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LIST OF ABBREVIATIONS

ABBREVIATIONS

AF - Application form

eMS - (Programme’s) Electronic monitoring system
ERDF - European Regional Development Fund
EU - European Union

FLC - First level control

JS - Joint Secretariat

LoE - List of expenditure

LP - Lead partner

LP FLC - Lead partner’s first level control

PP - Project partner

TEC - Total eligible costs

VAT - Value-added tax

WP - Work package
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1. GENERAL PRINCIPLES OF REPORTING

1.1 Introduction

This guidance consists of three chapters: General principles of reporting, Partner
report and Project report. Itis recommended to read all the chapters to understand
how reporting works.

However, to submit the report:

e The project partners (PP) need to get accustomed with the chapter General
Principles and Partner report

e The lead partner (LP) needs to get accustomed with the chapter General Principles,
Partner report and Project report

The reporting process is also presented in Session 11 on the Interact YouTube
channel accessible here:
https://www.youtube.com/playlist?list=PLvYGVfGv4leEn2QC4ztZAFAWICQztWGyYY

1.2 Reporting process

Once a project is contracted, the reporting section becomes available to project
partners. Partner reports cover activities and expenditure of individual project
partners and need to be verified by national controllers (called FLC in the eMS). All
partner reports need to be created for reporting periods as they are defined in the
application form

Project reports are created by the Lead Partner based on partner reports
previously certified by FLC.

The procedure is shown in the figure below for a project with three partners.


https://www.youtube.com/playlist?list=PLvYGVfGv4leEn2QC4ztZAFAwlCQztWGyY
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[ Partner report (LP) J [ Partner report (PP3) 1

Project report

Joint Secretariat

Figure 1-Reporting process in the eMS

1.3 Partner report

e Partner reports serve for providing information by partners to the LP which is then
integrated into project report.

e Partners (including LP) create their own partner reports using their own eMS user.

e Each partner report is verified by the partner's FLC in the eMS.

e The partner which does not want to claim any expenditure, still have to observe the
provisions of the financing contract requesting submission of progress reports for
every reporting period and, fill-in a partner report and submits it to FLC.

e Mistakenly created reports should be deleted.

1.4 Project report

e LP creates the global project report where all partner reports (FLC certificate) will
be integrated.
e LP prepares the aggregated activity report at project level, based on the progress
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of activities provided by the partners in the partner reports.

e LPincludesinthe project report FLC certificates (except those with 0 expenditures)
attached to partner reports. Financial data is automatically integrated in the project
report.

e LP submit the project report to the Joint Secretariat, who assess it.

1.5 Periods

All reports need to be created for reporting periods as they are defined in the
Application Form ->Work Plan -> Define Periods section.

Partner Reports must be submitted to the FLC till reporting date declared in
Application Form.

The Project Report (Progress Report and Reimbursement Claim) must be submitted
to the JS according to the Subsidy Contract art. 6 (16).

. Periods are created based on the start and end date of the project.
. Period 0 serves for reporting preparation costs.
. A partner report covers a time span of 3 months if the implementation

period of the project is under 18 month or 4 month for projects with implementing
period over 18 month.

. The reporting date from AF represents the date when the PP must aggregate
the partner report and submit it to the FLC.

. The partner reports must cover the same time span as project report.

. The Project Report (Progress Report and Reimbursement Claim) have to be
submitted to the JS at the latest within 3 months after the reporting period.

. The final Project Report (Progress Report and final Reimbursement Claim)

have to be submitted to the JS at the latest within 4 months after the end date of
the implementation period of the project.

A project starting on 1%t of July 2017 and ending on September 30, 2018 would have
the following division into reports and the following reporting deadlines:
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Reporting deadline for
Period Partner Report Project Report
(to be submitted to FLC) (to be submitted to JS)

Period 0 - preparation activities 30.07.2017 30.09.2017
Report 0.1

Period 1 (01.07.2017-30.09.2017) 20.10.2017 31.12.2017
Report 1.1

Period 2 (01.10.2017-31.12.2017) 22.01.2018 31.03.2018
Report 2.1

Period 3 (01.01.2018-31.03.2018) 21.04.2018 30.06.2018
Report 3.1

Period 4 (01.04.2018-30.06.2018) 21.07.2018 30.09.2018
Report 4.1

Period 5 (01.07.2018-30.09.2018) 21.10.2018 31122018
Report 5.1

By default, it is possible to create just one report per period, but the JS may allow
additional reports for the same period.

2. PARTNER REPORT

Partner reporting technically starts with the signature of the subsidy contract. You
can immediately tell that the status of your project has changed into ‘contracted’
because the Lead Partner and all other partners, when accessing their project, are
automatically directed to the overview of partner and project reports (‘Reporting
overview'). Previously, before signing, you were directed to the application form.

Partner reports cover activities and expenditure of individual project partners and
need to be verified by approved first level controllers (FLC).
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The partner report must be submitted in maximum15 working days after the end

date of the reporting period and for the final partner report in maximum 30 working

days after the project end date.

2.1 Accessing a partner report

Users do not need any special privilege to create and/or submit a partner report.
The access to a partner report is granted via assigning users as partners by the

Lead Partner in the “Supplementary Information” “User Assignment” section.

Project Management Bank Information FLC Stateaid User Assignment Outputs Codes Documents
Procurements Above The Thresholds

User management

Leadpartner user

Main leadpariner:
user2 bihor

New User D aad Assigned User

Project partners

User For Partner RO

New User D) ade Assigned User

userl.bihor
user]

User For Partner HU

New User D) Add Assigned User

userl.bihor
user3 bihor

Figure 2 -Supplementary information - Partner User assignment

Lead Partners can access the ‘User assignment’ section of the Supplementary
Information and allocate users. For this, a person/institution needs first to become
an eMS user (see eMS Application Instruction -Part A Registration). Each partner can
have multiple users and they will all have the same access to the partner report.

Partnership Agreement

=! Remaove

=/ Rermove

=/ Remove

-
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Please note that it is possible to also allocate users to the Lead Partner and they
will have access to the Lead Partner report. Those users will not be able to create a
project report as currently only one user (the one accepted by JS in handover phase,
or in case of automatic handover the same as Lead Applicant) has the Lead Partner
role in the eMS.

2.2 Generating a partner report

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

Select Role

Pp -

Partner Reports

1-RO-RO

e el

Period 0 01.01.2014 - 01.09.2017
Period 1 01.09.2017 - 30.11.2017
Period 2 01.12.2017 - 28.02.2018
Period 3 01.03.2018 - 31.05.2018
Period 4 01.06.2018 - 31.08.2018

Period 5 01.09.2018 - 31.12.2018

@) Create Mew Report £ Partner Living Tables
Figure 3 - Reporting overview
It is of course still possible to see the project application form, which is accessible

from the left-side menu under a menu item ‘Project’. This menu item always leads
to the latest approved application form.
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(2] Project

L3 ) Supplementary Information

(2) Help
(8 Generated Files

2 Contacts

(O] Logour

Figure 4 - Left menu- Project

If a user has multiple roles in the system (e.g. lead partner 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'.

Select Role
Pp v
Lp

Figure 5 - Select role

Please note, lead partners must create their own partner reports as ‘PP, not as
‘LP". The LP role is exclusively for creating ‘Project reports'.

For creating a new partner report, you need to 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.

10
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Period 1 01.09.2017 - 30.11.2017
Period 2 01.12.2017 - 28.02.2018
Period 3 01.03.2018 - 31.05.2018
Period 4 01.06.2018 - 31.08.2018

) p——— 31 12,2018
@ Create Mew Report @' Partner Living Tables

Figure 6 -Create new report

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

ol e e o

Period 1 10.04.2016 - 30.10.2016

0.04.2016 30102018 Report F Lo Certified
FEroT £ 51.10.2016 - 31.02.2017
Report 2.1 I A02076 3n.oz207 Report Im Progress
0 Partner Living Tables

Figure 7 - Partner report number showing reporting period and report number

By default, it is possible to create just one partner report per period.

All the partners are required to submit a partner report for each period. If there is
no sufficient activity (or costs) 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 with 0 expenditures to FLC.

Currently, in eMS, all reports that don’t have the status “submitted” are deleted in
case a modification (of the Periods and Reporting deadlines or any other
modification request) is being processed! Any modifications should be done after
all reports in progress are submitted to the FLC.

It is possible to delete a partner report as long as it is not submitted to the FLC. In
order to delete the report, please click on ‘Delete report’ in the report menu to the

11
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left. All users assigned to the partner are able to create and to delete a partner
report.

i) SAVE REFORT
T

B! Partner Finance Report

& Check Saved Report

§ ' Delete Report

il | Application Form

1 | Supplementary Information

& Print Report

* | Exit
Figure 8 -Delete report

Lead partners can also view reports of all project partners, once they have been
created by the partner by selecting the role ‘lead partner'. Lead partners can view
also not submitted partner reports (saved reports.

Select Role

Lp

Figure 8 -Selecting Lp role

2.3 Filling-in a partner report

Partner reports consist of several sections (i.e. ‘Partner report, ‘List of expenditure’,
Contribution and forecast’ and ‘Attachments’), each of which must be filled with
information.

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

12
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Partner Report List Of Expenditure Contribution And Farecast Attachments

Figure 9 - Navigation bar - Partner report sections

2.3.1 'Partner report’ Section

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

This section asks you to describe activities during the reporting period (‘Summary
of partner’'s work in this reporting period’).

Partner Report
Period 0 - 01.01.2014 - 01.09.2017

01214 01.09. 2017

summary Of Partners Work

Summary Describe

- §-— - e T

A B I U ax x, ¥x' fp = :Z =

Figure 10 -Summary of partner work

To provide information on specific outputs, please click the output button and then
select each applicable output from a drop-down which lists all outputs included in
the AF.

13
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Project Main Qutputs Delivered

Pleaze Select Qutputs

Q) Add Qutput

Figure 11 -Add output

Pleaze Select Outputs

Output
Title Artachments
T‘11 o1 "E + ' Output Evidence
Description

Filename

Mo records found

2000 Characters Remaining

© Remove
Q! Add Output

Figure 12 -Select output

It is possible to upload documents for each output under ‘Output evidence'.

Artachments

+* Output Evidence

Filename Filetype Date Uploaded By Options

Mo records found

Figure 13 -Upload documents for outputs

Please note, that the eMS is not a repository. All information to be provided by the
partner to their FLC (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 which evidence is needed, and how
it should be submitted in the Attachments section.
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In case the evidence exceeds the limit of 50Mb, the lead beneficiary should create
.rar or .zip packages of no more than 50 Mb and upload them in the Attachments’

section of the partner report.

Please coordinate with the LB to make sure all relevant evidence is well included in
the project report, but not duplicated!

Partner reports also contain a section to provide information on the target groups
reached. For each target group selected in the AF, information can be provided.

Target Groups Reached

0 add Targetgroup
Figure 14 -Add target groups

Target Groups Reached

Target Group Target Group Reached Description

General public

Target Value Reached
0.00

© Remove

Figure 15 - Reporting on target groups

Below you can report on individual activities/work packages. The list of work
packages depends on the work packages included in the approved application

form.
Reports of individual work packages should contain descriptions of activities,
problems (if any) and information on individual deliverables with evidence in the

form of an attachment.

15
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Reporting Per Work Package

P Preparation (01.2014 - 05.2017)

Description Activities Contribution Problems Description Justification

2000 Characters Remaining

No Deliverables For This Work Package

M Management (09.2017 - 12.2018)

Description Activities Contribution Problems Description Justification

2000 Characrers Remaining
Please Choose Deliverables
Mo records found

(@) Add Deliverable

Figure 16 - Reporting per Work Package

Deliverables are reported by clicking on ‘Add deliverable’ under the relevant work
package. The drop-down shows all deliverables listed in the AF.

M Management (09.2017 - 12.2018)

Description Activities Contribution

Please Choose Deliverables

Mo records found

'© Add Deliverable .

Figure 17 - Add deliverable
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2.3.2 'List of Expenditures (LoE)' section

Partner Report List Of Expenditure Contribution And Forecast Attachments

Figure 18 - Navigation bar - List of expenditure -

Financial reporting is done through the List of Expenditures (LoE) section. Partner
and period are determined by the partner report itself (each report refers to just
one partner and one period), the work package and budget line must be selected
for every item in the LoE.

The following points should be respected:
e Each invoice represents one single item reported in the List of Expenditure
e For staff costs, a payroll is considered as an invoice
e Every expenditure must be linked to a work package and a budgetary line.

In order to add an expenditure please click on Add Real Cost button (see figure
below).

Partner Report List Of Expenditure Cantribution And Forecast Attachments

List Of Expenditure

Budget Line % Wp = Int Ref No Inv Mo = Inv Date = Paym Date =
Options

Mo Match Found
<

O | Export B! Sgve Columns | Columns =

+ . Add Real Cost

Figure 19 -Adding real cost

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

17
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Budgetline

Workpackage

Internal Reference Number
Invoice Number

Invoice Date

Date Of Payment

Currency

Conversion rate

Total Value Of ltem In Original Currency
Vat

Declared Amount In The Original Currency

Declared amount in Eur

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

Purchase Of Land

P preparation Preparation

EUR - EURD

(U]

Public Procurement Contract number/Contract date/Contract name/Contract type

Contractor MamefContractor SIN (single identification number)

Type of Procurement Procedure/Date of launching in SEAP (electronic system)

+) Upload

Figure 20 -Adding expenditure

It is necessary to allocate each expenditure item to one budget line and one
workpackage. Itis 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'.

It is possible to upload one or multiple attachments to each of the expenditure
items by clicking the Upload button. However, please do not upload any
attachments (invoices, contracts, payslips etc.) unless you are explicitly asked to do

so by FLC or JS.

18
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Edit Expenditure
Partner Report 1 RO Period 0 List of Expenditures

Budgetline

Workpackage

Internal Reference Number
Invoice Mumber
Invoice Date

Dave Of Payment

Currency

Conversion rate

Total Value Of ltem In Original Currency
Wat

Declared Amount In The Original Currency

Declared amount in Eur

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

Purchase Of Land

Figure 21 -Uploading documents

Please refer to Project Implementation Manual for guidance regarding documents
to be attached to expenditures.

In order to be identified and verified in the system, the beneficiaries will name the
uploaded files in accordance with the relevant contained documents.

Expenditure can be filled in in other currencies than EURO and the system converts
it automatically into EURO 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.cf

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

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

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

Edit Expenditure . . .
Partner Report 1 RO Period 0 List of Expenditures

Budgetline

Workpackage

P preparation Preparation A

Internal Reference Number
Invoice Number
Invoice Date

Date Of Payment

Currency "EUR - EURD M
Conversion rate m

Total Value Of Item In Original Currency
Vat
Declared Amount In The Original Currency

Declared amount in Eur

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

Purchase Of Land

+ Upload

Figure 22 -Expenditure outside programme area
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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. 22):

Public Procurement Contract number/Contract date/Contract name/Contract type

2000 Characters Remaining

Contractor Name/Contractor SIN (single identification number)

2000 Characters Remaining

Type of Procurement Procedure/Date of launching in SEAP (electronic system)

2000 Characters Remaining

Figure 23 -Additional information for expenditure

Public procurement contract number/ Contract date/ Contract name/
Contract type. - In this field the partner has to describe shortly the contract This
field is mandatory for all the expenditures added, except those calculated by the
flat rate.

Contractor Name; This field is dedicated those expenditures incurred from the
contracts signed by the partner with contractors and has to contain all data
required in this order.

Type of Procurement Procedure; Date of launching in National Electronic
Procurement System; From the procedural point of view the partner has to fill in
the type of procedure and the launching date in the National Electronic System in
this filed.

If you have Office and administration flat rates approved in the application form,
the system will automatically calculate flat rates based on relevant inputs into the
List of Expenditures for Staff cost..

Not filling in all the required information may be considered cause for rejection of

u.n

the partner report. Also, please fill in the required information separated by “;".
21
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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

List Of Expenditure

Budget Line &
External expertise and services

External expertise and services

Staff costs

Equipment

<

0 Export B Save Columns

EUROPEAN UNION

Attachments
Wp < ) ~ IntRefNo & Inv No =
T1 Joint trainings and practices and awareness campaign 234 1303
C Communication 409 534219
M Management 555 76
1 670 90897

Columns| -

Figure 24- Scrolling the LoE

2.3.3 'Contribution and Forecast' section

Partner Report

In the Contribution and Forecast section, you are asked to forecast spending for
the next partner report and you need to provide information on the financial

contribution.

List Of Expenditure Contribution And Forecast  gauelaglapl=pies

Figure 25- Navigation bar - Contribution and Forecast

22
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Report Forecast

Estimated expenditure

€0.00

Description

Figure 26- Spending Forecast

In this section you need to specify the contribution amounts calculated from the
target partner contribution value by applying the % per sources proposed in the
Application Form.

The e-MS gives the partner target amount calculated by deducting the ERDF fund
from total eligible expenditure introduced in the List of Expenditures. The total
value of the contribution recorded for all sources needs to match exactly the target
value provided by the system (e.g. Target Partner Contribution Value = Partner
contribution + RO State Budget contribution)

The system has a built-in check, which does not allow submitting a report where
the sum of all sources of partner contribution does not match exactly the target
value, in Euro.

Follow-up Of Partner Contribution

Target Partner Contribution Value
€1166.46

Name Of Contribution & Legal Status & Total Amount Indicated In The Application Form & Previously Reported &
% Of Total( According ToAF) ¢ Current Report =~ Total

RO public £6000.50 13.33% €0.00 £155.48

state contribution public €44 908.00 86.66% €0.04 €1010.85

Sub Total Public Contribution €51 817.50 100.00 % €0.00 £1166.34

Sub Total Private Contribution €0.00 0.00 % €0.00 0.00
<

O} Export  (+) Add Contribution

B) Save Report

Figure 27- Follow up Partner Contribution
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2.3.4 'Attachments' section

Partners are also allowed to upload additional attachments related to the entire
report, e.g. should any other document be 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 the upload is of relevance for the report and is not
duplicating with other documents you already provided. 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 the project report, but not duplicated.

Partner Report List Of Expenditure Contribution And Forecast

Upload

+ Upleoad

Attachments

Filename ¢ Filetype = Date ¢ User ¢

Mo records found

Figure 28- Attachments

In order to upload a document, please click on the button ‘Upload’, 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 50 Mb per file.

Attachments

Filename ¢ Filetype & Date ¢ User ¢ Description Actions
Coala cu antet Interreg.doc doc 28.02.2017 14:51:11 user2.bihor @ @ Delete

Download Selected Files

Figure 29- Report attachment
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Please note that in order to be identified and verified in the system, the beneficiaries
must create separate archived (.zip or .rar) before uploading for each category of
expenditures (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 archived will be named in accordance with the relevant
content of documents. Also, in the comment section, the beneficiaries must specify
the budget line to which the archive is linked to.

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.

2.3.5 'Partner Finance Report' menu

B Partner Finance Report

@' Check Saved Report

'TI_-'fI Delete Report
|:i:|' Application Form
[ 'lI Supplementary Information

| ﬁ' Print Report

=

Figure 30- Partner finance report

Under the ‘Partner finance report’ menu item (left-side menu) you will find various
financial tables summing up the declared expenditure. The tables are updated live
with every new expenditure item.

Please note that ‘Currently reported’ column changes over time. Initially (when you
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are preparing the report), it is ‘amount to be declared to FLC'. After submission to FLC
it becomes ‘amount declared to FLC'. It changes into ‘amount certified by FLC’ after the
FLC certificate is issued and finally changes into ‘amount included in project finance
report’ once the lead partner submits the project progress report with the relevant

certificate to the JS.

Partner Report Expenditure Summary

Programme Partner Total ;m‘”ftuséy
Co-financing Budget eporte (
Certified By C A)
Jlcet £203632.50 €0.00
Co-financing
Of Which ERDF €293 632.50 £0.00
Pariner £51817.50

‘Contribution

O Export

Partner Expenditure Per Budgetline

Previously
g Partner Total

Budgetline Budget Reported(

& Certified By C A)

Staff costs €13 000.00 £0.00
Officeand £1950.00 £0.00
administration
Travel and £3500.00 £0.00
accomodation
External
expertise and €59 500.00 €0.00

services

Currently Reported
(amount to be
declared to fic)

€6600.92
€6600.92

€1166.46

Currently Reported

(amount to be

declared to flc)

£0.00

£€0.00

€0.00

€7776.38

Total Amount

e, eel Remanne Dot | JWATON  ndudedinnoe
Partner(s) Finance Report

€6600.02 2.25% £ 287 022.58 £6600.92 €0.00 £0.00

€6600.02 2.25% £ 287 022.58 £66009.92 €0.00 £0.00

€1166.46 2.25% €50651.04 €1166.46 €0.00 £€0.00

Total %of Total Remaining T[(;teill:rr:(fg;t Total Amount In(-II-S;ae‘ d'i"‘lr:glrj&.tﬂt
Reported Budget Budget Partner(s) Certified By Flc Finance Report

£0.00 0.00 % €13 000.00 £0.00 €0.00 £0.00

€0.00 0.00 % £1950.00 £0.00 €0.00 £0.00

€0.00 0.00 % €3500.00 £0.00 €0.00 £0.00

£7776.38 13.07 % £€51723.62 €7776.38 €0.00 £0.00

Figure 31- Partner finance report table

2.4 Submitting a partner report

Before submitting a partner report, the saved report needs to be checked

(analogically to checking the saved application form prior to submission) by clicking
‘Check Saved Report’ in the left-side menu.
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&/ Partner Finance Report

ﬁ_eck Saved HEE
— P

@' Delete Report

im ! Application Form
7 | Supplementary Information

& Print Report

| Exit

Figure 32- Check saved report

When clicking on ‘Check saved report, an automatic check will be made. Should
there be

some inaccuracies, the system will notify you about them. In case some of the rules
are not fulfilled, an error message will appear and the partner will need to correct
any wrong data.

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

T Delete Report

im ! Application Form

1 | Supplementary Information

&' Print Report

| Exit

Figure 33- Submit report

Please pay attention, the euro amounts calculated by the system are changing if the
amounts are inserting in different months with the exchange rate from the moment of
check and submission. The value is updated when clicking on ‘check saved report’ and
frozen when the partner report is submitted to the FLC.

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.
The partner can see the status of the report on the reporting overview dashboard.
In case of clarifications requested by FLC or, the partner can upload in the system
the missing/relevant document or other documents only if the FLC opens one or
both upload section of the partner report.

Please pay attention, currently, if the partners have a report saved, the lead partner
should not ask for the modification request of the AF. All the partners’ reports has

to be submitted in order to require for a modification request.
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2.5 Other

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

Partner living tables

Partner living tables are financial tables at the partner level that summarize partner
expenditure processed through all partner reports. Like all other living tables (i.e.
project level and programme level), partner living tables grow over time as
expenditure is declared by the project partner and processed by the various
authorities.

You can use living tables to keep an overview on expenditure declared in partner
reports. To access partner living tables, press the button under the partner report

overview table.
Report Report Report
Start End

Peried 0 01.01.2014 - 01.09.2017

Report 01.01.2014 01.00.2017 Report In
0.1 Progress

Period 1 01.09.2017 - 30.11.2017
Peried 2 01.12.2017 - 28.02.2018
Period 3 01.03.2018 - 31.05.2018
Period 4 01.06.2018 - 31.08.2018
Period 5 01.09.2018 - 31.12.2018

@ar‘tner Living T@

Figure 34- Partner living table button
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Partner Expenditure Summary

Previously Reported

Previously Total Amount

Programme Partner Total Reported( (total amount Total %of Total Remaining Declared By Total Amount
Co-financing Budget Certified By C A) declared by Reported Budget Budget Partner(s) Certified By Flc
partners)
Toral €293 632.50 £0.00 €0.00 €0.00 0.00 % €293 632.50 £6609.92 £0.00
Co-financing
Of Which ERDF €293 632.50 £0.00 £0.00 €0.00 0.00 % €293 632.50 £6609.92 £0.00
Partner €51817.50 £0.00 €0.00 £0.00 0.00% €51817.50 £1166.46 £0.00

Contribution

O Export

Partner Expenditure Per Budgetline

Previously Reported

Previously (total amount Total %of Total Remaining

Total Amount

Partner Total Total Amount

Budgetline Reported( Declared By :
Budget Certified By C A} declared by Reported Budget Budget Partner(s) Certified By Flc
partners)
Staff costs €13000.00 £0.00 £0.00 £0.00 0.00% £13000.00 £0.00 £0.00
Office and €1950.00 €0.00 €0.00 €0.00 0.00% £1950.00 £0.00 £0.00
‘administration
Travel and €3500.00 €0.00 £0.00 €0.00 0.00% €3500.00 €0.00 €0.00

accomodation

Figure 35- Partner living table

3. PROJECT REPORT

Project reports are created by the lead partner, based on partner reports
previously verified and certified by FLC:

e The partners create, fill in their partner report for each project reporting period and
submit it electronically (via e-MS). As all the partners, the lead partner, in its partner
role, has also to create, fill in and submit its own report electronically. (Please see
the chapter ‘Partner report’ for how to create and fill in partner reports.)

e The FLCs access the partner reports, verify and certify the amounts (the verified
amounts are included in the FLC certificate).

e The lead partner can access the partner reports and the FLC certificates of all
partners in the eMS to fill in the project report.

e Before submitting a project report, the lead partner needs to have his/her partner
report checked by his/her FLC.

e The LP will have to include the FLC certificates of all the reporting partners
(including the one issued for its own organization).

3.1 Needed user rights / privileges

Project reports can only be created by the lead beneficiary of a project, starting from the
moment the project status is changed to ‘contracted..
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Currently only one user has the Lead Partner role. Even if more users are
allocated to the Lead Partner in the ‘Supplementary information/User
assignment’ they do not have the right to create and/or submit the project
reports. Such users can only work with partner reports of the Lead Partner. The
only user having Lead Partner role is the one accepted by the JS in the Handover
procedure or in case of automatic handover the same as Lead Applicant. It is
always possible to see which user is the Lead Partner for the project in the ‘Show
more’ button at the top of the project/reporting view.

Programme Priority PAS - Improve risk-prevention and disaster management (Cooperating on risk prevention and disaster management)
Programme Priority Specific Objective 505/b Improved cross-border disasters and risk management

Project Title Improving the local firefighting department and the disaster mangement

Call Name Open call

Name Of The Lead Partner Organization UAT Orasul din Romania

Country Of The Lead Partner Organization RO MANIA - Arad
Lead Applicant User Name user?
Lead Partner User Name user2

Project Duration 29.09.2016 - 28.09.2017
A F Date Of Submission 28.00.2016

Figure 36- Show more - lead partner user name

3.2 Generating a project report

Only lead partners can generate and submit project reports.

After the project has been contracted, the ‘Reports overview' is the default view
when accessing the project. In order to generate a project report, the lead partner
needs to select the role ‘LP’ from the role dropdown. Each lead partner has two
roles to select from ‘PP’ for creating own partner reports and ‘LP". The LP role allows
to see reports of all project partners and to create and submit the project report.

Select Role

Lp v

Figure 37- Select LP role
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For creating a new project report, you need to select a project period (which have
been set in the AF) for which you wish to create the report and to click “Create
Report For”.

RO HU

Select Role

Lp v

Project Reports

Repor | Reporsstart | reporend | stae

Peried 001.01.2014 - 01.09.2017
Peried 1 01.09.2017 - 20.11.2017
Peried 2 01.12.2017 - 28.02.2018
Period 3 01.03.2018 - 31.05.2018
Period 4 01.06.2018 - 31.08.2018
Peried 5 01.09.2018 - 31.12.2018

0! Create Report For Period 0 | ~

01.01.2014 - 01.08.2017

Figure 38- Create report

It is currently not possible to have two open 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).
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Project Reports

Reporstrt | ReportEnd | sate | bateoF?

Period 0 29.01.2016 - 29.05.2016

Report 0.1 20.01.2016 20.05.20186 Report submitted te MA | 06.10.2016

Period 1 29.09.2016 - 28.09.2017

Report 1.1 29.09.2016 28.09.2017 Report submittedtoe MA | 06.10.2016

0 Create Report For Period 0 ~

20.01.2016 - 29.05.2016

Figure 39- Project report number

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 lead beneficiary needs to click on the ‘Delete Report’
button in the left-side menu.

) sAvE

@' Check Saved Report

i Application Form

7 | Supplementary Information
& Print Project Report

03! Report RO Period 0

| Exit

Figure 40- Delete report

The lead partner can see reports of other partners but he/she cannot create,
modify, delete or submit them, unless he/she has been assigned to other partners
as a user in the supplementary information (‘User assignement' tab).
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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.
Lead Partner can access the reports and the certificates of all partners (See Chapter
Partner Report’)

Partner Reports

1 - Romanian town - UAT Ro

Report Report Report Date Of Partner Report Date of flc Included In Project Total Partner Expenditure View Certificate
Start End Submission verification Report Declared Report
Period 0 29.01.2016 - 29.05.2016

Report F L

29.01.2016 208.05.2016 Certified

Rj"“ 25.00.2016 30.09.2016 Period 0 Project Report 1 €000 (B )

0.
Period 129.09.2016 - 28.09.2017

Report 59002016 2m002017  eportFle

1.1 Certified 29.09.2016 30.08.2016 Period 1 Project Report 1 £145781.35 B A

8 Partner Living Tables

2 - Hungarian townhall - HU town

Report Report Report Date Of Partner Report Date of flc Included In Project Total Partner Expenditure View Certificate
Start End Submission verification Report Declared Report

Period 0 29.01.2016 - 29.05.2016

Report ReportF Lc
o1 29.01.2016 29.05.2016 Certified

29.09.2016 06.10.2016 Period 0 Project Report 1 €0.00 rel el
Period 1 29.09.2016 - 28.09.2017

Report
1.1

Report F Lc

29.09.2016 28.00.2017 Certified

29.09.2016 30.00.201% Period 1 Project Report 1 €78239 sl pe)

B Partner Living Tables

Figure 41- Partner reports

3.3. Filling-in Project Reports

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 Lead Partner.

The content part of the report needs to be filled out manually by the Lead Partner.
It is also possible to upload attachments to a project report.

Some items in the project report depend on the call setup and approved
application form (e.g. which work packages are available).

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

other attachment upon request by the programme should be attached in the
34



€0 interreg

Romania-Hungary HUNGARIAN

European Regional Development Fund it GOVERNMENT

3,

EUROPEAN UNION

‘Attachments’. Please acknowledge that no intermediary versions of outputs and
deliverables should be uploaded in the eMS. The maximum size of an attachment
is 50Mb per file.

In case the evidence exceeds the limit of 50Mb, the lead beneficiary should create
.rar or .zip packages of no more than 50 Mb and upload them in the Attachments'
section of the project report.

Workpackages Certificates Project Report Tables Attachments

Figure 42- Navigation bar -project reports
3.3.1 ‘Report’ Section

The ‘Report’ section focuses on activities implemented throughout the reporting
period. It contains general descriptions of activities as well as reporting per Work
Package.

This section first asks you to describe activities during the reporting period
(‘Highlights of main achievements’) in this reporting period and to include FLC
certificates of project partners.

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 ‘Workpackages’ section of the report.
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Project Progress Report
Period 0 - 29.01.2016 - 29.05.2016

20.01.2016 20.05.2016

Highlights Of Main Achievements

Description

List Of Partner Flc Certificates

Partner Abbreviation = Number Of F L C Certificate = Date Of F L C Certificate = Total Expenditure Ce
Mo records found

<

Project Main Qutputs Achievement

Figure 43- Project report section - top part

3
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You are then asked to provide information on the target groups reached as well as

problems encountered and solutions found.
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Target Groups Reached

Target Groups T e
Reached Ti t G Reached
Target Groups Target Value E". " i S Source Of Verification Description Of Target Group Reached 5o Far
Previous Current Report P £
Periods sreentage
General public 0.00 100 000.00 0.00
2000 Characters Remaining, 2000 Characters Remaining.
Problems And Solutions Found
Problems And Solutions Found Description
A B I Uaex x| 22| =Es=== ¥

Figure 44- Project report section - middle part

At the bottom you will find an interface to provide information on horizontal
principles and a tick box which can be used to indicate that the project has been
fully implemented.

Horizontal Principles

Horizontal Principles Description

Horizontal Principles Contribution In This Reporting Period Description Of The €
Equal opportunity and non-discrimination as planned =
Sustainable development (environment) as planned -
Consideration of life cycle costs of investm as planned =
Usage of green infrastructure as planned =
Increased use of sustainable procurement as planned -
Equality between men and women as planned =

Fully Implemented

Implemented

Implemented On

Figure 45- Project report section - bottom part1

The section ‘reporting per workpackages overview’ can be used to access individual
work packages.
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Reporting Per Workpackage Overview

Start End Type Title

Id

168 Sep.2017 Dec.2018 management Management
160 Sep.2017 Dec.2018 implementation Impl1
171 Sep.2017 Dec.2018 investment INV 1

175 Sep.2017 Dec.2018 communication Communication

@' Save

Figure 46- Project report section - bottom part2

3.3.2 'Work packages' section

Reporting per work package is the second part of the project report.

Report sections of individual work packages can be accessed either from the
navigation bar ‘Work packages’ or from the table at the bottom of the page under
the section ‘Report’.

Report Workpackages Certificates Project Report Tables Attachments

o Preparation

Project Pr © Management
Period 0 -

ju]

Impl
o INV 1

01.01.2014 o Communication | p1.09.2017

Figure 47- Navigation bar- Workpackages

In this section you can describe the implementation of each work package 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 is
also part of reporting on work packages.
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Reporting Workpackage Implementation

Wp Nr Wp Title ‘Wp Start Month Wp End Month Wp Status WpE
T Impl1 Sep.2017 Dec.2018 _not ctarted - Repa

HUNGARIAN
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Partners Involvment

Abbreviation Name
RO RO(lead Partner) Respensible partner
HU HU

Please Describe The Progress In This Reporting Period And Explain How Were Partners Invelved 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

Figure 48-Workpackages section

3.3.3 'FLC Certificates' section

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’. Only the selected FLC certificates will
be taken into account for project report.

FLC certificates, which are not included in one project report, can be included in
another project report. The eMS does not check whether all the FLC certificates
included in a project report by the LP refer to the same reporting period. This
means that FLC certificates could originate from different reporting periods.

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 = Tota

1RO RO 0.1 01.03.2017 €7000.00

2HU HU 0.1 01.03.2017 €6337.54

Figure 49-Including FLC Certificates
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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 Project Report Tables ~ Attachments

o RO Certificate 0.1

Project Progress Report ~ © HU Certificate 0.1

Figure 50- Navigation bar - FLC Certificates

The lead beneficiary can also revert partner reports back to the FLC or to the
partners. This might be necessary in case he/she notices a mistake, which is not in
his/her authority to correct. The lead beneficiary does not have this privilege by
default, he/she need to ask this user right to JS, in order to view the revert section
in the project report.

List Of Partner Flc Certificates

‘artner ER D FiIncluded  Total partner contribution = Private partner contribution | Public partner contribution F L C certificate Revert

€5950.00 €1050.00 €0.00 £ 1 050.00 #) Show FL C certificate

€5386.90 €030.64 €0.00 £950.64 #) Show FL C certificate * | Revert From Lp To Flc (%) Revert From Lp To Pp.

Figure 51- Reverting partner FLC Certificates

Reverting the report to a project partner means that the project partner needs to
correct and re-submit the report to the FLC and then the FLC needs to re-certify the
report.

Reverting the report to FLC level means that the FLC needs to re-certify the report
but no corrections from the partner are necessary.

If the lead partner needs to revert his/her partner report, the JS needs to be
contacted. The lead partner cannot revert his own report neither to FLC nor to the
PP.

40



O Interreg

Romania-Hungary

European Regional Development Fund

EUROPEAN UNION

3

HUNGARIAN
GOVERNMENT

3.3.4 'Project Report Tables' section

Report Workpackages

Certificates HielladxZe b slECp Attachments

Figure 52- Navigation bar - Project Report Table

Here you can find various summary tables of the expenditure included in the
project report. Please note that the tables are updated before the report is
submitted. All the corrections done by the LP should be immediately visible in the
tables.

Project report tables follow the same logic as those in the partner report but take
into account all certificates included in the project report.

Please note that the ‘Currently reported’ column changes its values (and name)
each time a project report changes a status. Before the report is submitted it is
‘amount to be declared to the JS' and once it is submitted it changes into ‘amount
declared to the JS'. Likewise, the column ‘Previously reported (certified by CA) also
changes if new CA confirmations become available. After submission of the report
to the JS, the values do not change anymore.

Project Report Expenditure Summary

Previously Currently Reported Total Amount Total Amount

g;of‘?;‘::cﬁe ngifjt 'Z:ta\ Reported( (amount to be Total Reported %l;j;oétal ReBTgn::lg Declared By g:é?flig‘;“gugtc Included In Project
. 2 8 Certified By CA) declared to the js) B g Partner(s) Y Finance Report
Jloial €466 182.50 £0.00 €11336.90 €11336.90 243% €454 845.60 €119956.82 €11336.90 £0.00
Co-financing
Of Which ERDF €466 182.50 £0.00 €11336.90 €11336.90 243% €454 845.60 €11995.82 £11336.90 £0.00
Partner
€82 267.50 €2000.64 £200064 243% € 80 266.86 €2117.10 £2000.64 £0.00

‘Contribution

0O) Export

Project Expenditure Per Budgetline

Previously Currently Reported Total Amount

B Project Total %of Total Remainin|
Budgetline EJEud o Reported( (amount to be Total Reported B Bud etg Declared By
8 Certified By C A) declared to the js) 8 & Partner(s)
Staff costs £53000.00 £0.00 €0.00 £0.00 0.00% €53 000.00 £0.00
Office and £7950.00 £0.00 €0.00 £0.00 0.00% £7950.00 €0.00
administration
Travel and €3500.00 £0.00 €0.00 £0.00 0.00% €3500.00 €0.00
‘accomodation
External
expertise and €216 500.00 £0.00 €13337.54 €13337.54 6.16% €203162.46 €14113.02
services
Equipment €67 500.00 £0.00 €0.00 £0.00 0.00% €67 500.00 £0.00
Infrastructure €200 000.00 £0.00 €0.00 £0.00 0.00% €200 000.00 £0.00
and works
Total €542 450.00 £0.00 €13337.54 £12337.54 243% £535112.46 €14113.02
Net Revenue €0.00 £0.00 €0.00 £0.00 0.00% €0.00 £0.00

Total Amount
Certified By Flc

£0.00

£0.00

£0.00

€13337.54

€0.00
€0.00

€13337.54
€0.00

Total Amount
Included In Project
Finance Report

€0.00

€0.00

£€0.00

£€0.00

€0.00
€0.00

€0.00
€0.00

Figure 53-Project Report Tables
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3.3.5. 'Attachments' section

Report Workpackages Certificates Project Report Tables Attachments

Figure 54- Navigation bar - Attachments

All relevant evidence for main outputs and deliverables should be included in the
project report, in the ‘Activities’ section.

Should any additional attachments be relevant for the entire project report, the
lead beneficiary needs to upload them in this ‘Attachment’ section. The programme
authorities may also ask you to upload specific attachments. Please acknowledge
the maximum size of an attachment is 50Mb per file.

In case the files are bigger than 50 Mb, the lead beneficiary should create .rar or
.zip packages of no more than 50 Mb and upload them in the Attachments’ section
of the project report by clicking Upload button

Report Workpackages Certificates Project Report Tables _ee{aalyyl=lyie

Upload

+) Upload

Attachments

Filename % Filetype & Date ¢ User ¢ Description Actions

Coala cu antet Interreg.doc doc 01.03.2017 11:34:34 user2.bihor £ Comment T Delete

Download Selected Files

Figure 55-Upload attachments

3.4 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
clicking “Check Saved Report” in the left-side menu.
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@' Check Saved Report

T Delete Report
i | Application Form
1 | Supplementary Information

& Print Project Report

= Exit

Figure 56-Checking saved report

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

™} Submit Report )

W' Delete Report
i Application Form
1 | Supplementary Information

& Print Project Report

| Exit
Figure 55-Submiting report

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

Project Reports

“veport | Reportstart | Reportnd | State  Date of Poject Report submision | TotalExpeniture Submitted ToJs

Period 0 01.01.2014 - 01.09.2017

Report 0.1 01.01.2014 01.09.2017 Report submitted to ] 5 ) 01.03.2017 €13337.54 2

Period 101.09.2017 - 30.11.2017

Figure 56-Report submitted
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After submission, the Lead Partner can see the report but can't modify it anymore.
A new project report can be opened once the previous one has been submitted to
JS.

4. Help and Technical Support

For any problems you might experience with the eMS, please contact the Joint
Secretariat at joint.secretariat@brecoradea.ro or by telephone at +40 259 473 174
or +40 359 436 529 during office hours .
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