This section asks you to describe each activity carried out during the reporting period,
including also a Summary of partner’s work in this reporting period.

To provide information on specific outputs (report the progress in the output
indicators), please press the “Add Output” button and then select each applicable
output from the drop-down list with all outputs included in the AF.

It is possible to upload documents for each output under ‘Output evidence’. We
recommend to upload only the relevant/main proving documents and not to duplicate
them in the Attachments section! In case the file of output evidence is bigger than
50 Mb and cannot be split in parts (e.g. a movie or a presentation), we highly
recommend you to add only the reference to the link published on the website of the
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project outside the e-MS system.

Please note, that the e-MS is not a repository of files. All information provided by the
partners (e.g. invoices, procurement documents) must be scanned preferably in black
and white and at a resolution of 300 dpi.

Check with the Project Implementation Manual http://interregrobg.eu/en/rules-of-
implementation/programme-rules/project-implementation-manual.html which
evidence is needed, and how it should be submitted in the Attachments section.

In case the evidence exceeds the limit of 50Mb per file or package, the partners should
create .rar or .zip packages of no more than 50 Mb and upload them in more parts.

Please coordinate with the LB to make sure all relevant evidence is well included
in the project report, but not duplicated. If the deliverable evidence is provided
in the dedicated section of the Partner Report the LB should not attach it again in
the project report, but just mention where the evidence can be found (e.g.
“Partner report x.1, List of expenditure - item xx”!

Partner Report List Of Expenditures Centribution And Forecast  Attachments

Partner Report
Period 3 - 01.01.2017 - 05.05.2017

Summary of partner's work in this reporting period

Please describe your progress in this reparting period and

A B I U axx x'|% =i

Project main outputs delivered

Tide Amachments

T1.1 My Outpur T1.1 = (#] Dutput Evidence

Filename Filetype Date Uploaded By Options
Norecords found.

Figure ... - Reporting on activities - summary and description of outputs

Partner reports also contain a section to provide information on target groups reached.
For each target group selected in the AF, information should be provided.
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Figure ... - Reporting on target groups - Open fields by pressing ’Add Target group’

Target groups reached

Target Group Target Value 00
Target Group Target Group Reached Description
infrastructure and (public) service provider
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ove
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Below you should report on individual activities. The list of activities depends on what
is included in the approved AF. You will see all activities of the project, even if you
have not been assigned to an activity/some of activities in the AF.

Reports of individual activities should contain a detailed description of the progress in
implementation, problems (if any) and information on individual deliverables (main
equipment/services/works) related to the respective activity, with evidence of the
reported progress and an attachment to prove the respective deliverable.

The main equipment/services/works related to the respective activity are reported by
clicking on ‘Add deliverable’ under the relevant activity. The drop-down shows all
equipment/services/works that are listed in the AF.

The upload of the deliverable evidence is recommended to be done as the output
evidence. Only the relevant/main proving documents (e.g. reception minutes or
documents, documents of service delivery) should be uploaded in this section and do
not duplicate them in the Attachments section! In case a document is already uploaded
in other section, just indicate where it can be found!

[ Reporing Per Work Package

P Project Preparation (03.2015 - 06.2015)

Current Expenditure Expenditure So Far
€£143982 €0.00
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LB signed a contract (No. 003/03.06.2015) through a direct award with & contractor (Tonus 21 Lid.} o elaborate the project Application
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Current Expenditure Expenditure So Far
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A
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D.T1.1.1 - Portable computer
Deliverable Description Attachments
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250 Crarctss Ramaining Filename Filetype Date Uploaded By Options

©) Remove Ho records found.
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Figure ..

- Reporting per Activity - add main equipment/services/works by pressing ‘Add

deliverable’

4.3.2 'List of Expenditure (LoE)' tab

Partner Report List Of Expenditure Contribution And Forecast Documents Attachments Personal data attachments

Figure ...

- Navigation bar - List of Expenditure

Financial reporting is done through the List of Expenditure (LoE) section and only for
partner reports with expenditure. Partner and period are determined by the partner
report itself (each report refers to just one partner and one period of time), the
activity and budget line must be selected for every item added in the LoE.

For applications submitted on paper for the first two calls for proposals, please
note that all expenditure corresponding to a budget line are filled out in the
budget form of activity 1 in your application, as there was no requirement of budget
per activity for those calls for proposals of Interreg V-A Romania-Bulgaria!

The following points should be respected:

As a general rule, each invoice represents one single item reported in the List
of Expenditure. For example, for staff costs, a pay slip is considered as an
invoice, each item in the List of Expenditure needs to be separated per person
per month (as staff employed are usually paid on a monthly basis).

For Travel and accommodations budget line, the reported expenditure related
to one person should be recorded one after the other.

For projects under Call for proposals 1 and 2 with simplified costs for Staff
costs and Office and Administration - please pay attention to the fact that the
corresponding claimed amounts should be inserted manually even if they fall
under a flat-rate option. The automatic calculation by the system can’t be
performed at this point following the method that was used for the first two
calls for proposals of Interreg V-A Romania-Bulgaria, so the amounts should be
filled-in manually for each of the two budgetary lines in each partner report
claiming any direct cost.

In order to be sure that you claim the right amount, please use the percentage
you have at project level for each of the budget lines Staff costs and Office and
Administration in the last approved project budget - Annex 1 to the contracts.
Apply the percentage to the calculation basis formed of the total of amount you
claim in the respective partner report for budget lines: Travel and
accommodation + External expertise and services + Equipment expenditure +
Infrastructure and works.

Any amount requested that is higher than the result obtained in the manner
described above (and also in the List of eligible expenditure for Interreg V-A
Romania-Bulgaria for PA 1-5 http://interregrobg.eu/en/rules-of-
implementation/programme-rules/list-of-eligible-expenditures-of-
projects.html) will not be certified by FLC!
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For projects under call 3 for proposals the costs related to staff and Office and
Administration are inserted automatically by the system once you insert a direct
cost item in the List of Expenditure.

Partner Report List Of Expenditure Contribution And Forecast Attachments Personal data attachments

List Of Expenditure

0-00f0 14 wa 25 v [ -
Report Number ¢ Budget Line ¢ Wp % Int Ref No ¢ Inv No $ Inv Date % Paym Date ¢ Public Procurement Contractr
Options
No Match Found
0-00f0 - - 25 v L2 "l

D) Export (B Save Columns | Columns| ¥

+) Add Real Cost

Download all attachments

Figure ... - List of Expenditure - cost types

After clicking on ‘Add real cost’ a LoE popup window appears, where the system asks
you to give basic information on the cost item.

Edit Expenditure *
Partner Report 2 [RQO] - LP Period 4 List of Expenditures

Budgetline Bet _ - Description of Expenditure;Activity No:Sub-activity No from AF (E1, E2, .../ 51, 52, ../ W1, W2, ..)
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Procurement — .
' wrgarning ap
2000 Characers Remaining,
Procurement 1753
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Internal Reference Number

. 2000 Characers Remaining,

Invoice Number

Partner Comment

Invoice Date

Date Of Payment
2000 Characers Remaining,

Currency EUR-Euro o

Conversion rate m

Total Value Of item In Original Currency

out of which VAT

Declared Amount In The Original Currency

Declared amount in Eur

Expenditure Qutside ( The Union Part Of) The Programme
?

+) Upload

Uploaded

©) Add

Figure ... - Adding Expenditure

In case no procurement row is displayed in this window and you are inserting an
invoice/expenditure related to a procurement, you should first go to the
‘Supplementary information’ section of the AF and create the procurement in
‘Project procurement section’ - see Chapter 2.8 above!

Please be aware that partners are the only users that can create a link between
an invoice and a procurement in the List of expenditure! All partner reports
failing to create this link shall be the case of reversion to the partner for
correction (thus delaying the verification and reimbursement process)!
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It is necessary to allocate each expenditure item to one budget line and one activity.
It is also obligatory to select ‘Currency’, to indicate ‘Total Value of Item in Original
Currency’ and ‘Declared amount in Original Currency’ as well as to fill in the ‘Invoice
Number’, ‘Invoice Date’ and ‘Date of Payment’.

In which currency should the expenditure be reported?

The expenditure should be claimed/reported in the original currency of the
invoice/bill.

Edit Expenditure ) x
Partner Report 2 [RO] - LP Period 4 List of Expenditures

@ Budgetline P —— - [ pescription of Expenditure:Activity No:Sub-activity No from AF (E1, E2. ... /51, 52, ../ W1. W2, ..)

Activity 5 Orgenizing Expo -

Procurement — - 2000 Characsers Remsiing
Further description of expenditure (if there is the case)

Internal Reference Number
2000 Characters Remaining.
Invoice Number

Partner Comment
Invoice Date

Date Of Payment
2000 Charsczer: Remsining

Currency

Conversion rate

Total Value Of item In Original Currency
out of which VAT

Declared Amount In The Original Currency

Declared amount in Eur

Expenditure Outside ( The Union Part Of) The Programme
Area?

# Upload

Uploaded

© Add

Figure ... - Selecting the currency

The default currency displayed by the system is Euro and in order to choose the
required currency, please click on the arrow and select the wanted currency (for an
easy selection, please tap the letter R for RON, B for BGN or E for Euro after clicking
on the arrow). Please note that, the system will bring automatically the selected
currency, after the first selection of the currency and in order to change it into a
different currency you have to select again the expected currency.

It is possible to introduce expenditure in different currencies and the system converts
it automatically into EUR using the currency conversion rate applicable at the moment
of entering the information in the List of Expenditure, based on available exchange
rates of the European Commission
(http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.
cfm).

The system recalculates the amounts several times - first time when the expenditure
item is created and every time when the button ‘check saved report’ is pressed.

The final value is calculated and locked at the moment of the report submission to
the FLC. The exchange rate is not modified ever again. Even if the report is reverted
to the partner and re-submitted to the FLC, the exchange rate from the moment of
first submission to the FLC is remaining the valid one.

No matter the currency of which the expenditure was made, the bookkeeping is only
in the national currency of the project partner.
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Example:

‘Total Value of Item in Original Currency’ and ‘Declared amount in Original
Currency’

Example: The partner might declare in the LoE only a part related to the project
(1,000 RON/LEVA) of the overall invoice (20,000 RON/LEVA) that was issued for
consultancy services. “The Total Value of Item in Original Currency” will amount to
20,000 RON/LEVA and the “Declared amount in Original Currency” will amount to
1,000 RON/LEVA.

Uploads

It is possible to upload one or multiple attachments to each of the expenditure items
by clicking the ‘Upload’ button.

Please upload only the attachments (invoices, pay slips etc.) that are explicitly
asked by the Project Implementation Manual, FLC or JS and don’t duplicate the
documents (see below examples)! Also, please have in mind the scanning
requirements that were mentioned above in section 2.4.1!

Edit Expenditure ®
Partner Report 2 [RO] - LP Period 4 List of Expenditures 4.1

@ Budgetline External expertise and services - |} Description of Expenditure;Activity No:Sub-activity No from AF (E1, E2. .../ $1, 52, .../ W1. W2, ..)

Activity

Further description of expenditure (if there is the case)

Internal Reference Number 3546

Invoice Number 2356
Partner Comment

Invoice Date 10.11.2018

Date Of Payment 30.11.2018

Currency EUR-Euro

Conversion rate .

Total Value Of Item In Original Currency 1000.00

out of which VAT —

Declared Amount In The Original Currency

1000.00

Declared amount in Eur

1000.00

Expenditure Outside ( The Union Part Of) The Programme
Area?

+) Upload

Uploaded

Download all attachments

B Save

Figure ... - Uploading/downloading attachments in the List of Expenditure

Public procurement documentations are uploaded in the dedicated section of the
procurement in ‘Supplementary information’, ‘Project procurement’ and not in
the upload section of the expenditure item (see Chapter 2.8)!

For each reported expenditure the following supporting documents should be
attached:

1. Staff costs (for projects reporting staff costs as real costs - call 2 and on):

v"upload section from the invoice: payrolls and documents proving the payment
(net salary, contributions, other taxes);
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2. Travel and accommodations costs:

upload section from the invoice: travel order, transport invoice, fuel receipt,
hotel bills, road/bridge/ferry tax and proof of payment (receipts, payment order,
statement of account, cash register);

Edit Expenditure
Partner Report 1 LP RO Pariod 2 List of Expenditures
@ Budgetline P e T _ [ oescription of ExpenditureiActivity No:Sub-activity No from AF (E1, EZ. .../ §1. 52 ... / W1, WZ. ..)
Acthity T T emenaton ACIVEY A =
P Ty —
Procurement Further description of expenditure f there s the case)
Invoice Number Sz SRR
Invaice Date TEOTENT Partner Comment
Date Of Payment o7
Currency [RON - Romanian Leu 3
Conversion rate 48008}
Total Value Of tem In Original Currancy TIO®
out of which VAT X
Declared Amount In The Original Currency 700000
Declared amount in Eur 218
Expenditure Outside ( The Union Part Of) The Programme Area?
+) uplosa
Uploadad *
0
0
0
0
0
0

Figure ... - Uploading/downloading attachments for Travel and accommodation

3. External expertise and services:

v" upload section from the invoice: invoice, proof of payment (payment order,
statement of account) documents related to reception and acceptance;

Edit Expenditure
Partner Report 1 LP RO Period 2 List of Expenditures

Description of EXpenditure:ACtivity No:SUD-activity NO fram AF (E1. E2. .../ S1. 52. ../ W1, W2 ..
@ Budgetline I Extornal cxpertise and services - 4 > R ! )
Activity T1 implementation Activity A -
Erocurement 2000 Characars Ramaining

— ~ W Further description of expenditure (if there is the case)
Internal Reference Number =

Invoice Number s

Invoice Date 10012017 Partner Comment
Date Of Payment Ep
000 Charesis Res
Currency RON - Romanian Leu =
Conversion rate (£.5008)
Total Value Of ltem In Original Curency 000000
out of which VAT 000
Declared Amount In The Original Currency <0000.00
Declared amount in Eur 1110843
Expenditure Outside ( The Union Part Of) The Programme Area?
Uploaded *
017) ®
serro, 03.02.2017) L)
document related to receplon and acceptance pdf (userro, 03.02.2017) )
ayment orderpdf (userroi03.02 2017} L}

Figure ... - Uploading/downloading attachments for External expertise and services

4. Equipment expenditure:
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v' upload section from the invoice: invoice and proof of payment (payment order,
statement of account) documents related to reception and acceptance;

Edit Expenditure
Partner Report 1 LP RO Period 2 List of Expenditures

Budgetline I v - [l Description of Expenditure:Activity No:Sub-activity No from AF (E1. E2. .../ S1. 52. .../ W1. W2. ..}
Activity

1 implementation Activty A
brocurement . 2800 Graramars Ramsining

- Eurther description of expenditure (if there is the case)
Intemal Reference Number

Invoice Number

e 2000 Craracers Remainig
Invoice Date e Partner Comment t
Date Of Payment i
2000 Charoceers R
Currency [RON ~ Romanian Leu
Conversion rate (4.5008)
Total Value Of ltem In Original Currency 100 000.00|
out of which VAT ~
Declared Amount In The Original Currency 700,000.00
Declared amount in Eur 2221827
Expenditure Outside ( The Union Part Of) The Programme Area?
*) Upload
Uploaded *

Figure ... - Uploading/downloading attachments for Equipment expenditure

5. Infrastructure and works:

v" upload section from the invoice: invoice and proof of payment (payment order,
statement of account), documents related to reception and acceptance;

Edit Expenditure
Partner Report 1 LP RO Period 2 List of Expenditures

Budgetline I T —— + [pescription of Expenditure:Activity No:sub-activity NO from AF (E1, E2. .../ 51, 52, ... / W1, W2, ..
Activity

1 investment Activiy B

— ¥ [ Further description of expenditure (if there is the case)
Intemal Keterence Number

Invoice Number

Procurement 2000 Craracears Ramsiming

70 2558 rarames Ramsiing
Invoice Date [ = fpartner comment
Date Of Payment o

2000 Characer
Currency [BGN - Bulgarian v
Conversion rate (1.9558)
Total Value Of ttem In Original Currency 50 000,00
out of which VAT ~
Declared Amount In The Original Currency 5000000
Declared amount in Eur 2556408
Expenditure Outside ( The Union Part 0f) The Programme Area?
+) Upload
Uploaded *

Figure ... - Uploading/downloading attachments for Infrastructure and works

Please refer to Project Implementation Manual for guidance regarding stamping the
supporting documents with: programme name, project code, number of FLC request
and requested amount in the currency of the invoice.
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In order to be identified and verified in the system, the beneficiaries will name the
uploaded files in accordance with the relevant contained documents, using maximum
50 characters!

Fast download of attachments to the List of Expenditure

It is possible to download all attachments to the list of expenditure at once using the
“Download all attachments” button that can be found under the list of expenditure.

Partner Report Contribution And Forecast Attachments Personal data attachments
List Of Expenditure
0-00f0 e | < 25 ¥ e om
Report Number £ Budget Line ¢ Wp ¢ Int Ref No & Inv No 2 Inv Date 2 Paym Date £ Public Procurement Contract r
Options
Nao Match Found
0-00f0 - < 25 v = "
D) Export  (8) Save Columns | Columns| ~
+) Add Real Cost
Download all attschments
Figure ... - Downloading attachments for the entire List of expenditure at once

Expenditure outside the programme area

In the LoE you should mark any expenditure spent outside (the Union part of) the
programme area. Please note that it is possible to change this checkbox also during
FLC check, if FLC considers that was incorrectly checked.

e Budgetiine Equipment
Activity 11 investment Activity B
Procurement ~

Internal Reference Number 123

Invoice Number 5821

Invoice Date 17.01.2017

Date Of Payment 31.01.2017

Currency RON - Romanian Leu

Conversion rate (4.5008)
Total Value Of ltem In Original Currency 500 000.00
out of which VAT 0.00
Declared Amount In The Original Currency 500 000.00
Declared amount in Eur 11109136

Expenditure Outside ( The Union Part Of) The Programme
Area?

Figure ... - Additional options in the List of Expenditure

A very important section needed to be filled in is the right section of the
expenditure declared, where each partner has to register the required relevant
information in 3 sections (please see Fig. 21):

e Description of Expenditure; Activity No; Sub-activity No from AF (E1, E2,
. /S1,S2, ... /W1, W2, ...);

In this field the partner has to describe shortly the expenditure with the link to
the activity and sub-activity number as is mentioned in AF.

39




This field is mandatory for all the expenditure added, except those calculated
by the flat rate.

e Further description of expenditure (if there is the case);

This field is dedicated for further description of the expenditure if the partner
needs this option.

e Partner Comment - an optional field filled in only if is necessary.

Not filling in all the required information may be considered cause for rejection of
the partner report. Also, please fill in the required information separated by “;”

Edit Expenditure
Partner Report 1 LP RO Period 2 List of Expenditures

x

Budgetline

Infrastructure and works M

Expenditure Outside ( The Union Part Of)
The Programme Area?

Activity 11 investment Activity B =
Procurement = v
Internal Reference Number 6

Invoice Number 4679

Invoice Date 05.01.2017

Date Of Payment 23022017

Currency >RON - Romanian Leu v
Conversion rate (4.5008)
Total Value Of Item In Original Gurrency 50 000.00
out of which VAT 0.00
Declared Amount In The Original Currency 50 000.00
Declared amount in Eur 1110913

Description of Expenditure;Activity No:Sub-activity No from AF (E1,E2, .../ 51,52, .. /W1, WZ...)

Further description of expenditure (if there is the case)

Partner Comment

2000 Characoers Remaining

2000 Characters Remaining

2000 Characters Remaining

+ Upload

Figure .. - Description of expenditure

Scrolling the LoE from left to right

The LoE can be scrolled by pressing the middle-mouse-button (press it and move
around in the table).

Partner Report List Of Expenditure Contribution And Forecast Attachments

List Of Expenditure

Options

=) Delete.

- Delete

= Delete

- Delete

Report Number &

LPRO 21

LPRO 2.1

LPRO 2.1

LPRO 2.1

Budget Line = Activity &
Staff costs. T1 Activity A
Office and administration T1 Activity A
Travel and accomodation T1 Activity A

External expertise and services | T1 Activity A

In|

RefNo ¢ (2% InvNo

)

1 [z

_ImvDate s

7 lonzor

7 [oozon

Paym Date ¢

RRRE B

RN

-Activity No;Sub-activity No from AF (E1, E2, /51 |

Figure ... - Scrolling the LoE
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You can also adjust the number of columns to be displayed on the screen for the List of
expenditure by selected only the columns that interest you. This can be done by selecting in the
menu “Columns” from the bottom of the List of Expenditure only the needed ones.

Partner Report Contribution And Forecast Attachments Persconal data attachments

List Of Expenditure

0-00f0 - - 25 v - "
Report Number ¢ Budget Line & Wp ¢ Int Ref No ¢ Inv No & Inv Date & Paym Date ¢ Public Procurement Contract r
Options
No Match Found
0-00f0 e e 35 v =

) Export B) save Columns || Columns| *

+) Add Real Cost

Download all attachments

Figure ... - Displaying only needed columns in the LoE

In case you need to perform extra calculations on the List of Expenditure, or want to filter the
information in a way that the interface of the e-MS doesn’t allow you to, you can also export
the entire LoE to an Excel sheet, by pressing “Export” from the bottom of the LoE.

Partner Report Contribution And Forecast Attachments Personal data attachments

List Of Expenditure

0-00f0 - e 25 ¥ S
Report Number ¢ Budget Line ¢ Wp ¢ Int Ref No ¢ Inv No ¢ Inv Date ¢ Paym Date ¢ Public Procurement Contractr
Options
No Match Found
0-00f0 - e FIR [

D) Export B) save Columns | Columns| ~

+) Add Real Cost

Download 3ll atachments

Figure ... - Exporting LoE to Excel sheet

4.3.3'Contribution and Forecast' tab

In the Report Forecast section you are asked to forecast spending for the following
partner reports of all the periods defined in AF. The system also displays planned
budget and actual spending per period.

In the Follow up section the Partner Contribution amount is split automatically by the
system!

4|



Road test ROBG-408 Application form version 1 | show More l Partner Report

1 [RO] - LP3 Period 1 Contribution and Forecast I

Partner Report List Of Expenditure

P Attachments

Report Forecasting Per Period

Personal data attachments

Period | Period start-enddate Reporting date ~ Total eligible budget = Actual spending Forecast Revised forecast
Period 0 25.06.2015-25.10.2017 24.08.2018 €0.00 €000
Period 1 25.04.2018 - 2 24.08.2018 €798264 €000
Pericd2 | 25072018-24102018  2411.2018 €46040
Period 3 25.10.2018 - 24.01.2019 24022019 €346281.22
Period 4 25.01.2019-24.04.2019 2405.2019 €263010.77
Period 5 25.042019-24.072019 24.08.2019 €263010.77
Period 6 25.07.2019-24.102019 2411.2019 €107176894
Period 7 25.10.2019 - 24.01.2020 24.02.2020 €138093023
Period 8 25.01.2020 - 24.04.2020 24.05.2020 €263010.77
Period 9 25.04.2020 - 2: 2020 24.08.2020 €400 868.54
Period 10 25.07.2020 - 24.102020 24.11.2020 €4265
Period 11 25.10.2020 - 24.01.2021 24.02.2021 €12361
Period 12  25.01.2021 -24.042021 24.05.2021 €1163.00
£399865354 €000 - €000

Total Actual Spending Plus Forecast
€000

Total Actual Spending Pius Revised Forecast
€000

Total Advances Paid To Partner
€000

Total Advances Settied So Far
€000

0) Export

Partner Comment

Potential Savings
€399865354

Revised Potential Savings
€399865354

Figure ... - Navigation bar - Contribution and Forecast

4.3.4

‘Attachments’ and “Personal data attachments” tabs

Partner Report List Of Expenditure Contribution And Forecast

Attachments

Documents m Personal data attachments

Move to ‘personal data

Filename ¢ Filetype & Date ¢ User & Description attachments. section
rar 07.07.2017 17:33:26 >
Figure ... - Navigation bar - Attachments
Partner Report List Of Expenditure Contribution And Forecast Attachments Personal data attachments
Attachments
Filename ¢ Filetype ¢ Date ¢ User ¢ Description Maove to “attachments ' section

No records found

Figure ... - Navigation bar - Personal Data Attachments

Partners are also allowed to upload additional attachments related to the entire
report, e.g. should be any other document relevant or required by the Project
Implementation Manual/FLC/LB. All documents must be scanned preferably in
black and white and at a resolution of 300dpi.

Before uploading, make sure that uploads are relevant for the report and are not
duplicating with other documents already provided by you. Intermediary versions of
deliverables or outputs should be updated only if it has been asked specifically.

Always coordinate with the LB to make sure all relevant evidence is well included in
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the project report, but not duplicated (if not necessary).

In order to upload a document, please click on the button ‘Upload’ and the upload
pop up will appear, also you can select one or more file (ctrl + select). The user has
the option to add a description of the file or .zip /.rar packages by clicking on the
“Comment” icon. The maximum size of an attachment is limited up to 50 Mb per
file or package.

Partner Report List Of Expenditure Contribution And Forecast Personal data attachments

Upload

+) Upload

Move to ~personal data

Filename ¢ Filstype ¢ Date ¢ User ¢ Description Actions ey
& sttachments” section

Partner Report List Of Expenditure Contribution And Forecast Attachments

Upload

+) Upload

Attachments
Move to “attachments”
section

Mo records found

Figure ... - Attachments at partner report level

Partners should be aware that all documents related to staff costs which might
fall under the General Data Protection Regulation should be uploaded in
"Personal data attachment" section of the report.

Please keep in mind that the public procurement documentations are uploaded in
the dedicated section of the procurement in ‘Supplementary information’, ‘Project
procurement’ and documents that have to be uploaded here are different than the
ones in Chapter 4 (Upload per expenditure item) above, as described below:

1. Staff costs (for projects reporting staff costs as real costs - call 2 and on):

v' attachment section - ”Personal data attachment” folder: administrative order for
determining staff members (if the case), employment/work contract or an
appointment decision/contract considered as an employment document (including
information on the hourly rate), job description providing information on
responsibilities related to the project (these documents should be attached only
once and if modifications within the initial employment conditions occur, then
documents supporting these modifications should be attached for the period
during which they have occurred. Data from the working time registration system
(e.g. time sheets providing information on the number of hours spent per month
on the project), other supporting documents.

2. Travel and accommodations costs:
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v’ attachment section: letter of invitation and agenda of the
meeting/seminar/conference, letter(s) of confirmation, attendance list, transport
costs (calculated according to the national legislation), mission report.

3. External expertise and services:

attachment section: relevant results (studies, training material, attendance in
seminars, conferences and training courses, certificates, photographs, promotional
brochures, print screens of web page delivered, films) etc.;

4. Equipment expenditure:
v' attachment section: inventory files;
5. Infrastructure and works:

v Attachment section: all documents related to the works carried out, except
procurement documents, which are uploaded in section Project Procurement (see

chapter 2.8 above).

Partner Report List Of Expenditure Contribution And Forecast
Upload
+) Upload
Aftachments
Filetype & Date & User & Acti
pat ouo220t7 Mz usemo Travel and a 5) Comment (8) Dl
pat cozz0i7 mzz  usemo Travel and aceommodat #) Comment (8) Dl
pat ouo22017 Mz usemo Travel and accommodat 5) Comment (3) Delet
pat ouo2z0i7 M2z usemo Travel and sccommodat 5) Comment (g Dl
pat ouo22017 Mz usemo Travel and accommodat 5) Comment (3) Delet
pat ouo220i7 M2z usemo Travel and acoommodations 5) Comment (3 Dl
pat o220t M usemo External expertise and services 5) Comment () Delet
pat ouo2z0izMAtzE  usemo External expertise and services 5) Comment (3 Dl
pat osozzot7 Mz usem External expertise and services 5) Comment (3) Deet
pat cuo22vrzmat:E usemo External expertise and services 5) Comment (3 Dl
pat osozzotmAE usemo External expertise and services ) comment  (8) Dete
pat cuo22017 A0 usemo External expertiss and services 5) Comment (5 Delet
pat ouozzotmIe0 e External expertise and services 5) Comment () Deet
pat cuo220i7maEss  usemo Equipment sxpendturs 5) Comment (8 Delete
pat cozz0i7m3Eest  userm Equipment sxpendture #) Comment  (8) Delete
pat czo22017 m3EsT  usemo Equipment expendture 5) Comment (3) Delete
bids from tenderers.paf pat cuozzoi7 st usero Equipment expendture 5) Comment (3) Delete
tender dossierpot pat czo22017 m3EsT  usemo Eaupment expendturs ) comment  (8) Detete
bids from tenderers.paf pat cuozzoi7mases  usero Infrastructure and works #) Comment  (8) Delete

Figure ... - Attachments section

Please refer to Project Implementation Manual for guidance regarding the action
of stamping the supporting documents with: programme name, project code,
number of FLC request and requested amount in the currency of the invoice.

Please note that in order to be identified and easily verified in eMS, beneficiaries
must create separate archived (.zip or .rar) before uploading for each category
of expenditure (e.g. one archived for Travel and accommodation, one for
External expertise and services, one for Equipment expenditure and one for
Infrastructure and works).

The files attached to these archives will be named in English in accordance with
the relevant content of documents (e.g: agenda of the
seminar/event/conference held at/on ...)

Also, in the comment section, the beneficiaries must specify the budget line to
which the archive is linked to.
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In case the supporting documents are not properly named and/or uploaded without being
linked to the corresponding budget line, the FLC controller may return the whole report
to the partner for revision.

A list of all attachments uploaded in this section is shown here, including information
on user who uploaded, which document and when.

The LB has the option to create links from projects report attachments to partner
report attachments

4.3.5 Partner report overview table

For each partner report, it is at any time possible to access the partner report overview tables
from the left side menu of the partner report.

B) Partner report overview

&) Print Repart

) Exit

Figure ... - Accessing Partner report tables

You will find various financial tables summing up the declared expenditure. The
tables are updated before the report is submitted. All tables can be exported to
Excel by clicking the ‘Export’ button from under each table.

Partner Report Tables

Partner report expenditure summary

Previous reports (state of play at the date of first
Submission to fic of the current report) o . Flc difference at the date of flc certificate o Ea—
otal amoun
Partner total currently Totalamount  rot3 amount | Total amount declared to fic in Total amount declared to flc in included in
budget Declaredtoflc | Reportedtojs  COMMMed By declared to fic certified by flc  verified by flc | current report but not processed | different report(s) but processed |~ Project report-
= 1 ca and found with the current certificate (flc with current certificate (flc dedlared to js

ineligible sitting duck) sitting duck)

Fund

20.06.2018
ERDF

Pariner coniribution

Total eligible expenditure

€0.139,10 £0,00 €000 £4.640,00 €000 €000 £0,00 €000 €000
€1.61281 €000 €000 €218,84 €000 €000 €000 €000 €000

€10.751,91 €0,00 €0,00 €5.458,93 €0,00 €0,00 €0,00 €0,00 €0,00

0) Export

Partner report expenditure per budgetline
Previous reports (state of plav at the date of first

Figure ... - View partner report tables

The most frequently used table from this section is ‘Partner report expenditure
summary’, which consists in the following sections:

e Section ‘Previous reports’:

- Column ‘Declared to FLC’ displays total amount declared by partners to FLC
before the current report was submitted to FLC (state of play at the moment
of first submission to FLC).

- Column ‘Reported to JS’ displays total amount previously declared to JS from
the partner at the date of submission of the current report to FLC (state of
play at the moment of first submission to FLC).

- Column ‘Confirmed by CA’ displays total amount confirmed by CA until the
moment of first submission of project report to FLC.

e Column ‘Total amount declared to FLC’ displays total amount declared by partners to
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FLC in the current report. The total does not exclude amounts turned into sitting
ducks/suspended by FLC!! Total updates only if reverted and total changes.

e Column ‘Total amount certified by FLC’ displays total amount certified by FLC for FLC
for current partner report. Amount is shown only once FLC certificate is generated.
Includes any sitting ducks taken into account for the certificate. Updates only if
reverted and re-certified.

e Section ‘FLC difference’:

Column ‘Total amount verified FLC in the current report but found ineligible’
displays total amount cut by FLC from the items verified (does not include
cuts on sitting ducks that are handled later). Shows after the FLC certificate
is generated, updates only if FLC certificate is reverted. If FLC adds
something to the report, the amount can be negative.

Column ‘Total amount declared to FLC in current report but not processed
with the current certificate (FLC sitting duck)’ displays total amount that
was declared to FLC in current report but not verified by FLC (sitting ducks
that might be processed with a different FLC certificate). Shows after FLC
certificate is generated, Updates only if FLC certificate is reopened. Does
not update if the FLC processed the sitting duck with a different report.

Column ‘Total amount declared to FLC in different report(s) but processed
with current certificate (FLC sitting duck)’ displays total amount that was
declared to FLC with a different partner report but was verified by FLC with
current certificate (ducks included in certified but declared with different
report). Shows after the FLC certificate is generated, updates only if flc
certificate is reverted. Shows amount certified (so after potential FLC cuts).

e Column ‘Total amount included in project report - declared to JS’ displays total amount
included in project report and declared to JS (includes LP cuts, if any). Amount is shown
ONLY when a certificate is selected for the project report and updates before submission
- after submission to JS should not change anymore and the date should be added.

4.4 Submitting a partner report

Before submitting a partner report, the saved report needs to be checked by
clicking ‘Check Saved Report’ in the left-side menu. When clicking on ‘Check saved

report’

button,

an automatic check will be made. Should there be some

inaccuracies, the system will notify you about them and won’t allow you to submit.

Each time a report is saved, it needs to be checked again before submission. Only
after the check is successful, the system will allow you to submit the report. The
‘Checked saved report’ button will be replaced with the ‘Submit report’ button.

L] l SRVE REFOR

Q) Check Saved Report
) submit to lead partner
T Delets Report

i) Application Form

&) Print Repaort

@/ Partner report overview

1) Supplementary Informati

ion

Check successfu

] . SAVE REPORT

8) Partner repart avarview

/™) Submiz Report

Partner Rt

©) submit to lead partner

Partner Repot
T/ Delete Report

Start Date i) 4pplication Form

Start Date
25042018 7 ) Supplementary Information
&) Print Report

Summary ¢

Pleaze describe ) Exic Pleaze describe your g
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Figure ... - Submission of partner report with expenditure to FLC

-’ [ — - ' [
8 Partner report overview 8| Partner report overvien Partner Re
G Check Saved Report &) Check Saved Repart
©) submit to lead pariner Partner Rs ©) submit to lead partner
Start Date
@) Delete Repert @) Delete Report -
25.04.2018
@) Application Form @) Application Farm
Start Date 3 Cnclemancars [nfarmath
1) Supplementary Information Supplementary Infarmacion S0 e
25042012 ) Su ary o
@) Print Report B) Print Report
Please describe |
S|)niﬁwaf‘_. (
) A
-
) Exic Please describs N

Figure ... - Submission of partner report with no expenditure directly to LB

A submitted report is locked and the partner cannot modify it anymore. After
submission, the partner report is forwarded to the FLC of the partner in question if
it includes expenditure or to the LB directly in case it does not include expenditure.

In case of clarifications requested by FLC/JS, the partner can upload in the system
the missing/relevant document or other documents only if the FLC/JS opens one or
both upload sections of the partner report.

The partner can see the status of the report on the reporting overview dashboard.

Please pay attention and never submit an empty report!

Empty reports, reports created by mistake or reports created for wrong
reporting periods need to be deleted by the user who created it!

Period 0 01.01.2017 - 30.05.2017

Report 01.01.2017 30052017 | ReportFle 25.06.2018 25.06.2018 18.01.2019 Not Included €2422325 (B )
04 Centified

Period 101.03.2018 - 30.06.2018

Regort 01.03.2018 30062018  ReportFle 20.07.2018 20.07.2018 29.08.2018 o T €137817 (8 )
1.1 Certified Report 1

Period 2 01.07.2018 - 31.10.2018

Repots 01.07.2018 30002018 | ReportFle 28.09.2018 28.09.2018 25.10.2018 Reqadzproject €6163.13 (8 )
24 Centified Report 1

epore 01.10.2018 31102018 | ReporcFle 14.11.2018 14112018 26.11.2018 Reciod Froece €1147.42 (8 )
22 Centified Report 2

Period 3 01.11.2018 - 28.02.2019

Regore 01.11.2018 31122018 | ReportFle 21.01.2019 21.01.2019 13.03.2019 €172511 (B )
34 Certified

€2131.63 Pl

Reporc 01.01.2019 2802201f  Report 15.03.2019 15.03.2019 Not Certified
32 Submitced
Period 4 01.03.2019 - 30.06.2019

Repor: 01.03.2019 3006201  Reportin In Progress Not Certified €000 (B
41 Progress

Figure ... - Reporting overview - partner reports in various stages

Report in progress - means the Partner Report is at partner level and
information/expenditure can be inserted about the activities related to the
reporting period.

Report submitted - means the Partner Report is at FLC level but no FLC Certificate
is issued, yet.

Report FLC Certified - means that an FLC Certificate was issued and the Partner
Report can now be added to a Project Report.

Period x project report y - means that an FLC Certificate was issued and the Partner
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Report was included by the LB in a Project Report requesting reimbursement of the
expenditure by the programme.

A new partner report can be opened once the previous one has been submitted. It
is currently not possible for the partner to open more than one report at the same
time.

° B

)

Figure ... - Reporting overview - After certification of reports by FLC, a magnifying glass appears
to the right of the reports to access the FLC certificate.

4.5 Other points - 'Partner living tables' and ‘Project living tables’

Under the ‘Partner living tables’ and Project living tables’ menu items you will find
various financial tables summing up the declared expenditure and validation

process.

[RO] - LP3

7) telo Partner Reports

1-LP3-[RO] - LP3

electronic
monitoring
system

25.01.2019 - 24.042018
25.04.2019 - 24.07.2019

cAl

Figure ... - Accessing living tables

The project living tables have self-explanatory column names and are updated live
with every new expenditure item from reports submitted. Tables can be exported
to Excel by pressing ‘Export’ button under each table.
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Fund

Total co-financing

Partner contribution

(D) Export

Partner

[RO] - LP
[BGI- PP2
(8G]- PP3
[BG]- PP4

(D) Export

Budgetline

Staff costs
Office and adminiszration

Travel and accomodation

Project Living Tables

Project expenditure summary

Project total
budget 8

€845.636,62
€149.230,02

Project expenditure per partner

Project total
budget B

€637.420,00
€151.600,15
€103.173,68
£102.67191

Project expenditure per budgetline

Project total
budgetB

€154,080,00
€9.835,20
£9.04976

Total declared

€158.241,11
€27.92498

Total declared

€87.432,05
€16.21084

€4931,08
€77592,11

Total declared

€59.598,82
€1.227,65
€1.861,80

Total fic certified
D

€87.543,58
£15.44893

Total fic certified
D

€85.550,23
€6.229,02
€43895,14
£6317,52

Flc

Total amount
declared to flc but
found ineligible E

£2.33064
€41135

Flc

Total amount declared to
flc but found ineligible E

€1.781,22

€48268

€3595

£442,14

Flc

Total amount declared

Totalfic certfied 1o ficbut found nelgible
=

€51.467,12 €574,38

€1.005,90 €122,13

€31,70

£1.616,

82

Pending fic level
(incl sitting ducks)

s
Flc certified but not yet reported
to js (pending at Ip level) -

excluding Ip cuts G Reported tojs |

F=C-D-E
€68.366,24 €61.32518 €26.218 40
€12.08475 €10.822,13 €4.626,80

Flc certified but not yet reported to js
Pending fic level (incl (pending at Ip level) - excluding Ip cuts G

sitting ducks) F=C-D-E

€10000 €63.742,73
€9.499.14 €000
€000 €3790,31
€70.83245 €4614,27

= Flc certified but not yet reported to js
Pending ficlevel (ind | (pending at Ip level) - excluding Ip cuts
G

sitting ducks) F= C- D-
E

€7.558,42 €29.603,28
€92,52 €71433
€21328 €47424

Pipeline S = F+
G+L+0+R

£15472282
€2730428

Js
Reported tojjs |

€21.808,10
£6.229,02
€1.104,83
£1.703,25

Js
Reported to js |

€21.863,84
€201,57
€1.14238

Remaining
budget
(including
pipeline) T=B-
P-S
€680.726,20
€12171634

Pipeline S=F+
G+L+ 0+R

£84.25483
€15.728,16

€4.885,14
7714287

Pipeline 5= F+
G+L+O+R

€59.025,54
€1.105,52
€1.830,10

Total amount
paid to
partner

(excluding
advance

payments) U

£1.126,50

Nia

Remaining
budget
(including
ipeline) T= B-
P-S
€551.770,07
€135.871.99
€98.278 54

€2552184

Remaining
budget
(including
pipeline) T= B-
P-S
€95.054,46
€8.73068
€£7.21966

Figure ... - View project living tables

Following the same logic, partner living tables have also self-explanatory column
names and are updated live with every new expenditure item from partner reports
submitted. Tables can be exported to Excel by pressing ‘Export’ button under each

table.

Partner Living Tables

Partner expenditure summary

Fund

ERDF

Partner contribution

(@) Export

Partner total
budget B Total declared
toflcC
€128.860,12 €1377919
€22.740,03 €2431,65

Partner expenditure per budgetline

Budgetline

Staff costs

Office and administration
Travel and accomadation
External expertise and services
Equipment

Infrastructure and works

Total

Net Revenue

(@) Export

Partner total
budget B

€31.680,00
€1.50099
€333550
€28.897,00
€86.186,56
€000
€151.600,15
€000

Total flc
certified D

€5.294,66
£03436

Flc

Total amount
declared to flc but
found ineligible E

€41026
€7242

Total declared
toflcC
€1252914
€166,42
€23262
€231180
€97080
€000
€16.21084
€000

Total flc
certified D
€4703.23
€61,68
€1934
€1.424,77
€000
£0,00
€6.229.02
€000

Fle

Total amount declared to
flc but found ineligible E

€267.49

€518

€000

€210,01

€000

€000

€48268

€000

Invoices incurred outside of the eu part of the programme area

Fund

ERDF

Partner total
budget B Total declared Total flc
oflc C certified D
£128.860,12 £0,00 £0,00

Flc

Total amount declared to flc but

found ineligible &

€000

Pending flc level
(indl sitting ducks)
=C-D-E

Is

Fic certified but not yet reported

to s (pending at Ip level) - Reported to s
excluding Ip cuts G I

€8.07426
€1.42428

€000
€000

€5.20466
€93436

Flc certified but not yet reported to js
pending fic level (incl | (pending at Ip level) - excluding Ip cuts G
-E

sitting duicks) F= C- D.

€7.55842 €000
£9952 €000
€21328 €000
€657,02 €000
€97080 €000
€000 €000
€9.499.14 €000
€000 €000

Pipeline s = F+
G+L+ O+ R

£13.36892
€2.35024

Is

Reported tojs
|

€470323
€61,68
€1934
€1.44477
€000
€000
€622902
€000

Flc certified but not yet reported to s (pending at Ip

Pending flc level (incl sitting
=C-D-E

€000

level) - excluding Ip cuts G

€000

Remaining
budget
(including
pipeline) T=B-
P-s
£115.491,20

€20220,79

Pipeline s = F+
G+L+0+R

€12.261,65
£161,30
€23262
€210179
€97030
€000
€1572816
€000

J

s
Reported to js
1

€000

Total amount
paid to partner
(excluding
advance
payments) U

€000
Nfa

Remaining
budget
(including
pipeline) T=B-
P-5
€19.41835
€1.330,60
€3.10288
€2679521
£8521576
£0,00
€135.871,99

€000

Pipeline 5=
F+ G+ L+ O+ R

€000

Figure .

- View partner living tables
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NEW in version 4_2.1 of eMS:

A table called 'Project global LoE' is added. The access button is placed below project
living tables. It gives access to all the invoices ever submitted by any of the partners
of one project. Only the Lead partner of the project can access this list (project
partners cannot access it if are not allocated as LB coworker in User Assignment
section - see chapter 2.3 above).

mniLer IEB -
demo

8 Project livingtables
@) Project global loe
) Project

1 ) Supplementary Information

Figure ... - Project Global List of Expenditures (LoE)

A table called 'Partner global LoE' is added. The access button is placed next to
partner living tables. It gives access to all the invoices ever submitted by partner in
any of the progress reports. A partner can see only his own invoices.

Period 3 20.05.2018 - 19.11.2018

Repart _ . i A Ao
_,c,l 20.05.2018 19.11.2018  Reportln Progress Im Progress
2

Period 4 20.11.2018 - 19.05.2019

&) Partner livingtables @) Partner global loe (@) Check parmer

Figure ... - Partner Global List of Expenditures (LoE)
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CHAPTER 5 - PROJECT REPORT

Project reports are created by the LB, based on partner reports:

LB creates the project reports in the system and submits them to JS. The LB
can access the partner reports and the FLC certificates of all partners in the e-
MS to fill in the project report.

LB prepares the aggregated technical report at project level (based on the progress of
activities provided by the partners) every 6 months, according to the established
schedule for reporting the consolidated progress of activities at project level.

LB is obliged to create a financial project report in the system requesting
amounts for reimbursement from the programme no later than 3 working days
from when FLC certificates summing up more than 10,000 Euro (from all
partners) are available in the system, even if not all partners have FLC
certificates to be included in the project report. The LB needs to have his/her
partner report checked by his/her FLC. Financial data is automatically
integrated in the project report by the e-MS. It is not mandatory for such reports
to include detailed progress of activities at project level.

Exceptions:

a. Preparation costs can be only requested in the first project report!
Therefore even if the total amount at project level is below the 10,000 Euro
ERDF threshold, a project report can be created and submitted to JS.

b. Last partner report with expenditures incurred and paid in 2018 (including
31st of December 2018) should not include expenditures incurred and paid
in 2019.

c. Also, no threshold limit is imposed in case of final amounts to be requested
from the programme (if the requested amount is below 10,000 Euro, a
project report can be created and submitted to JS).

It is mandatory for the LB to create a consolidated project progress report on
activities in the system every 6 months, according to the established schedule
for reporting the consolidated progress of activities at project level. Such
reports on the progress of activities should not include FLC certificates with
amounts to be requested for reimbursement by the programme. The activities
progress has to be aggregated manually by the LB (using the information
provided by the partner/in the partner reports). All sections of the Project
Report will be filled in by the LB in a clear and concise manner. Section
“Highlight of the main achievements” includes the main achievements of the
project with a focus on the content-related activities, in an understandable
language even for non-specialists and in a cumulative way (providing an
overview from the start of the project to the current period). The project report
is submitted to the JS by LB.

If necessary, more than one project report can be created for a defined
reporting period.

Deficiencies in preparing the project report may result in clarification(s)
requested by the JS and sending back the report to the beneficiaries for
modifications.

5.1 Needed userrights/ privileges
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Project reports can only be created by the LB of a project, starting from the moment
the project status is changed to ‘contracted’.

The user having LB role is the one accepted by the JS in the Handover procedure. It
is always possible to see which user is the LB for the project in the ‘Show more’
button at the top of the project/reporting view.

Show More

Programme Priority green region

Programme Priority Specific Objective enhance the sustainable management of the ecosystems from the cross-border area
Project Title on

Call Hame Call 1 - hard applications

Name Of The Lead Partner Organization LP ROMANLA

Country Of The Lead Partner Organization ROMANIA - Teleorman
Lead Applicant User Hame

Lead Partner User Name

Project Duration 1. 7 - 30.01.2018
A F Date Of Submission 1. T

Figure .. - Show more button

However, more users can be assigned to the LB and work together with the LB for
creating/submitting project reports (see Chapter 2.3 above).

5.2 Generating a project report

After the project has been contracted, the ‘Reports overview’ is the default view
when accessing the project.

Only lead beneficiaries users can generate and submit project reports.

T IV
8] Project ingeables The project contains an ongoing moification request and on appraval of this request the approved application form can therefore change
5) proi
Jementary Inform
[RO] - LP3 [BG] - PPPP2
Selact Role
Lp
oF
7) ven Project Reports
8) Generated Files | Report | ReportStart | ReportEnd | State | Date Of Project Report Submission | Date Of Project Report First Submission | Total Expenditure Submitted ToJs | View Report | Download Attachments |
@) coneaces Period 0 25.08.2015 - 25.10.2017
Period 125.04.2018 - 24.07.2018
Period 225.07.2018 - 24102015
©) Logour Period 3 25.10.2018 - 24.01.2019
Period 425.01.2010 - 24.04.2019
e Period 3 25.04.2010 - 24.07.2019
Period 6 25.07.2019 - 24.10.2019
Period 725.10.2010 - 24012020
Period 8 25,01,2020 - 24.04.2020
Period 0 25.04.2020 - 24.07:2020
electronic
monitoring Period 10 25.07.2020 - 24.10.2020
system Period 11 25.10.2020 - 24.01.2021
opedt Period 12.25.01.2021 - 24.04.2021
cpb
a0
inTeract H
*
i Partner Reports
* *
[——— 1-LP3-[RO]-LP3
“u Date Of Partner Report Date Of Partner Report First Date of flc Included In Project | Total Partner Expenditure Download
Period 0 25,06.2015 - 25102017
Repot | cocams | gsapaony | RePettin n Progress 07.06.20 ot Certife 0.00
b soeams | 2502017 pee = 07862018 Not Certifed ©wn @
Period 125042018 - 24.07:2018
Period 225.07.2018 - 24.10.2018

Figure ... - Reporting overview for a LB user

In order to generate a project report, the LB needs to select the role ‘LB’ from the
role dropdown box. Each LB has two roles to select from, ‘PP’ for creating own
partner reports and ‘LB’. The LB role allows to view reports of all project partners
and to create and submit the project report.

For creating a new project report, you need to select a project period (which has
been set in the AF) for which you wish to create the report and to click “Create
Report For”.
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=Een
Lp -

Project Reports

repore  eporetae | reporecnd | tate | Dat O PrjectReport submisson _Date OfPojct Rport st submission | Teal xpendiur submicedToJs_ view Repore | Dowioad Atacaments |

Period 001.01.2016 - 15.03.2016
Report0.1  01.01.2016 15.03.2016 Reportsubmitted to CA  31.01.2018 19122017 500 (8
Period 127.04.2017 - 26.10.2017

Report1. = 27.04.2017 26102017 Reportsubmitted 1o CA  04,05.2018 04052018 220 (A

Period 227.10.2017 - 30.04.2018
Report2.1 | 27.10.2017 30042018 Report In Progress In Progress In Progress €000 (8
Period 301.05.2018 - 26.10.2018

Period 427.10.2018 - 26.04.2019

Figure ... - Reporting overview - Generating a project report

It is currently not possible to have two opened project reports at the same time. You
can open another report only once the previous one has been submitted to the JS.

Each project report is given a number which consists of the Period number and the
Report number (see example below)

Select Role

Lp 0

Project Reports

Period 111.03.2016 - 31.12.2016

Report1.1 = §1.03.2016 31.12.2016 Report In Progress  In Progress

Period 2 01.07.2016 - 31.12.2016

Figure ... - Project report showing reporting period and report number

By default, it is possible to create just one project report per period at the initiative
of the LB. In case it is needed to create and submit to JS another (second, third)
project report(s) during a reporting period, the LB has to contact the JS officer (via
e-MS email for example) and to ask for permission to create a supplementary project
report - clearly mentioning the reporting period for which such a permission is
requested.

It is possible to delete a project report only as long as it has not been submitted to
the JS. In order to do this, the LB needs to click on the ‘Delete Report’ button in the
left-side menu.

The LB must delete any empty reports created by mistake. He/she also has to warn
the partners to do so and not to submit any empty reports!

€ Check Saved Report

W' Delete Report

i Application Form

7 | Supplementary Information

&) Print Project Report

Figure ... - Project report: deleting a report
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The LB user can see and access reports of other partners and related FLC certificates
(via the partner reports overview), but he/she cannot create, modify, delete or
submit them, unless he/she has been assigned to other partners as a read/write user
in the supplementary information (‘User assighment' tab) and the partner report was
not yet submitted to FLC.

All partner reports have statuses from which users can find out if the report was
already certified by the FLC and if yes, whether it was included in the project report.

Partner Reports

Period 0 01.01.2016 - 15.03.2016

5?“ 01.01.2016  15.03.2016

Period 127.04.2017 - 26.10.2017

,‘Rj“"“ 27042017 26102017 | PO

Period 227.10.2017 - 30.04.2018
;’f“" 27102017 26012018 | PR 1403.2018 15.02.2018 2018
Period 3 01.05.2018- 26.10.2018

sipm 27012018 30082018 | CPRET 20042012 14032018 2012

Period 4 27.10.2018 - 26.04.2019

ij“"“ 01052018 26052018 | PO

®) Partner ivingtables

Figure ... - Partner reports overview

5.3 Filling-in a projectreport
Project reports consist of a financial part and a content part.

The financial part is compiled automatically by the system based on available FLC
certificates included in the project report by the LB.

The content part of the report needs to be filled out manually by the LB, based on
information provided by the partners.

It is also possible to upload attachments to a project report or to indicate the link to
the relevant partner report attachments

5.3.1 ‘Report’ Tab

Workpackages Certificates Project Report Tables Attachments

Figure ... - Project report: Sections of the report

The ‘Report’ section focuses on activities implemented throughout the reporting
period and will be mainly filled in for the consolidated reports on progress of
activities (can be skipped for project reports with only amounts requested for
reimbursement).

This section first asks you to provide an overview of the project implementation since
the start of the project by presenting the most relevant progress in the project
content activities (‘Highlights of main achievements’).
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An overview of project main indicators (‘project main outputs achievement’) is also
provided (see framed in green below). This table is automatically generated from
information provided in the ‘Activities’ section of the report.

icate | Date Of FLC Certificate | Tozal bx

08062016 €s0sa50

!@ v o project main outputs achlevement I

Project's contribution to programme output Indicators

Sum Of Outpus Indicasor
Targets

renghaning

pendaure Certfied By FLC | Include in

Sum Of Achieved Output Indicators

reporied So Far

Project Finance Report

0%

Total Partner Expenditure Incuded

€s05000

Project Main Output Indicator  Proj
Number

Co-financing Source

eaoe

ject Main Output
Tile

= Oueput

Project Main Output Quancfication
Target

am

Co-financing Rate(¥)  Total Partner ERD Finciuded  Toral Parmer | P A |l inchided  Total Party

msmw es2m250 <o

Figure ...

- Project report: Top part of the ‘Report’ Tab

You are then asked to provide information on the target groups reached as well as

problems encountered and solutions found.

Target Groups Reached

Problems And Soluticns Found

3 regATaE: DEjRCHVES, LTRSS, PR RATImErSIE evEOPTERE 3n COIRErTON TymaMICY ITiesimaneE: Sther

BTNk X

Eroups reached so

Target groups reached in thes Target
Torpet Groups Target Vale Description of the target group lveivement.
e previous reporting periods reporting period = tar values fin %}
am am =
[ — am am )
[er— por erganisaon am a0 )

Figure ... - Project report: Middle part of the ‘Report’ Tab

Below you will find an interface to provide information on horizontal principles,
where the LB should describe the specific measures/efforts undertaken by the
partners during the respective reporting period in relation to complying with and

promoting the horizontal principles.

At the bottom you will find a tick box, which can be used, at the end of project

implementation, to indicate that the project has been fully implemented.

The section ‘reporting per activities overview’ can be used to access individual

activities visible on the second tab
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Horizontal Principles

Implemented

Implemented On

Fully Implemented

Horizontal Principles Description

Horizontal Principles Contribution In This Reporting Period Description Of The Contribution

Sustainable development (environment) as planned

Equality between men and women as planned

Equal opportunity and non-discrimination as planned

kepoﬂ|ng Per Activity Overwewl

1738
1737
1738
1739

Id

Start End Type
Dec.2016 lan.2017 preparation Project Preparation
lan.2017 lan.2018 management NA FOR RO-BG
lan 2017 2017 implementation Activity A
lan.2017 lan.2018 investment Activity B

Title

2000 CrarsoErs Remaning

2000 Crarzciers Remaiing

2000 CrarsoErs Remaning

Figure ... - Project report: Bottom part of the ‘Report’ Tab

5.3.2 'Activities' tab

Reporting per activity is the second part of the project report and will be mainly
filled in for the consolidated reports on progress of activities (can be skipped for
project reports with only amounts requested for reimbursement).

Report sections of individual activities can be accessed either from the navigation
bar ‘Activities’ or from the table located at the bottom of the page under the section
‘Report’.

Reporting|

Activity  Ac
Nr NA
"

Partners Invo
No Partner S¢
Please Describ

Please Describ

AMA

Activity Title

Reporto m Certificates Project Report Tables Attachments

o Project Preparation I
2 NAFOR RO-BG

o A2-
o A3 -
o A4 -
o A5 -
o AB -
o AT -
o A8 -

Please Describe Progress Achieved In This Reporting Period

Project management

Elaboration of tender dossiers for public procurement procedures in Bulgaria and Romania

Organization of 8 round tables

Elaboration of a commen preliminary study on intermodal nodes’ current state and their capability to enhance the TEN-T network
Elaboration of a common strategy on TEN-T network enhancement through improving intermodal nodes’ capacity
Implementation of information and publicity

Implementation of translation and interpretation services

2000 Characters Remaining

Start Month End Month Act Status &

02.2016 02.2018 not started h

Figure ... - Navigation bar - Activities
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Reporting Per Activity Overview

Id Start End Type Title:
561 Feb.2016 Feb.2016 preparation Project Preparation
562 Feb.2016 Feb.2018 management MAFOR RO-BG
563 Feb.2016 Feb.2018 implementation A2 - Project management

A3 - Elaboration of tender dossiers for
564 Feb.2016 Mai.2016 implementation public procurement procedures in
Bulgaria and Romania

565 Sep.2016 1an.2018 implementation A4 - Organization of 8 round tables

A5 -Elaboration of a common
preliminary study on intermodal nodes’

566 lun.2016 Feb.2017 implementation
2 current state and their capability to
enhance the TEN-T network
Af - Elaboration of a common strategy
567 Mar2017 1an.2018 implementation on TEN-T neftwark enhancament

through improving intermodal nodes’
capacity

Figure ... - Reporting per Activities Overview table

In this section, you can describe the implementation of each activity in detail, incl.
information on activities carried out and contributions by the project partners as well
as information on any problems or deviations from the initial plan.

Here you also provide information on project output indicators and activities and
deliveries. Reporting on deliverables, incl. upload of evidence of achievement (no
more than 50 Mb per file) is also part of reporting on activities.

Report Certificates Project Report Tables Attachments

Reporting Activity Implementation

Activity N Activity Title Activity Start Month Activity End Month Activity Status Activity Expenditure Current Report Percentage O
T Activity A lan.2017 L2017 ot staried €10000.00 110%
Partners Involvment
Abbreviation Name

LPRO LP ROMANIA(lead Partner} Responsible partner

PP BG PP BULGARIA

PP OUT PP OUTSIDE

Please Describe The Progress In This Reporting Period And Explain How Were Partners Involved And Who Did What

Please Describe And Justify Any Problems And Deviations Including Delays From The Work Plan Presented In The Application Form And The Solutions Found

Project Main Project Main Output Brogramme Output Indicator Planned Delivery  Main Output Quantification Achieved So Far( Not Including This Achieved In This Le
Outputs Description 9 H Target Reporting Period) Report Achi
T1.4 Output 1 C023 - surface area of habitats supported to attain a better lan 2018 000 ot start
conservation status (ha)
Please Describe Progress Achieved In This Reporting Period
AT1A
Activity Title Start Month End Month Aot status
$1-LPRO o01.2017 03.2017 |
DT1AA
Deliverable Title Deliverable Description Planned Delivery Month Del Status
03.2017 F

Deliverable Evidence

Figure ... - Reporting on activities

5.3.3 'FLC Certificates' tab

Financial reporting is done based on FLC certificates. All FLC certificates of all project
partners, which were not yet included in any project report, are available to be
included in the project report.

You can decide which of the available FLC certificates to include in the project report
under ‘Include in project finance report’ (see framed in green below). Only the
selected FLC certificates will be taken into account for project report.
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FLC certificates which are not included in one project report can be included in the
following project report. The e-MS does not check whether all the FLC certificates
included in a project report by the LB refer to the same reporting period. This means
that FLC certificates could originate from different reporting periods. This option is
useful in the case when the total value of the FLC certificates for a given period is
below the 10,000 euro ERDF thresholds, allowing the LB to cumulate them with the
FLC certificates from the next reporting period and exceed the required threshold.

List Of Partner Flc Certificates

Partner Abbreviation Number Of F L C Certificate Date Of F L C Certificate  Total Expenditure Certified By FLC  Include In Project Finance Report ~ Total Partner Expenditure Included

2018

2018 645

2018 462

2018 5.69

2018 246

2018 1.81

B) Export As Xis

Figure ... - Including Partner FLC Certificates in a Project Report

Once the FLC certificates are selected to be added to the project report, they can
be accessed from two places in the project report: navigation toolbar tab
‘Certificates’ or table ‘List of Partner FLC Certificates’ under ‘Reports’ tab. Under
‘Certificates’ only those selected will be visible.

Workpackages Certificates Project Report Tables Attachments

o PP Certificate 2

Project Progress Report _© LP1 Certificate 2

Figure ... - Navigation bar - FLC Certificates

If the LB observes some inconsistencies and needs to revert his/her partner report
to FLC/PP, the JS needs to be contacted.

5.3.4 'Project Report Tables' tab

Report Workpackages Certificates Artachments

Figure ... - Navigation bar - Project Report Tables

Here you can find various summary tables of the expenditure included in the project
report. Project report tables take into account all certificates included in the project
report. Please note that the tables are updated before the report is submitted. All
tables can be exported to Excel by clicking the ‘Export’ button from under each table.
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Fund

Total co-financing
Partner contribution
Total eligible expenditure
B) Export

Project Report Tables

Project report expenditure summary

Previous reports (state of play at the date of

submission to js of the current report) Az diiizEmes

Total amount
declared to flc in included in
different project report
report(s) but - declared to
processed with s
current
certificate (flc
sitting duck)

Total amount
declared to flc in
current report
but not
processed with
the current
certificate (flc
sitting duck)

Total amount
Total amount
declared to
Confirmed by flc
ca

Project total

Total amount | Togal amount
budget

certified by flc  yerified by flc
and found
ineligible

Declared to flc Reported to js

€845662,12
£149.23452
€994.896,64

€158.241,11
€27.92498
€186.166,09

€26.218.40
€4.626,80

€30.845.20

€1.186,60 €000 €0,00 €0.00 €0,00 €0.00 €0.00
£202.40 €0,00 €0,00 €000 €0,00 £0.00 €000
€1.396,00 €000 €0,00 €0,00 €0,00 €0.00 €0.00

Figure ... - Project Report Tables - Project Report expenditure table

The most frequently used table from this section is ‘Project report expenditure
summary’, which consists in the following sections:

e Section ‘Previous reports’:

Column ‘Declared to FLC’ displays total amount declared by partners to FLC
before the current report was submitted to JS (state of play at the moment
of first submission to JS).

Column ‘Reported to JS’ displays total amount previously declared to JS
from the partner at the date of submission of the current report to JS (state
of play at the moment of first submission to JS).

Column ‘Confirmed by CA’ displays total amount confirmed by CA until the
moment of first submission of project report to JS.

e Column ‘Total amount declared to FLC’ displays total amount declared by partners to
FLC from the certificates included in this project report. The total does not exclude
amounts turned into sitting ducks/suspended by FLC!! Amount shown ONLY when a
certificate is selected for the project report and updates before submission - after
submission to JS should not change anymore.

e Column ‘Total amount certified by FLC’ displays total amount certified by FLC for FLC
certificates included in this project report. Amount shown ONLY when a certificate is
selected for the project report and updates before submission - after submission to JS
should not change anymore.

e Section ‘FLC difference’:

Column ‘Total amount verified by FLC but found ineligible’ displays total
amount cut by FLC from the items verified (does not include cuts on sitting
ducks that are handled later). Applies only to FLC certificates included in
project report. Amount is shown ONLY when a certificate is selected for the
project report and updates before submission - after submission to JS should
not change anymore.

Column ‘Total amount declared to FLC in current report but not processed
with the current certificate (FLC sitting duck)’ displays total amount that
was declared to FLC together with one of the LoEs included in the project
report but not verified by FLC (sitting ducks that might be processed with a
different FLC certificate). Amount is shown ONLY when a certificate is
selected for the project report and updates before submission - after
submission to JS should not change anymore.

Column ‘Total amount declared to FLC in different report(s) but processed
with current certificate (FLC sitting duck)’ displays total amount that was
declared to FLC with a different partner report (not with it's initial LoE) BUT

59




was verified by FLC with one of the certificates included in project report
(ducks included in certified but declared with different report). Amount is
shown ONLY when a certificate is selected for the project report and updates
before submission - after submission to JS should not change anymore.

e Column ‘Total amount included in project report - declared to JS’ displays total amount
included in project report and declared to JS (includes LP cuts). Amount is shown ONLY
when a certificate is selected for the project report and updates before submission -
after submission to JS should not change anymore and the date should be added.

3.3.5. 'Attachments' tab

Report Activities Certificates Project Report Tables

Figure ... - Navigation bar - Attachments

The LB needs to make sure all relevant evidence for main outputs and deliverables is
well included in the project report, in the ‘Activities’ section.

In case the evidence is already attached to a partner report corresponding to an FLC
certificate included in the project report, the LB will not attach the document again,
but will only include the link to where it can be found in the ‘Attachments’ section.

Should any additional attachments be relevant for the entire project report, the LB
needs to upload them in this ‘Attachment’ section. Any other attachment upon
request by the programme should be attached in the ‘Attachments’ section.
Intermediary versions of deliverables or outputs should be updated only if it has been
asked specifically.

Please acknowledge the maximum size of an attachment is 50Mb per file.

In case the files are bigger than 50 Mb, the LB should create .rar or .zip packages of
no more than 50 Mb and upload them in the Attachments’ section of the project
report. In order to do so, please use the ‘Attachments’ tab.

#) Upload

Figure ... - Attachments to Project report

5.4 Submitting a project report

Before submitting a project report, the saved report needs to be checked
(analogically to checking saved projects when submitting the application form) by
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clicking “Check Saved Report” in the left-side menu.

Once the report is successfully checked, it can be submitted by clicking ‘Submit
Report’, which will appear instead of ‘Check Saved Report’ button.

© Check Saved Report 1™ | Submit Report

&}

@ Delete Report Delete Report

i1 Application Form i | Application Form

1) Supplementary Information Supplementary Information

@ Print Project Report &' Print Project Report

@) Report MDRAP Period 2 B Report MDRAP Period 2

Figure ... - Checking and submitting project report

The project report is submitted to the JS. The report state is changed from ‘In
progress’ into ‘Report Submitted to JS’ and a submission date is displayed in the
overview table.

Project Reports

Report | Report Report State Date Of Project Report Date Of Project Report First Total Expenditure Submitted View Download
Start End Submission Submission Tojs Report Attachments

Period 0.01.01.2016 - 01.03.2016
';ipm Report submitted ©© ) g 518 19.12.2017 €139%00 (O ) bownload

01.01.2016 15.03.2016 CcA Attachments

Period 1 27.04.2017 - 26.10.2017

Report  y7042017 | 2602017 | REPOrtsubmitiedto gy 05015 04.05.2018 €2944920 (D () Dewnioad
11 CA Attachments

Period 2 27.10.2017 - 30.04.2018

Report
21

Download
Attachments

27.10.2017 30.04.2018

Rspon submitted to 10.07.2018 10.07.2018 €0.00 A (L)

Period 3 01.05.2018 - 26.10.2018
Period 4 27.10.2018 - 26.04.2019

) Create Reportfor P40 Y

01.01.2016 - 01.03.2016

Figure ... - Report submitted

After submission, the LB can see the report but cannot modify it anymore. A new
project report can be opened once the previous one has been submitted to JS.

5.5 Other points - ‘Project global list of expenditure’

A table called 'Project global LoE' is added. The access button is placed below project
living tables. It gives access to all the invoices ever submitted by any of the partners
of one project and can be exported in Excel. It is privilege-based and Only the Lead
partner and users with lead partner role can access this list (project partners cannot
access it if are not allocated as LB coworker in User Assignment section - see chapter
2.3 above).

snterres B
eviSdemo

@) Project livingtables
@) Project global loe
B) Project

= ) Supplementary Information

Figure ... - Project Global List of Expenditures (LoE)
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CHAPTER 6 - HELP AND TECHNICAL SUPPORT

For any problems you might experience with the eMS, please contact the Joint

Secretariat at:

Email addresses: jsrobg@calarasicbc.ro or info@calarasicbc.ro

The email address of the JS officers assighed to your project or
By phone at +40 242 313 091 (during office hours: 8:00 - 17:00, Friday: 8:00-

In all communication related to e-MS, please don’t forget to mention the following

information:

1. E-MS code of the project you refer to (ROBG-xx)

. Partner and Number of the report or e-MS Section/Module/Function/
Screen/Field - for which you ask the question

E-MS user that encountered the problem

Short description of the error/problem you encounter (including actions
performed by the e-MS user that triggered the error/problem)

. Print screen with the error/problem/message you get from the system.

Please note!

The information above is vital for the celerity of solving the problem (as
the accurate identification of the problem allows reproducing it in the e-

MS testing environment in order to find a solution).

The images published in this manual are used as a reference title and they

are not reflecting the real images from the e-MS productive environment.

Your e-MS account is personal and non-transferable and you should not
disclose your login Credentials, personal data or any related data to third

party!

We recommend the users to change their password every 3 months to

ensure an increased security and privacy of their account.

As a user of this system you have to notify about any issue, error or

incident that may affect the data or system security!

Please be informed that your eMS account can be deactivated upon

request!
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