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Notes on this document

This draft manual is based on version 3_2.1 of eMS. Most of the chapters where
updated to the current version, nevertheless some chapters might reflect previous
versions.

All features of eMS released in later versions are not yet covered by this manual.

Interact does not warrant or assume any legal liability or responsibility for the
accuracy, completeness or usefulness of any information, product or process disclosed
in or connected to this document.

Interact is co-financed by the European Regional Development Fund (ERDF). It supports
territorial cooperation between regions of the EU and is the hub for exchanging
information and best practices among Interreg programmes. Interact also supports
cooperation programmes at EU external borders.

Copyright notice

You are permitted to print or download extracts from this material for your personal
use. This material can be used for public use, provided the source is acknowledged
and the publisher (interact@interact-eu.net) is given a prior notice. None of this material
may be used for commercial purposes.

Publisher: Interact Programme

All questions and comments regarding the eMS should be sent to one of the following
email addresses:

boguslawa.lukomska®interact-eu.net

christoph.werner®interact-eu.net

aija.prince®interact-eu.net

gyorgy.alfoldy®@interact-eu.net

Website: www.interact-eu.net
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Background
Every Interreg programme is obliged to set up a computerised monitoring system in

order to collect all information on project and programme progress (art. 125(d) of the
Regulation 1303/2013).

Additionally, as outlined in the Article 122(3) of the Regulation 1303/2013,
programmes should provide their beneficiaries with a system to allow submission of
information in electronic form. All exchanges of information between beneficiaries
and managing authorities, certifying authorities, audit authorities and intermediate
bodies should be carried out via an electronic data exchange system.

In the past, most programmes invested time and money in developing similar but
slightly different electronic monitoring systems. There are hundreds of Structural
Funds monitoring systems in Europe and each one of these needs to be designed,
developed, maintained and improved over time.

Interreg programmes decided that it was time to kick-start a change. With the help of
Interact, they joined forces to co-develop a monitoring system that is based on the
expertise of many and covers everything a programme needs to run smoothly in
different regions in Europe.

The eMS is a monitoring system with communication portal to support submission,
approval, management and administration of projects in the context of Interreg
programmes. The system supports collection of all information on submitted and
approved projects, their implementation and achievements, modifications and
closure. Additionally aggregated data on the progress of projects and the programme
level are recorded in the system. All programme bodies are able to communicate with
beneficiaries via the system and re-use the data already collected. The eMS is built to
support programme authorities in day-to-day programme management and should fulfil
all legal requirements.

For Interreg programmes and Interact, co-developing the eMS meant putting the best
approaches and ideas on the table and finding a common vision for a simplified,
harmonised and inclusive tool for all stakeholders. The eMS was designed together
with four ETC programmes and can be used free of charge by any ETC programme. The
system is delivered in milestones and first modules can be used by programmes before
the full system is built. eMS is currently used in productive environment by 5
programmes and is being tested and prepared for calls for proposals by another 15
programmes. Additionally more than 10 programmes declared their intention to use
the eMS.
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The eMS

eMS is a web application built by the Interact Programme for the benefit of all Interreg
Programmes.

All that programmes need is some IT expertise and a server to host the system.
Programmes enter their programme intervention logic and financial data and configure
the system choosing from a range of options.

How eMS was created

Just a year ago, the story of the eMS was one that few would have thought
possible.

Many people saw the Interreg world as much too complex to even consider developing
a common electronic monitoring system. After all, co-developing a monitoring system
meant risk: programmes putting resources in a very uncertain pot, trying to satisfy
even more stakeholders than usual, adapting programme rules and habits for the sake
of common procedures, and facing the possibility of severe delays in programme
implementation in case the system should fail.

So why did Interreg programmes decide to take those risks?

Their vision was, and still is, that cooperation programmes need to live cooperation
themselves in order to be credible hosts for successful cooperation projects. After the
joint development of Interreg harmonised implementation tools (HIT) proved to be
possible and led to very good results, cooperation programmes wanted to continue on
this path. They were confident that there could be more examples of how cooperation
saves millions of euros, leads to superb results, and can even be fun!

Developing a monitoring system for Interreg programmes is a major effort.

It requires knowledge of the legal framework and programme procedures within
Interreg, as well as the skills and experience needed to procure and develop IT
tools. Before the joint eMS project, each programme invested time and money in its
own system. This led to many similar but slightly different monitoring systems, which
caused confusion among beneficiaries and led to duplication of work across
programmes. The eMS combines programme resources in a common effort and uses
harmonised templates and guidelines drawn from HIT for project applicants, project
partners and first level controllers. This makes it easier for them to switch between
programmes, and overall saves programmes significant time and money. The eMS also
has the added benefit of simplifying collection of data, which paves the way for future
thematic studies and other types of reports and evaluations.
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The eMS provides features, functionalities and user interfaces that far exceed most
of the existing monitoring systems in user friendliness and scope.

For Interreg programmes and Interact, co-developing the eMS meant putting the best
approaches and ideas on the table and making joint decisions. It required finding a
common vision for a simplified, harmonised and inclusive tool for all
stakeholders. Here are just a few of the many innovative features of the eMS:

e It can handle up to four different funds simultaneously;

o It allows for multi-lingual project applications, contracts and monitoring
interfaces;

e |t creates an online audit trail that stores and provides all required
information;

e It creates a content trail from project application to project reports to online
publications of outputs and results;

e |t features customisable user interfaces and functionalities for all Interreg
stakeholders, including project applicants, first level controllers, joint
secretariats, managing authorities, certifying authorities, audit authorities,
monitoring committees, evaluation experts and contact points.

Interreg programmes can obtain the eMS for free and go online with an open call
within a week!

All they need is some IT expertise and a server to host the system. Programmes enter
their programme intervention logic and financial data and configure the system
choosing from a range of options. As of March 2015, two programmes have already
opened calls for applications with the eMS, saying that these timely online calls would
have been difficult without the eMS. About 20 Interreg programmes plan to use the
eMS and there could even be more. The more programmes use it, the more other
programmes will trust in it and adopt it as well. The total savings of tax payers’ money
is estimated to amount to anything between 10 and 30 million Euros, depending on the
number of programmes using the system.

The development of the eMS would not have been possible without prior
harmonisation of implementation tools.

This harmonisation effort started in 2010, when Interact, together with Interreg
programmes, decided to develop HIT (harmonised implementation tools) for Interreg
programmes. In 2013, when it became clear that HIT laid the basis for a joint
monitoring system, interested programmes and Interact teamed up to take on this
project. By 2014 the IT support and expertise needed to begin development was
procured and the project took off.

A key element of the eMS is that the co-creation of the system does not stop after
deployment.



ABOUT EMS
iINIEKdGWe -

Interreg programmes using the system commit themselves to contribute relevant
improvements to the eMS to the community of programmes using eMS, creating a
snowball effect that multiplies benefits for everyone. For example, one programme
plans to develop online tools for project ideas, partner searches and a function for
displaying cooperation projects and outputs on geographic maps. These features will
be added to the core eMS and made available to any programme that wants to use
them. It is easy to see that overtime the eMS will grow to become the best monitoring
system within the realm of Structural Funds as it continues to incorporate
functionalities. This is the central argument for cooperation: the co-creation of the
eMS will lead to a tool that no programme could ever have developed on its own.

The workflow

Data in eMS are structured in several layers of information and follows a strict
workflow. Some steps in the workflow are mandatory; others can be switched on and
off via configuration or options in the calls. Forms and user interfaces in the system
can only be accessed with corresponding user rights and privileges. Interact provides a
default configuration for the main stakeholders of the system (types of users). These
configurations can be changed by Interreg programmes and allow them to configure
user rights according to their organisation and division of tasks.

The following elements are part of the standard work flow:

1. Enter programme data (information from Cooperation Programme)

This section contains the basic information of the Interreg programme using the
software. It is the information from the document called “Cooperation
Programme”, which is approved by the European Commission.

This section needs to be filled out once and contains the most basic layer of
information in the application. Basic information on programme area (eligible
NUTS regions that a programme covers), priority axis, co-financing rates,
programme financial allocations, indicators, etc. are stored here. These data
are the basis for all future steps in the workflow. This task is usually done by an
administrator of the system.

2. Management of calls
Interreg programmes finance projects based on application forms submitted
within a defined timeslot and conditions. These timeslots are calls for
proposals. Each call has a start and end date which determines the start and
deadline for submitting applications. In the eMS, each call can contain
different configurations (‘call options’), which change the application form
visible to applicants. One Interreg programme can announce an unlimited
number of calls throughout the programme lifecycle.
The conditions applying to each call for proposals are usually approved by the
Monitoring Committee and configured in the system by the system
administrator.

3. Application Form
Any person intending to submit an application within an open call for
applications can register a user and fill out the application form directly in the

8
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eMS. It is possible to submit applications only within the timeslot and
conditions defined in the call for applications. A user who first created an
application is treated by the system as a lead user and can provide other users
with read - or read/write access to the application form. The lead applicant is
the only user who can submit the application.

4. Assessment

All submitted applications need to go through a two-step assessment. The eMS
contains a sequence of two checklists: “Admin- & Eligibility check” and
“Quality Assessment”. Assessment of Applications is usually managed by the JS
in cooperation with national contact points and/or external experts. The eMs
supports 4-eye principle for the assessment and allows assigning specific
applications and questions to specific users such as external experts.

5. Recommendation

The outcome of the assessment is a recommendation by the assessors to the
Monitoring Committee. The project can be recommended for funding, not
recommended or recommended under conditions. Recommendations to the MC
are usually managed by the JS.

6. Funding decision (Monitoring Committee)

The Monitoring Committee decides which projects are approved by the
programme or approved under conditions. The decision of the MC and its date
need to be inserted into the system, which is usually a task of the JS.

All projects which are approved under conditions need to go through a
condition fulfilment procedure, which is, in practice, a modification of the
application form based on some clear recommendations of the MC.
Modifications are then verified by the JS, which subsequently changes the
project status into approved or not approved.

All projects which are not approved are archived in the system.

7. Handover and supplementary information

After the project is approved and before it can be contracted, the lead
applicant needs to appoint an eMS user who will be the lead partner for the
project. The JS checks the proposed user and approves or rejects the proposed
lead partner. In case of rejection, the lead applicant needs to propose another
user. This process is called handover in the eMS and can be switched off if not
needed by the programme.

Additionally, some important information on project management structure and
e.g. bank account are ready to be filled out at this stage in the section entitled
‘supplementary information’. This section is available from the moment of
approval on but is not necessary a step in the workflow, i.e. if not filled out
one may still continue the contracting process. There are many tabs in the
‘supplementary information’ section all of which can be accessed by users with
the corresponding user rights (read/write)

8. Subsidy contract

The system supports the generation of a Subsidy Contract. It is template-based
and uses data from the approved application form. The template for the
subsidy contract is programme-specific and can be adjusted by programmes.
Please note that some IT expertise is necessary to adjust templates in the eMS

9
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10.

11.

12.

13.

The Subsidy Contract -once generated - can be edited (if necessary) and then
printed (downloaded as pdf document). Once the Subsidy Contract is marked as
approved (eg by the JS), the system changes the status of a project into
‘contracted’ and allows for partner and project reporting. Basic data on the
Subsidy Contract and all its amendments as well as the documents themselves
are stored in the eMS in the section ‘project history’.

Partner reporting

Once the project is contracted, it enters the reporting phase, which will last
until the project is finalised. Each project partner needs to report its activities
and expenditure in a partner report. In order to do so, the Lead Partner needs
to allocate at least one user per project partner. Thereafter, partners can fill
out their reports and submit them to their national controllers (FLC).

FLC

First level Controllers are national controllers who need to check every
partner’s report. They have access to the eMS and see the relevant
information. They have their working documents available in the system and
can do the verification work online. As a result of the FLC check, an FLC
certificate is generated and approved by the controller. The eMS also generates
an FLC report which contains more detailed information on the FLC work as
well as the FLC checklists. After FLC verification, the partner report is
forwarded to the Lead Partner.

Project reporting

The Lead Partner collects all FLC certified partner reports (including its own)
and creates a project report. The Lead Partner decides on which FLC
certificates to include in the project report. The LP has the right to exclude
partner reports from the project report and to reject expenditure approved by
the FLC. As soon as the project report is ready, it is submitted to the JS.

JS verification

The JS receives a project report and verifies it accordingly; It has the
possibility to make positive or negative corrections to individual expenditure
items. Once approved, the report is submitted to the MA.

MA verification

MA receives a project report and verifies it accordingly; Also MA has the
possibility to make positive or negative corrections to individual expenditure
items. Once approved, the report is then submitted to the CA.

14.CA verification

CA verifies the report. Unlike JS and MA, CA can deduct some
expenditure or exclude temporarily for further verification) and includes
the report in the CA certificate. Once included in the certificate, the
report may be paid.

10



ABOUT EMS

iINIEKdGWe -

15.Payment

CA performs the payment to the Lead Partner outside of the system and

records date and amount paid. The payment can be done in full or in

instalments.

16.CA reporting

CA is responsible for several reports to the European Commission. The eMS
allows for inclusion of the CA certificates into the application for payment to
the European Commission as well as annual accounts. eMS also allows for
generation of the accounts for the accounting periods.

It is also possible to generate programme annual reports and financial
statistics, which are required by the regulatory framework.

Horizontal functionalities (not part of the standard workflow)

Modifications

It must be possible to manage project modifications throughout the project
lifecycle. The system allows the JS and the Lead Partner to initiate project
modifications. The JS is allowed to initiate modifications at all times and the
LP only after the project is in the status ‘contracted’. Once the modification is
initiated and allowed by the JS, the LP can modify the application form. All
modifications need to be verified and approved by the JS and/or the Monitoring
Committee. After the modification is approved, a new version of the
application form, which becomes the new valid application form. All the
previous versions are stored and are accessible at all times in the project
history section.

Automatic messages

The eMS automatically can send messages to different registered stakeholders.
Mostly this feature is implemented for status changes (like approval of a
project).

11
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eMS License

Main points of the license agreement

One of the main goals of the eMS project is to give Interreg Programmes the possibility to
get a software solution free of license fees.

e The license agreement was written by a lawyer specialised in IT and agreed with
the IT-company PL.O.T., within the scope of license terms in the contract between
INTERACT/City of Vienna and PL.O.T.

e |t provides Interreg MAs with the right to use and change the eMS - internally or by
outsourcing to third parties.

e It prohibits publishing the source code or using the software for purposes other than
the intended use as a monitoring software tool, especially for commercial purposes
by programmes (MAs), as well as any third parties.

e |t prohibits any claims on the side of programmes (MAs) against INTERACT/ City of
Vienna.

e It has to be signed in the legally binding version in German (the English translation
is only a courtesy), as Austrian law and jurisdiction apply.

Please note also:

e Interreg MAs have to sign the license agreement prior to receiving the eMS and
starting to use the software.

¢ Once they receive the eMS, Interreg MAs have to check if the software is suitable
for them (e.g. own adaptations of the eMS might be needed).

e MAs are requested to inform INTERACT of errors/bugs they detect in the software.

e INTERACT will run a reference system on its own server and will maintain this up-
to-date (corrected bugs, etc) in order to be able to provide the best updated
version of the eMS to MAs. That way Interreg programmes benefit from the joint
effort of all programmes using the eMS.

e On the other hand INTERACT is not an IT-company, which can assure timely and 24-
hours bug fixing. Therefore MAs should acquire additional IT-support for
maintenance.

e For the benefit of the eMS community, MAs are also requested to provide INTERACT
with any developments (new plug-ins, new features etc.), which can be distributed
for free to all other programmes, after certification/adaptation by INTERACT.

12
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Security in eMS

Security in web applications can only be provided by securing the application and the
environment where the application is running. One of the most important goals of the
eMS project is to provide a secure application. Securing a web application is not a one-
time effort, security is an ongoing task. Therefore maintenance of the software tool
and the environment (e.g. updating the operating system, keeping the applied
technologies up to date) is necessary to keep the system secure.

This document describes the different security mechanisms implemented in the eMS
with consideration of Commission Implementing Regulation (EU) No 821/2014 Article 3.

Authentication & Authorization

User authentication in eMS is implemented using the widely used Spring Security
Framework (http://projects.spring.io/spring-security/).

Authorization is carried out using a detailed user roles and rights management system.
Due to this system, certain functionalities can only be executed by specific users,
certain views are only visible to privileged users.

Passwords have to follow minimum security standards. The password pattern can be
configured by the programme individually. Thus, programmes can control the
minimum security of their passwords.

Open Web Application Security Project (OWASP)

The security implemented in eMS follows guidelines developed by the “Open Web
Application Security Project” (OWASP, www.owasp.org). OWASP is a worldwide non-
profit organization focused on improving the security of software.

eMS follows the guidelines provided by OWASP. In the following section, the top ten
security threats named by OWASP

https://www.owasp.org/index.php/Top10#OWASP Top 10 for 2013

and the implemented security in eMS will be discussed.

Injection

The eMS uses the Object-Relationship Mapper “Hibernate” (http://hibernate.org/). As
Hibernate uses prepared statements, the eMS is protected against SQL injection
attacks.

13
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Broken Authentication and Session Management

User authentication and session management is implemented using the Spring Security
Framework. The session is only handled on the server side. Apart from the session
identifier, no session related information is used in parameters passed between client
and server.

To secure the user interface, the widely used user interface “primefaces” is used. To
enter passwords, a password input field is used - passwords are never shown in clear
text on the user interface.

User specific passwords are not stored in clear text - therefore intruders cannot grab
passwords from the database.

The user session times out in a configured time (with a feedback to the user before
invalidating the session).

To secure the connection between client and server, it is required to use HTTPS on a
production environment.

Cross-Site Scripting (XSS)

The use of Java Server Faces (JSF) has a built-in XSS prevention. Labels in eMS are
usually implemented by using the primefaces output text component. This component
escapes text by default. Some labels show formatted text using the output text
component without escaping. The text, which is displayed in these labels, can only be
changed by authorised persons. Thus, the risk of cross-site scripting is minimised.

Insecure Direct Object References

Direct references to objects (database objects or uploaded binaries) are not used in
eMs.

Security Misconfiguration

eMS is developed using state-of-the-art frameworks and components. Those
components, as well as e.g. operating systems, application servers and tools, have to
be maintained constantly in a productive scenario to keep the application secure.

Sensitive Data Exposure

To ensure secure data transport via the internet, the use of HTTPS has to be
configured. This cannot be implemented in the application itself, but needs to be set
as a configuration of the specific production environment. All data is stored in a
relational database. To access the database, the application (or the administrator) has
to authenticate itself with username and password.

Passwords are never stored in clear text but only as hash values.

Missing Function Level Access Control

eMS has a complex user role and user rights system. This system only grants access to
functionalities for users with the corresponding privileges.

14
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Cross-Site Request Forgery (CSRF)
The version of JSF used in eMS has built-in a CSRF protection.

Using Components with Known Vulnerabilities

eMS is developed using state-of-the-art frameworks and components. To keep the
system secure, those components have to be checked and maintained regularly in a
productive scenario.

Non-validated Redirects and Forwards

eMS does not use non-validated redirects and forwards. The only forward implemented
in eMS forwards the user after validation of his e-mail address to the login screen.
Afterwards the user has to log into the system.

15
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Technical requirements for the productive environment

Hardware specifications

The following hardware specifications were used during the procurement of the eMS.
The development company guarantees the functionality and performance of the eMS
on these specifications.

Interreg programmes can decide to reduce the hardware. Any resulting performance
problems are not covered by the guarantee of the service provider.

The eMS can run on virtualised environments. Virtualised environments allow more
flexibility, for example it is technically easier to increase the hardware at a later point
in time.

Software 50 Sessions 100 Sessions
Apache HTTP Server 4 GB RAM/1 Core 8 GB RAM/1Core
Apache Tomcat (Java 12 GB RAM/2 Cores 24 GB RAM/4 Cores
Application)

Mysql Database 16 GB RAM/4 Cores 32 GB RAM/4 Cores
Total 32 GB RAM/7 Cores 64 GB RAM/9 Cores

Operating System and Standard Software

To get the most stable but freely availbale system, Interact has decided to use CentOS
as the operating system for eMS. CentOS offers full updates for the operating system
until Q4 2020. Maintenance updates are available until June 2024
(http://wiki.centos.org/About/Product).

- CentOS7

- Oracle JDK 1.7

- Apache HTTP Server 2.4
- Apache Tomcat 7

- Mariadb

Optional: Apache ActiveMQ 5 (only needed, if there are two parallel Tomcat instances
on one machine)

Note

Multiple parallel instances of the tomcat application server are recommended for all
programmes, especially for large ones. Please keep in mind - all technical users on
the system count as users, be it applicants or backend-users like JS/MA/CA
authorities.
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Maintenance for Hardware, Operating System, Standard Software,
Certificates

The company providing the hardware (or virtual environment) often provides
maintenance for hardware, operating system and software. To ensure the uptime of
their server, they often monitor the server itself. In this case, they are responsible for
security updates, detection of special hacking attacks (like DDos-Attacks) etc. They
usually offer only services for their standard software and do not provide services for
the application itself.

For using encrypted connections to the eMS, the use of HTTPS is strongly
recommended. For such an encryption, the use of a trusted SSL-Certificate is
advisable, which can usually be ordered and maintained by the same company.

A good back-up of the system is very important. Normally this is done by the company
providing the server and should be part of the “service level agreement” (SLA).

Installation and Setup of the eMS

Some companies providing server-services, like the ones mentioned above, also
provide installation, setup and monitoring of the application and possible updates of
the application itself while others just run the server and the operating system.

Some Interreg programmes can order such services within their own organisation and
do not need to procure them separately.

It is recommended to find a person (e.g. own administrator or IT Manager) who will
take care of updating and maintaining the application itself.

Interact offers set-up support to individual Programmes. This setup support could be in
form of one training session or in for of a support during setup of the system. The
installation of the environment has to be done by your IT administrator.

In case of difficulties, our IT company PL.O.T. offers support in this matter especially
in the configuration and setup of the software. You can find more details about this in
the “eMS set-up support” thread in the Interact Observers group forum on basecamp.

Testing Environment

It is recommended to run a second installation of eMS for software and configuration
testing.

This environment can run on very limited hardware, since it is only used by the
administrator in order to test the configurations and the system.
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The test-system could be included into the procurement for maintenance to ask the
maintenance providing company to run a very small environment to see and test bug
fixes and new features before installing them on a productive environment.

Productive Environment

The experience of Programmes already using the eMS shows that an installation with
two parallel tomcat instances can handle up to 200 users at the same time and in case
of more parallel sessions, it might experience performance issues. All users, including
programme bodies (not only applicants), are covered by this number.

To avoid any performance problems, we recommend to change the server settings at
least during the peak periods, like in the end of the call for proposals. After about 200
sessions on Apache Tomcat and a heap size of 2GB for this process, problems with
garbage collection appear. It is strongly recommended to add parallel application
server instances to avoid performance risks.

Please check out the chapter about performance fine-tuning as well.

Modification, plug-ins, personalisation

Independently from running the software on a server, the software can be modified by
a software development company. Usually companies developing software do not run
the software and vice versa. Therefore, it is often necessary to order further
developments from a different company than the one running the system. Software
development could be carried out at an hourly rate or at a total price for a needed
functionality.

Which tools are needed for the user of eMS?

eMS is a web application and can therefore be used with any up-to-date web browser
like Internet Explorer, Firefox, Chrome or Safari. For technical reasons, eMS only
supports the latest version of these browsers and one version before.
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Installation of eMS

General remarks

eMS is a Java web application, which has been tested by Interact on the following
technologies:

e CentOS7

e Oracle JDKv. 1.7
e Mariadb

e Apache Tomcat

e Apache WS

e Apache Activemq 5.10

Java is a platform-independent technology. Interact recommends to use the approved
and tested software configuration.

Setup support

Please get in touch with Interact to receive information on setup support.

Before installation

eMS is a highly configurable software. Parts of the flexibility are reflected in the User
interface of the application, other parts need to be adapted in a special part of the
setup script. The following points need to be specified by the ETC Programme before
installing eMS:

1. Which languages are used? Which ones are used as input languages, which ones
are used as user interface languages?

2. How many parallel installations of eMS are running on one server/machine/vm?
If there is more than one eMS instance necessary, the installation of Apache
Activemq is required.

3. Which funds are used? Since version 3_0.1 custom funds can be defined in the
database.

Interact can provide an up-to-date manual for installing eMS on your system. Please
get in touch with us or download the latest version in our forum on basecamp.

There are already translations of the user interface available for several languages.
Please get in touch with Interact to receive the latest updated versions.
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Installation of eMS

During installation of eMS, several modifications have to be applied to the installation
files. For an initial installation the main topics are:

e Languages used in eMS (as content or as user interface translations)
e Translations of certain elements can only be carried out in the database

¢ Co-financing rates for NUTS regions can only be changed in the database

To install eMS, the following steps are needed (overview):

Install needed software landscape (operating system, application server, etc.)
Copy configuration files to server

Adapt paths in configuration files

Modify customizable sql-insert-script

Create database user and schema

Create database tables

Insert not-modifiable part of insert script

Insert customized sql-insert-script

W ® NS U R W=

(Optional) insert custom funds

10. Set environment variable EMS_HOME, pointing to configuration directory
11. Customization of programme logo in war file

12. Installation of war file in webserver

The following points are optional, but might be needed by many programmes:

13. Adaptation and configuration of templates for pdf extraction of different forms
14. Implementation and configuration of validation plugins

15. Import of translations

20



INSTALLATION OF EMS

iINIEKdGWe -

FAQ on installation

1.

When using only one instance, the server shows an error output at startup:

org.apache.velocity.exception.VelocityException: Error initializing log: Failed
to initialize an instance of org.apache.velocity.runtime.log.Log4JLogChute
with the current runtime configuration....

Caused by: java.io.FileNotFoundException: velocity.log (Keine Berechtigung)

The problem arises when using the system to start a tomcat instance. It is by
default using the root folder as current or working directory and velocity tries
to write the log to the current directory. Please put in value like
“WorkingDirectory=/opt/tomcat/logs” in the tomcat7.service file and make the
directory writable for the user running the server.

After installation, the styling looks weird (see attached screenshot).

The configuration for the styling in TOMCAT_HOME/conf/web.xml is missing.
Please add the needed context parameter.

+ Applications

= Assessment- First Step

@ First Step Admin And Eligibility Check @ First Step Eligibility Decision | @ First Step Quality @ First Step @ First Step Decision | @ First Step Approved

- Assessment
@ Admin And Eligibility Check & Eligibility Decision & Quality Assessment & Recommondation & Funding Decision(MC) & Approved Under Conditions
-~ Handover And Contracting

@ Approved Projects | @ Reservelist & HandingOver ToLP & Contracting & Contracted
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Custom funds
This functionality is only needed by Programmes having different funds than:

- ERDF

- IPAII

- ENI

- ERDF equivalent
or by Programmes who want to rename one of them (e.g. the ERDF equivalent fund).
By default the above mentioned funds are available in eMS. With this manual,
Programmes can add additional funds. Please note: the changes have to be done

directly in the relational database of eMS. Therefore the changes have to be done by a
technical administrator.

Fund database table

For historical technical reasons eMS contains two tables, both containing funds:

fund

cofinancingsource

Attention

For technical reasons both tables need to be filled. The "id" of the co-financing source
should be equal to the name of the "fund”-element.

Remarks:
There are two flags and one "order” field, which should be set:

e is_equivalent: (please set this to "1" if the fund should be treated in the system as ERDF
equivalent

e is_erdf: This should be set only for the ERDF. Please put additional funds to "0"

e order: Please put a nhumber, which follows the maximum number currently available in
the funds. This number is used for sorting of Funds in the user interface.

To translate funds please use the fund_mlc table in the database
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id name is_equivalent | order is_erdf
1 ERDF 0 1 1

2 IPAII 0 3 0

3 ENI 0 4 0

4 ERDFe 1 2 0

5 MyFund 1 5 0

Table 1: Example of “fund” table in technical database

id cofinancingsource is_equivalent | order is_erdf
ERDF ERDF 0 1 1

IPAII IPAII 0 3 0

ENI ENI 0 4 0
ERDFe ERDF equivalent 1 2 0
MyFund My custom fund 1 5 0

Table 2: Example of “cofinancingsource” table in technical database

Fund_id Language label
ERDF EN ERDF
IPAII DE EFRE

Table 3: Example of fund translation in "fund_mic" table

e administer the Dashboard - For the dashboard administration, three checkboxes are
offered, where users can define the items to be visible on their dashboard (“Show

Projects”, “Show Mailbox”, “Show calendar”).
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User roles
The eMS enables managing roles and rights based on privileges. It means that certain
functionalities are available only for certain users.

Every feature is dependent on a corresponding privilege. A privilege is directly
assigned to the function/workflow.

User role represents a set of privileges and can be assigned to a user.

How to manage roles

Needed user rights / privileges

The user who wants to manage the roles must have the “MG_ROLES” or the “ADMIN”
privilege.

How to enter Managing Roles & Privileges

After logging in as “ADMIN”, you can enter the “Roles & Privileges” section by clicking
on the left side menu item “Manage Roles”.

Flc Institution
Flc Assignment

Project Finance Report Ma

Project Finance Report Ca

Manage Programme
Manage T A Institutions
Manage Users

Manage Roles

Translations

-2 - AR Y D R -

Manage Checkiists
# Reporting
O Logout

Figure 1 Manage Roles menu item

After entering the section, list of roles is displayed.
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ADMIN
APPLICANT
JTS

FLC

MA

=) Delete =) Edit + Add

Figure 2 List of roles

After a specific role is selected, the privileges can be added or removed. Privileges
can allow or deny the role to perform the selected action. A denial overrules a
permission of the privilege. So, if a user has more roles, and an action is permitted in
one role, and denied in another role, the user will not be able to perform the action.

ADMIN Privilege Description Type o
APPLICANT

T

CKLIST_EXTERNAL PUBLIC_CONTRIBUTION (OFTIONAL) 42
TAS2

CKLIST_ACT ADMINISTRATIVE CRITERIA TEST AD
T_AUDIT_TRAIL CHECKLIST 24

T BLOGKERTEST 17

T BLOCKERTESTELIGIEILTY 18

e

MPLIANCE_WITH_PUBLIC_PROCUREMENT_RULES 37 CHECKLIS

Figure 3 Adding and removing the privileges

User management

Needed user rights / privileges

The user who wants to manage this section must have the “MG_USERS” or the “ADMIN”
privilege.

How to enter Managing Users

After logging in as “ADMIN”, you can enter the “Manage Users” section by clicking on
the left side menu item “Manage Users”.
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# ' Manage Programme

# | Manags T A Institutions

[ ]

Manage Users
Manage Roles

Translations

- J0NNE - SN -

Manage Checklists
# Reporting
O Logout

Figure 4 Manage Users menu item

After entering the section, the list of users is displayed.

Manage Users

Please select user

¥ Only active users
w| 2] z]2][s](6] [ ][>

Username & Email ¢ 1d ¢

kyaya

andread

thofuer]

catalin.fiorean
scnoenerkles schoenerklee grasser@central20l3.eu

= | [T[2]3]2]ls]is] [ = ][ =

=)lock  (@lEdic () Add

Figure 5 List of users

After a specific user is selected, the roles can be assigned. More roles can be assigned
to a user. However, if a user has more roles, and an action is permitted in one role,
and denied in another role, the user will not be able to perform the action, as the
denying the privilege overrules its permission.
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Message Portal
eMS allows users to exchange messages within the system.

Message exchange

Needed user rights / privileges

For sending or receiving messages in eMS, no special user rights are needed. Any
registered user can send and receive messages.

mail sending x

From chrwerne

To
Copy
Blind Copy

Subject
Project 2 -

Phases , -

B Send B! Save To Draft

Figure 6: Mail sending dialog

Messaging

eMS supports standard mailing functions such as sending, forwarding and replying the
mails. It enables sending messages to multiple recipients as well as sorting and
filtering messages based on different criteria.
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Messaging out of project view

It is now possible to send messages to the users assigned to a project.

‘ Project Contacts x |
RO;?E:FEEFE Username Send Message
Flc 1 FLC1 =
Flc 2 FLC1 =
Lead Applicant applicant1 [z
Lead Partner applicant1 =
' Project Partner 1 applicant1 ]
i Project Partner 2 applicant1 =2

Figure 7: Project contacts
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Application Form
Most of the forms in the application form are mostly self-explaining. We want to highlight only a few
special forms and describe the implemented functionalities.

Calculation of the maximum co-financing rate

eMS calculates a maximum co-financing rate per partner, taking into account several different
configured co-financing rates. Some of the percentage values (like different co-financing rates per
NUTS region) can only be changed in the technical database.

Configuration can only be done on Programme level. Exact co-financing rate is stored by partner,
therefore a later change of the configured percentages does not affect already created application
forms — it only changes the maximum co-financing rate for new projects.

The algorithm always takes the lowest amount out of several configured co-financing rates.

«Each NUTS 0 region must have a co-financing
rate (e.g. 85%).

«Other NUTS levels could have a co-financing
rate configured

*Take the most precice co-financing rate from
the NUTS regions, where there is a co-financing
rate configured.

Co-financing per NUTS

region

*Each combination of priority axes and fund needs
to have a co-financing rate configured

Halelgla v Gl e i « Compare this co-financing rate to the one from
NUTS

«Take the lower value

*OPTIONAL: Only applies, if option
"Generalblockexemptionforsme" is ticked in
N e A checall ) )
for SMEs «If organization is an SME (by selecting "Yes" in
the related dropdown of the application form -
co-financing rate is lowered to 50%
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Periods

Defined periods are a prerequisite of successful checking and submitting the AF. Periods can be set in
the Application Form ->Work Plan -> Define Periods section.

Depending on the call configuration, periods might be either generated automatically (based on a
plugin) or inserted manually by an applicant.

Applicants need to be very cautious about changing the Start / End date of a project, as this change
needs to be reflected also in the period definition. Therefore, it is recommended to “Recreate
periods” or manually adjust the periods in the “Define periods” section after every change in these
dates.

Budget

Budget belongs to the most important parts of the Application Form. Budget needs to be inserted
per partner. Therefore, partner information in the “Partner” section needs to be inserted before
Budget can be defined.

Partner Budget is usually inserted per Work package or per period. Hence, this information should be
also included before filling in the budget. If other order of filling in the AF is applied, you need to be
aware, that new cells in the budget will be created with an automatic value (0€) for the additional
period/Work package.

The individual budget items can be inserted in the Project Budget -> Partner Budget -> Define Budget
section.

Flat rates

Besides calculating using real expenditures, flat rates can be used for calculating certain budget
items, particularly for Staff costs ad Office & Administration costs.

Office & Administration costs are calculated as a percentage of Staff costs.

Staff costs (if flatrated) are calculated as a percentage of a sum of expenditures used for all the items
but Office & Administration and Net Revenues.

If a value in any cost is changed / added by the applicant, it is better to click the “recalculate” button.

When applying Flat rates, it is important to bear in mind that all the previously inserted sums in Staff
costs and O&A Costs will be replaced by the calculated (flatrated) costs.
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Partner contributions

Every partner must define the intended source and amount of the (national) contribution (i.e.
national funding to match ERDF, IPAII, etc.).

Project Summary Partner Project Description ‘Work Plan Project Budget Project Budget Overview Attachments

o Partner Budget

Partner List o Activities Qutside
Rilmh = Name ¢ o Project Breakdown Budget Abbreviation ¢ Bole Budget
5 Define
) . Lead Budger
Romanian local development agency HRVATSHA Romanian local development agency
Partner Defi
ne
Contribution

Figure 8 Clicking ‘define contributions’ leads to the interface for defining contributions

The eMS assumes that own contributions always are either public or private depending on the legal
status of the project partner. Every partner needs to have own contribution.

Own contributions of public partners are considered ‘public’. Own contributions of private partners
are considered ‘private’.

Every partner can have an unlimited number of additional contributions sources. Additional
contributions can be either public or private.

To add additional contributions, partners must tick the plus icon on the upper right corner (see

below). Then enter the source of the contribution and the legal status as public or private
contribution.

Source Of Contribution

Options
Source OFf ContribUtion Legal Status” %% of Total Partner Contribution Amount &
(+}
Romanian regional develop public €0.00
private | ¥ 0,00 % €0.00 ¥
Sub Total Public Contribution - 000 % €0.00
public
Sub Total Private Contribution 000 % €0.00
Total €0.00
Total Target Value €0.0

Total Public Expenditure

B Cave

Figure 9 Contributions can either be public or private
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Automatic public contribution

Automatic public contribution is a programme option, which can be set in the Manage programme
section. It means that a country, fund, etc. is automatically providing the contribution in case a
project is approved. One example would be the rotation fund in Italy in previous years, which
guaranteed national contribution for approved projects.

Many programmes do NOT have any automatic public contributions in their territory. If there is no
country in your programme area that automatically provide contributions to ERDF, you may want to
consider turning off ‘automatic contribution’ as it does provide no added value and makes overview
tables more complicated.

Programme Basic Information

cas Tile

1233217436 NTERACT Test Programme
1 2014
Elgible unu

01.01.2022

Figure 10 If your programme has automatic contributions you can turn on this options in the Manage
Programme sections

If ‘automatic public contributions’ are possible, then they appear in the drop-down as well:

Source Of Contribution

Options
Source Of Contribution Legal Status % of Total Partner Contribution Amount

Romanian local developme | public €000

prevate 000w €000
public

Sub Total Public Contribution
Sub Total Automeatic Public €0 sutomatic public 000% €0.00
Sub Tatal Private Contribution 0.00% €0.00

Total €00
Tetal Target Value €000

Total Public Expenditure €000

B save

Figure 11 A programme allowing automatic public contribution
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Submission without check

In certain cases, it is necessary to grant an exception and to allow an applicant to submit the
Application Form even if not all the requirements to check successfully have been met. These cases
need to be managed individually.

In such a case, a JTS user needs to open the project. The project even if not submitted can be found
using the Application Browser.

Management

set Project State To
Q. :

Checked

Allow Submit Without

4
© Check

- .-i-'.'.a-:"n ment Upload
Allowed

®) Copy Project
#) Attachments |5

&) Documents

Figure 12 Allow Submit Without Check, Set Project State To Checked

After entering the project, in the left side menu -> Management, you can click either “Set Project
State To Checked” or “Allow Submit Without Check”. These settings might be applied only on a
particular project, not on multiple projects at once or on the whole call.

Attachment upload

After entering the project as JTS, in the left side menu -> Management, you can also see the item
“Attachment upload allowed”.

Management

Set Project State To
Set Project Stat
Checked
:‘: owi Submnit Without
Check
Artachment Upload I
“ A
Allowead
B Copy Project

# ) Artachments |5

2] Documents

Figure 13 Attachment upload allowed
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¢ AF non-submitted: Using this button for a non-submitted (saved) project, you can
prevent the applicant from uploading attachments.

o AF submitted: Using this button for a submitted project, you can enable the applicant
to attach additional documents to an already closed (submitted) Application Form.

These settings might be applied only on a particular project, not on multiple projects at once or on
the whole call.

Attachment JS

e AF submitted: As a part of evaluation, JTS user may add an attachment to a
submitted project by clicking the “Attachment JTS” in the upper menu bar.

o AF non-submitted: Additionally, JTS user has also the possibility to add an
attachment to a non-submitted project (only saved). In this case, the JTS user needs
to find a project in the Browser, and enter the left side menu -> Management section.
Clicking the “Attachment JS” item creates the “Attachment JS” section in the upper
menu and redirects user to this section. Here, the attachments can be added.

Artachment Upload

Allowed
®) Copy Project

# ) Atachments |5

Figure 14 Attachments JS

Documents

Templates for Pdf creation might be selected in the Documents section of the JTS view.

&) Documents

Figure 15 Documents

After entering the project as JTS, in the left side menu -> Management, “Documents” item needs to
be selected in order to get redirected to this section.

34



APPLICATION FORM
iINIEKdAdGue

BLHOPEAN LHIGH

Project result indicator

The “project result indicator” section can be turned on in the call configuration via the configuration
“Use Project result indicators”. This feature was contributed by the Central Europe Programme.

If turned on, a section “project result indicator” is visible in the menu of the application form.

- ITPE69 Show More
Partner Project Description Work Plan Project Budget Project Buc
o Project Relevance
Project Summary © Project Focus
Project Identification o Project Context
TFile
o Project Risks )
4 Programme Priority ecific Objective
Environmental Protection I o Project Result Indicators Ie\onmem of heritage:
Project Acronym Project Tite
Project Duration (Months) Start Date End Date
0 Month 1 Days 17.06.2016 17.06.2016

Project Summary
Figure 16 Project result indicator menu entry

To use this section you need to introduce customized values into your technical database.

INSERT INTO “project_result_indicator_measurement_unit™ (id", label’) VALUES (1,'Institutions");

INSERT INTO “project_result_indicator_measurement_unit™ (id", label) VALUES (2,'EURY);

INSERT INTO “project_result_indicator_measurement_unit™ (id", label’) VALUES (3,'FTE");

INSERT INTO “project_result_indicator_measurement_unit™ (id", label”) VALUES (4,'Persons");

INSERT INTO “project_result_indicator_measurement_unit™ (id", label”) VALUES (5,'Number of stakeholders reached’);
INSERT INTO “project_result_indicator_measurement_unit™ (id", label) VALUES (6, Percentage of stakeholders satisfied');
INSERT INTO “project_result_indicator_measurement_unit™ ("id", label”) VALUES (7,'Number of communication activities');

INSERT INTO “project_result_indicators™ ("id","communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(1,1,'Visits to the project website',5);

INSERT INTO “project_result_indicators™ (‘id","communicative’, label, project_result_indicator_measurement_unit_id") VALUES
(2,1,'Participants at project events',5);

INSERT INTO “project_result_indicators™ (‘id’,"communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(3,1,'Event participants satisfied with information provided',6);

INSERT INTO “project_result_indicators™ ("id","communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(4,1,'Joint communication activities implemented with external stakeholders',7);

INSERT INTO “project_result_indicators™ (‘id’,"communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(5,0,'Number of institutions adopting new and/or improved strategies and action plans',1);

INSERT INTO “project_result_indicators™ (‘id,"communicative’, label, project_result_indicator_measurement_unit_id") VALUES
(6,0,'Number of institutions applying new and/or improved tools and services',1);

INSERT INTO “project_result_indicators™ ('id","communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(7,0,'Amount of funds leveraged based on project achievements ',2);

INSERT INTO “project_result_indicators™ (‘id’,"communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(8,0,'Number of jobs created (FTE) based on project achievements *,3);

INSERT INTO “project_result_indicators™ ('id","communicative’, label’, project_result_indicator_measurement_unit_id") VALUES
(9,0,'Number of trained persons',4);

Figure 17 Central Europe - project result indicators

Please customize this insert script to your needs.
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If the values are available in the technical database, the following section appears in the application

form.

Project Summary Partner - Project Description Project Budget ~ Project Budget Overview - Attachments

Additional thematic result indicators

Fre——— . r—— e —r———
———— PR— Targt Exponaion

Number of institutions sdapting new andior improved strategies and sction plans Institugons. 0,00
E—

MNumber of institutions. applying new andior improved fools and sernvices. Imstutons: 0,00
—

Aot g ke ot TS e %
pr——

Number of jobs created (FTE) based on projest achevements. FTE 0,00
——

(A—— P— W
S —

5o
Communication result indicators
gef with a brie explanation
Commancanon e s Wessurmen Yot Expananon

E— Mot
pra——

PBIICIDANtS Bt DO Events Humber o sishehoidern 0.00
ouhed 2003 CramsIn Seranng

P S —— P
il P—

Jnint communication activiies implemented with extemal staksholders Pumber of communiston 0,00
aelivites. 00 Crarszmn Rearing

8)see

Figure 18 Project result indicators section
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Output indicators of other specific objectives

eMS by default allows to select output indicators of one specific objective only. Programmes might
allow the selection of output indicators form other specific objectives of the same priority axes.

Programmes can allow this selection by selecting the following option in the call management:

“Allow also Output indicators from other Specific Objectives of the selected Priority axes”

If this option is active, the eMS shows a “Show more” button in the “main outputs” section of an
“implementation” or “investment” workpackage.

n. Please note that they need to have the same measurement unit

@' Remove Output

Output Indicator
VNumber of low-carbon strategies invented -
ving. Date Quantity

August » | 2020 0.00

©' Add Output Indicator

Figure 19 Show more button for additional output indicators

By clicking this button all output indicators of the given priority axes can be selected.

Characters (including HTMLY: 0 (Limit: 2000}, Words: 0

Additional Qutput Indicators ®

‘ Output Indicator Name ‘
d pase note that they need to have the same measurement unit.
o ©) Remove Qutput
Number of low-carbon strategies invented

at

Output Indicator
{ (®) Update e

.| [Number of low-carbon strategies invented -
by T SshowMore
255 Curacursemaining]  Date Quantity

August v | 2020 0.00

©) Add Output Indicator

Figure 20 Adding output indicators of other specific objectives to the selection

By selecting elements in the dialog, they become selectable in the dropdown.

Output Indicator

Number of strategies and action plans developed and/or implemented for strengthening maobility '

Mumber of low-carbon strategies invented
August = 2020 0.00 Item

Q! Add Output Indicator

Figure 21 Additional output indicators are selectable in dropdown
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Additional text fields

eMS allows to add additional text fields to many sections of the application form.

The configuration can be done either globally by adding text fields, which will then be
visible in all calls, or by adding call specific text fields.

The global configuration is done in the section “Configure eMS”.

Manage translations Welcome Bogusia tukomst

Whole programme
~ @ additionalTIF Q1
v e

v oAl Global label
° EN -
- = "

“A B I U

E
i}
i
u
M
[
il
i

mQ This is my Question A1Q1

Global question visibility

B Save

Figure 22 Global configuration for additional text fields

The configuration for call specific text fields can be done in the call specific
translation tree (in the call management - “Manage Multilanguage for call”).
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Manage translations

Call Minimum Option Call

» @ ‘reporting
~ @ addicionalTIF
ve
e
e
.
®Q:
o1
Q2
mo3
veo

» @ application

» @ applicationcreation
» @ automessage

> @ call

» @ changerequest

Q1
Global label
EN

Global question visibility

Call specific question visibility = -
Callnr. 1 label
EN
“A B I U asx, x°| 4 4

B Save

Figure 23 Call specific configuration for additional text fields

39

Welcome Admin eMS!

Characters (ncluding HTML): 0 (Limt: 10000), Words: 0




BOOKMARK PROJECTS

iINIEKdAdGWe -

Bookmarking projects

Every user is able to bookmark a project, i.e. mark it for easier and quicker access.

How to bookmark a project

Projects can be bookmarked by clicking on the corresponding item on the left side
menu in an opened application form. The same applies for removing a bookmark.

*

*

]
Lr]

(B (i) (%

5]

Sawve As Pdf File

Generated Files
Project History
Attachments
Lead Partmer
Bookmark Project
Toggle Tree
Contacts

Help

Exit

®) Repaorting

0 Logout

¥ [(Cane

=)

%) (@) @

Je

Sawve As Pdf File

Generated Files
Project History
Attachments

User Management

! Unbookmark Project

Toggle Tree
Contacts
Help

Exit

&) Logout

Figure 24 Bookmarking and Unbookmarking Projects
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Browsing bookmarked projects

Bookmarked projects can be accessed by clicking the corresponding item on the left
side menu of the main page.

U Dashboard
B Mailbox
B Generated Files

# User Account

) Iy Applications

(&) Bookmarked
= Applications

Figure 25 Bookmarked Applications

A list of the bookmarked projects will appear.

Bookmarked Projects
Projectia o Subprogramme 3 Name Agonym 2 o s Enac Leaa Partner Lp Nationaity & caie Specfic Objectie & Project State ¢ ERDF Al S

View Proje:
O

Reporting

e307 coco 2) vien
2% = 0 3) v
£ fapartin

B) view

Te307 000 o

eoortng

207 €00 Bl view
me307 €000 BV
o307 com B)v
P29 ou— €0 2)v
223 com B)v

8) Bxport Az iz

Figure 26 Browsing the Bookmarked Projects
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Project Idea
This module serves for posting and sharing project ideas with the purpose of finding
partners or provide inspiration for others.

How to insert a project idea

Needed user rights / privileges
In general, all the users could be able to see and share project ideas. However, they
need to be assigned the following privileges:
e For viewing the list of project ideas, privilege SHOW_PROJECT_IDEAS is
required.

e The user who wants to post a new idea needs to be assigned the privilege
CREATE_PROJECT_IDEAS.

Inserting Project Ideas

For viewing project ideas, you need to navigate to the left-side menu section “Project
Idea”.

?) Project Idea

) Logout

Figure 27 Project idea menu item

After selecting the “Project Idea” menu item you will be redirected to the Project
Idea Overview where you can see other ideas and also insert your own ideas.

«  (of1) | »
Action

Ideat m) Edic
« | (1of1) | =

©) Add Project Idea

Figure 28 Project Idea Overview

When creating new project ideas you can fill in the name and description, specify
whether you are looking for partner, describe partners and potential partners, etc.
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Creating a project

Based on the idea, you can easily create a project by clicking the “Create Project”
button at the bottom of the Project Idea page.

rusLarn Luue iy
1234

Contact Person Name

- ; i Create Project L

Contact Email N

psasa call

Minimum Option Cal |
y P Continue

+) Create Project B8) Save 8) Back

Figure 29 Creating a project from a project idea

Afterwards, you are only required to select a call and all the information (including
details on partners) previously saved as project idea will be directly copied into the
new project.

Searching for partners

If the checkboxes “Publicated” and “Partners Needed” are ticked, the Programme can
publish the provided information on its website to allow potential partners to search.

There is currently no possibility in eMS to directly search for potential projects. A link
to an external website has to be implemented by the programme.

Specific Objective

Conservation and development of heritage | ~
Publicated

v

Partners Needed

L

Partners From Nuts

Available Nuts Selected Nuts
CESKA REPUBLIKA (CZ) ALBANIA (AL)
HRVATSKA (HR)

ACTCDDOI U FATY

Figure 30 Searching for partners

43



HANDOVER
iINITERKdAdGe -

Handover application to the lead partner

Handover application to the lead partner

Lead applicant handover to the lead partner

After a project is approved and before it can be contracted the lead applicant needs
to hand the project over to the lead partner. This step in the workflow is optional and
can be turned off for the entire programme (cannot be turned off for single projects) -
for details please see below.

After the project is approved, the next time the lead applicant accesses the project,
he/she sees a notification ‘Please hand over the project to the future lead partner’. It
is displayed in the upper right corner of the page.

Please Hand Over The Project ToThe

Future Lead Partner

Figure 31 Handover notification

The lead applicant needs to access the Handover menu item, by clicking on the left
side on the section “lead partner”.

-

&) Save As PdfFile
2] Lead Partner

M) Bookmark Project
&) Toggle Tree

?) Help

®) Copy Project

+) Exit

Figure 32 lead partner menu

The lead applicant needs to indicate a user name of the future lead partner. The user
needs to be already registered in the eMS. It is possible to indicate his/her own user.

Hand Over Project

Prospective Lead Partner

Active Lead Partner

Nao Lead Partner User Defined

+) Declare As Lead Partner

Figure 33 Handover
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The handover needs to be accepted by the JS, only then it is valid. If it is accepted,
the project changes its state to “Startup” and the lead partner can fill out the
Supplementary Information section.

Acceptance of lead partner by the JS

In order for the Handover to be valid, the JS needs to accept the proposed lead
partner. Any user having a privilege ‘JTS’ can access the list of handed over projects
waiting for approval under ‘Handing Over to LP’ menu item.

+» Handover And Contracting

) Approved Projects

i) Reserve List

i) Handing Over To LP

m, Contracting

i Contracted

=

Finalizing

B

Finished Projects

Figure 34 JS handover view

The JS can see who the lead applicant was and who is proposed as a lead partner user.
The JS can accept or reject the lead partner.

o Proposed User

For Lead Partner Proposed By & Lead View
& Partner 2
. Project
Decision
chrwerne3 (2 chrwerne - = B View
pamperl (2 claudia = L) View
blukomska2 (P blukomska |—~ bt L View

Approved

Rejected

Figure 35 Accepting the lead partner by JS

If the JS rejects the proposed lead partner, the entire Handover process needs to be
repeated. The lead applicant needs to propose a different user and request approval
by JS.
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Figure 36 Acceptance by JS

After acceptance the lead applicant (if not appointed a lead partner) loses access to
most functionalities of the project. It only keeps read-only access to the version of the
Application Form valid at the moment of Handover. The lead applicant has no access
to the reporting dashboard, cannot see supplementary information and project history
or modification requests.

Skipping Handover

Some Programmes want to skip the Handover as obligatory step in the workflow. It can
be deactivated for the entire programme, cannot be skipped for single projects.

The configuration file “programme.properties” contains a configuration
automaticHandoverTolLeadPartner. If this is set to “true”, the handover is skipped for
the users. Technically the system automatically hands over the application form to the
same user as the lead applicant.
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Contracting
Logged in as “ADMIN” or as a user with the privilege “MG_CONTRACT”, you can enter
contracting in the section “Handover And Contracting” - “Contracting”.

Approved Projects

Reserve List

L]

L]

i) Handed Over To L P
) Contracting

]

Contracted

Then you have to choose a project to contract by clicking on it. On the left side there
will be the section “Application And Contract”. By clicking on “Subsidy Contract” you
will enter contracting.

A Subsidy Contract

Supplementary
Information

How to manage contracting

In “Subsidy Contract” you will see an overview of the project identification, list of
partners and some important budget summary tables. You can also enter a comment in
the text box and in “Body Issuing The Subsidy Contract”.

It is also possible to print the subsidy contract. After clicking on “print” an html form
of the contract will show up. This form can still be modified before clicking on print

again and creating the contract as pdf.

& print (@) save @ Approve Contract

By clicking “Approve Contract” and confirming it, the project receives the state
“Contracted”.

Projects which are contracted are listed in the section “Handover And Contracting” >
“Contracted”
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Approved Projects
Reserve List
Handed OverTo LF

Contracting

B (B B B B

Contracted

How to change/adapt the contract template

The contract template is (like any other template in eMS) based on Apache Velocity.
Please check out the “Adaptations” chapter for more details.
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Supplementary information
Supplementary information represents a way of providing additional data by a lead
partner.

How to insert supplementary information

Needed user rights / privileges

The user who wants to add supplementary information needs the privilege
MG_STARTUP. The user might insert additional information after being approved as
lead partner.

How to insert supplementary information

Supplementary information may be filled in by a lead partner after LP is confirmed by
a JTS. For inserting supplementary information you need to navigate to the section
“Application And Contract” > “Supplementary Information” in the left-side Menu.

Supplementary information enables inserting data concerning Project Management,
Bank Information, FLC, User Assignment and Documents.

Supplementary
Information

i) Project Application

Regquest Modification

Figure 37 Supplementary Information

The supplementary information section is not locked. The lead partner is free to
change the information at any time.
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How to see and approving changes done in the supplementary information

As the lead partner is always free to change the data in the supplementary
information, eMS allows seeing the changes.

In order to trace what was modified, the JTS can see in a comparing view, which
elements have been changed. Changes can be confirmed by the JTS directly in the
particular section.

ReportingTest1.2 1TP277 Show Mare Supplementary Information

Project Management Bank Information FLC State Aid User Assignment Outputs Codes Partnership Agreement
Procurements Above The Thresholds

©) View Changes  (v) Confirm Changes Compare Changes x

Changes In Bank Informatian

@Bank Information

ofthe Bank nteract Bank Test

Bank Information

Bank Information Of The Lead Partne

Name Of The Bank @Bank Data
|
Interact Bank Test

t Number [r#esareon

E-mail Address

nUTS 0
CESKA REPUBLIKA (CZ)

Uploads

Figure 38 Compare changes and confirm
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Hiding not used forms for lead partner in supplementary information

The eMS allows to configure, if the lead partner has access to certain sections of the
application form. This configuration hides the respective forms. For example this
might be useful in case your programme has a centralized FLC. You might not need the
FLC section then.

The configuration can be done in a configuration file “programme.properties”
setting the following configuration elements:

by

#Project Management
subLP_PM=true

#Bank Information
subLP_Bl=true

#FLC Requests
subLP_FLC=true
#User Assignment
subLP_UA=true
#Documents
subLP_DC=true

Setting the properties to “true” makes the respective elemens visible for the lead
partner, “false” hides them. All other tabs are not ment to be used by the lead
partner - only privileged users should get access.

Access restrictions for privileged users

Each section in the supplementary information has read and read/write privileges,
which can be assigned to user roles.

Project Management Bank Information FLC

Procurements Above The Thresholds

State Aid User Assignment Outputs Codes Partnership Agreement Additional Information

SU_AI_R Additional Information read access
SU_AI_W Additional Information write access
SU_BI_R Bank information section read access
SU_BI_W Bank information section write access
SU_FLC_R FLC section read access

SU_FLC_W FLC section write access

SU_OU_R Output trail section read access
SU_OU_W Output trail section write access
SU_PM_R Project management section read access
SU_PM_W Project management section write access
SU_SA_R State aid section read access

SU_SA_W State aid section write access

SU_UA_R User assighment section read access
SU_UA_W User assighment section write access
SU_CO_R Codes section read access

SU_CO_W Code section write access
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Sections available to the lead partner

Project Management

Project Management includes information concerning Project Manager, Financial
Manager of the Project and Communication Manager of the Project. Details on partner
institution and accredited person responsible for the particular position are to be
provided in these sections.

Project Management

'/ Strest #  House Number ¢

NN

Figure 39 Supplementary information concerning Project Manager

Bank Information

Bank information includes details on the Bank of the Lead Partner 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.

FLC

Supplementary information contains details on the contact person of the FLC
institution as well as the name and full address of the FLC.

User Assignment

The User Assignment section enables the Lead Partner to assign specific user(s) to all
project partners. Only users assigned to a PP are allowed to create and submit reports
for partner reports.

Documents

In the Documents section, the location of the official project documentation has to be
provided. This information can be entered by a partner.
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Sections available to the authorities

State aid

In case of state aid, the authorities can make notes and upload documents. These
notes can be added per partner.

Project Management Bank Information FLC m User Assignment Qutputs Caodes Documents

Partner 1 Group of Archeologists - LP +

State Aid 1

’ ’
U , ! L7 BERO ] B -
v
2 O -
ype Of Enterpris 2 To Ad w
o Mediu P -
s v
+) Upload
Attachments Upload Date Uploaded By Flletype

Figure 40 State aid
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Outputs

The authorities (usually the JTS) can make notes on the outputs of a project. For
example, they can add the address of the output, upload attachments or mark the
output as available in the final version.

Here they can mark an output as being publishable. eMS does not publish outputs
automatically. But external systems could use this information and e.g. provide the
output on the programme website.

Outputs

Output T1.1.1 -

+) Upload

Figure 41 Outputs
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Codes

The codes section needs to be filled in by the authorities as well. Here the different
categories of intervention are visible. The different dimensions of codes are visible.
Only the codes are visible, which have been selected in “Manage Programme” under
the priority axes.

Codes
Partners
Partners Nuts Fund
Group of Archeologists Wien (AT130) ERDF
Hrwvatski restauratorski zavod Istarska Zupanija (HRO36) ERDF

Priority Axis: Environmental Protection

Dimensions
Dimensions |
Research and innovation processes in large enterprises
Generic producrtive investment in small and medium -sized enterprises ('SMEs)
Dimensions T

Large Urban areas (densely populated =50 000 population)

Small Urban areas (intermediate density =5 000 population)

Dimensions M
Other integrated approaches to sustainable urban development

Integrated Territorial Investment — Urban

Dimensions F

MNon-repayable grant

Figure 42 Codes
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Partner Report

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.

Access a partner report

Needed user rights / privileges

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.

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 (for more information please see chapter ‘User creation’). Each partner can
have multiple users and they will all have the same access to the partner report.

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.

iterreg E TP353

demo

User For Partner LP1english1
New User

User For Partner PP1
New User Assigned User

Figure 43 Partner User assignment - Supplementary Information
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User privileges that can be especially useful for reporting by project
partners include:

R_FINANCE_REPORT_DETAILS_PROCESSING; gives access to the right-hand side of the
financial report (see below)

R_FLC_CERTIFICATE; allows viewing of the finalised FLC certificate

SU_XX_R; SU_XX_RW; provides write and/or read access to individual tabs of the
supplementary information. XX is a placeholder for abbreviations of supplementary
information tabs such as ‘SU_PROCUREMENT_RW’, which provides read and write
access to the public procurement tab.

All privileges need to be assigned to the ‘applicant’ role.

Generating partner reports

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.

miterreg H TP353 | showtors Welzome Chrwerne3Firstname Chrwerne3Lastmame
demo

Select Role
)

Project Reports
eriod 105.05.2015 - 05.05.2016

eriod 206.05.2016 - 31.12.2016

[
Report 05.05.2015 05052016 Reportin Progress | InProgress €000 | (B,
3
Period 3 01.01.2017 - 05.05.2017

N - Partner Reports

1-LP1english1 - LP1

electronjc
monitoring
system

PLOT) eriod 206.05.2016 - 31.12.2016

5
p
3

B Repart21 | 06082015 3112200 Rep
; 3
p_

eriod 105.05.2015 - 05.05.2015

eriod 3 01.01.2017 - 05.05.2017

Figure 44 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. Older versions of the application form are
available in the ‘project history’.

57



PARTNER PROGRESS REPORT
inTerac. H

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

Note

Lead Partners must create their own partner reports as ‘PP’, not as ‘LP’. The LP role is
exclusively for creating ‘Project progress 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.

miterrey Testv13_1 The Jungle Book  1TP353 [ ShowMore Reports

eMSdemo

@) Project

7 | Supplementary Information

* ) Exit

2 - PP1 - PP

? ) Help
Contacts

Period 1 05.05.2015 - 05.05.2016

[

Period 2 06.05.2016 - 31.12.2016
Q17 - 05.05.2017

) Logout

EN - B Partner Living Tablas

Figure 45 ‘Select role’ drop-down and create new report

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

! This is a rare case but possible in test environments or in case of TA institutions (e.g. JS user is

a TA project partner and JS at the same time)
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Period 129.04.2016 - 29.04.2017

Report 1.1 29.04.2016

Period 230.04.2017 - 29.04.2018

30.04.2017

8-29.04.2019
Report 3.1 30042018
Report 3.2 30042018

Period 4 30.04.2019 - 29.04.2020
Report 4.1 30.04.2019

&) Partner Living Tables

Figure 46 - Partner report number showing reporting period and report number

Attention

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

It is possible to delete a partner progress 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 left. All users assigned to the partner are able to create and to delete a partner
report.

Interreg E
demo

| i} SAVE REPORT
™

@) Partner Finance Report

iy =d Report

@) Delete Report
i - orm

1) Supplementary Information

&) Print Report

Figure 47 Deleting partner reports

Lead partners can view reports of all project partners, once they have been created by
the partner. Lead partners can view also not submitted partner reports.
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Select Role

Lp =

Project Reports

Report Roportstart | ReportEnd | state | Date Of Prject sbmisson _Total Expenitures

Period 1 09.06.2016 - 09.06.2018

Report 1.1 09.06.2016 05.06.2018 Report Submitted = 09.06.2016 £2150.00 P )

Figure 48 To view partner reports, lead partners need to select the role ‘lead partner’.

In case the lead partner wants the right to also edit and submit partner reports, the
lead partner user must be added to the partner as a user in the user assighment of the
supplementary information.

‘ Project Management Bank Information FLC User Assignment Documents Partnership Agreement ~ Procurements Above The Thresholds

User For Partner AT cooperation agency

New User (+) Aga Assigned User (=) Remove

mauhilda

User For Partner Croatpartner

New User Assigned User [ r—

CroatPartner

User For Partner Albanian Partner
New User assigned User

AlbPartner

=) Remove

Figure 49 To edit partner reports, lead partners need to assign their user in the ‘user assignment’
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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 and are in
line with call setup of the AF (see below for examples).

List Of Expenditures Contribution And Forecast ~ Attachments

Figure 50 Partner report - Sections

‘Partner report’ Tab

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’).

To provide information on specific outputs, please select each applicable output from
a drop-down which lists all outputs included in the AF. It is possible to upload
documents for each output under ‘Output evidence’.

Partner Report List Of Expenditures Contribution 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 periad and how this contributed to other partners’ activities, outputs and defiverables delivered in this reporting period

clers (including HTMLY.0 {Limit: 2000}, Wards: 0

Project main outputs delivered
Please select cutputs deliversd in this reparting period you contributed to and explain in what way.
Qutput
Tite Arachments

T1.1 My Output T1.1 v (#) Output Evidence

Explanation

Filename Filetype Date Uploaded By Options
cacters Romaining] No records found.

(@) Remave

Figure 51 Reporting on activities - summary and description of outputs
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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

Target Group Target Value 00
Target Group Target Group Reached Description
infrastructure and (public) service provider -
Target Value Reached
0.00 2000 Craracters Remaining
©) Remove
Target Group Target Value 00
Target Group Target Group Reached Description
higher education and research ~
Target Value Reached
0.00 2000 Craramers Remaiing

©) Remove

m
©) Add Targetgroup

Figure 52 Reporting on target groups - Open fields by pressing ’Add Targetgroup’

Below you can report on individual work packages. The list of work packages depends
on the work packages included in the approved application form. The example report
shown below has the work package management and one implementation work
package. You will see all work packages, even if you have not been assigned to a work
package in the AF.

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.

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

Reporting per Work Package
M Management (05.2015 - 05.2017)
Current Expenditure Expenditure 5o Far
€0.00 €20228095
ibe your contribution to the activities carried out in this reporting period If applicable, please describe and justify any problems and deviations including delays from the work plan

presented in the application form and the solutions found

255 Characters Remairing
Please choose deliverables you have contributed to and describe your contribution.
Wo pacocds fonnd

(@) Add Deliverable

T1 My Implementation 1 (05.2015 - 05.2017)

Current Expenditure Expenditure So Far
£0.00 €0.00
Please describe your contributien to the activities carried out in this reporting period If applicable, please describe and justify any problems and deviatiens including delays from the work plan

presented in the application form and the solutions found

255 Characters Remining
255 Characters Remaining

Please choose deliverables you have contributed to and describe your contribution.

D.T1.1.1 - My Deliverable T1.1.1
Deliverable Description Attachments
4/ Deliverable Evidence
255 Characaers remsining
© Remove Filename Filetype Dste Uploaded By Options

No records found.

Figure 53 Reporting per Work Package - add deliverable by pressing ‘Add deliverables’
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List of Expenditures (LoE)
Partner Report Contribution And Forecast Attachments

Figure 54 Navigation bar - List of Expenditures

Financial reporting is done through the List of Expenditures (LoE) section. Every
programme can decide how detailed partner financial reporting in the eMS should be.
The minimum required by the system is reporting per partner/period/work package
and budget line. The system however supports also reporting on a single invoice level.
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.

Functionalities of LoE depend on the call setup and application form. If in the call the
programme allows the use of flat rates, lumps sum and/or standard scales of unit
costs, related fields will be activated in the LoE.

Budget Settings

+*| Cofinancing Source Fields < + Budget Enable Flatrates >
Budget: Enable Office Flatrates Only « Budget Enable In-Kind Contribution
+| Budger: Enable Co-financing Source +| Budget: Enable Fund Summary
+ Enable Individual Periods + Budget Allow Individual Staff Subbudgetlines
' Budget: Allow Individual Office Subbudgetlines Budget: Allow Individual Travel Subbudgetlines
+| Budget: Allow Individual Expertise Subbudgetlines Budget: Allow Individual Equipment Subbudgetlines

+| Budget: Allow Individual Investment Subbudgetlines + Bud, Allow Individual Net Revenue Subbudgetlines
+| Budget: Amount Per Unit +| Allow Private Partners
Enable Assimilated Partners ndicative Budget Section

Fixed St=f

+*| Standard 5

es Of Unit Cost Invoices | Lump Sum Invoices

Consider Marketing Cost Use Simplified Budget
Max Flatrate Staff Manx Flatrate Cffice

20% 15%

Figure 55 Call setup - cost types

If the call options ‘Standard Scales of Unit Cost Invoices’ and/or ‘Lump Sum Invoices’
are activated in the call setup, the system will propose the appropriate input forms.
‘Real cost’ is always available.
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Partner Report Contribution And Forecast Attachments

List Of Expenditures
Budget Line £ WP £ Int Ref No < Inv Mo € Inv Date Paym Date ¢
Options

Ma Match Found

0) Export @) Save Columns | Columns| =

&) Add Standard Scales Of Unit C-::::)

Figure 56 List of Expenditure - cost types

Real cost items

After clicking on ‘Add real cost’ a pop-up appears, where the system asks you to give
basic information on the cost item. It is necessary to allocate each expenditure item
to one budget line and one work package. It is also obligatory to indicate ‘Total Value
of Item in Original Currency’ and ‘Declared amount in Original Currency’. Other fields
are not obligatory by default and can be left empty. A programme may decide to
oblige partners to fill out other fields by adding a validation plugin which is called
each time Partner clicks on ‘Add’ button.

The ‘Purchase of Land’ tick box is optional and is visible only if a call option ‘Enable
Purchase Of Land’ is activated.

It is possible to upload one or multiple attachments to each of the expenditure items
by clicking the ‘Upload’ button. Once a button is clicked, a dialogue box is shown
where it is possible to upload different items. Starting from eMS version 3_1.0, the
uploaded files are always visible in the dialogue box, not only in the List of
Expenditure. It is also possible to download all the attachments related to one
expenditure item at once, using ‘download all attachments’ option.
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MNumber
- | Invoice Date

Date Of
Payment

currency

Total Value Of
Itermn In Original
currency

VAT
Declared
Amount In

Original
Currency
Expenditures
Outside (The
Union Part Of)
The
Programme
Area?

In Kind

(#) Upload

EUR-EURD | ™

1000.00

0.00

1000.00

2000 Characlers Rermaining (2]

Partner Comment

2000 Characies Rernaining

Uploaded

‘ Tableplate.doc (blukomska, 09.06.2016)
Download all attachments

Figure 57 uploading/downloading attachments in the List of Expenditure

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 into the pop-up. Please see below ‘Currency exchange’.

1%

Edit Expenditure

Budget Line
@ Work Package
g Internal
Reference
Number

Invoice
an| Number

Invoice Date

| Date OFf
Payment

currency

Total Value Of
Item In Original
Currency

VAT

Declared
Amount In
Original
Currency
Expenditures
QOutside (The
Union Part Of)
The
Programme
Area?

In Kind

Partner Report 1 Period 3 List of Expenditures

External expe =
M managem: *
1

1

05.06.2016
21.06.2016

EUR-EURO |~

1 000.00

500.00

500.00

Description

1844 Char aclers Remaining

Description2

dolor sit

1514 Characters Remuining

Partner Comment

1674 Characiers Remaining

Figure 58 Adding Expenditures - Real Cost
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Flat Rates

If you have Staff cost and/or 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.

Attention

It is not possible in the eMS to have flat rates for Staff Costs without also having flat
rates for Office and administration! Staff cost flat rates should be based on project
direct cost and in case Office and administration is reported on real cost basis it can
include both direct and indirect cost and the system cannot calculate Staff costs flat
rate.

Technically, the system adds artificial flat rate invoices per Work package, calculating
the flat rate percentage from inputs in other relevant budget lines.

Please note, it is not possible to add real cost invoices to budget lines covered by flat
rates. It is also not possible to modify the amount claimed based on flat rates (neither
by project partner nor by any of the authorities verifying the report).

And Forecast Attachments

Contribution

List Of Expenditure

Seq No ¢ Budget Line £ Wp < Int Ref No % Inw No & Inv Date & Paym Date &

Staff costs F Preparation

2 Staffcosts M Management

3 Siaff costs

T1 Implementation 1

Office and administration

2 Office and administration

3 Office and administration

P Preparation
M Management

T1 Implementation 1

1 | Travel and accomodation

2 | Travel and accomodation

1 Equipment

1 Investment

0) Export (@) Save Columns | Columns| «

M Management

P Preparation

M Management

T1 Implementation 1

Figure 59 Adding Expenditures - Flat rates

Lump Sums

65887

If lump sums are activated in the call setup, the ‘Add Lump Sum’ button is available in
the List of Expenditure. After clicking on it, a relevant pop-up appears. You need to
allocate the lump sum to a budget line and work package and indicate the declared
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lump sum in EUR. Other fields are not obligatory to be filled out. Similarly to real cost
input form, there can be a validation plugin installed which is called when ‘Add’
button is clicked.

Edit Expenditure x

Partner Report 1 Period 3 List of Expenditures
Budget Line Traveland ad « | [ Description?
Work Package Lorem ipsum dolor sit amet,
M managemigy consetetur sadipscing elitr, sed diam
Internal - nonumy eirmod termpor
Reference <
0 Number
Declared Lum)|
SumInEUR P 50000.00 1514 Charsctess Resmaining
Expenditures Description2
Outside (The — -
Union Part Of) Lorem ipsum dolor sit
The
Programme
Area? 1579 Characters Remaining
In Kind Partner Comment
Lorem ipsum dolor sit amet,
consetetur sadipscing elic
1946 Characlers Resnaining
+) Upload
Uploaded
Mo records found
Q) Add
-
i »

Figure 60 Adding Expenditures - Lump Sums
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Standard Scales of Unit Costs

If standard scales of unit costs are activated in the call setup, an ‘Add Standard Scales
of Unit Costs’ button is available in the List of Expenditure. After clicking on it, the
relevant pop-up appears. You need to allocate costs to a budget line and work package
and give the unit cost in EUR and number of units. Declared amount in EUR is
calculated automatically. Other fields are not obligatory to be filled out but there is
additional field ‘Definition of Unit’ applicable only to ‘Standard Scales of Unit Costs’.
Similarly to real cost input form, there can be a validation plugin installed which is
called when ‘Add’ button is clicked.

Report 1 Period 3 List of Expenditures

Budget Line (g Descriptiont
Work Lorem Ipsum
Work Package M managemi * P
Internal
Reference

Description2
Number ptienz
Unit CostinEU o Lorem ipsum dolor sit amet,
R s0.00 consetetur sadipscing
Number Of -
Units =
Declared £
Amount InEU £1.25000 Partner Comment
R -
Lorem lpsum dolor sit
Expenditures
Outside (The
Union Part Of)
The -
Programme Definition Of
Area? Unit
In Kind Lorem ipsum dolor
+) Upload

Uploaded

No records found

Figure 61 Adding Expenditures - Standard Scales of Unit Costs

Additional options

In the LoE you should mark any expenditure spent outside (the Union part of) the
programme area. These will be summed up in the appropriate report summary table
and taken over to project and programme statistics. Please note that it is possible to
change this checkbox also during management verifications, if FLC considers it was
checked incorrectly.

If the call option ‘Budget: Enable In-Kind Contribution’ is activated, the relevant
checkbox is available in the pop-up. In case any of the expenditure is financed as in-
kind contribution, it should be marked in the pop-up when adding the item.

If the programme allows for purchase of land to be eligible cost and the call option
‘Enable purchase of land’ is activated, additional checkbox ‘Purchase of land’ will be
available in all the input forms.
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Edit Expenditure
Partner Report 1 RLP Period 2 List of Expenditures

Budget Line Description?

Work Package -

Internal
Reference
MNumber
Invoice
MNumber

Invoice Date

Description2

Date Of
Payment

Currency EUR - EURO | ~

Total Value Of
Item In Original
Currency

VAT

Declared
Amount In

Qutside (The
Union Part Of)
The
Programme
Area?

In Kind

Partner Comment

2000 Char acLers Rernaining

Figure 62 additional options in the List 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). This was already possible previously but feature is hard to

detect.

TA CB367 | ShowMore Partner Report

Pariner Repert List Of Expenditure Attachments  Forecast
List Of Expenditure <::I
Seq ho & Budget Ling Wp S Int Ref Mo &
1 Siafcosts M Masagerment [
2 Siel conis M anaguemen [ 0]

Figure 63 Scrolling the LoE

Currencies other than Euro

b Dale & Paym Date &

IINDON M

FIRTEC T T

Amounts introduced into the eMS in currencies different than EUR will automatically
be re-calculated into EUR based on available exchange rates of the European

Commission

(http://ec.europa.eu/budget/contracts grants/info _contracts/inforeuro/index en.cfm).

69


http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm

PARTNER PROGRESS REPORT
iINIEKdAdGWe

BUHOFLAN UNGN

The system recalculates the amounts several times - first time when the expenditure
item is created and each time it is modified before submission. The value is updated
when clicking on ‘check saved report’ and once more 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 is the
valid one.

Skipping work packages in reporting

With eMS version 3_2 eMS contains an option to not use work packages in the financial
reporting. Programmes can decide per call, if project partners need to assign
expenditures to work packages, or if they are only linked to the partner and the
budget line.

Technically (invisible to the user), the software links all costs to the management
work package.

Enable lump sum preparation cost - Does not go through Flc

Enable advance payments to projects

¥ Do not use workpackages in financial reporting

Max ﬁatrate S:a#

20%

In the popup for the list of expenditure, the dropdown for work package selectin is
hidden.

@ Budget Line + [ Descriptiont
rmal Reference Number
" v

Date Of Payment

Currency e Partner Comment

Conversion rate
Total Value Of Item In Original Currency
vaT

Dedlared Amount In Original Currency

Declared amount in Eur

xpenditures Outside (The Union Part Of) The Programme

+ Uplosd

Uploaded

O add

As well all overview tables showing expenditures per work package (and other
dimensions are hidden.
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Contribution and Forecast

Partner Report List Of Expenditures Attachments

Figure 64 Navigation bar - Contribution and Forecast

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.
Moreover, in case of in-kind contribution, you are requested to specify the in-kind
contribution.

Report Forecast

Estimated Expenditure

Description

Figure 65 Spending Forecast

The system calculates the total In-kind contribution reported in the List of Expenditure
(summing up all invoices where the checkbox ‘in kind’ is selected), only the
description should be given by the partner here.

In-kind contribution fields are only visible if the programme allows for reporting in-
kind and the relevant call option is activated.

In Kind Contribution

Total In Kind Contribution
£0.00

Explanation

Figure 66 In-kind contribution

In this section you need to specify the source(s) of partner contribution matching the
ERDF (or other funds). The eMS gives the partner target amount (i.e. the total
contribution calculated by deducting the fund co-financing from total eligible
expenditure introduced in the List of Expenditures). The system proposes the same
sources of contribution as specified in the application form. New sources can also be
added by clicking on the ‘Add contribution’ button.

The total value of contribution from all sources needs to match the target value. The
exact information on sources of partner contribution is necessary to calculate the total
public expenditure at CA level.
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Follow-up Of Partner Contribution

Target Partner Contribution Value
€25000.00

Name Of Contribution ¢ | LegalStatus ¢ | Total Amount Indicated In The Application Form & Previously Reparted &
% Of Total( According To A F) & Current Report Total Reported So Far ~ Percentage Of Total Reported ¢

e public €0.00 €0.00 €0.00 €0.00

Figure 67 Follow-up of Partner Contribution

Attention

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 the target value.

Report Attachments

Partner Report List Of Expenditures Contribution And Forecast _giwEldaintlle

Figure 68 Navigation bar - Attachments

Partners are also allowed to upload additional attachments related to the entire
report. A list of all attachments uploaded in this section is shown here, including
information on who uploaded which document and when.

In order to upload a document, please click on the button ‘Upload’, the upload pop up
will appear.

Attachments

Figure 69 Report attachments.

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
are preparing the report), it is ‘amount to be declared to FLC’. After submission to
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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.

PartnerReport * List Of Expenditures  Contribution And Forecast  Attachments
Partner Report Expenditure Summary
e T Pesartis p—— TN I T T e e e
Cofinancing Budger ByCA) certfed by flg Reported Budget Budger partner(s) By Fic Finance Repart
Total Corancirg corzmm <o o camin 100 cmemrse <zems0 camsn <o
e Of whien €R0F 45725000 ©m cams0 im0 100% 45295750 Qew =m0 com
Patner Contribucon <7000 <o <7750 5750 100% 8593250 <m0 <7750 com
&) corcacs
) ogsic o) Expe
Partner Expenditure Per Budgetline
X FEUTHE Partec Total  Praviously Reported( Cartified |  Currently Reported (amount Total %of Total Total Amour Toat
Budgat ByCA certfied by flc Reported Budget Partnerts) ByFAc Finance Report
electronic €000 5000 000! 000 €15000 00
monitoring <o com om0 oo0% o om0 %
system

Figure 70 Partner finance report

Tables in the partner finance report have several columns on the right hand side that
require a special user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING)_to view.
Users (e.g. project partners) with this privilege rights, can follow the processing of the
reports through JS, MA and CA.

5 Left hand side Right hand side
Partner Report Expenditure Summary
Currently Total Amount
Previously : S Total Remaining
Programme | Partner Total eported( o Total %60f Total Remaiing | Tl Amount:| T ”“’e“d";y’" forkatetin ) foxe) "“WB’;' o o e rrectay | Declared But  Total Amount Budget
Co-financing Budget cemfiednyc TR Reported Budget Budget e e i W"J‘;“’ petd ooty Found In Pipeline Including
A o e Ineligible Pipeline
e o 4972000 2000 camm2%0 2429250 100% cam9750 26750 €220250 2000 <000 <000 <000 <8500 c25925% <4p465750
b 43725000 <o caso caso 100% s 267750 cazs0 a0 oo <000 com caso0 25250 casass7s0
Pertner
G ca7 7000 <o s €75750 100% cosm250 can2s0 5750 <o 0w <o <om <1500 cas7s0 co7ams0
o) Export
Partner Expenditure Per Budgetline
" Currently Total Amount
Previously Total Remaining
Sudgetine | PamnerToml | Reported ookt Total %6of Total Remaining | TATOUN T Aoy el by | e | ey | DedaredBut  Total Amount Budget
& Budget centfiedByc  JHCdY Reported Budget Budget o rm" e (Bt i% P o °"°"Q Four In Pipeline Including
A o ot Ineligible Pipeling
St costs €30000000 com <1000 100000 0% <29900000 €315000 100000 om0 <o <o com o €315000 <29685000
Ofticn anet

Figure 71 Partner finance report. The left side is visible to project partners, the right side is only
visible with the user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING).

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 submisison) by clicking ’Check Saved
Report‘ in the left-side menu.
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interreg @

eMSdemo

W) Application Form

1) Supplementary Information

&) Print Report

Figure 72 Checking Saved Report

When clicking on ‘Check saved report’ a validation plugin is called, where programmes
can set different validation rules to make sure that the report follows the programme
rules. In case some of the rules are not fulfilled, an error message will appear and the
partner needs to correct information.

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.

interreg H

eMSdemo

Q SAVE REPORT

i) Application Form

1) Supplementary Information

&) Print Report

Figure 73 Submitting checked report

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.

1 - AT cooperation agency - ATCoop

T e O e e e

Period 109.06.2016 - 09.06.2018

Report 1.1 09062016 09.06.2018 | Report FLC Certfied 03.06.2016 Period 1 Project Report 1 Report submitted, FLC certified and included in submitted project report ‘

Report 12 09.06.2016 09.06.2018 | Report Submitted 27.06.2016. Not Certified | Report submitted but not yet FLC certified

Period 2 09.06.2018 - 09.06.2018
Report2.1 09062018 09.06.2018 | Report FLC Certfied 05.06.2016 Notinduded |  Report submitted and FLC certified but not yet included in submitted project report «

Period 3 09.06.2018 - 09.06.2018
Report 3.1 09.06.2018 09.06.2018 Report Submitted 09.06.2016 Not Certified ]
Period 4 09.06.2018 - 09.06.2018

Reportd.1 09.06.2018 09.06.2018 Report Submitted 13.06.2016 Not Certified

Period 5 09.06.2018 - 09.06.2018

Report 5.1 09062018 09.06.2018 [Report n Progress In Progress Not Certified | Report not yet submitted to FLC

@) Partner Living Tables

Figure 74 Reporting overview - partner reports in various stages
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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.
It is however possible that the JS opens another report for the partner, even if there is
already a report open.

Figure 75 Reporting overview - After certification of reports by FLC, a magnifying glass appears to the
right of the reports to access the FLC certificate.

Partner living tables

Partner living tables are financial tables at the partner level that summarise 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.

2 - Croatpartner - Croatpartner
i e e
Period 1 09.06.2016 - 09.06.2018
Report 1.1 09.06.2016 05.06.2018 Report Submitted
Period 2 09.06.2018 - 09.06.2018
Report 2.1 05.06.2018 08.06.2018 Report In Progress

Period 3 09.06.2018 - 09.06.2018
Period 4 09.06.2018 - 09.06.2018

i |
) Partner Living Tables

Figure 76 Accessing partner living tables

Like financial table of the partner reports, the wuser privilege
R_FINANCE_REPORT_DETAILS_PROCESSING is needed to view the right hand side of the
living tables. Users (e.g. project partners) with this privilege rights, can follow the
processing of the reports through JS, MA and CA.
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Partner Expenditure Summary

i wuzy
programme  PartnerTotll | Repo g
Co-financing U Centifiedpyc | (tof3l “'M""wt
) e

Toual

e a0 oo s
orwmich
o 28228500 o emss

€4981500

Partner
) Export

Partner Expenditure Per Budgetline

Previously p'“'“‘f("’
PartrerTotal | Reported( o
Budgetine ; (total amount
‘Budger centfedpyc | 5 ameun
o partners)
St conts £3400000 €00 esx
e and 810000 <00 con
adminatration
T s com| o
Excermol
expertise and €5000000 oo o
servces
Eruipment £5000000 €00 e
— oo Fersy o
Total c3m2 10000 <o ena

(1)

€000 cas cas6

Reported
€528
cors

1643

cam
caso

€n23

. Total Amount

T T e
o ememn om
e memn com
e emmn e

siof Total
Budget

Remaining
Budgst
5300474

cBose

ensasssy

€30000.00
€8333008
000

€332067.61

Total Amount
Dedlared By
Partneris)

€as0

caco

Total Amount §
TowlAmount | includedin | Total Amount | TotlAmount | Totlamount o T L Remaining
EERLELG m “’F"r‘“’l ot SO s Found In Pipeiine Including
Ineligible Pipeline
Report
c1ass om0 om0 com com cam e cmmis
c1ass o0 a0 o0 com cam e cmmis
s om0 com com com cos s canmase
Total Amount
Total Amount | inciuded i | Total Amount | Toral Amount | ToralAmeunt | oo SL o amou utgers
EELLE Gt “"’“J’;"“" bt || Gl Found In Pipeiine Incluging
Ineligble Pipeiine
e €00 €00 om0 com cos €oss 5300947
com <00 <00 o oo oo coos caomssz
1910 €00 €00 om0 com e2e7 exs0s €oaseass
como0 o0 a0 com com com com €s000000
€os0 €00 o0 om0 com om0 om0 €5000000
€omo o0 o0 o com com com oo
enae oo oo o0 <om cam exser cxmein
€000 €000 €000 <000 €000 €000 €000

Right hand side

Mt Revenue €000 2000 €000 €000 000% <000 €a00 €000
) Export

Figure 77 Partner living tables: the left side is visible to project partners, the right hand side is only
visible with the user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING).
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FLC Assignment

General remarks

Countries could have centralised and de-centralised approaches to national controls
(FLC). eMS concentrates on the de-centralised approach, but it can handle the
centralized approach as well.

‘FLC assignment’ in eMS means to assign an FLC Institution and connected FLC user(s)
to FLC Institutions and to project partners. In some programmes this is done by the JS
in others this is done by representatives of the member states or a mix of both. In the
eMS FLC assignment depends on the user privileges.

Currently, FLC assignment works at the level of countries. Therefore, there could be
several “FLC assigning units” in one installation of the eMS.

The general process of assigning FLC to project partners follows these steps:

1) Create a user with the user privilege to manage FLC for one or more countries
(MG_FLC_XX).

2) Enter information on FLC institutions and assign FLC users to these institutions.

3) Assign FLC users(s) to project partners.

Create (country-specific) FLC assigning units

Needed user rights / privileges

For each selected NUTS O region in the setup of the programme (section “Manage
Programme”), the system generates a separate privilege that allows a user to assign
FLCs to project partners of this country.

Available NUTS Selected NUTS

T ALBANIA (AL
OSTERREICH (AT)

~ | BOSNIAAND HERZEGOVINA (BA)
BELGIQUE-BELGIE (BE)
BL/TAPHIA (BULGARIA) (BG)
SCHWEIZ/SUISSE/SVIZZERA (CH)
KYTPOE (KYPROS) (CY)
CESKA REPUBLIKA (CZ)
DEUTSCHLAND (DE)

Wien (AT130)
Oststeiermark (AT224)
s d (AT113)

Niederosterreich-5ud
(AT122)
Wiener Umland/Sadteil
(AT127)

Gyér-Moson-Sopron
(HU221)

Figure 78 Selected NUTS Regions in "Manage Programme"
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The generated privileges follow the format “MG_FLC_NUTSID” where NUTSID is
replaced by the two letter country code (e.g. “MG_FLC_AT”, “MG_FLC_HU”). These
privileges can be assigned to different users (like e.g. JS or NCPs).

Users with this privilege usually do not work as FLC so typically they do not get the
FLC role in the system. They only create and manage FLC units for their country.

Manage FLC institutions

FLC assignment users (below referred to as ‘you’) can create/edit/delete FLC
institutions for their country.

In the same interface (see below), you can assign FLC users to FLC institutions. To
assign an FLC user, the user needs to be available in the system first. To see how to
registering or create an eMS user, please see ‘User Creation’. Afterwards, the FLC user
can be assigned to the FLC institution.

HILSTISYy Bl ‘elcame Admin ews!
persana
Contact
W) Dashbosrd
MName s E-mail Address 7 Telephone 4 EBody Respansible For The Verification 4
@) mailbox
First FLL for AL First_FLC_far_AL@mailinatar.com 123
B Genersted Files
B User Account
Address
Applications
Assessment: First Stap NUTS 0 Ay Street s Housenum ber £
Assessmant ALBANIA (ALY - Firse FLE for AL street 121
Postal Code &
Handover And Contracting Fram All Regians. —
FLT MNUTS 2 £ ?
Albania {ALTT}
@) FLC Institution
HUTS 3 so2
& FLC Azsignment
Albznia (ALIOD]
| bty Project Partners.
M3 Projact Brograss Reports
Attachment

CA Certification
Brogramme Tables + Uploag

Archive

S Mansgement filename  Upload Date  uploaded by  delete

Tl calls 3

5 New Call
5 frogramms Data
FLC Institution User Relationship

2) anage sers
@) tanage Roles
5 Configure ehs

y Mew User Assigned User
&) Manage Checklists
#) Technical Assistance FLOAL

#/ Upload Files For Login FLCT

Project Iea +) A For Assignment
= Remove

Figure 79 Interface for adding FLC institutions and FLC users associated with this institution

Please note that in order to be able to actually fulfil the FLC tasks, the FLC user needs
to have the FLC role with a set of relevant privileges (e.g. FLC). For details, please see
the chapter ‘FLC’.
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FLC assignment

This is the process of assigning FLC users to project partners. Each project partner
should have an FLC assigned to in the eMS before the first partner report is submitted
to FLC.

To do this, you can access a table, which shows all project partners from the country
for which this user has the right to assign FLC (i.e. Austria in the example below).

HILEIrey - ‘Welcame FLCS AT!
* Bersana w e nz]3]e [
) casnoars ProjectID ¢ Project Acronym & call ¢ Priority Auls & Partner ¢ Country ¢ FLC requested by Parter & ey e
user
&) Mailbax
) Ganarated Files 2 ¢ My mew call TA Tranzport | Leo Tolstoy OSTERREICH = - ™ ®
) User Account m ReportingTest1.2 hlaximum call Transport  PP_inside OSTERREICH a2 — = D)
T RO 2an tast1259.testd haxTwithChacklist Emiranmental |, OSTERREICH fIET: C2010 Hiawni mEsta Prahs; first FirstFicinsricution ~ "
Protection Iewel; 2
202 Emn_Bus TugstepCal OSTERREICH s - & ®
s tm2k1stest2 MaxTestCal2_ 011 Emi OSTERREICH fic austris; AT130 Wien; fic sustria & MysecondFLCRrom ™ ®
e 1 hrvatska; HRZZZ Exura-Regia NUTS 3 .
@) Loz s tmIKiStest?  MaxTestCsli2 011 CSTERREICH s MySecongFLCron ®)
fic sustris; AT113 Sudburgentand; fic
105 tmaKiStesl | MaxTesecall2 011 E OSTERREICH e E MySecondFLCFrar = v

Figure 80 Assigning FLC institutions and users to project partners

You first select an institution from the dropdown list ‘FLC institution’. Naturally only
institutions that were created in the previous step are available now in the drop-down.

When selecting an FLC Institution, all the users assigned to this institution are
automatically assigned to the partner.

If you wish to assign just some of the users, you need to de-select the non-relevant
ones in the ‘assign user’ view.

Protection ' |eval; +
Envy_Bus [ e - RE—— — | o
User for Flc Institution %
trn2k15test2 flc au=tria; AT130%
FLEAT flc hrwatska; HRZZ
trn2k15te=t2
FLCT fc hruatska <
B flc austria; AT113 2
m B =
All U=er austria ©
flc au=tria; AT113 2
tmdk15test3 D
dustria &~
8 ok
TTR £
flc au=tria; AT111 ¢
trn2k15testh D
Justria
flc austria; AT111 ¢
trndk15te=th .
austria &
N o
el 264 I;:stltutlun 1. AT13
4 |
KaGa Istmptest2015 Enwrnnmenltal Buro fur |!1ternat|nnale OSTERREICH AT FLC: AT130 Wim
Protection Kooperation

Figure 81 Assigning FLC users to project partners

FLC assignments are only stored when clicking the save button!
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158

381

347

344

B zave

Figure 82 FLC assignments must be saved.

FLC assignment - decentralized FLC systems

GERMGROEE

|

CELEERATE

W

haxlwithChecklizt

Maxirurn Call

2=teptest2015

BarborkaCall_2_0.12

Tranzport

Tranzport

Environrnental
Protection

Environmental
Protection

ZUn

Lp

Regionale Er
Agentur

Azzimilated

- 1 2 3 4/ 3 &

In some decentralised FLC systems, project partners can suggest their FLC body.

For this reason, the eMS offers the possibility to allow users (e.g. lead partners) with
the user privilege SU_FLC_W to enter information on the FLC body they suggest to
assign to each project partner. The corresponding interface then appears in the
supplementary information section (‘FLC’ tab). The user privilege needed to be able to

read this information is SU_FLC_R.

This section indicates a wish only and does not result in any direct assignment. To
support assigning FLC, the eMS also shows information on the ‘FLC requested by the
project partner’ in the ‘FLC Institution Assignment Table’.
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Management verification - national controls (FLC)

Needed user rights / privileges

Initially FLC users do not need any special user privilege. The access to a partner
report is granted via the assignment performed by the FLC assigning unit (see Chapter
‘FLC Assignment’). FLC users can only access reports of project partners that have
been assigned to them.

Additional user privileges for FLC can include:

e DASHBOARD

e SHOW_APPLICATIONS, to view project applications (only those to which the
user is assigned)

e FLC, to view overview tables
e SUBMIT_EVALUATION, to finalise the FLC checklist

e FLC_REVERT_REPORT, to re-open a partner report for editing by the project
partner

e ENABLE_ATTACHMENTS_PAPREPORT, to allow FLC to open the ‘attachment’
section of the partner report for uploading of additional attachments by the
partner.

More information on these user privileges is provided below.

In addition programmes can consider providing (read-only access) for FLC to some of
the supplementary information.

Bank Information FLC State Aid User Assignment Outputs Codes Documents Additional Information Procurements Above The Threshelds

Project Management

Project Manager Financial Manager Of The Project

Figure 83 FLC can be given (read-only) access to some or all of the supplementary information

Access to partner reports

After login, FLC users see the FLC dashboard with a list of all projects which have at
least one project partner assigned to them. The dashboard also shows the mailbox and
a calendar. To view the dashboard, the user role needs the privilege DASHBOARD.
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Figure 84 FLC users can use the dashboard to access projects
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Alternatively, FLC users can also access projects via the ‘my
project partners’ table under the ‘FLC’ item in the left-hand
menu. To view this list the FLC user role needs the privilege

A list of all open partner reports (i.e. all reports ready to be
verified) can be accessed via the ‘open FLC partner progress
reports’ menu item under ‘Reporting’. To view this list the user
role needs the privilege ‘FLC’.

Figure 85 FLC users can be given the privilege to see additional overview tables ‘My project partners’
and/or ‘Open FLC partner progress reports’

Once a project has been opened, the partner report section is visible and reports can
be selected. In the example below, the FLC user is FLC of two partners (lp1 and pp1)
and therefore sees reports of both partners
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Figure 86 The report overview can be used to access partner reports
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Verification of a partner report - List of Expenditure

Selection of a partner report directly leads to the partner report view. Near the top,
Tabs to access the Partner Report (i.e. content section), the List of Expenditure,
Contribution and Forecasts and Attachments made by the project partner are
available.

-'-'-te'rms [+ ] KaGa ITP307 [ snowmere | Partner Report AustrianCoop Period 1 Welcome FLC AT
L

eMSdemo

Partner Report List Of Expendhtures Contribunion And Forecast > Artachrnents

) Partner Finance Report

@) FLC Documents
O FLC Checklist Partner Report

@) FLC Report )
Pariod 1 - 10.03.2015 - 09.09.2015
i) Application Form

&/ Print Repart

©) Exit Summary of partner's worlkon this reporoing perod

Please describe your progress in this reporting period and how this contributed to other partners' activities, outputs and deliversbles delivered in this reporting period
?) Help

2) Contaats

limmirn st e | aenr Inee i amoli 0l Ena b radile Mio s lasaninn fomain s dals ko s lraeasien nvnd 00 s Giched Mool nenfarne

Figure 87 FLC view - partner report

List of Expenditure

FLC can directly access the list of expenditures and verify expenditure items.

List Of Expenditures

Date ¢ Declared Amount Euro & Difference FLC ¢ Amount Certified FLC ¢ CommentFLC &
— pr— ExpQutside ¢  InKind ¢  Declared ¢ Uploads werified By FLC ¢

£1000.00 v 0 Attachments v £10.00 £ 580,00

£1000.00 v 4 0 Artachments L £0.00 £7000.00

£300.00 v 0 Artachments v £1.50 £ 288,50

£1000.00 v 0 Attachments v £0.00 £7000.00

£1000.00 ¥ 0 Afrachments ¥ £0.00 £7000.00

£1000.00 ¥ 0 Aftachments £0.00 £7000.00
Al 0

(B Export (B Save Columns | Columns =

Figure 88 FLC section of the List of expenditure

In the ‘List of Expenditures”, FLC can view all expenditure items. By clicking on an
item, a pop- up window opens in which expenditure can be corrected.
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Partner Report Contribution And Forecast > Attachments
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Area?
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Figure 89 FLC corrects expenditure items in a pop-up that can be accessed via the List of expenditure

Both positive and negative corrections are possible in the ‘Difference by FLC’ field.
Since negative corrections are more frequent, the eMS assumes that a correction is
negative. If you want to make a positive correction, please enter the negative amount.

The corrected amount is shown as ‘Amount certified by FLC’

Any supporting documents uploaded by the project partner can be accessed via the
‘Uploads’ section.

By ticking ‘Verified by FLC’, the item will be included into the FLC certificate.

Attention

If you want an expenditure item to be included into the FLC certificate, the item
needs to be marked as ‘Verified by FLC’ (the corresponding checkbox needs to be
checked).

For expenditures calculated using Flat rates (Staff costs, Office and Administration),
the difference and certified amount are calculated automatically. They also do not
need to be marked as ‘Verified by FLC’, as they are marked when any other
expenditure is checked as verified. Direct corrections on flat budget lines are not
possible via the List of Expenditure.

Column Select Feature of the List of Expenditure

The List of expenditure is very long as it contains many columns and you might find
one or the other column not to be necessary in your programme. You can hide columns
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globally (i.e. at the programme level) or locally (i.e. each user can hide columns as
needed). For more information please see the Section ‘Column Selector’).

Scrolling the List of expenditure

It is possible to scroll the List of expenditure to the left or right by using the middle-
mouse-button (press it and move around in the table). THs feature can be used as an
alternative to the existing scroll bars.

“Sitting Ducks”

FLC can choose NOT to verify an expenditure item (e.g. in case verification takes a
long time or needs further clarification). Any item that is NOT ticked ‘Verified by FLC’,
is NOT included in the current FLC certificate.

This means that - by not ticking ‘Verified by FLC’-, FLC generates an item that is
neither accepted not rejected and waits in the system to be verified (‘Sitting Duck’).

Sitting ducks can be verified in later reports. To access sittings ducks, go to ‘FLC
expenditure’ and tick ‘show all open’. In the example below, there is a sitting duck of
EUR 1000 in the budget line infrastructure and works.

Flc Expenditures Partner Information FLC Checklist FLC Repoart Attachments Inherent Risk Assessment Control Risk Assessment

Open Report Expenditures
% Show All Open
Budgetline Declared Certified Difference Certified In%
Staff cozez (2 €1 00000 £0.00 £1000.00 0.00 %
Office and administration (&) €150.00 €000 €150.00 0.00 %
Infrastructure & works (2 €1 00000 €000 €1 000.00 0.00 %
Taotal Expenditure €2 150,00 €000 €2 150.00 0.00 %

Met Rewenue D) €0.00 €0.00 €0.00 0.00 %

Flc Expenditures Partner Information FLC Checklist FLC Repoart Attachments Inherent. Risk Assessment Control Risk Assessment.

Open Expenditures OfOffice for international cooperation

) Show All Open

Budgetline Declared Certified Difference Certified In%

Staff costs (A €1 000.00 €0.00 €1 000,00 0.00 %

Office and administration (2, €150.00 €0.00 €150.00 0.00 %
Infrastructure & warks (2 €2 00000 £n.00 £2 000,00 0.00%
Total Expenditure €3150.00 £0.00 £3150.00 0.00 %

Met Revenue ) €0.00 €0.00 €0.00 0.00 %

Figure 90 ‘Show all open’ in the FLC expenditure interface shows open items including sitting ducks
from previous reports.

To access the sitting duck, you need to enter the budget line via this view.
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Attention

Sitting ducks can only be seen and opened in the FLC Expenditure view. You cannot
see them in the List of Expenditure for the current report

Verification of a partner report - FLC Documents

The eMS handles the following FLC documents:

e FLC Checklist

e FLC Report

e FLC Certificate

e FLC Risk assessments (inherent and control risks)

All of these documents can be printed signed and uploaded if needed.

FLC documents can be accessed through the menu to the left and through the tabs in
the FLC documents section.

The Checklist included in the FLC Section (i.e. ‘FLC checklist’, ‘Inherent Risk
Assessment’ and ‘Control Risk Assessment’) can be defined by Programmes. Interact
provided a script to insert the HIT FLC checklists (and checklists for ‘inherent risk
assessment” and ‘control risk assessment”) with eMS version 3_0.6. Those checklists
are an optional step in the update and can be inserted with later versions as well.

FLC Expenditure

This overview table shows - per budget line - how much was declared in the current
report and how much was already certified by FLC. It can be used, e.g. to keep track
of the FLC work. It can also be used to verify along cost categories (budget lines) as
expenditure items can be opened per cost category via this view.
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KaGa ITP307 | Show More Certificate Welcame FLCAT!

Flc Expenditures Partner Inforrmaton FLC Checlehst FLC Report Artachrnents Inherent Risk Assessment

Control Risk Assessrnent

Open Report Expenditures

* Show All Open

Budgetline Declared Certified Difference Certified Ing

Staff costs (2. £2000.00 £ 850,00 £710.00 59.50 %

Office and administration .2, £300.00 £ 208,50 £1.50 50.50 %
Trawel and sccomodation (2 £1000.00 €7 000,00 £0.00 100,00 %
External expertise and services (2 £1000.00 €1 000,00 £0.00 100,00 %
Infrastructure & works (2 £1000.00 £0.00 £1000.00 0.00 %
Total Expenditure £5300.00 £4 288,50 £1011.50 80.92 %

et Revenue 2 £0.00 £0.00 £0.00 0.00 %

Figure 91 ‘FLC expenditures’ shows amounts declared by the partner and certified by FLC per cost
category (budget line)

This view is also used to access any expenditure items left over from previous partner
reports by ticking ‘Show All Open’, located on the left hand site on top of the Table
(see Section ‘Sitting Ducks’ below).

Partner Information

This interface can be used to enter important information about a project partner
such as VAT and bank account.

It is assumed that information entered here does not usually change over time. If it
does change, however, it can be edited.

Some or all of this information entered here can be used in the printed versions of the
FLC report or certificate as needed.
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Flc Expenditures FLC Checklist FLC Report Attachments Inherent Risk Assessment Car

Independent First Level Control Document

Accouting System
[according to Art. 125 4{b) of Reg. (EU) Mo 13037201 3] The project partner uses for sccounting purposes A Separate Accounting System
Vat

The partner organisation has the right to recover VAT, Partially No

Bank Account

The correct IBAN and BIC is communicated to the Lead Partner and the account belongs to the project Ves m
partner's organization

Please provide comment this is information from report 1

Partnership Agreement

Figure 92 ‘Partner information’ shows information that does not usually change over time

FLC Checklists

The FLC checklist is provided by the programme and lists all verifications expected
from national controllers.

The FLC checklist can be defined by Programmes. Interact provided a script to insert
the HIT FLC checklists with eMS version 3_0.6. Those checklists are an optional step in
the update and can be inserted with later versions as well.

As the HIT FLC checklists contain controls for both real costs and simplified cost
options, you will need to delete the parts of the checklist that is not needed in your
programme. You can either remove them from the script, so that they will not appear
in eMS, or delete the not needed checklists from eMS in the ‘Manage Checklists”
section.

After executing the script, the checklists appear in the ‘Manage Programme’ section.
The checklists behave like any other checklist - you can add/remove/change questions
or wordings and you need to assign the user privileges to user roles.
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Figure 93 ‘FLC checklist’ shows the checklist to be filled in by controllers

In order for controllers to be able to see and edit the checklist, they need to have the
correct user role with associated user privileges:

To do this, first create or import the Checklists in the section ‘eMs
Management’/‘Manage Checklists’. There are three types of Checklists:

e FLC Checklist

e Inherent Risk

e Control Risk

In the section ‘eMs Management’/‘Manage Roles’, define the role ‘FLC’ (or any other
name for this role) and assign privileges to see and edit FLC checklists to this role.

Roles and Privileges Welcome Admin eMS!
o Add Privileges
ADMIN o Privilege Description Type &
APPLICANT B ADMIN Admin Role - Access o ol data ADMIN
s =
AC APPROVE_NOTIFICATION Enables approving of natfications | UNDEFINED
A "
rave project application after .
FLCAHR APPROVE_PROJECT ?u":mssl:n I=CE SRR Application
FLCAAT ) i
AT :\p_pr;vehpmjm“apphcaltlmn phas=
EXTERNAL EXPERT APPROVE_PROJECT PHASE1 (zpie=e mtalmrme= || @ g
. = o all the lists under
€] ’II 3 “Assessment-First Step™
ARCHIVE Shows archivedHist List
- Delet= (@ Edit  (+lAdd (B Save ASSIGN_CP User is allowed w assign CPs wo UNDEFINED
projects
EROWSE_APPLICATIONS OUTDATED QUTDATED
. Allows user the CArighs for the |
reporting
CA_REVERT_REPORT Rewert CA certificates Revert
CAN_REVERT PROJECTSTATE Revert of project-stamus Revert
CHECK_PROJECT Check project application Application

(prerequisite 1o SUBMIT_PROJECT)
CHECKLIST_12345678912345678512; CHECKLIST_12345672912345673512! CHECKLIST
CHECKLIST 123456789 123456789 1 CHECKLIST 123456789 123456783 1 CHECKLIST

CHECKLIST_4_EYES_ELIGIBILITY_CHEC CHECKLIST 4_EYES_ELIGIBILITY_CHE( CHECKLIST

¢ SRS e,

Figure 94 An FLC role must be created and associated with privileges to see and edit checklist(s)

Then, in the section ‘eMS Management’/‘Manage Users’, the FLC role needs to be
assigned to the controllers.
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All users with these checklist privileges, can view and edit the FLC checklist (and
checklists for ‘inherent risk assessment” and ‘control risk assessment”).

Figure 95 Example FLC checklist

In order to finalise the FLC checklist, another user privilege (SUBMIT_EVALUATION) is
needed. Checklists on inherent and control risks can be finalised without this privilege.

Deliverables or other evidence of the work carrie
e.g inspected delivery notes, verified existence of ou

Total
Assessment
Value

Max
0.00

B Final Check B Exit Checklist

Figure 96 Checklists should be finalised before submission of FLC work

The privilege to finalise checklists (SUBMIT_EVALUATION) can be assigned to all FLC
roles or just to a separate FLC supervisor role.

NOTE: Through these features it is also possible to assign country-specific checklists if
needed. First define the checklists (one for each country). Then - for each country -
create user roles with privileges to see country-specific checklists (e.g. FLC_XX,
FLC_XY, etc). Then assign the users to the country-specific roles.

The FLC role must be manually assigned to all FLC users.
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Welcome Admin ehS!

Please select a user Selected user: Charly Controller
0nly sctive users Rssigned roles Unassigned roles
=l APPLICANT ADMIN 2
fc 5
Username ¢ Email ¢ 1d 2 O /i L
o AR
Charly Controller CC@mailinator com 120 ) AcaaT
) FLOAT
=l K EXTERNAL BXPERT
FLCAAL
—losk (B Est  (+)Adg o -

2) show Prajects

Figure 97 The FLC role must be assigned to all FLC users

Warning

If you define country-specific FLC roles, administration of the eMS could become time
consuming as each FLC user will need the correct country-specific user role. Also, if there is a
separate FLC supervisor role (to finalise the FLC checklist) then management of FLC users will
also require more administration.

FLC Report

The section ‘FLC Report’ contains information on the current report. It is assumed that
this information changes over time. The information to be provided in this section
includes Type of report, details on the designated project partner controller,
Methodology of the verification, Description of Findings, Conclusions and
recommendations and follow-up measures for the next partner report.

Flc Expenditures Partner Infarmation FLC Checklist Artachments Inherent Risk ¢

Independent First Level Control Report

Project And Progress Report

Fepart Dated By Project Partner 21.01.2016
Type OF Project Report v Final Report
Preparation Partner Report
Cost=
Designated Project Partner Controller
Fic Body Responsible For The Verification Ministry of Finance
Flc Drganization Dning The Verification] I Applicable} FirstFiclnstitution
Marie Of The Controller FLC1 Controller
Job Title Supercontroller
Division Unit Department Department of financial contral
Address Contral street 11070
Country ien
Talephone Mumber 12345578
Ermnail first@fic at
Contraller Reviewerif Applicable; this is infarmation fram repart 1
Methodology Of The werification
General Methodology + Orsk Based On The Spat Other

Figure 98 ‘FLC Report’
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Information in under ‘Designated Project Partner Controller’ is pre-filled. The eMS
derives this information from the following sources:

FLC institution set-up (see ‘Manage FLC Institution’):

o FLC body responsible for verification

o FLC organization doing the verification
o Address

o Country

o Telephone number
User account of the logged-in user:

o Name of the controller
o Job Title
o Division Unit Department

o Email

Attention

If you change information in the user account, you need to logout and login again to see these
changes also in the FLC report.

Inherent risk assessment

This section is used to assess the risks inherent to a project type, a project partner or
types of activities/expenditures. Information entered here will be copied from one
report to the next, but can be changed in each report. Usually changes are only
needed, if something changed in the partnership, the organization, or the activities.

The checklist for the Inherent risk assessment is a HIT tool that can be imported and
modified as needed.
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Figure 99 Inherent risk assessment

Control risk assessment

The Control risk assessment provides information on the quality of each report. It can
be used as a basis for sampling: If the quality of information in a budget line has been
good in the past, sampling can be justified.

The Control risk assessment is intended to be done with every verification of a report
(last step before submission of the FLC work).

Within the Control risk assessment, quality of the expenditures when originally
reported and quality of the expenditures after clarifications is evaluated and the
number of clarification rounds with the beneficiary are recorded.

The checklist for the control risk assessment is a HIT tool that can be imported and
modified as needed.

.........

.....................

Figure 100 Control risk assessment

93



FLC ASSIGNMENT iINIEKdAdG -

Reopening the Partner Report or the Document Upload Section

Sometimes FLC needs to receive additional information from project partners for
verification of expenditure. The eMS currently handles two ways of reopening the
partner report for editing:

@ Partner Finance Report

«' | Amachment Upload Allowed
O ) FLC Documents

O ) FLC Checklist

O FLC Report

il | Application Form

&/ Print Report

* ) Revert From AcToP P

1) The entire report can be re-opened for editing by pressing ‘Revert from FLC to
PP’. In order to be able to do this, the FLC role needs the user privilege
FLC_Revert_Report.

2) It is possible to only open the attachment section of the partner report by
ticking ‘Attachment upload Allowed’. For the FLC role needs the user privilege
Enable_Attachments_Papreport.
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FLC Certificate and Finalising FLC work

The FLC certificate section can be found in the left-hand menu of the ‘FLC
Expenditures’ tab.

©) check FL Cwork Partner Information
e o

* Return

&) Print Fic Certificate

Open Report Expenditures

) Show All Open

) Exit

Figure 101 Printing the FLC Certificate and Checking FLC work

Before finalising FLC work, an FLC Certificate can be generated and printed. Some FLC
systems require signing the FLC certificate. The signed FLC certificate can be
uploaded to the eMS in the ‘Attachments’ section.

For finalising FLC work, please press ‘Check FLC work’. This runs the error check
plugin. You can add error checks to this plugin according to your needs (see below).
eMS has no default error checks for FLC.

/™) Finalize F L C'Waork
* Return

&) Print Fic Certificate

Open Report Expenc
* | Show All Open

Budeetline

Figure 102 Printing the FLC Certificate and Checking FLC work

Error Checks for FLC

eMS has two validation plugins for checking FLC work against errors:

¢ One when editing the LoE entries: The LoE dialog save button triggers a plugin,
which can (dependent of the role) include different validations for different
users.

e A second one at submission of the FLC work (check & submit)

eMS has no default error checks for FLC since requirements differ among programmes.
Depending on what your programmes expects from controllers, useful error checks
could include:

Has the FLC checklist been finalised?

Has the Control Risk Assessment been updated?

Has the FLC Report been updated?

Has the FLC Certificate been printed and uploaded?

Has the FLC verified at least one item in the List of Expenditures?
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Project Report
Project reports are created by the Lead Partner based on partner reports previously
certified by FLC.

Needed user rights / privileges

Project reports can only be created by the Lead Partner of a project, starting from the
moment the project status is changed to ‘contracted’.

Warning

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.

Please see the chapter ‘Handover’ for information on how a user becomes the Lead
Partner of a project.

Generating project reports

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.
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inTerac. H

Select Role

Lp =

Project Reports

Report _separtstart_Reportend | state | pateof projc

Period 1 09.06.2016 - 09.06.2018

Report1.1  09.06.2016 05.06.2018 Report Submitted = 09.06.2016 €2150.00 (o
Period 2 09.06.2018 - 09.06.2018
Period 3 09.06.2018 - 09.06.2018
Period 4 09.06.2018 - 09.06.2018
Period 5 09.06.2018 - 09.06.2018

) Create Report For Pericd2 | ¥

05.06.2018 - 09.06.2018

Figure 103 Reporting overview - Generating a project report

If the Lead Partner user is not assigned to other partners as a user in the
supplementary information, he/she can only see reports of other partners and cannot
create, modify, delete or submit them.

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’)

2--
o e e e L
e S e

Period 129.04.2016 - 29.04.2017
Beport 1.1 23042016 23042017 Repo
Period 230.04.2017 - 20.04.2018
Report21 0042017

Period 330.04.20

Repore 32 30042018 23042019 Repart FLC Certificd 08062016

Period 430.04.2019 - 20.04.2020
epart 1 30042018 9042020 Feport FLC Certified 07.062016 Not Incuded SLT-R )

Figure 104 - Partner progress reports overview

For creating a new project report, you need to click “Create Report For” and select a
period for which you wish to create a report. The system redirects you to the project
report corresponding to the selected reporting period.

Each project report is given a number which consists of the period number and the
report number (see example below).
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Select Role

|Lp

Project Reports

“Roport _ Report start | Roport End |

Period 1 30.09.2015 - 30.09.2018

30.09.2015 30.09.2018

Period 201.10.2018 - 30.09.2019

Reporc 2.1 01.10.2018 30.09.2019

Figure 105 Project Report showing reporting period and report number

Caution!
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.

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

€ Check Saved Report

@/ Delete Report

i Application Form

1 | Supplementary Information

& Print Project Report

Figure 106 Project Report: deleting a report

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).
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Workpackages Certificates Project Report Tables  » Attachments

Figure 107 Project Report: Sections of the report

‘Report’ Tab

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.

Workpackages - Certficates  Project Report Tables - Attachments

Project Progress Report
Period 2 - 03.06.2018 - 09.06.2018

[

nnnnn Number GfFL C Certificate | Date Of FL € Certificate | Total Expendiure Certfied By FLC | Include In Project Finance Repart | Total Partner Expenditure Incuded | Co-financing Source  Ca-financing Rate(%) | Total Parner ER O F Incuded  Total Pariner | P Al Inckided | Total Partz

ATcoop atCsop 11 oa062016 €s0sa00 v s eame Bs00% ea20 €0

});e'.-lev. of project main outputs achievement

Achieved 5o Far L=

5 - Sum Of Qutput Indicasar ‘Sum Of Achieved Outpus Indicatars Project Main pu Planned
Pr ntribution to program; indicator: ) 2 )
oject’s contrioution i programme out Indicators Targets Numper Tive Targer Desvery Achievement

repartedso Far

o s i
‘Sranghaning mosizy 0 LLIRE ) Fe Ouspue aw Jn 01 800 ot marmed

Figure 108 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.
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Figure 109 Project Report: Middle part of the ‘Report’ Tab

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.

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

Werizonts Prncipies Geserpnon

Figure 110 Project Report: Bottom part of the ‘Report’ Tab

Work packages

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’.
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Report Workpackages Certificates Project Report Tables > Attachments

o Management
Wp Nr _ Wp Title
P o Workpackage T1 Preparatlon
Partners v © Workpackage 11
No Partner §

o Communication
Summary Desc Jut And Contrlbutlon Of Eache Partner

Figure 111 Navigation bar - Work packages

Reporting Per Workpackage Overview

] Start End Type Title
2451 wrz.2015 wrz.2019 management Management
2462 wrz.2015 wrz.2019 implementation My Implementation T1
2463 wrz.2015 wrz.2019 investment My Investment 1T
2454 wrz.2015 wrz.2019 communication Communication

B) save

Figure 112 Reporting per Work package Overview table

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.

wierreg M Project for Auditlog  ITP449 [ showiore Project Report 1 - Period 2 eleome Cheeerme s v C e S s

eMSdemo

Report Workpackages Certificates Project Report Tables Attachments
SavE
e Reporting Workpackage Investment
cn Repon

wip Ne Wp Title W Start Month Wp End Manth W Status T Wp Expe Report por far
n My Investment 11 wrLams wrzzoy e sared - o0 0.00%

Partners Invalvment
Abbreviation Mame
My LP1 My LP1(iead Partner)

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

Dl
Piease Descrie And Justity Any Problems And Deviations Including Delays From Presented In The and Found
) ke
2) Cancs 55 Chanprers bemsning
Project Main Project Main Output Programme Output Planned Delivery  Main Output Quantificstion Achieved So Far{ Not Incuding This Achieved in This Level Of s
&) Logout Outputs Description indicator Month Reporting Period) 2po Achievement
1.1 My Qutput Number of pilot actions r— o
ot implement ed w2013 - &) vpiewd
B
Piease Describe Progress Achieved In This Reporting Period
vl ai
e-MS o— S o - .
My Retiuity Ad11 w2015 0a.2019 ot sared =
electronic
monitoring LUER)
system Deliverable Tite Dellveratie Description Piannes Dewery Month Del starws b
— 1y Deliverable D.1.1.1 02019 e sanes
PLOT) Deliverable Evidence
R— Del Description
= —

Figure 113 Reporting on work packages
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Adding FLC Certificates to the Project Report

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. It is possible for
programmes, however, to add error checks in the validation plugin.

jon | Number OfFL C Certificate | Date Of F L C Certificate | Total Expenditure Certifi irce | Cofinancing Rate(%) | Total Partner ER D F Included

Figure 114 - 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 PP1 Certificate 2

Project Progress Report o LP1 Certificate 2

Figure 115 Navigation bar - FLC Certificates

You can access individual expenditure items of project partners in the List of
Expenditure (LoE) and decrease the amount of single items if necessary. The LP can
also decrease single expenditure items to zero, which means that the expenditure
claimed by the project partner for this items, will completely be excluded from the
project report.
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Figure 116 Editing Expenditures by the Lead Partner

Expenditures can be edited by a Lead Partner directly in the item view form by setting
the difference in the corresponding field (see Figure 9). The values previously inserted
by a partner and by FLC (Budget Line, Work package, Internal Reference Number,
Invoice Number, Invoice Date, Date of Payment, Currency, VAT) cannot be modified
anymore.

Attention

The Lead Partner can only decrease items certified by FLC and cannot increase them.

Warning

If a programme does not allow the Lead Partner to decrease or exclude expenditure
of other partners, it is necessary for a programme to implement a validation in the
plugin which is called at saving time of the expenditure element or at the validation
step before submission of a report.

The Lead Partner 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. In order to do this, the applicant user role needs to have the user
privilege ‘LP_REVERT_REPORT’.
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£ 10 050.00 M Show Report

o) Revert FromLpToFlc (%) Revert From Lp To Pp,

Figure 117 - Reverting Partner Reports from the Lead partner to FLC or project partners

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

Warning

Lead Partner cannot revert his own report neither to FLC nor to the PP. If he does, the eMS
displays error message at the top of the page and no action is performed by the system.

Project Report Tables

Report Workpackages Certificates Attachments

Figure 118 Navigation bar - Project Report Tables

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
cuts 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.
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Figure 119 - Project Report Tables

Attachments

Report Workpackages Certificates Project Report Tables

Figure 120 Navigation bar - Attachments

It is possible to upload additional attachments relevant for the entire project report.
In order to do so, please use the ‘Attachments’ tab.

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. When clicking this button, the system will call a
plugin where programmes can include validation rules for the project report.

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

P Check Saved Report /™ | Submit Report I

& Delete Report & Delete Report

il | Application Farm i | Application Farm

7 | Supplementary Information 1 | Supplementary Information
&/ Print Project Report &) Print Project Report

Figure 121 - Checking and submitting project report

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

105



PROJECT PROGRESS REPORT
inTeract H

nnnnnnnnnnnnnnnnn

Project Reports

Roport | ReportStart | Report End | State | Date OF Project Submision | Total xpenditures | View Report

Period 105.05.2015 - 05.05.2016

Report 1.1 05.05.2015 05.05.2016 @Drﬂuaw‘itted 25.02.2006 €10 261.85 o)

Period 206.05.2016 - 31.12.2016
Period 301.01.2017 - 05.05.2017

Figure 122 - Report submitted

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.
More than one project report can be submitted per period.
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Project report monitoring (JS)

Access to reports

Needed user rights / privileges

The first authority to monitor the project report is the Joint Secretariat (JS). Typical
user privileges for the JS role during monitoring include:

e JTS for accessing JS functionalities in the reporting phase
e LP_REVERT_REPORT for reverting the project report to the LP and the FLC
e JS_REVERT_REPORT_TO_PP for reverting the report to the PP

e ENABLE_ATTACHMENTS_JTS for re-opening the attachment section for additional uploads
by the LP.

o JTS_ATTACHMENT for attaching internal JS documents

o R_FINANCE_REPORT_DETAILS_PROCESSING; gives access to the right-hand side of the
financial report (see below)

e R_FLC_CERTIFICATE; allows viewing of the finalised FLC certificate

e R_FLC_XX; allows viewing of individual Tabs of the FLC section such as FLC checklist of FLC
risk assessments.

e SU_XX_R; SU_XX_RW; provides write and/or read access to individual tabs of the
supplementary information. XX is a placeholder for abbreviations of supplementary
information tabs such as ‘SU_PROCUREMENT_RW’, which provides read and write access to
the public procurement tab.

e Read/write to privilege for the JS Monitoring checklist.

e SUBMIT_EVALUATION to consolidate and finalise the monitoring checklist. Can be used for
supervisors for approval of the monitoring work and submission of the report to MA.

o PROGRAMME_LIVING; shows the programme-level living table
e LOEXP shows a list of all expenditure items of all projects

e PROJECTFINANCE_CA; shows a programme-level list of all submitted project reports

How to access project reports

You can enter the project reports in the “Reporting” section of the left-side menu by
clicking on “Open JTS Project Progress Reports”.

All the project reports, which were submitted by Lead Partners and not yet processed
(i.e. finalized) by the JS, are listed here.

By clicking on magnifying glass under ‘View’ column, you will be redirected to the
project report in question.
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Figure 123 - Accessing open project reports

Project report monitoring

You can see the report itself, including all the tabs and attachments as well as all the
attached FLC certificates of partners’ expenditure. You can access partner reports in
two places 1) in the Report Tab ‘Certificates’ and 2) as well in the ‘List of Partner FLC
Certificates’ table. You can access and edit the List of Expenditures (LoE) of each of
the partners. The content part of the report cannot be edited by the JS, only the List

of Expenditures can.
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Figure 124 Access to Partner FLC Certificates included in the project report.

When clicking on one of the certificates, you will be redirected to the List of
Expenditure in question.

Project3 1.0  ITP661 ( sonmoe | Partner My Lead partner 1- Project Report 1 - Period 0

welc
Certificates Project Report Tables Attachments > Documents
List Of Expenditures
Budgstline & ~ WP2# | IntRefNe® | InvNo? | InvDate4 | PaymDate ¢ | Descripion! ¢ | Description2 & | Partner Comment ¢ | Currency ¢ | TotalValltem s | Vat$
Staff costs 1 My Implementation T1 FR NAFR NAFR EUR - EURO 3000
Staff costs M Management FR NAFR N/AFR EUR-EURO 30,00
Staff costs 11 My Investment 11 FR NAFR NIAFR £UR - EURO 200
Staff costs € Communication FR NAFR N/AFR EUR - EURO 145.00
office and m ™ FR NAFR NIAFR £UR - EURO 450
Office and administration M Menagement FR NAFR NAFR EUR-EURO 450
Office zrd i FR NAFR N/AFR EUR-EURO 300
o c FR NAFR NAFR EUR-EURO n7s
Travel and accomedation 1 My Implementation T1 Ls1 NALS WALS EUR-EURO
External expertise andservices 11 My Investment 11 0906.2016 EUR - EURO 10000 000
External expertise and services M Management EUR-EURO 15000 000
Infrastructure & works € Communication ssuct NFASSUC N/ASSUC EUR-EURO

‘

©) Export  (8) Save Columns | Columns| v

Figure 125 List of Expenditure, JS view

You can also open the generated FLC Certificate (pdf template, generated by the FLC
when approving the partner report), by clicking on the ‘Show FLC Certificate’ under
the ‘FLC Certificate’ column of the ‘Partner FLC Certificates’ table.
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Figure 126 - Access to the printed FLC Certificate

Project 3_1.0  [TPG6T | showhore Partner Report 1 My Lead partner 1 Period 0 - Certificate

FLC Certificate

General information

2. Project Partner
My Lead partn

Format OF Documents
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FLC Report

Figure 127 printed FLC certificate view

From the general view of the List of Expenditure, you can open any single item
verified by FLC and deduct or add amounts and make comments. It is also possible to
edit the item directly in the List of Expenditure table. You can see all the details of
declared amounts as well as all the cuts done by previous authorities (i.e. the FLC and
the Lead Partner). Only JS columns are editable at this point.
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Figure 128 Cuts by previous authorities seen in the main List of Expenditure

Normally expenditure items will be framed in orange colour (see above), indicating
that the items have been verified by FLC. In some cases, an expenditure item can be
framed in pink colour, indicating that the item was originally submitted to FLC in a
different partner report. Please refer to the FLC chapter for more information on FLC

certification.

List Of Expenditures
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ATCoop 2.1

ATCoop 2.1
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T1 We wiark
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ATCoop 3.1

ATCoop 1.1

External expertize and senvsices

Infrastructure & warks

M Management

M Management

ATCoop 2.1

<]

Infrastructure & warks

O Export (B Save Columns | Columns +

M Management

Figure 129 Pink rows indicate that expenditure items originates from a different partner report

The LoE is a very wide table with many columns. You can hide columns that you do not
need through the column selector feature (see below).
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Figure 130 Hiding columns of the LoE
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Figure 131 Cuts by previous authorities seen in the single expenditure pop-up

If you find an amount partially or completely ineligible, you can decrease it either in

the pop-up or in the List of Expenditure directly.

It is also possible to increase amounts by entering negative numbers into the

‘Difference JS’ field.
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Figure 132 JS can change amounts in the popup
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£ 0.00 £30.00
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I E I:I. I:ID E SEI EID :
£15.00 £ 85.00 15 EUR is not eligi
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€ 0.00 £725.00

Figure 133 JS difference in the List of Expenditure

Please note that flat rates will be adjusted automatically. It is not possible to

manually cut the flat rates.

If any of the expenditure to be adjusted was declared in a currency different than
EUR, you may decide to cut it in EUR or cut it in original currency. In order to cut in
the original currency, you need to check the box ‘edit amount in original currency’.
Then you can enter the difference in the original currency and the system will
calculate the difference and the new eligible amount in EUR using the exchange rate

of the time when the item was submitted to the FLC.
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Figure 134 Cuts in original currency

Attention

Cuts in original currency are only possible in the single expenditure pop-up. All edits done
directly in the List of Expenditure are by default in EUR.

Project report approval

Assessment

You can assess and approve the report by filling out a checklist. The checklist is
accessible from the left-side menu item ‘Checklist’.

interregy E KaGaNewMod  [TP307 [ sowwee | Project Report 1 - Pel

*
eMSdemo
Workpackages Certificates Project Report Tables

'Zéu;l Application Form

(8) print Project Report Project Progress Report
Period 2 - 10.09.2015 - 09.03.2016

3;() Attachment Upload Closed

_ Report Office for
(@) international cooperation
Period 1

15-09-10 16-03-09
Repart Office for

g) international cooperation
Period 2

Highlights Of Main Achievements
- Report Croatian office Period
@,

Description

@) Report Albania Period 1 .

(%) Exit

Figure 135 Access to the JS checklist
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The checklist needs to be pre-defined by the programme and have the ‘JTS progress
report’ type. It has to be assigned to a specific call for proposal as well as to the JS
user role. Only if all these conditions are fulfilled, the JS user can see and fill out the
checklist. Please see more information on the checklists in the chapter ‘Checklists’.

g.,

Project Progress Report Check

weight questicn
@y 15 necxise

Figure 136 Example of a JS checklist

JS approval of Project Report

Once the JS checklist is filled out and all the questions are confirmed, it must be
consolidated by a privileged user (user privilege: SUBMIT_EVALUATION). For more
information please see the chapter ‘Checklists’. Only after consolitdation is done and
confirmed it is possible to finish the JS check. The user who does the consolidation
needs to click on ‘Finish JS check’ at the bottom of the consolidation view to submit
the report to MA.

Project Progress Report Check

]

[
=

ecK

Question

My JT5 Checklist

e [
N

Total Assessment Value
Max 0.00

+) Add Answer B Print Preview *) Back To Previous Step

Figure 137 JS checklist consolidation view with a possibility to finalise the JS check
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Caution!
The ‘Finish JS Check’ button is only visible if all the question in the consolidated view are
confirmed and the checklist is saved.

O Checklist

B |=5ubmitReport
i Application Form
& Print Project Report

*® | Attachment Upload Closed

Figure 138 Submitting the Project Report by JS to MA

After the project report is submitted by the JS (i.e. approved) it disappears from the
list of ‘Open project reports’ and moves to the similar list of the Managing Authority.

Reverting project reports to LP, FLC or PP

If you are not satisfied with the quality of the report, you can revert the report to the
LP, FLC or PP for further improvements. When reverting a report, information already
entered into the JS checklist is not lost, even if the checklist had not been
consolidated prior to reverting.

Reverting the Project Report to the Lead Partner

You can revert the project report to the Lead Partner by clicking the ‘Revert from JS
to LP’ button in the left-side menu. Please note that this menu item requires that the
user privilege ‘JS_REVERT_REPORT is allocated to the JS user role.

Figure 139 JS option to revert the entire Project Report to the LP

If a project report is reverted to the LP, it can be modified by the lead partner and re-
submitted to the JS.

Reverting FLC Certificates of single partners to the FLC of the partners or to the
project Partner

If you are not satisfied with one or more FLC certificates and find it necessary to
correct the FLC job, you can revert individual FLC certificates to the FLC of the
corresponding project partner. In such a case the FLC needs to modify their certificate
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and resubmit it to the Lead Partner. The Lead Partner subsequently needs to resubmit
the Project Report to the JS. You can revert the FLC Certificate to FLC by clicking
‘Revert from JS to FLC’ in the list of certificates (see below). Please note that this
type of reverting requires that the user privilege ‘JS_REVERT_REPORT is allocated to
the JS user role.

It is also possible to revert the certificate from the JS directly to the project partner.
In such a case, the partner needs to correct the partner report and resubmit it to the
FLC. The FLC subsequently needs to reissue the certificate and resubmit it to the Lead
Partner, who in turn needs to resubmit the project report to the JS.

You can revert the partner report to the project partner by clicking ‘Revert from JS to
PP’ in the list of certificates (see below). Please note that this type of reverting
requires that the user privilege ‘JS_REVERT_REPORT_TO_PP’. These options are available
in the ‘List Of Partner FLC Certificates’ table in the project report overview.

F L C certificate Brouoas

A Show F L C certificate Revert From Js To Flc ") Revert From s To Pp

A Show F L C certificate Revert From Js To Flc *) Revert From s To P

Figure 140 JS option to revert the Certificate of a project partner to the FLC or to the Project
Partner

Reopening the attachment section for the LP

In case you require additional documents to be provided by the LP, but otherwise no
changes to the project report, you can simply re-open the attachment section of the
project report for the LP. For this the user privilege ‘ENABLE_ATTACHMENTS_JTS® is
necessary.

G Checklist

B |= 5ubmit Report
fii | Application Farm
& Print Project Report

:" Artachment Upload Closed

Figure 141 JS option to reopen the attachment section of the project report for the LP

Requesting additional project and partner reports

In general, each of the partners is able to generate just one partner report per period.
If needed, you can enable additional partner reports for any of the existing periods. In
order to do this, you open the report overview of the project in question, select the

117



PROGRESS REPORT MONITORING -
INITEKAGUu kR

relevant period and click on ‘Create report for’ in the reporting table of the relevant
partner. The partner is then able to modify and submit the report.

2 - My project partner 2 - My project partner 2

i e B

Period 0 09.06.2016 - 09.06.2016

Report 0.1 09.06.2016 09.06.2016 Report FLC Certir

Period 109.06.2016 - 08.12.2016
Period 209.12.2016 - 08.06.2017
Period 3 09.06.2017 - 08.12.2017
Period 4 09.12.2017 - 08.06.2018
Period 5 09.06.2018 - 08.12.2018
Period 609.12.2018 - 08.06.2019
Period 7 09.06.2019 - 08.12.2019
Period 8 09.12.2019 - 09.06.2020

@) Partner Living Tables

®) Create New Report | Period O

09.06.2016 - 08.12.2016 -

Period 1
Period 2

Figure 142 Requesting additional partner reports

Similarly, the Lead Partner is able to create just one Project Report per period. If
needed, the JS can enable additional project reports for any of the existing periods. In
order to do this, you open the report overview of the project in question and select
the relevant period and click on ‘Create report for’. The Lead Partner is able to
modify and submit such a report.
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Project Reports

Period 0 09.06.2016 - 09.06.2016
Report 0.1 09.06.2016 09.06.2016 Report In Progress

Period 109.06.2016 - 08.12.2016
Period 2 09.12.2016 - 08.06.2017
Period 3 09.06.2017 - 08.12.2017
Period 4 09.12.2017 - 08.06.2018
Period 5 09.06.2018 - 08.12.2018
Period 6 09.12.2018 - 08.06.2019
Period 7 09.06.2019 - 08.12.2019
Period 8 09.12.2019 - 09.06.2020

g) Create Report For n

09.06.2016 - 08.12.2016 Period O

Period 3
Period 4

Figure 143 Requesting additional project report
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Monitoring types of FLC/JS/MA corrections

Based on request of programmes, starting from eMS version 3_2, FLC, JS and MA can
indicate a type of corrections each time they cut costs in partner List of Expenditure. The
system also supports statistics on such corrections.

Only the authorities that are considered management verifications bodies have the
possibility to indicate a type of correction.

FLC corrections

FLC works as previously in the List of Expenditure and makes necessary corrections. Each
time, the ‘Difference FLC’ field contains amount other than 0 the dropdown in the column
‘FLC correction type’ becomes active.

FLC can select a type of correction for correcting the invoice from a dropdown.

Flc correction type ¢ . . Difference FLC < o Amount Certified FLC ¢
Edit amount in original currency Cut In Original Currency

Other €1250.00 €14623.27
Other €0.00 €2163.74
Other €0.00 €73932.97
Other € 250.00 €2924.65
Other €0.00 €432.74
Other €0.00 €14 786.59
€0.00 €50 000.00
Incorrect public procurement €5 000.00 € 8493.09
€0.00 € 8654.98

Incomplete audit trail, missing evidence

Incorrect public procurement

State aid-related error €0.00 €295731.91

£ generating operation
Information and publicity error

Incorrect use of simplified cost option

Figure 144 List of Expenditure - FLC cuts

As it is not possible to correct the flat rates, it is also not possible to select a correction
type for flat rates. The system however calculates the relevant share of flat rates and adds
it to the cut in the statistics on reasons for correction.

Statistics on FLC cuts are shown in the FLC Report.
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Flc corrections

Incomplete State
. B Incorrect .
audit trail, - aid-
- public
missing related
: procurement
evidence error

Staff costs €0.00

Office and
administration

Travel and

€0.00
accomaodation
External
expertise and €0.0p
services
Equipment € 0.00
Investment €0.00

Net Revenue €0.00

Total €0.00

Figure 145 FLC Report - FLC corrections overview table

JS corrections

€1 250.00

€ 5000.00

€6 500.00

€0.00

€ 250.00 0.00

€0.00

€ 0.00

€ 0.00
€0.00

Revenue
generating
operation

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€ 0.00

Information
and
publicity
error

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Incorrect
use of
simplified
cost
option

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Similarly to the FLC, JS works as previously in the List of Expenditure and makes necessary
corrections. Each time, the ‘Difference JS’ field contains amount other than 0 the
dropdown in the column ‘JS correction type’ becomes active.
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Js correction type ¢ Difference JS ¢ Amount Certified JS ¢ I

Other €250 €14 620.77
Other €0.00 €2163.74
Other €0.00 €73 932.97
Other €0.50 €2924.15
Other €0.00 €432.74
Other €0.00 €14 786.59
Information and publicity error » £€10.00 €49 990.00

Incomplete audit trail, missing evidence

€0.00 €8493.09
Incorrect public procurement
State aid-related error €0.00 €8654.98
Revenue generating operation

€0.00 €295731.91

Incorrect use of simplified cost option
VAT not eligible
No or insufficient link to project v

Figure 146 List of Expenditure - JS cuts

The flat rates are added to the overall statistics on correction types, not allocated to
single expenditure item in the List of Expenditure.

The project report statistics on JS corrections are available from the report view (left side
menu ‘JS corrections’).
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interreg H ITP80 | smowmoe | Project Report 1 - Period 2

*
eMSdemo
Workpackages Certificates Project Report Tables

Project Progress Report
Period 2 - 29.06.2017 - 28.12.2017

(B) Checklist

DJ Js corrections

lila) Application Form

(@) Print Project Report
)j) Attachment Upload Closed
@) Report Period 0

DJ Report Period 1 29.08.2017 28.12.2017

DJ Report Period 2

(B) Report Period 0 Highlights Of Main Achievements

(B} Report Period 1 Description

LY
(2]

(%) Exit

Figure 147 Access to JS corrections overview tables

There are multiple tables under this menu item. One summary table of project report and
one table per partner report included in the project report.
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ITP8O

Report

Show More

Js corrections

Workpackages

Cummulative corrections

Staff costs

Office and
administration

Travel and
accomodation

External
expertise and
services

Equipment
Investment
Net Revenue

Total

O) Export

Incomplete
audit trail,
missing
evidence

€0.00

€0.00

€0.00

€ 0.00

€ 0.00
€0.00
€0.00
€0.00

Incorrect
public
procurement

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Certificate 2.1, Partner 1 MLP

Staff costs

Office and
administration

Travel and
accomodation

External
expertise and
services

Eauioment

Figure 148 JS corrections overview tables

Incomplete
audit trail,
missing
evidence
€0.00

€0.00

€0.00

€0.00

€0.00

Incorrect
public
procurement

€0.00

€0.00

€0.00

€0.00

€0.00

Project Report Tables

Certificates
S:ﬁﬁ Revenue
related generat}ng
operation
error
€0.00 €0.00
€0.00 €0.00
£€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 € 0.00
St:;é? Revenue
related generat}ng
operation
error

€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 € 0.00

124

Information
and
publicity
error

€2.50

€0.50

€0.00

€ 10.00

€0.00
€0.00
€0.00
€13.00

Information
and
publicity
error

€250

€0.50

€0.00

€10.00

€0.00

Incorrect
use of
simplified
cost
option

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Incorrect
use of
simplified
cost
option

€0.00

€0.00

€0.00

€0.00

€0.00

Attachments
No or
VAT not  insufficient
eligible link to
project
€0.00 €0.00
€0.00 € 0.00
€0.00 €0.00
€0.00 € 0.00
€0.00 € 0.00
€0.00 €0.00
€0.00 € 0.00
€0.00 € 0.00
No or
VAT not  insufficient
eligible link to
project
€0.00 € 0.00
€0.00 € 0.00
€0.00 € 0.00
€0.00 €0.00
€0.00 € 0.00
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MA corrections

Similarly to the FLC and JS, MA works as previously in the List of Expenditure and makes
necessary corrections. Each time, the ‘Difference MA’ field contains amount other than 0
the dropdown in the column ‘MA correction type’ becomes active.

Ma correction type < . - Difference MA < . Amount Certified MA < Comment MA <
Edit amount in original currency Cut In Original Currency
Other €0.00 €14 620.77
Other €349 €2160.25
Other €0.00 €73932.97
Other €0.00 €2924.15
Other €0.69 €432.05
Other €0.00 €14 786.59
€0.00 € 49 990.00
- 0.00 €8493.09
Incorrect use of simplified cost option - 0 €8641.00
Incomplete audit trail, missing evidence €0.00 €295 731.91
Incorrect public procurement
State aid-related error
Revenue generating operation 4

Information and publicity error
Incorrect use of simplified cost option
VAT not eligible

Figure 149 List of Expenditure - MA corrections

The data is transferred to the overview MA corrections tables. They are accessible from
the report view, left-side menu item ‘MA corrections’. MA can also see JS corrections
accessible from the menu item ‘JS corrections’.
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iiterreg H
eMSdemo

ITP80 | ShowMore Project Report 1 - Period 2

DJ Js corrections
3) Ma corrections
@) Application Form
@ Print Project Report
I_B) Report Period 0
I_3) Report Period 1
Iy Report Period 2

DJ Report Period 0

DJ Report Period 1

(%) Exit

y Help

'_y Revert From MA To JS

23 Contacts

('_J) Logout

EN

Workpackages Certificates Project Report Tables Atte

Project Progress Report
Period 2 - 29.06.2017 - 28.12.2017

29.06.2017 28.12.2017

Highlights Of Main Achievements

Description

LY
3

Figure 150 Access to MA corrections and JS corrections

MA sees cumulative values for the entire project report and a table per partner report
included in the project report.
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Report

Show More

Ma corrections

Workpackages

Cummulative corrections

Staff costs

Office and
administration

Travel and
accomodation

External
expertise and
services

Equipment
Investment
Net Revenue

Total

B) Export

Incomplete
audit trail,
missing
evidence

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Incorrect
public
procurement

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€ 0.00
€0.00

Certificate 2.1, Partner 1 MLP

Staff costs

Office and
administration

Travel and
accomodation

External
expertise and
services

Eauipment

Figure 151 MA corrections overview tables

Incomplete
audit trail,
missing
evidence
€0.00

€0.00

€0.00

€0.00

€0.00

Incorrect
public
procurement

€0.00

€0.00

€0.00

€0.00

€0.00

Project Report Tables

Certificates
St;(tf Revenue
ki generating
arror operation
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 € 0.00
€0.00 €0.00
€0.00 € 0.00
€0.00 € 0.00
€0.00 € 0.00
S:ﬁﬁ Revenue
el generating
error operation
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 € 0.00

Information
and
publicity
error

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Information
and
publicity
error

€0.00

€ 0.00

€0.00

€0.00

€0.00

Incorrect
use of
simplified
cost
option

€3.49

€0.69

€0.00

€0.00

€13.98
€0.00
€ 0.00
€18.16

Incorrect
use of
simplified
cost
option

€3.49

€ 0.69

€0.00

€0.00

€13.98

Attachments
No or
VAT not  insufficient
eligible link to
project
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€ 0.00 €0.00
€ 0.00 € 0.00
No or
VAT not  insufficient
eligible link to
project
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€0.00 €0.00
€ 0.00 € 0.00

Programme level overview tables ‘Management verification overview’.

Based on FLC, JS and MA corrections a programme overview table ‘Management
verification overview’ is generated. The table is accessible from the left side menu item
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‘Management verification overview’ under ‘Programme tables’. The menu item is only

visible to users with privilege CORRECTIONS_OVERVIEW.

» Accounts for accounting period
» Reporting on irregularities

¥ Programme Tables

List Of Expenditures
Finance Reports
Programme Living Tables
Programme Report
Cube

Spending Forecast

8 B @ B B @ @

Certified Expenditure

Management verification
overview

» Archive

Figure 152 Access to the Management verification overview

The user can decide what data should be shown in the table by selecting corrections of
which authorities to take into account (multiple selections possible) and the time period to
include. The system takes the data from reports approved by the authority. This means
that for example the JS corrections are shown in the table only if the report was already
approved by the JS and submitted to MA.

Management verification overview

From To

05.01.2017

01.12.2016

orrect
use of

Incomplete Infor

Incorrect

and - gimpified
missing TeTate publicity Uy
procurement operation cost
evidence error error
option
Staff costs €20000 €1251.00 €000 €25400 €060 €000
€30.00 €250.14 €000 €75.06 €009 €0.00
€000 €000 €000 €000 €718 €0.00
€000 €000 €000  €1000.00 €000  €1000
€1000.00 €5000.00 €000 €2000 €0.00 €000
inbssustire €0.00 €4.00 €0.00 €0.00 €3.00 €0.00
and works
Net Revenue €000 €000 €000 €200 €0.00 €500
Total €1230.00 €6505.14 €000  €1347.05 €1087 €150

) ExportAsXis (B Export As Pdf

VAT not
eligible

€625

€125

€0.00

€0.00

€25.00
€0.00
€0.00

€32.50

No or
insufficient
link to
project
€0.00
€0.00

€0.00

€0.00

€0.00
€0.00
€0.00
€0.00

Miscalculation

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00
€0.00

Figure 153 Management verification overview programme table

128

Cost
declared
twice

€3.05

€045

€0.00

€0.00

€0.00

€15.26

€0.00
€18.76

Double
funding

€0.04

€0.00

€0.00

€022

€0.00
€0.00

€0.00
€0.26

Breach of
sound
financial
management
principle

€0.00

€0.00

€17.15

€0.00

€0.00
€0.00

€0.00
€17.15

Other
ineligible
expenditure

€200.00

€30.00

€0.00

€1000.00

€0.00
€0.00

€0.00
€1230.00

Welcome Certifying Authority!

Positive
correction

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00
€0,00

Other

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

Total per
budgetiine

€1914.94

€386.98

€24.33

€2010.22
€6045.00
€22.26

€3.00
€10 406.73
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Final Report

As not all programmes use a final report, this feature is included in the community
eMS, but it doesn’t need to be used.

Project partners cannot create a final report themselves; usually it is the JS allowing
the lead partner of a project to see and fill out the final report.

In this version of eMS only the lead partner can see and fill out the final report, other
partners do not have an access.

Granting access to the final report

The final report contains by default only one text input field. Customizable questions
of the final report checklist can be defined by the programme via configuration.

To do this, an administrator needs to insert data into the technical database. The
provided script is an example of which values need to be inserted in the database.
Please modify the script and add all questions needed for your programme before
execution.

INSERT INTO “finalreport_question™ (Cid", "nr’) VALUES ('1', '1");
INSERT INTO ‘finalreport_question_mlc® (*finalreport_question_id", “language’, ‘criteria’, “description”) VALUES ('1, 'EN’,
'Criterial’, 'This is my question');
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Adding text fields to the final report

The eMS allows adding up to 20 additional text input fields to the final report. For this
purpose, the needed elements need to be available in the translation tree (“Configure
eMS” section). The elements can be configured in the section “additionalTIF.FR”. The
elements need to be introduced via a script.

After they are inserted to the system, the configuration can be done via the user
interface.

The items with round icons configure the text of the question and contain the
configuration on visibility of this question.

~ @ additionalTIF Qi

v e R
Global label

® Q2 EN -

o
8
b
@
-
=
¥
>
I
[N
"
[}
0l
il
[}

® Q6 Qi

Global question visibility v

aql
Q2
203
| JeT
[R5
o Q6
207

B Save

Figure 154 Question visibility configuration

The elements with the square icon contain the configuration for the user input.
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®* Q0
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®Qiz
® Q13
® Qi4
® Qi5
® Q16
® Q17
& Qi3
& Qig
® Q20
L)
| Rerl
Q3
LR
Qs
| Kol
uq7
mQe
Qo
o Qio
mon
| Q2
A Qi3
| Qs
mQis
=016

Q1

Global texts

Global label

Qi

Global tooltip

Global help
EN

L4

R
3

Global validation settings
Global maximum length

Global mandatory

Global

2000

Characters (including HTHL): 0 (Limit 10000), Words: 0

Q1 required

Figure 155 Configuration for answers

interreg H
Sdemo
©) Report Dashboard

®) Project Living Tables

o) Project

TestTheHotfix  IPA65 showmoe |  Final Report

Welcome Chr Werne!

Project Information

ProjectTite:  TeseTheHotfix

3) Hep

2) Comacss

©) Logout

electronic
monitoring
system

developed by

PLOT

R —r
ond Becpment Fun

310

TheHotfix
Project Number: [pAgS

Project Duration:10.08.2016 - 10.06.2020
LesdParmer: Ky lead partner]

Overview
Give Overview

vy BT U aex X

L

Q2

Gharacters (including HTML: @ (Limit 2000), Words: 0

2000 Characess Remsirig,

Questions

Nr Criteria Description

1 TestCriteria

This is my question
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Granting access to the final report

Needed user rights / privileges

The wuser, who enables the final report, needs to have the userprivilege
“ENABLE_FINAL_REPORT”.

If this privilege is available, a user can enable the final report.

I>aemo
B) Project Living Tables
) Project Project R
1 Supplementary Information m
Period 0 09.06.20

Report0.1  09.C

»,) Bxit Period 109.06.20
Report11  09.C
? | Help Period 2 09.12.20

B Generated Files Period 3 09.06.20

| Enable Final Report Period 40912 20

Period 5 09.06.20
£ Contacts
Period & 09.12.20

Period 7 09.06.20
+ | Corrections And Audits Period 8 09.12.20

©) Logout
_ Partner R
EN -

1 AMcl mae

Figure 157 Enable final report for the lead partner by a privileged authority

After making the report available to the lead partner, the privileged user can decide
to hide the report again. Doing so hides the report and makes it not accessible by any
user again.

Period 3 04.0
) Help Period 4 04.0
B Generated Files
ri Disable Final Report I
2} Conmmars Partnel
+ | Corrections And Audits 1 My |_E
| ]

Figure 158 Disable final report
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Access to the final report by the lead partner

After the final report is enabled for this project, the lead partner can access the final

report from the list of reports.

Project Reports

Report Start | Report End m Date Of Project Submission | Total Expenditures | View Report

Period 128.11.2016 - 27.05.2017

Report 1.1 28.11.2016 27.05.2018

Period 2 28.05.2017 - 27.11.2017
Period 3 28.11.2017 - 27.05.2018
Period 4 28.05.2018 - 27.11.2018
Period 5 28.11.2018 - 27.05.2019
Period 6 28.05.2019 - 27.11.2019
Period 7 28.11.2019 - 27.05.2020
Period 8 28.05.2020 - 28.11.2020

-Perind 2| -

0O/ Create Report For
28.05.2017 - 27.11.2017

Final Report

s repor_state | oat ot smison | viewreport

Final report Submitted = 28.11.2016

Figure 159 Access to the final report by the lead partner
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Access to the final report by authorities
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Any authority, who should have read only access to the final report (JS, MA, CA, ...)

need to have the “FINAL_REPORT_R” privilege.
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Assigning Officers

Assigning an officer to a project

Needed user rights / privileges

For assigning officers to be in charge of individual projects, users (JS/MC/Admin) need
to have the privilege “OFFICER_IN_CHARGE".

How to assign an officer

Assigning Officers can be entered after selecting the corresponding item in the left
side menu—> Applications.

M) Dashboard
B Generated Files

#! User Account

@) My Applications

Bookmarked
Applications

i) Application Browser
i) Modification Requests
) Assign Officer

i) My Officer Applications
i) saved Notifications

i) Sent MNotifications

3

Figure 161 Assign Officer Menu Item

Afterwards, you are redirected to the section “Assign Officer to a Project”. First, the
user to be assigned as officer has to be chosen. Afterwards the projects have to be
specified. The process needs to be confirmed by clicking the button “Save Assignment
Changes” on the left bottom of the page.

Only users with assigned “JTS” privilege show up in the dropdown for selection.
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Figure 162 Assigning Officer to a Project

Browsing the assigned projects

Access to the assigned projects is via the left side menu—> Applications> “My Officer
Applications”.

* Perzons
'l_-l' Dashboard
'!' Generated Files
(&) User Account

* Applications

'@' My Applications

y Bookmarked
" Applications

'@' Application Browser
'@' Maodification Requests
'@' Azzign Officer

@ My Officer
= Applications

'é:' Sgved Motifications

':é:' Sent Motifications

Figure 163 My Officer Applications - Menu Item

After clicking the corresponding item, you are redirected to the list of “My Assigned
Applications”, where you can see the applications assigned to vyou.
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Assigning external experts for quality assessment
eMS contains currently no functionality for direct assignment of external experts to
quality assessment. Existing functionalities can be used as a workaround.

Used functionalities

The following functionalities are used in this workaround.

o User management
e User roles/privileges
e JTS assignment

If you wish to read more about the different functionalities, please check out the
specific chapters of this manual.

User privileges needed for external experts

privilegekey Explanation

CHECKLIST_* Every checklist to which the external expert needs access should be
assigned

DASHBOARD Access to the dashboard

EVALUATE_PROJECT Allows access to the quality assessment from the “in-project” view

OFFICER_LIST See all personally assigned application forms in “My officer

applications”

Workflow to assign external experts

1. Set users “active” checkbox to “false” for users, who should be external expert - the
user will not be able to login temporarily.

2. Assign the JTS user role to this user (only with assigned JTS privilege he will show up in
the “Assign officer” user list.

3. Assign the relevant projects to this user in the “Assign officer list” section
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Assign Officer To Project

ExExpert  : ™
123 4
Project_id ¢ ASS'E”EE’ Officer Name ¢ Acronym & Start ¢
JTS1-Jis1
P74 ITS1Lastname; MyProject-eMStitle  MyProject-eMS 03.10.2014 31.10.
admin - Admin eMS
~ Spreading worst
ITP76 Insl=f=] practises to the WORP 03.10.2014 03.10.
ITS1Lastname i}
Central Baltic area
ITP77 Restoring habitats ~ RESTORE 17.10.2014 16.10.

4. Remove the JTS user privilege from this user (otherwise the user would have access to
much more functionality than needed)

5. Set the user to active again - he will be able to login to the system again.

For de-assignment, please follow the same logic. To assign/de-assign users in the
“assign officer” functionality, the user has to have during the assignment JTS
privileges.
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MA Project Report Monitoring

Access to project reports

Needed user rights / privileges

The Managing Authority (MA) is a part of the obligatory monitoring workflow. The
following user privileges are typically used for the MA role during monitoring:

e MA is the basic MA privilege

e PROJECT FINANCE MA is needed to access to view the list of reports waiting for MA
approvals as well as the list of reports already approved by MA. This privilege is also
needed to submit reports to CA.

e MA_REVERT_REPORT for reverting the report to the JS

o R_FINANCE_REPORT_DETAILS_PROCESSING; gives access to the right-hand side of the
financial report (see below)

e R_FLC_CERTIFICATE; allows viewing of the finalised FLC certificate

e R_FLC_XX; allows viewing of individual Tabs of the FLC section such as FLC checklist of FLC
risk assessments.

e SU_XX_R; SU_XX_RW; provides write and/or read access to individual tabs of the
supplementary information. XX is a placeholder for abbreviations of supplementary
information tabs such as ‘SU_PROCUREMENT_RW’, which provides read and write access to
the public procurement tab.

e Read/write to privilege for the MA Monitoring checklist.

o SUBMIT_EVALUATION to consolidate and finalise the MA monitoring checklist. Can be used
for supervisors for approval of the MA monitoring checklist. If such a step is not needed,
the privilege does not need to be assigned to any MA user.

e  PROGRAMME_LIVING; shows the programme-level living table
o LOEXP shows a list of all expenditure items of all projects

e PROJECTFINANCE_CA; shows a programme-level list of all submitted project reports

How to access project reports

You can enter project reports in the “MA Project Progress Reports” section of the left-
side menu by clicking on “MA approvals”. This list shows all project reports waiting for
approval by MA.
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Figure 164 MA Access to the Project Progress Reports

Project report monitoring

Under ‘MA Approvals’ all the reports approved by the JS are listed. You can use this
list to access reports, and attached FLC Certificates. You also use this list to approve
reports.

Project Finance Report MA Welcome MA1_F
®) coumns
Project Number | Approve Current Report | Project Acrenym Period Country Of Lead Partner | Programme Priority Axis | Total Amount Declared By Partner | Current ReportInEUR | Current Report ERDF Partner Cofin ¢ | Cu
= LAT2  period 3:01.01.2016 -2 AT 1 107000 com
= \213TS | Period 1 At 1 €211355
ITP354 V21375 | Peri 3012 31.05.2016 AT 1 €3760.12
s fIv.014 | Period 0: 26052015 2052015 At 2 218130
a7 2005 period 11 11082015 - 1102015 a7 1 essi1m
a0 € | pen w 1
ITP380 EF | Peri HR 1 €5258.25 €446951
a0 1024 peri 1 €121250 10006

Figure 165 List of all Project Reports waiting for MA Approval

You can access project reports by clicking on magnifying glass in the ‘View’ column of
the overview table.
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d corresponding to ENI | Total Deducted Checklist

£0.00

£63.00
g278.00 | (D) ()
e34500 | (0) ()
17350 | (0) )

€1 962,00

€725.00

< 80,00

Figure 166 Access to a Project Progress Report

By clicking on the magnifying glass under ‘View’ column, you will be redirected to the
project report in question. You can view the report itself, including all the tabs and
attachments as well as all the attached FLC Certificates of partners’ expenditure. Via
the FLC Certificates, you can also access and edit the List of Expenditure of individual
partners. The content part of the report cannot be edited by the MA, only the List of
Expenditures can.

iiterreg H V213T5  1TP354 (o
Sdemo

Project Progress Report
Period 2 - 30.12.2015 - 31.05.2016

electronic
monitoring
system

>PI.'C.)"i')
L IS

€ | inciuda In Project Finance Repart | Botal Partner Expanditure included | Co-financing Source | Cofinancing Rate() | Total Partnar £ & D F inchuded | Total Partnar | PA || included | Total Partnar £ M | Included

ERDE €000 cm @

€172s | ERDF 8500% €150 00 am @

Figure 167 MA view of the Project Progress Reports and Partners' FLC Certificates

List of Expenditures

You can access the partner reports and List of Expenditures of individual project
partners either via the tab ‘Certificates’ or a table ‘List of Partner FLC Certificates’.
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V213T5  [TP354 [ SnowMore Project Report 3 - Period 2

Attachments

e V213LP1 Certificate 2.2
Project Progrags Report o v213PP1 Certificate 1.1
Period 2 - 30.12.2u "5 - 31.05.2016

15-12-30

Highlights Of Main Achievements

Description

She packed her seven versalia, put her initial inta the belt and made herself on the way. When she reached the first hills of the Italic Mountains, she had a last view back on the skyline of her hometown Bookmarksgrove, the headline
Line Lane.

List Of Partner Fic Certificates

Expenditure Certified By FLC = Include In¥Project Finance Report ~ Total Partner Expenditure Included =~ Co-financing Source | Co-financing Rate(3) = Total Partner ER D FIncluded | Total Partner | P A | Included

£1317.88 v €1317.88  ERDF 85.00% £1120.19 €000

Figure 168 Access to the Partner FLC Certificates of the project progress report.

When clicking on one of the certificates available in the tab ‘Certificates’ or on any
place in the row listing the relevant certificate in the ‘List of Partner FLC Certificates’
you will be redirected to the List of Expenditure in question.

V213T5  [TP354 ( Showore Partner V213LP1 - Project Report 3 - Period 2

Weicome A
Workpackages @GSN Project Report Tables > Attachments
List Of Expenditures
_Budget Line ¢ WP % Int Ref No % InvNo ¢ Inv Date % Paym Date ¢ Description! & Description2 ¢ Partner Comment ¢ Currency % Total Val tem Vat ¢

Staff costs M Management 1 1 1205.2015 12.05.2015 EUR-EURQ 370.00 1.00
Staff costs T1 Implementation test T1 2 2 1205.2015 12.05.2015 EUR-EURQ 388.00 200
Staff costs I investment test 11 3 3 1205.2015 12.05.2015 EUR-EURQ 350.00 3.00
Staff costs 4 4 1205.2015 12.05.2015 EUR-EURQ 402.00 4.00
Office and ac n  MManagement FR N/ AFR12.05.2015 N/AFR EUR-EURQ 5272

Office and n I implementation tesc T1 FR NAFRIZ0S2015 NAFR EUR-EURO 528

Office and n i invesimenttest 1 FR NAFRIZ0S2015 NAFR EUR-EURO EEs

office and on € Communication FR NAFRIZ0S2015 NAFR EUR-EURO 5.8

Net Revenue s s 12052015 12052015 EUR-EURO 4100 500
‘

@ e

Figure 169 MA view of the List of Expenditure

You can also open the generated FLC Certificate (pdf template, generated by the FLC
when approving the partner progress report), by clicking on the ‘Show FLC Certificate’
under the ‘FLC Certificate’ column of the ‘Partner FLC Certificates’ table.
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Total Partner IP Al Included = Total Partner E M | Included F L C certificate

£0.00 £0.00 Show F L C certificate

£€0.00 £ 0.00 A Show F LC certificate

Figure 170 - access to the printed FLC Certificate

Project 3.1.0  [TPG6T | shewhiore Partner Report 1 My Lead partner 1 Period 0 - Certificate

Farma Of Gecuments

FLC Report

Figure 171 printed FLC certificate view

In order to verify and possibly edit the expenditure, you need to access the List of
Expenditure of one of the partners. From the general view of the List of Expenditure,
you can open any single item verified by the FLC and approved by the JS and edit it. It
is also possible to edit the item directly in the List of Expenditure table. Only the

fields, which the MA can edit are editable.

You see all the details of declared amounts as well as all the cuts done by previous

authorities (i.e. the FLC, Lead Partner and JS).
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INTERaACT

<penditures

Difference FLC ¢ | Amount Certified FLC ¢ | Comment FLC 2 Difference LP ¢

Amount Certified LP ¢ =~ Comment LP &

Difference JS &

Amount Certified J5 & Comment]5 &

€400 £366.00 £0.00
£6.00 £382.00 £0.00
£7.00 £383.00 £0.00
£7.00 £395.00 £0.00
£2.00 £5072 £0.00
£8.00 £4729 £0.00
€800 £4757 £0.00
€400 €£5328 £0.00
£4.00 £407.00 £0.00

B) Save Columns | Columns|

£ 366.00

£382.00

£383.00

£395.00

£50.72

£47.29

£4757

£5328

£407.00

€12.00

£13.00

£14.00

£€11.00

£1.00

£1.00

£1.00

£2.00

£15.00

Figure 172 Cuts by previous authorities seen in the main List of Expenditure

e Wi
Payment

Currency EUR-EURD ~
Total Value OF
Item In Original
Currency

VAT

57.29

Declared
Amount In
Original
Currency
Expenditures
Qutside (The
Union Part Of)
The
Programme
Area?

In Kipa
erified By FLC
Difference FLC

57.29

Comment FLC

Amount
Certified FLC

Difference LP

£53.28

£0.00

Amount

Certified LP £52.28

Difference Js

Amount
Certified |5

2000 Characlers Remaining

255 Characters Rermaininig

255 Characters Remnaining

Figure 173 Cuts by previous authorities seen in the single expenditure popup

If you find an amount to be completely or partially ineligible, you can decrease it

either in the popup or in the List of Expenditure directly.

Comment MA

@ Difference MA ST
Amount
Certified MA £ 37700

15 EUR is not eligiblg

233 Characleds Rernaining

Figure 174 - difference MA in the popup
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Difference MA %+ | Amount Certified MA < Comment MA %

£11.00 £343.00
£12.00 £357.00
£13.00 £ 356.00
£ 14.00 £370.00
£1.00 £48.72
£2.00 £44.29
£1.00 £45.57
£2.00 £49.28
£15.00 £377.00

Figure 175 MA difference in the List of Expenditure

Please note that in both cases, if the project has any flat rates they will be adjusted
automatically. It is not possible to manually cut the flat rates.

If any of the expenditures to be cut was declared in a currency different than EUR, you
may decide to cut it in EUR or cut it in original currency. In order to cut in the original
currency, you need to check the box ‘edit amount in original currency’. Then you can
write the difference in the original currency and the system will calculate the
difference i and new eligible amount in EUR using the exchange rate of the time
whentiie item was submitted to the FLC.

Edit amountin v Comment MA
original
currency

currency
Difference MA

Amount -
Certified MA =

Figure 176 Cuts in original currency

Attention

Cuts in original currency are only possible in the single expenditure popup. All edits
done directly in the List of Expenditure are by default in EUR.
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Project Report approval

Assessment

You can fill out a checklist for every Project Report you assess. The checklist however,
is not an obligatory step in the workflow and the report can be approved by the MA
without even opening the checklist.

In order to access the checklist, it needs to be pre-defined by the programme and
have the ‘MA checklist’ type. It has to be assigned to a specific call for proposal as
well as to the user role. Only if all these conditions are fulfilled, the MA user can see
and fill out the checklist. Please see more information on the checklists in the chapter
‘Checklists’.

The checklist is accessible through a pencil icon at the end of the ‘MA Approvals’
table.

jonding to ENI | Total Deducted = Viey/ Checklist
£0.00 - &

£63.00 o &
€£278.00 o &
€345.00 o &
£173 00 p &
£1962.00 2 #
€£725.00 2 #

Figure 177 Access to the MA checklist

Ma Checklist
Weight Question Value y;\ugehted Comment
© MA_Does_The_Check 0.00
1 This is the MA question1 Yes m 0.00
Total
Assessment
Value 0.00
Max
1.00
L.} - Chec| ) To O

Figure 178 MA checklist view

Once the MA checklist is filled out and all the questions are confirmed, it can be
consolidated by a privileged user (user privilege SUBMIT_EVALUATION) For more
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information please see the chapter ‘Checklists’. As the checklist is not obligatory step
in the workflow, there is no need to finalise it and the consolidated view is only saved.

Ma Checklist

Question
Weight Value Average Weighted Value Comm

O MA_Does_The_Check 0.00

This is the MA question1

Total Assessment Value

Max 1.00 0.00

B Save B) Print Preview * ) Back To Previous Step ") Back To Overview #) Reset All Answers

Figure 179 Consolidated view of the MA checklist

Attention

Currently it is not possible to see which of the checklists are filled out, without
opening them one by one. In the future, the filled out checklists will be marked with a
colour code. Additionally, it will not be possible to modify the checklist after approval
of a report.

MA approval of the Project report

In order to approve project reports, you need to check the box in the column ‘Approve
current report’ directly in the ‘MA Approvals’ table. You can approve one or multiple
reports at the same time. Once all the reports to be approved are marked, you need
to confirm the approval by clicking on ‘submit’ button.
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Project Finance Report MA

@) Columns

Project Numbe Approve Current Report \ Project Acronym Period L4

ITP3HS LAT2 | Period 3: 01.01.2016 - 26.04 2016

ITP359 V213TS | Period 1: 05.05.2015 - 20.12.2015
ITP354 V213TS | Period 2:30.12.2015 - 31.05.2016
ITP368 ftiv_0.14 | Period 0: 28.05.2015 - 28.05.2015
ITP376 3fr2 015 | Period 1: 11.06.2015-31.10.2015
ITP380 EF | Period 2: 23.12.2015 - 22.06.2016
ITP380 EF | Period 3: 23.06.2016 - 30.09.2016
ITP350 102A | Period 0: 15.07.2015 - 15.07.2015
ITP351 Period 1: 15.07.2015 - 14.01.2016
ITP401 BB | Period 0: 01.08.2015-01.08.2015
ITPE20 3 01267T5T | Period 2: 0B.05.2017 - 0B.05.2017
ITPE20 3 0126 T5T | Period 3: 0B.05.2017 - 08.05.2017
ITP307 KaGaMewMod | Period 1: 10.03.2015 - 09.09.2015
ITP307 KaGaMNewhod | Period 3: 10.03.2016 - 09.09.2016
ITP277 ReportingTest1.2 | Period 0: 09.02.2013 - 09.02 2015
ITP307 KaGa June 2016 | Period 1: 10.03.2015-09.09.2015

4

B save submit

Figure 180 Approving Project Progress Reports by MA

Once the report is approved, it disappears from the ‘MA Approvals’ list and can be
found in the other list under ‘MA Project Progress Reports’ menu item, i.e. ‘MA
Approved’.

nilterrey | Approved By Ma
demo

~ Personal ®) Columns T Fl2lz] ] [
W) Dashboard Project Number = Project Acronym Period Country Of Lead Partner = Programme Priority Axis | Total Amount Declared By Partner
@) Mailbox 1TP344. ¥C | Period 0: 14.03.2015- 13.04.2015 AT 1 £2242.00
8] Generated Files ITP344. WC | Period 1: 14.04.2015 - 01.04.2017 AT 1 £61 200.00
#) User Account 1P319 npvi2t11 | Period 0: 19.03.2014- 19.03.2015 AT 1 £46.10
, Applications 1TP313 npvi2tl1 | Period 1: 19.03.2015-10.07.2015 AT 1 £150.00
* M Project Progress Reports 1P319 npvi2t11 | Period 0: 19.03.2014-19.03.2015 AT 1 €200.00
) M& Aagzovals ITP343 LATZ | Period 0:29.04.2015- 29.04.2015 AT 1 €50.00
1TP348 LAT2 | Period 1:29.04.2015- 15.06.2015 AT 1 £360.00
ITP343 LAT2 | Period 2: 16.06.2015- 31.12.2015 AT 1 €299.00

Figure 181 View of project progress reports approved by MA

Through this view (magnifying galss to the right), you can access the project reports
and relevant FLC Certificates but in read-only mode. Also the checklists are
accessible.
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Reverting from MA to JS

If you are not satisfied with a Project Report, you can revert it to the JS by clicking
the corresponding item at the bottom of the left-side menu. In order to do this, the
MA role needs to have the user privilege ‘MA_REVERT_REPORT’.

i, Application Form
&) Print Project Report

Report Lead Partner 1 Period

8y

Figure 182 Reverting the Project Progress Report from MA to JS
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Certifying Authority

There is a number of user privileges giving access to all or only some parts of the CA

workflow.
Privilege Description
CA Gives access to all CA sections and the entire

workflow.

CA _MG_Confirmation

Allows generating CA Confirmation. Gives access
to ‘Generate CA confirmation (view and edit all
elements available in the section like reports,
CA sitting ducks or findings) as well as access to
overview of existing CA confirmations with a
possibility to delete them.

CA_generate_draft_interimpaymentapplication

Gives access to the following menu items: CA
confirmations (read only), Generate draft
interim payment claim to EC (read/write), Draft
interim payment claims to EC (with a possibility
to delete or modify but NOT approve them) and
Interim payment applications to EC (read only).

CA_MG_interimpaymentapplication

Gives access to the following menu items: CA
confirmations (read only), Draft interim
payment claims to EC (with full possibilities -
modify, delete AND approve drafts) and Interim
payment claims to EC (read/write).

CA_MG_finalpaymentapplication

Gives access to the following menu items: CA
confirmations (read only), Interim payment
claims to EC (read only), Generate final interim
payment application to EC (read/write) and
Final payment application to EC (read/write)

CA_generate_draft_accounts

Gives access to the following menu items: CA
confirmations (read only), Final interim payment
applications to EC (read only), Generate draft
account for accounting period (read/generate)
and Draft accounts for accounting period (with a
possibility to modify and delete drafts but NOT
approve them) and Accounts for accounting
period (read only) and all reports on
irregularities (withdrawals, etc.) (read only).

CA_MG_accounts

Gives access to the following menu items: CA
confirmations (read only), Final interim payment
application to EC (read only), Draft accounts for
accounting period (with full possibilities -
modify, delete AND approve drafts), Accounts
for accounting period (read/write) and all
reports on irregularities (withdrawals, etc.)
(read only).

CA_projectpayment_R

Gives access to the menu item Payments to
projects (read only)

CA_projectpayment_W

Gives access to the menu item Payments to
projects (read/write)

CA_ECpayments_R

Gives access to the menu item Payments from
EC (read only)

CA_ECpayments_R

Gives access to the menu item Payments from
EC (read/write)

MG_financialcorrecions

Gives user access to ‘Corrections and Audits’
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menu item from the project reporting dashboard
and left-side menu item ‘Add correction’.

The CA functionalities in the eMS are meant to support the entire CA workflow, including
confirming the amounts, recording payments, requesting payments from EC and submission
of annual accounts as well as reporting on irregularities.

CA Confirmation

CA Confirmation in the eMS is meant as CA approval of reports and financial corrections. It
is NOT the certification in SFC! It is simply a step by CA to bundle reports into a
‘Confirmation’ and forward them to the next step of the workflow.

viterrey H
demo

Finance Reports ERDF

Projact Bumber ¢ | Project Acomym & ™

40563368 159739 €a30iT 2858568

enrss

nwoices previously not included in ca-confimation

ect Number & | Projec Acronym & | Name OF T Coutry
ey | Poject Number & | Prjedt Acromym 3 L o

s w woos TP Prioety | 1 €r €53 €55 et com

Financial corrections (findings)

Figure 183 Generating CA Certificates - accessing CA checklists

Verification of a project report

In the section ‘generate CA Confirmation’ the CA will find a list of all project reports
approved by MA as well as a list of all financial corrections (findings, not controls)
introduced in the eMS (including the closed ones and the ones which are not yet closed).
The lists are divided per fund and different funds are accessible via tabs in the top of the

page.

Attention

From the eMS version 3_2.1 the CA Confirmation is single-fund based. Before this version, it was
possible to generate a CA Confirmation with multiple funds included and the funds were
separated at the level of ‘Interim payment application to EC’.

Such confirmations are not valid in the new version and must be removed and re-created
respecting the single-fund principle.
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The CA can access the reports and financial corrections from the lists and can fill out a
checklist (per report) which is an optional step in the workflow.

total To be included To be included View

T public partner private partner Project Checklist
contribution contribution} Report

27.68 £27.68 £0.00 £ #
134.55 £€89.70 £4485 £ &
379.36 £8610.99 £68.37 £ é
£0.00 £0.00 £0.00 2 &
86.72 £86.72 £0.00 £ #
397.39 €43 011.71 €28 585.68 £ &
22.96 £22.96 £0.00 £ &
23.07 £17.13 £5.94 £ &
309.92 €14 58027 £10 229.65 £ ©
76.00 £€76.00 £0.00 £ &
12.50 £12.50 £0.00 £ é

Figure 184 CA checklists

Many CAs use checklists for approving project reports. These checklists can be accessed
directly from the table by clicking the ‘Checklist’ button. They can be filled out, saved and
finalised. Finalised checklist can be reopen and further edited by the CA user as long as
the report is not included in the CA Confirmation. Later, only the admin user can unlock
the checklist. Once a checklist is finalised, the checklist icon in the ‘Finance reports’ table
changes color to green. To see how to create a checklist and allocate it to the relevant call
and user please see the chapter ‘Checklists’.

Attention

The checklist is only available to CA if created in ‘Manage checklists’ section with a type CA
checklist and allocated to the call and to the CA user role.

Via the ‘Finance reports’ table, the CA has access to all the project reports and to the List
of Expenditure included in each of the FLC certificates (via ‘View Project Report’ button).
CA can decide on deducting or increasing some costs or excluding some invoices from the
CA Confirmation and keeping them for further processing (Please see - ‘CA Sitting ducks’
below). In order to do this, the CA should open a relevant report and access the FLC
certificate in question. From the List of Expenditure, the CA can open any item and
introduce changes. The CA can also see changes and approvals done by all the previous
authorities.
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Note on financial corrections by CA: The CA will typically correct reports that have not yet
been included into a CA Confirmation via the interface shown below (List of expenditure).
At later stages (i.e. expenditure already included in a payment application to EC), the CA
uses the financial corrections interface (for more information please see the chapter
‘Financial Corrections’).

ITP5 ( Show More Partner LP - Project Report 1 - Period 1 Wielcome Gertiying Authoriy!

Report Workpackages Project Report Tables Attachments

List Of Expenditures

Included in ca confirmation number ¢ | Date of ca confimmation ¢ Difference MA & Amount Certified MA & Comment MA &

Biierence CA ¢ Amount Certified GA ¢ Col

To be included in ca confimation ¢ | Already Included In G A Confirmatigg

€1500.00 €10200.92 v €0.00 €10200.92
€000 €30.76 v €0.00 €30.76
o e — — | —T
€0.00 €80.99 v €80.99 CA sitting duck

.
) Eot () Save Colmns | Columns| +

Figure 185 List of expenditure - Interface for financial corrections by CA

rieg - ITP5 | Showore Partner LP - Project Report 1 - Period 1 Viskcome Cerifying Authoriy
( Edt filg » B
arine Proj bart 1 - Periad 1
| @ Budget Line e ——— Descriptiont
| Work Package W et Waneprrert
Intemal Reference Number Desaription2 | e
5000000
Declared Amount In E U R Pastner Comment
€400 000.00
Expenditures Outside (The Union Pan Of) The Programme Area? |y
In Kind Definition Of Unit
Purchase Of Land
i Verified By FLC 7 Comment FLC
eq Difference FLC .
hol forence €v0
sy8 Amount Centified FLC

400 000 00 S
d Fic Comection Type -
=
Pl Differance LP €100ongo [J Comment LP sting cuck
m Amount Certified LP €350 000,00 |

¥ Difference JS com | Comment JS

Amount Cenlfied 5 €330 00000
s Comection Type

Difference MA e
Amount Cenlfied W&

300000
include in ca confirmation v Camment CA
Difference CA g
Amount Cenfied CA PR

Uploaded

Figure 186 List of expenditure - Interface for financial corrections by CA (single item popup)

The CA can correct the invoices in two ways, directly in the List of Expenditure table
(Figure 3) or in the popup opened for each invoice separately (Figure 4). If the project uses
flat rates, they cannot be corrected separately but get adjusted with any other correction
by CA. Please note, that if you correct the amounts directly in the List of Expenditure, the
flat rates will get adjusted only after the corrections of other invoices are saved.
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If necessary, the CA can also revert a report to MA or JS for further verification. In order to
do this a following user privileges need to be assigned to the CA user role:
JS_REVERT_REPORT and/or MA_REVERT_REPORT. You will see these options in the left-side
menu of a project report.

witerrey H BP ITP433 [ Showhers Project Report 1 - Period 2 e A (A L

eMSdemo

Workpackages » Certfficates > Project Report Tables  Attachments

Project Progress Report
Period 2 - 21.02.2016 - 20.08.2016

on | Number Of FLC Certificate | Date Of FLC Certficate | Total Expenditure Certified By FLC | Include In Project Finance Report | Total Partner Expenditure Inc
electronic L 3 2102015 €1125000 v

monitoring

system

Figure 187 CA has the option to revert reports to MA or JS. This re-opens the report for these authorities.

Excluding invoices from the CA Confirmation (CA Sitting Ducks)

If necessary, the CA can decide not to process some of the invoices right away and
temporarily exclude them from the CA Confirmation. This process is referred in the eMS as
CA Sitting Ducks.

Unlike sitting ducks at FLC level, at CA level all the invoices from the LoE by default are
marked ‘to be included in CA Confirmation’. If any item should be excluded, it needs to be
unticked manually in the List of Expenditure.

Difference MA ¢ Amount Certified MA & Comment MA & Difference CA ¢ | Amount Certified CA ¢ =~ Comment C A ¢

0 be includ®{ in ca confirmation ¢  Already Included In C A Confirmation ¢

€10 00000 €68 006.15 €0.00 €68 00615
€000 €9 590.00 €0.00 €9 59000
€000 €16.19 €0.00 €1619
€000 €16.19 €0.00 €1619

€ 150000 €10 200.92 €0.00 €10 20092
€000 €1438.50 €0.00 €1438 50
€000 €242 €0.00 €242
€000 €242 €0.00 €242
€000 €3076 €0.00 €3076
€000 €47 950.00 €0.00 € 47 950 00

€50 000.00 € 340 000.00 €0.00 € 340 000 00
€000 €8099 €0.00 €8099 CA sitting duck

Figure 188 Excluding invoices from CA Confirmation (CA Sitting Ducks)
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If the excluded invoice generates flat rates, they will automatically be excluded from the
CA Confirmation and saved for later processing.

Technically an item becomes a sitting duck once the report in which it was reported to the
CA is included in a CA Confirmation and an item is excluded. The CA Sitting Ducks are
marked brown in the List of Expenditures.

Date of ca confirmation ¢ Difference MA ¢ Amount Certified MA ¢ = Comment MA < o . Difference CA ¢ | Amount Certified CA ¢ = Comment CA ¢
To be included in ca confirmation ¢ | Already Included In C A Confirmation
28.11.2016 €10 000.00 €68 006.15 v v £0.00 <68 006.15
28.11.2016 €0.00 €9 590.00 v v £0.00 £9590.00
28.11.2016 €0.00 £16.19 v v €0.00 £16.19
£0.00 £16.19 £0.00 €16.19
28.11.2016 €1500.00 €10 200.92 L4 v £0.00 1020092
28.11.2016 £0.00 £1433.50 v v £0.00 143850
28.11.2016 £0.00 €242 v v €0.00 €242
€0.00 €242 €0.00 €242
28.11.2016 €0.00 €3076 v v €0.00 €30.76
28.11.2016 £0.00 €47 950.00 L4 v £0.00 €47 950.00
28.11.2016 €50 000.00 <340 000.00 v o £0.00 < 340 000.00
£0.00 £80.99 £0.00 €8099 CA sitting duck

Figure 189 CA sitting ducks at the List of Expenditure

The excluded invoices can be accessed and processed from the ‘Generate CA Confirmation’
view ‘Invoices previously not included in ca-confirmation (CA Sitting Ducks)’ table.

Invoices previously not included in ca-confirmation

N . NameOfThelead = Country Of The Name Of The Country O The | Programme Priority  Progress Report N n a
ooy | ProlectNumber & Project Acronym et o T e Ee Pt s o N Budgetiine & Workpackage & 1
. e Institute for _— Insttute for oLsKA 16 Prionty 1 ) Extemalexperise and W Management
cooperation cooperation senvices
13 ATP Instiute for POLSKA Instiute for POLSKA TP Priority 1 1 Staff costs 1 Management
cooperation cooperation
13 ATP Instiute for POLSKA Instiute for POLSKA TP Priority 1 1 Office and 1 Management
cooperation cooperation administration
- Travel and
59 MasteroffhesScenarios My Ip1 LATVIA My Project partner2 LATVIA TP Priority 1 1 P Preparation

accomodation

Figure 190 CA Sitting Ducks at ‘Generate CA Confirmation' view

The sitting ducks can be accessed and further processed (e.g. additional cuts can be
applied by the CA). They can be included in any further CA Confirmation by simply
selecting them from the list of ‘Invoices previously not included in CA confirmation’.

Closing Financial Correction/Control

In order to include a financial correction in the CA Confirmation, the CA needs to close the
finding first. As long as the finding is not checked as ‘closed’ it cannot be selected for the
CA Confirmation.
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Warning

Please note that from version 3_2.1 single findings and not the entire controls are included in the
CA Confirmation. For more information on financial corrections, please see the relevant chapter
of the manual.

Only CA can close finding/control. The CA can access the financial correction module directly from
the ‘Generate CA Confirmation’ view by clicking on ‘View control’ in the relevant row of the
Financial corrections (findings) table.

The link will always lead to the control view but with the focus on finding in question. Other
findings of the control are collapsed and can be also accessed.

witerreg H
demo

< i

Figure 191 Generating a CA certificate - Controls need to be ‘closed’ before they can be included in the
certificate

CA should check the finding, fill out missing data and then click on ‘Finding confirmed by CA’ tick
box in the finding section. It is possible to confirm the entire control (including all findings) by
checking the ‘Control confirmed by CA’ box in control section - this will confirm all the findings at
once. It is possible to re-open the finding/control only as long as it is not included further in the
workflow, i.e. in the CA Confirmation. Once the control is confirmed by CA there is no possibility to
add additional findings to that control.

Some of the fields (i.e. data on repayment by project) stay editable also after confirming the
finding.
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ITPY [ Show ore Wielcome Certfing Authorty!

Control: ITP9_1

Controling/ Auditing Body Control Audit Type Control Audit Durafion Date Of Final Report
From

Joint Secretariat v Onthe spot - 30112016

Total Audted Error Rate Attachments

=) Dekte

Findings

Number: ITP9_1_1_1

Financial Correction Partner Level

Amount corrected in Eur
€000

Partner Fund Total Coresponding ERDF Coresponding Partner Contribution
e - | EROF

nding Partner Contibution

Gorretion €000 €000 €000
c
[

Date Of Sending Information To Benticiary

Comment

Figure 192 Financial Corrections Interface - Closing Findings/Controls

Please note that in case the finding should be reported to the European Commission (reporting on
recoveries, withdrawals, etc.) it is necessary to select a scenario the irregularity should follow.
Findings with scenarios need to be handled separately and cannot be combined with other items.
For more information, please see the chapter on ‘Financial corrections’.

Generation of a CA Confirmation

In order to include one or more project report(s) in the CA Confirmation, the CA user
needs to select the relevant report(s) from the list and click on the ‘submit’ button. The
report(s) will disappear from the current list. Please note that also financial corrections
(findings) and single invoices left behind from earlier CA Confirmations need to be included
in a CA Confirmation. One CA Confirmation can therefore contain:

e One or more project reports

e One or more findings

e One or more invoices previously excluded from the CA Confirmation (CA Sitting Ducks)
e Project reports AND/OR findings AND/OR CA Sitting Ducks

Attention

Findings following Scenarios have to be handled separately and cannot be combined with other
items. If you select any finding with Scenario the system will not allow you to select any other
item not following the same scenario for the CA Confirmation.

For more information, please see description of Scenarios Financial corrections chapter.
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13 ATP Institute for cooperation POLSKA ITP Priority 1 1 €55000.00 €45167.00 €45750.00 €8833.00 €622223
13 ATP Insitute for cooperation POLSKA ITP Priority 1 1 £9481247 €7006263 €8059059 €25753.86 €15129.62

= = =] e ) =) ) (=) =) == o) =) =1 [
13 ATP Institute for cooperation POLSKA ITP Priority 1 1 €1733368 £1473016 £1473362 £277468 £735.34

(@) Export

Invoices previously not included in ca-confirmation

Project Numbor o | Project Acromym ¢ | Neme OF The Lead | Caunley Of The Name Of The Counly OF The | Programme Prory | Progress Repart

s Py ERDF
Partner ¢ Lead Pariner ¢ Partner ¢ Pariner ¢ poseline s | Wopadage 9 | Totalsfghie o be cofin

inclu

Select

in

50 MasterOfTheScenarios My Ipt LATVIA Wy Project partner2 LATVIA ITP Priority 1 1 B P Preparation <407

Financial corrections (findings)

. Project number . . Control number Date o final Controlling / Control / audit  Partner number  Report number . Finding number .
o || (SO E s Project acronym < s control report ¢ auditing body & pe and name ¢ s Period ¢ s _Budgetline ¢ Workpa
0701122015~
None es3 TestBeforePublshCoreGroup | ITPS3_1 05122016 Frstewicomiol | Onthespot 1My Lead Pariner QL es31_1_t Statcosts Preparat
1 Institute for 2/28.042017-
et sre e1t 06122016 Frstiwiconiol | Desk.based Lt i 27280420 R Equipment Wanagem

Figure 193 Generate CA Confirmation - Generate button

Please note that - in case of financial corrections via adjustment of subsequent payments
to projects (i.e. correcting sums to be paid to projects), CA certificates must contain a
report AND a correction of the SAME project partner. Otherwise, the system will generate
a negative payment for the project and treat it as repayment by project. For more
information, please see chapter ‘Financial Corrections’.

157



CERTIFYING AUTHORITY

iNTERdAue -

Note on multi-fund: Please note that CA certificates are single-fund so in case one report
contains partner reports of multiple funds (e.g. ERDF and IPAIl), the reports will be
separated and available for CA Confirmations of each fund separately. Different funds are
managed via different tabs at the top of the page. The same approach is used in all CA
sections. The list of available funds is based on programme data.

Warning

If any programme generated a multi-fund CA Confirmation with an eMS version earlier than 3_2.1,
it is necessary to remove it and redo with single fund approach.

Finance Reports ERDF

Select

Project Number &

3

Project Acronym &

Testé

Testh

Figure 194 Different funds at CA level

Mame Of The Lead
Partner &

Partner Mo.1.

LP1

LP

My lead partner 1

My lead partner 1

Partner No.1.

Country Of The
Lead Partner ¢
LATVIJA
GSTERREICH
LATVIJA
LATVIIA
LATVIJA

LATVIJA

Programme Priority
Axis ¢

ITP Priority 1

ITP Pricrity 1

ITP Priority 1

ITP Pricrity 1

ITP Priority 1

ITP Pricrity 1

Progn
Nu

All the generated CA Confirmations can be accessed through the ‘CA Confirmations’ menu

point.
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fremmwe—
nterreg E
~ Personal ERDF | IPAI | ENI
W Dashboard
=) Mailbox
8 Generated Files Ca Confirmations
U A t — E E - E—
) User Accour Number Of The Total Eligible In Partner Priority Axis Interim payment application
Confirmation Euro Cofin Cofin accounting year
» Applications
26 £477 23494 £ 405 549.69 £ 405 549.69
+ C A Confirmation
25 €5578527.33 €474174823  €4741748.23 @) 01.07.2017 - 30.06.2018

Generate C A
Confirmation 24 £0.00 £0.00 £0.00 =) 01.07.2017 - 30.06.2018

, .
&) C A Confirmations 23 £1139.61 £968.44 £ 068,66 =) 01.07.2015 - 30.06.2016

# ) Payments To Projects

22 €17 333.68 £14730.16 £14733.62 =) 01.07.2015 - 30.06.2016
&) Payments From E C
21 £-20 000.00 £-16 996.00 £-17 000.00 =) 01.01.2014 - 30.06.2015
) Interim payment applications to E
c 20 £6284.51 £5340.57 £5341.83 =) 01.01.2014 - 30.06.2015
Final interim payment
applications to E C 19 €31M.75 £262592 £2 644,98 =) 01.07.2017 - 30.06.2018
» Accounts for accounting period 18 €98 400.00 €83 640.00 €83 640.00
» Reporting on iregularities 17 £0.00 £7.65 £765
» Programme Tables 16 £55203.49 £46339.96 £46922.96 =) 01.07.2016 - 30.06.2017
&) Logout o) Export
EM =

Figure 195 Overview of CA Confirmations

In the overview table of the CA Confirmations, you can see if the confirmation was already
included in the Interim payment application to EC, Final interim payment application to EC
and Accounts for accounting period and access the relevant applications and/or accounts.

Existing CA Confirmations can be deleted by clicking on ‘Remove CA Confirmation’ button.
Please note that CA Confirmations can only be removed as long as they are not included
further in the workflow. If the CA Confirmation is removed the reports and controls appear
again in the list under ‘Generate CA Confirmation’ section and can be included in a new CA
Confirmation.

Please note that in case a CA Confirmation is removed and there were some invoices left
behind (CA sitting ducks), they will be integrated into the report again UNLESS they were
already included in a different CA Confirmation, then they will stay handled separately.

Details of CA Confirmations can be displayed by clicking on ‘View CA Confirmation’
column. It is also possible to print the CA confirmation to pdf. This template can be
adjusted to programme needs.
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Accounts for the accounting period Date Of The Ca View Ca Remove Ca Print Pdf

accounting year Confirmation Confirmation = Confirmation
28.11.2016 11:25:52 2 - =
15.11.2016 10:26:10 2 - =
04.11.2016 13:45:31 £ " &
) 01.07.2015 - 30.06.2016 04.11.2016 11:47:07 £ " &
) .07 2015 - 30.06.2016 04.11.2016 11:44:45 £ / =
) 01.01.2014 - 30.06.2015 03.11.2016 13:58:17 2 - =
) .01 2014 - 30.06.2015 03.11.2016 13:48:07 £ / =
03.11.2016 11:36:14 2 - =
03.11.2016 11:12:04 A * =
IA0.2016 133412 2 - =
) .07 2016 - 30.06.2017 31.10.2016 11:20:58 £ ) [

Figure 196 Overview of CA Confirmations

All the checklists finalized before generating a CA Confirmation are accessible here (in
read-only form), under ‘Checklist’ button next to the relevant project report.

Ca Confirmation Welcome Certying Authoriy!

Ca Confirmation

Number Of The Confrmation 16

Date Of The Confimaton  31.10.2016
Total Eigibke 5520349
caes
e261077
€625237
ERDF Partner Cofin €46339.95
ER D F Priorty Axs Cofi 4502205

Finance Reports

; Name OF The Lead Country Of The Lead | Px Priority Axis | P Report Numb
Project Number & Project Acronym ¢ SR SRR SERHIEIIES || BRSNS | e ERDF(partner cofin) | ERDF(priority axis cofin) | View Proje
a i included ¢ included & Report
B Partner to.t Larvua TP Briorty 1 ' <2100 e o6 5

3 ate Instiute for cooperation PoLsKA TP Priority 1 " €55000.00 €48167.00 4875000 5 -

@) Export

Invoices not included with initial finance-report (ca sitting ducks)

. N Name Of The Lead Partner | Country Of The Lead . Progress Report Number
Project Number ¢ Project Acronym & A e Programme Priority Axis ¢ P
) A . s Partner & o 2 < Total Eligible Induded & (partner cofin)includeq o (PTofY @is cofin)included "‘EWEZ;“JE”‘
B Partner No.1 w2z TP Briry 1 1 10 153 153 s
3 Partner .1 wzzz TP priry 1 1 im0 €153 €153 5
@) print Pat
Uploads
) Upload
Filename & Filetvoe ¢ Date ¢ User & Comment ¢ Actions

Figure 197 Details of one CA Confirmation, including checklists
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Payment to projects

After the generation of a CA certificate, the CA should introduce information on payments
to projects. The actual payment is carried out outside of the system (i.e. the eMS does not
handle payments like a banking software would) but basic information about payments
need to be entered in the eMS. The list of CA certificates paid/to be paid is available
under ‘payments to projects’ menu item. Similarly to other sections of the CA module,
the payments to projects are handled per fund.

mnterreg H
demo

- Personal

Payments to Projects per C A Confirmation
1) Dashboard
) Show Payments Per Report
@) Mailbox
8) Generated Files ER

) User Account
Vie

w
Paymentclaim

» Applications Details

w C A Confirmation

Generate C A

g) Payments To Projects

@) Payments From E

, Interim payment appications to E
c

, Finalinterim payment
appiications io E ©

VORI ORD

» Accounts for accounting period
» Reporting on iregularities

) Export
b Programme Tables

» Corrections and audits

Figure 198 Payments to Projects Overview - Table shows all reports already paid as well as to be paid

Show
More

)

B ® e 6 6 &

Mot Paid
Fully Paid
Fuly Paid
Not Paid
Not Paid
Full Paid

Partially Paid
Not Paid
Not Paid

Fuly Paid

Number Of The Ca Confirmation =~ Payment Status =~ Date Of The Ca Confirmation = Total Eligible In Euro

15.12.2016 10:28:06 £507.20
07.12.2016 10:33:02 €24598.77
06.12.2016 14:15:32 €-2460.00
06.12.2016 13:45:15 €-246.00
05.12.2016 16:37:37 £128.79
05.12.2016 15:01:11 €281.07
02.12.2016 11:01:55 £496.49
01.12.2016 09:45:43 €123.000.00
30.11.2016 13:13:25 €5926.59
30.11.2016 12553:38 €3135686.79

Partner Cofin ~ Priority Axis Cofin

243112 43112
€20 908.95 £20908.95
£-2090.50 £-2081.00
£-209.05 £-209.10
£9485 £109.47
£14053 £210.80
£128.27 £372.36
£104550.00  €104550.00
£4358.41 £5037.60
€2664337.19  €2665333,

The default view in the Payments to projects is per CA Confirmation, but it is possible to
see payments per project report by clicking on ‘Show payments per Report’.

Payments to Projects per Report

A2) Show Payments Per Ca Confirmation

Project Number Lead Partner
s Name &
ITP13 Institute for
cooperation
ITP53 My Lead Partner1
ITPS2 APartnerERDF
ITP52 APartnerERDF
ITP44 Madona

Lead Partner
Country &

POLSKA
OSTERREICH
LATVIIA
LATVIIA

LATVIIA

01

11

01

11

Project Report
Number ¢

Number Of The Ca Payment status

Confirmation ¢

Figure 199 Payments to projects overview per Report

s

27 Fuly paid
29 Notpaid
30 Fuly paid

30 Partialy paid

31 Fuly paid

Date Of The Ca
Confirmation <

30.11.2016 12:53:38
01.12.2016 09:45:43
02.12.2016 11.01:55
02.12.2016 11:01:55

05.12.2016 15:01.11

Eligible Confirmed For
Payment &

€3135686.79
€123 000.00
£41.90

€454 58

€4879

ERDF Paid

£2664 337
£0.00
£2514
€28160

€2439

Note on Priority axes co-financing: The overview of payment to projects shows two values
for co-financing for each fund. In the case of ERDF this is:

e ‘partner co-financing’: The ERDF value calculated based on the actual co-financing rates of
the partners. This value is needed as it shows the actual amount to be paid to the project.

e ‘priority axis co-financing’: The ERDF value calculated based on the co-financing rate of the
priority axis. This value is shown here for informational purposes as SCF calculates
reimbursements to programmes on the basis of priority axes.
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In case a programme applies the priority axes co-financing rate to all projects in a CA
Confirmation, the two ERDF values mentioned above match.

Each CA Confirmation is listed separately and in order to modify or view payment details
please click on ‘View paymentclaim details’ button.

In each ‘Payments to project’ interface all the project reports included in a CA
Confirmation are listed separately and shown per partner. Payment information must be
introduced per partner even if programmes are usually paying to the Lead Partner only.

Ca Confirmation 34 - 05.12.2016

@) Notfyalllead pariners () Confirm ERDF Payment Process

Finance Report 1

@) Notfy lead partner
Project Period Start Period End
02.11.2016 01.05.2017

Report Number Date Of Report Submission (1o Js) Period Number
P25 1 1

16.11.2016.

Partner Partner Total Fund Contribution BICof
i P Fund ol s o 1 BAN of project o Date Of Payment Comment Installments

Paid In Ful

AT 212546 0000 8855
4858 &) Pt

1 DZELZAA ERDF  €4176 €2088 €208 BESTB
+) Add Instalimen

Paid In Ful

AT 212546 0000 9855 5) prin
14356

2 Cesvaine ERDF  €87.03 €73.97 €13.08 BESTB
+) Add Instalment

+) Upload

Filename & Filetype & Date ¢ User ¢ Cormment & Actions

No records found

) Print (#) Save

Figure 200 Payments to Projects - Payment details of one CA Confirmation

It is possible to either pay in full the due amount or to pay in installments. If the project is
paid in full, the CA needs to check the relevant tick box, introduce a date of payment and

save the information.

Pericd Start Pericd End
02.11.2016 01.05.2017
Date Of Payment Comment Installments
Paid In Full
1512 2016 =
Paid In Full

+ | Add Installment

Figure 201 Payment to projects - payment in full

In order to record data on payment in installments please click ‘Add installment’. Each
installment needs a payment date. It is possible to add multiple installments (as long as
the full amount is not paid). The system proposes the full amount as the first installment,
which can be modified. It is possible to add installments as long as the full amount is not
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reached. Each time an installment is added, the system proposes the remaining amount as
the payment value.

Paid In Full
Installment 1 (=
Date Of Payment Amount
15122016 50.00€ &) Print
Comment

+ | Add Installment

Figure 202 Payments to Projects - Payment in installments

Paid In Full

Installment 1 (=

Date Of Payment Amount
15.12.2016 50.00€

Comment
16.12.2016

Installment 2 (=

Date Of Payment Amount
16.12.2016 23.97€

Comment

Figure 203 Payments to Projects - Last installment

When there is no more remaining amount to be paid, the system will not allow to add any
more installments and the date of last installment (when the full amount is paid) is taken
automatically as a final date of payment.

It is possible to upload documents per payment (per project report payment, not per
partner payment) and generate pdf with payment details. Pdf are based on templates and
can be adjusted to programme needs.

It is also possible to notify project Lead Partners about payments. The system
automatically generates the message with details about payments the sending should be
triggered manually for all Lead Partners of one CA Confirmation or for each project
separately.
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Ca Confismation 34 - 05.12.2016

@) Motify all lead partners + Y Confirm ERDF Payment Process

Finance Report 1

=) Motify lead partner

Project Report Mumber Date Of Report {
ITP25 1 16.11.2016

Partner Partner Fund Total Fund Contribution
MNumber Abbreviation Amount Amount Amount
1 DZELZAVA ERDF  £41.76 £20.88 £20.38

Figure 204 Payments to projects, notifying Lead Partners

Handling financial corrections in ‘Payments to projects’

If there are any financial corrections (findings) included in the CA Confirmation, they will
be handled also in the ‘Payment to projects’ section. There are two ways to handle
financial corrections at the project level:

1. Adjustment in the next ERDF payment: This means that the financial correction will be
corrected by adjusting a subsequent payment to the project partner.

2. Repayment by the project: This means that the amount to be corrected will be shown in the
‘payment to projects’ interface as a separate item. Negative amounts to be corrected will
not be automatically deducted from any positive amount.

Please note that financial corrections can be negative (and most frequently are) or positive
(e.g. in the case of advance payments to projects - see the chapter ‘Financial corrections).
So technically the ‘repayment by the project’ could also be a payment by the programme
to the project.

The way the financial corrections are handled at the ‘Payments to projects’ module does
not depend anymore (from version 3_2) on the action selected in the ‘Financial correction’
module. No matter if ‘adjustment in the next ERDF payment’, ‘repayment by the project’
or any action other action is selected in the ‘financial corrections’ interface, the system
will always generate a separate negative (or positive in case of positive correction)
payment item. In case you wish to reduce a payment of a report, please include both the
report and the finding in the CA Confirmation, fill out both the payment and repayment
separately as paid in full and introduce relevant comments.

Repayment similarly to all other payments can be done in full or in installments.
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Ca Certificate 31 - 09.10.2015
) Cose 7R

Figure 205 Payments to Projects - Financial corrections are shown separately from reports.

In case there are any CA sitting ducks in the CA Confirmation, they are shown as a part of
their initial report - just the amount to be paid is adjusted to the remaining invoices
exclusively.

Once all reports and/or financial corrections from a CA Confirmation are paid / repaid, the
CA can close the payment by clicking the ‘Confirm ERDF/IPA/ENI payment process’ button.
Once a payment is marked as closed it is not possible to modify it anymore. However, the
payment can be re-opened for further modifications if needed by clicking ‘Reopen
ERDF/IPA/ENI payment process’.

You can always see the CA Confirmation payment status in the ‘Payments to projects’
section. The system shows ‘Not paid’ in case no item is paid, ‘Partially paid’ in case only
some items are paid or there are any payments in installments and ‘Fully paid’ if all items
are paid. It can also be traced per report under ‘Show Payments per Report’.
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o) Show Payments Per Report

ERDF P&l ENI
sas Show S
Paymentclaim More Mumber Of The Ca Confirmation yment Statu Da
Details
£ £ 1 Mot Paid
pe pe 2 Mot Paid
£ £ 37 Fully Paid
fe fe 36 Fully Paid
fa fa 35 Mot Paid
0 0 34 Fully Paid
fs fs 3 Fully Paid
£ £ 30 Partially Paid
£ £ 29 Mot Paid
0 0 28 Mot Paid
A A 27 Fully Paid
™) Export

Figure 206 CA Confirmation payment status

Please note also that it is possible to include the CA Confirmation in the Interim payment
application to EC regardless of the payment to project status. Many CAs first pay the
project partner and then include the amount in the Interim payment application to EC.
Since there could be exceptions, the eMS does not require payments to projects prior to
including the amount in the Interim payment application to EC.

Attention

Only full CA Confirmations are taken into account for the Interim payment application to EC and
therefore even if the project is paid just partially (e.g. in case of payments in installments or
withholding of one partner share) the system will calculate the entire amount for the payment
application to EC.

If you do not wish to include part of the report in the Interim payment application to EC (e.g. in
case of doubts regarding eligibility of costs), exclude those invoices from the CA Confirmation (i.e.
generate CA sitting ducks).
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Generate Draft Payment application to EC

In the eMS the generation of Interim payment applications is subdivided into two steps
namely:

e Generation of draft Interim payment applications
e Approval of one draft Interim payment application

In the menu item ‘Generate Draft Interim Payment Applications to EC’ the CA can select
one or more CA Confirmations to be included into draft interim payment applications to
EC. It is possible to generate multiple drafts: The CA Confirmations do not immediately
disappear from the list and can be included in many drafts at the same time.

interreg H

- @
1) Dashboard
Mailbox
®) Generated Files Regular ca-confirmations
) User Account Include In
Interim
+ appications Payment Number Of The Ca Confirmation = Payment Status |~ Date Of The Ca Cofirmation | Total Eligible In Euro  ERDF Partner Cofin ~ ERDF Priority Axis Cofin | View

Application To
Ec

+ CAConfirmation

. Interim payment appications to E 1 Not Paid 15.12.2016 16:28:49 €108910.49 €s0873.02 esoerase (D
c
2 Not Paid 15.12.2016 10:28:06 €50720 st entz | (B
a7 Fuly Paid 07.12.2016 10:33.02 22450877 £20008.35 €2000885 (D
34 Fuly Paid 05.12.2016 16:37:37 €12879 €94.85 €1wes7 | (D
DraftInterim Payment 31 Fuly Paid 05.12.2016 15:01:11 £281.07 £140.53 21080 (D
Appications To E C
g Iterm Pyt 29 Not Paid 01.12.2016 09:45:43 €123 000.00 €104550.00 €10455000 (D
Applcations To E C
Final inferim payment
* appications to £ C Scenario ca-confirmations

+ Accounts for accounting period
o Include In

Interim
Payment Number Of The Ca Confirmation =~ Scenario =~ Payment Status =~ Date Of The Ca Cofirmation ~ Total Eligible In Euro = ERDF Partner Cofin = ERDF Priority Axis Cofin ~ View
+ Programme Tables Appthhun To

&

+ Reporting on iregularities

 Corredlions and audts 35 1 Not Paid 06.12.2016 13:45:15. €-245.00 £-20905 €200 (D

+) Generate Draft Interim Payment Appiication To Ec

9) Logout

N x

Figure 207 Generate Draft Payment Applications to EC - List of CA Confirmations waiting to be included

In order to generate a draft please select one or more items and click on ‘Generate draft
Interim payment application to EC’ button. The system will ask you to select the
accounting year in which the Interim payment claim is handled.
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Regular ca-confirmations

Include In
Interim
Payment Number Of The Ca Confirmation = Payment Status =~ Date Of The Ca Cofirmation = Total Eligible In Euro =~ ERDF Partner Cofin |~ ERDF Priority Axis Cofin | View
Application To
Ec

1 Mot Paid 15.12.2016 16:29:49 €106 910.49 €90 873.92 €90873.92 2
v 2 Mot Paid 15.12.2016 10:28:06 €507.20 €431.12 €431.12 e
v 7 Fully Paid 07.12.2016 10:33:02 €2459877 €20 90895 €20908.95 e
34 Fully Paid 05.12.2016 16:37:37 €128.79 €94.85 €109.47 e
3 Fully Paid 05.12.2016 15:01:11 Select Accounting Year % | £210.80 e
29 Mot Paid 01.12.2016 09:45:43 € 104 550.00 o

01.07.2019 - 30.06.2020) ~

Scenario ca-confirmations ayment Appiication To Ec

Include In . .
Interim 01.07.2022 - 30.06.2023

Payment Number Of The Ca Confirmation =~ Scenario  Payment Status ~ Date Of The Ca Cotirmation | Total Eligible In Euro  ERDF Partner Cofin =~ ERDF Priority Axis Cofin | View
Application To
Ec

35 1 Not Paid 06.12.2016 13:45:15 £-246.00 €-209.05 €-209.10 e

+) Generate Draft Interim Payment Application To Ec

Figure 208 Generating draft interim payment application to EC

Please note that only accounting years for which no final interim payment application to
EC was generated are available on the list.

Each fund is treated separately in this section, there is a separate tab available on the top
of the page. The tabs are generated for all the funds used in the programme.

The Interim payment application to EC can also include some findings following certain
scenarios. The Scenario CA Confirmations are shown separately and need to be added
manually to the draft. For more information, please see the chapter ‘Financial
corrections’.

Draft Interim payment applications to EC

The ‘Draft Interim payment application to EC’ menu item shows a list of all generated
drafts. CA can analyse different drafts and choose one to accept and create the actual
interim payment application to EC (i.e. press: ’Create Interim payment application to EC’
below the selected draft).

The amounts are calculated based on included CA Confirmations. For detailed explanations
on how the amounts are calculated, please see the section below °‘Interim payment
applications to EC’.

At this point it is still possible to change the accounting year in which this interim payment
application to EC is handled.
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=) Remove AllDraft nterim Payment Appications To E G
ERDF | PAI | ENI
Draft Interim Payment Application To E C
Generation Date: 16122016 10:26:41 Accounting Year
Inciuded Ga Confirmations: 2 (ERDF), 34 (ERDF)
01.07.2019- 30.06.2020
- Total Amount Of Eligible Expenditure Total Amount Of Private Total Amount Of Public Total Cumulative Amount Of Eligible Expenditure | Total Cumulative Amount Of Private  Total Cumulative Amount Of Public g
Priority g0l Incurred By Benificiaries And Paid In Contribution Incurred In Expenditure Incurred In Incurred By Benificiaries And Paid In Contribution Incurred In Implementing | Expenditure Incurred In Implementing [0 %1
Implementing Operations Implementing Operations Implementing Operations Implementing Operations Operations Operations
ERDF
T8 otal el
priorty | otel i 50720 £3380 4733 50720 €338 €433 o
Y ewendiwe
e
prionty Lol ok €000 €000 €000 €000 €000 <000
s cwpendture
TPTA  total cighle 1287 < £ 107 1287 e c107 5
Py | i emere €208 € 10791 €870 e2nse 10791
Grand Total 63590 esaTT ess122 63590 esarT €822

Real Costs. Flat Rates Lump Sum Standard Scales OF Unit Costs
Total Eligible Claimed = Total Public Expenditure  Total Eligible Claimed ~ Total Public Expenditure  Total Eligible Claimed ~ Total Public Expenditure ~ Total Eligible Claimed = Total Public Expenditure
o €966 €438.36 €407.80 €0.00 €0.00

Figure 209 Draft Payment Applications to EC - List of all available drafts, one of which is selected for
further processing

Once a draft is accepted (and accordingly all included CA Confirmations), all included CA
Confirmations are removed from the list in ‘Generate draft interim payment application to
EC’ and can no longer be included in new drafts. Also, once a draft is accepted (and
accordingly all included CA Confirmations), it is no longer possible to accept any other
drafts that contain overlapping CA Confirmations.

After accepting one of the drafts, it is recommended to remove all other drafts by clicking
on ‘Remove all draft interim payment applications to EC’.

Interim payment applications to EC

All the Interim payment applications to EC are shown in the section ‘Interim payment
applications to EC’. The data is displayed per fund (to change between funds please use
different tabs on the top of the page) and per accounting year (to select accounting year,
please mark the relevant checkbox). By default, the current accounting year is displayed
when entering this section.
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Figure 210 Interim payment applications to EC

After the interim payment applications to EC are generated (i.e. at least one draft is
accepted), the Programme should manually transfer the information to the Commission via
SFC. Information on the SFC transfer (date, number and comments) should be entered into
the eMS and saved.

Interim Payment Application To E C

ing Stons: 21 (ERDF), 37 (ERDF)
fimber According To S F C Date Of Submission To S F € Motes Accounfing Year
01.07.2019 - 30.06.2020

Total Amount Of Eligible Expenditure Total Amount Of Private Total Amount Of Public Total Cumulative Amount Of Eligible Expenditure | Total Cumulative Amount Of Private | Total Cumulative Amount Of Public

priorty | Caguation Incumred By Benificiaries And Paid In Contribution Incurred In Expenditure Incurred In Incumed By Benificiaries And Paid In Contribution Incurred In Expenditure Incurred In ==
Implementing Operations Implementing Operations Implementing Operations Implementing Operations Implementing Operations Implementing Operations
ERDF
ITP total eligibl
Priotity i €2459877 €000 €2459877 €25 10597 LESTY e (8
Y expendiure
e total eligible
Priority g £281.07 £14054 14053 £281.07 £14054 £14053 B
Y expendiure
TPTA | total cigibie €000 £0.00 €000 €870 €208 10781
Priority expenditure
Grand Total <2467084 €054 €2473930 €25515.03 €19531 €2532052
@) Show cummulatie vaes
Real Costs Flat Rates Lump Sum Standard Scales Of Unit Cosls
Total Eligible Claimed | Total Public Expenditure  Total Eligible Claimed | Total Public Expenditure  Total Eligible Claimed | Total Public Expenditure | Total Eligible Claimed  Total Public Expenditure
€206.69 €103.34 €4674.15 €4636.95 €19999.00 €19999.00 €0.00 €0.00
+) Upload
Filename ¢ Filetype © Date » User & Comment & Actions
N records foun
@ Epot (B)Sae ()R

Figure 211 Interim payment Applications to EC - SFC information

Please note that all the figure reported to EC are total expenditure as SFC automatically
applies the priority axis co-financing rate to calculate the actual amounts to be transferred
to the programmes. Accordingly, the eMS tables also show total amounts.

The amounts are shown per one Interim payment application to EC as well as cumulative
amounts per accounting year. This means that in first Interim payment application to EC of
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the given accounting year the amounts of the left side and right side of the table will be
the same and in any further Interim payment applications of the same accounting year
they will accumulate in the right side of the table. The programmes should transfer to SFC
the cumulative amounts.

Interim Payment Application To E C

Included Ca Conf
Number Ac

jons: 31 (ERDF), 37 (ERDF)
SFC Date Of Submission To S F C Notes Aceounting Year

01.07.2019 - 30.06.2020

o Total Amount Of Private
Incurred iciari Contribution Incurred In
g Implementing Operations Implementing Opeggns

Total Cumulative Amount Of Eligible Expes® Total Cumulative Amount Of Private | Total CoPeigg Amount Of Public
Incurred By Benificiaries Aggs®®id In Contribution Incurred In Expenditur®
Implementing Qpefdtions Implementing Operations Implementing OpeMgns
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o
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ERDF

i
Priory | [otalelgble €25 10557 €380 exsozoly (@
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e
J— 5
oty e
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Pty €12879 €088 €10

Grand Total €2487084 €14054 f4730.30 €25515.83 €19531
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Real Costs lat Rates. Lump Sum Standard Scales Of Unit Costs'

Total Eligible Claimed ~ Total Public Expenditure  Total Eligible Claimed  Total Public Expenditure  Total Eligible Claimed = Total Public Expenditure ~ Total Eligible Claimed  Total Public Expenditure
< 20669 €10334 ca67415 €4636.95 €19990.00 €19999.00 €0.00 <000

+) Upload

Filename Filetype & Date & User 5 Comment & Actions.

For information purposes the system shows all payment applications to EC also broken
down per type of cost (real cost/flat rates/lump sums/standard scales of unit cost). The
data is taken from partner reports. In case programmes do not allow for some of the types
of costs or none of the projects is using simplified cost options, the corresponding columns
in the tables will remain 0 EUR. The breakdown per type of cost is by default shown for
one Interim payment application to EC, if you wish to see cumulative amounts (from all
Interim payment applications to EC from one accounting year), please click on ‘Show
cumulative amounts’ above the table.

The Total amount of ‘Total Amount Of Eligible Expenditure Incurred By Beneficiaries And
Paid In Implementing Operations’ is calculated as a sum of total eligible expenditure of all
the CA Confirmations included in the Interim payment application to EC +/- total of all the
financial corrections included.

The ‘Total Amount Of Private Contribution Incurred In Implementing Operations’ is a
calculated amount to ease calculation of Total public expenditure. This figures should not
be transferred to SFC. The system calculates the private expenditure as a sum of all
private contributions. The information on how which part of the contribution is public and
which one is private comes from partner report and the final amount (after cuts of all the
authorities) is calculated using a ratio private contribution/total contribution from the
partner report and it is calculated for each partner report separately (=ROUNDDOWN(total
contribution*ratio, 2) and then summed up for the Interim payment application to EC.

The ‘Total Amount Of Public Expenditure Incurred In Implementing Operations’ is
calculated as a difference between ‘Total Amount Of Eligible Expenditure Incurred By
Beneficiaries And Paid In Implementing Operations’ and ‘Total Amount Of Private
Contribution Incurred In Implementing Operations’.
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In case a mistake was made, the CA can remove the Interim payment application to EC by
clicking the ‘Remove’ button. The Interim payment application to EC can be removed as
long as no Final interim payment application to EC is generated for the given accounting
year. Removing always reverts the action by one step and therefore, removed payment
applications will become drafts again.

Generate Final Interim payment application to EC

At the end of accounting year programmes must submit to SFC Final Interim payment
application to EC. It should not contain any additional expenditure but can include some
additional findings. The system supports generation of the final interim payment
application.

wierieyg |
demo

(PLOT

Figure 212 Generating Final interim payment application to EC

You need to select the accounting year for which one you wish to generate the Final
interim payment application to EC (only accounting years for which no final interim
payment application to EC were ever generated are available on the list), the system sums
up all the Interim payment applications to EC from the given year and gives a possibility to
add some of the findings. Findings are presented in two tables, the regular findings and the
ones that should be manually added to the final interim payment application to EC
according to the selected Scenario.

For accounting years where no interim payment application to EC was generated, it is
possible to generate ‘Zero’ final interim payment application to EC, i.e. application not
including any expenditure. It is still possible to include findings in such an application.
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Figure 213 Generating 'zero' final interim payment application to EC

Final Interim payment application to EC

Overview of all Final interim payment applications to EC can be found under ‘Final interim
payment applications to EC’ menu item. The applications are presented per accounting
year and fund. By default the current accounting year is pre-selected.
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Figure 214 Final interim payment applications to EC
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CA should transfer the Final interim payment application to EC data manually to the SFC
system of the European Commission. The number and date of submission should be
recorded in the eMS.

Generate draft accounts for accounting period

In the eMS the generation of accounts for the accounting period is subdivided into two
steps namely:

e Generation of draft account for the accounting period
e Selection of final account for the accounting period

The accounts are calculated one to one from the Final interim payment to EC.

Please note that at this point in the workflow, it is also possible to add additional
financial corrections, which might be necessary prior to closing the account for the
accounting year. For this reason, the eMS shows a list of all financial corrections that were
not previously included in any CA Confirmation and Interim/Final interim payment
application to EC. These financial corrections are shown in a separate table. Similar to the
‘Generate CA certificate’ interface, only corrections which are closed can be selected
from the list. Once you select any finding to be added to the accounts, the system will
automatically generate a CA Confirmation with these findings.

The findings following Scenarios, which should be added to the accounts are listed in a
separate table and should be manually added.

It is possible to create multiple drafts including the same or different findings. The findings
available for draft generation as long as they are not included in a final account for the
accounting period.
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Figure 215 Total national contribution paid to Beneficiaries in implementing operations

As the system does not trace payment of national contribution, this data must be manually
introduced to the system in order to calculate the ‘Total Amount Of Corresponding
Payments Made To Beneficiaries Under Article132(1) Of Regulation(EU) No1303/2013(A)’. It

can be introduced at this stage or later to the final accounts as well.

Draft accounts of the accounting period

In the ‘Draft accounts for the accounting period’ menu item a list of draft accounts is
shown. There could be several drafts including different financial corrections. CA selects
the draft which should become the final and approves it by clicking ‘Generate Final

Account for the Accounting Period’.
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Figure 216 Draft accounts for the accounting year

Once one draft is accepted for the given accounting year it is no longer possible to
generate or accept another draft for the same year.

After accepting one or more of the drafts, it is recommended to remove all other drafts by
clicking on ‘Remove all accounts drafts’.

Accounts for the accounting period

Under the ‘Accounts for the accounting period’ menu item, list of all accounts generated
so far is listed per fund and per accounting year. As there is no direct link to SFC system of
the European Commission, the accounts need to be manually transferred to the SFC.
Information from SFC2014 on the date of submission of the accounts should be recorded in
the eMS manually.
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Figure 217 Accounts for the accounting period

The accounts are calculated automatically by the system from the final interim payment
application of the given year +/- any financial corrections included. The total national
contribution must be introduced manually and it is added to the total ERDF paid to give
the ‘Total amount of corresponding payments made to beneficiaries’.

It is possible to correct the amounts calculated by the system and submit different values
to the Commission (e.g. in case of doubts to legality of some expenses). In order to do this,
please check the box ‘Correct values’ at the top of the table.
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Figure 218 Accounts for the accounting period - correcting calculated amounts

The second row will appear with editable amounts (by default matching the calculated
values). You will need to calculate all the columns and correct all the values manually. The
system will treat the corrected values as final once saved. The calculated values will
always be shown. It is possible to reset the amounts back to calculated ones by unchecking
the ‘correct values’ checkbox. Please note that all the manual inputs will be lost if you
uncheck the ‘correct values’ field.
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Figure 219 Accounts for Accounting period, consolidation with final interim payment application to EC

The values are compared to the values from the final interim application for payment in
the second table of the accounts. Columns A and B come from the final interim application
for payment to EC and columns C and D from the accounts (IF checkbox ‘correct values’ is
checked the manual input is treated as final values). Columns E and F and a difference
between final interim payment application to EC and accounts for accounting period. Any
difference should be justified in column G.
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Figure 220 Accounts for accounting period - submission of accounts

The accounts should be saved and submitted. Submission of accounts creates a version, if
account is open and resubmitted a new version will be generated. Old versions are stored
as pdfs and accessible from the user interface.

4, Upload

Filename & Filetype &

Mo records found
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Figure 221 Accounts for Accounting period - reopening accounts
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Figure 222 Accounts for accounting period - previous versions of accounts

In case a mistake was made, the CA can remove existing accounts for the accounting
period by clicking the ‘Remove account’ button. Destroying always reverts the action by
one step, therefore removed accounts will become drafts again. Please note - removing
accounts removes ALL versions of the accounts.

Payments from EC

Under the ‘Payments from EC’ menu item, information on payments received from the
European Commission should be recorded. The system is not linked to a programme
banking system so the transfers are executed outside of the eMS. The CA should just record
information about received funds.

interreg E
demo

~ Personal ERDF 1PAI EMNI

L Dashboard
Date Of

=) Mailbex Type Of Nggr;l;qe;ﬂ?f Payment Date Of Amount
Payment Elle Application To Transfer =~ Transferred
8 Generated Files Application To Ec Ec
8) User Account :';:;I"':Zm 1250256 05.12.2016 14122016 £5000.00
» Applications interim 1 30112016 01.12.2016 £200.00 Etl.]m_ dictum ac lacus nec Iuc‘_tus Pha_sal\us id grawd_a massa. Fusce grav
payment Mauris dolor lorem, faucibus id scelerisque quis, eleifend non leo. Nunc p
~ G A Cenfirmation
1‘.";:";';:1?&" 01.12.2016 £350.00

Generate C A

annual
Cenfirmation

accounts 02.12.2016 €10 500.00

#) C A Confrmations clearance

Etiam dictum ac lacus nec luctus. Phasellus id gravida massa. Fusce grav

initial pre- -
02122016 € 10000 00 Mauris dolor lerem, faucibus id scelerisgue quis, eleifend nen leo. Nunc p

# Payments To Projects financing
Figure 223 Payments from EC - Interface to enter received payments

The payments from EC are stored separately for each of the funds (accessible through tabs
on the top of the page). Once a payment from the EC is received a CA should click on ‘Add
payment from EC’ button and introduce information about the payment.

There are several types of payments from European Commission and based on the type
selected more or less information can be introduced into the table.
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Figure 224 Payments from EC - Types of payments can be specified in a drop-down

If a type ‘interim payment’ is selected, additional fields appear in the form and you should
select which Interim payment application to EC you are referring to. The system will
automatically show the date of submission of the payment application to the SFC and
reported amount. Please note that the amount actually received from the Commission will
usually differ from the reported one, as the balance is calculated based into account
certain factors. The requested amount and related fund amount (based on priority axes co-

financing rates) are displayed for information purposes only.

€10 500.00

c1q Edit Payment From Ec

Type Of Payment

Mumber Cf Payment Application Te Ec

Date Of Payment Application To Ec
Tetal eligible
(pricrity axis cofinancing rate)

Date Of Transfer

Amount Transferred

Comment

B Save

interim payment

Ec Payment Application Number: 1125/256

05.12.2016
£ 496.49
€372.36
16.12.2016

£ 350.00

-

Figure 225 Payments from EC, Interim payment application

Both positive and negative transfers can be recorded. The overview table can be exported

to Excel.
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Accounting year overview reporting on withdrawals, recoveries, recoveries
according to art. 71, amounts to be recovered and irrecoverable amounts.

The eMS supports reporting on withdrawals, recoveries, recoveries according to art. 71,
amounts to be recovered and irrecoverable amounts. The process of reporting is described
in details in ‘Financial corrections’ chapter.

List of all financial corrections

Two programme level overview tables are available - one listing all controls ever
introduced in the eMS and the other one listing all findings. Both are available under
‘Corrections and audits’ menu and are privilege-based.

R
¥ Programme Tables

» Corrections and audits

Add coprech

Financial Corrections/
Findings

Financial Corrections/
Controls

¢y | Logout

Figure 226 - Financial corrections programme level overview tables

Financial corrections/Findings is available for users with privilege R_GLOBAL_FINDINGS

Financial corrections/Controls is available for users with privilege PROJECTFINANCE_CA
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Corrections and Audits

The corrections and audits module allows corrections to already submitted, processed
or paid project reports. It is meant for correction of invoices/reports OUTSIDE of the
normal reporting workflow.

The corrections and audits module can be used to:

e Store data on different controls and audits with or without financial impact
e Store data on individual findings
¢ Manage reporting on irregularities

Typically the JS will introduce information on controls and findings into the eMS using
this module. (Financial) corrections also can be associated - for example - with Audit
Authority audits or Commission audits.

For each control/audit one or many ‘findings’ can be introduced into the system. The
total value to be corrected results from the total sum of all findings.

)

Control/audit 1

X

S =N

Finding 1-1 Finding 1-2 Finding 1-3
) g ) g

Figure 227 Each control/audit is given a sequential number and can be associated with ‘findings’

(

Needed user rights / privileges

A user who wants to work with (financial) corrections currently must have the ‘JTS’,
‘MA’ or ‘CA’ user privilege. JTS and MA privileges give access to some of the fields of
the findings form. Full access is reserved to users with CA or MG_financialcorrections
user privileges.

It is possible to introduce (financial) corrections to a project, which was already
finalized. In order to do this, a programme authority (MA, JS or CA) needs to have the
user privilege FINAL_CORRECTIONS allocated.

Introducing a (financial) correction

Any user having one of the above mentioned user privileges can add a control to any
project which is in the status ‘contracted’ or any later status. ‘Finalized’ projects can
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also be corrected (i.e. (financial) corrections are possible also after the project is
closed) but the user needs additional privilege to do this (see above).

(Financial) corrections are accessible from a separate menu item ‘Add Correction’
under left side menu item ‘Corrections and audits’ or from inside the project view, via
the overview of project reports. In the left side menu click on a button ‘Add
correction’.

wmiterreg

¥ Personal
L) Dashboard My Projects
B) Mailbox St Lead LP
B) Generated Files d & Name ¢  Acronym & Start ¢ End ¢ Pariner Natlofallty
B User Account
No records found
» Applications
» Ma Project Progress Reports
» Programme Tables My Mailbox
= Correclions and audits
) Go To Mailbox
+ ) Add correction Inbox £ Subject ¢ Date ~
admin Subject 21.12.2016
m projectReportJSApproved 16:40:22
O Logout I Subject 20.12.2016
projectReportJSApproved 13:55:16
N - admin Subject reopenForMA 2?;::2::6
20.12.2016
admin Subject reopenForMA 13:38:25
admin Subject 20.12.2016
projectReportJSApproved 11:54:54
electronic . Subject 20.12.2016
monitoriﬂg projectReportJSApproved 10:33:43
system
develoned hy

Figure 228 Accessing the corrections and audits module from general user view

In case (financial) correction is added from the general view, the user needs to first
select a project in question and later proceed the same way as described below.
Access to this menu item is reserved to wusers having JTS, MA, CA or
MG_Financialcorrections user privilege.
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Partner Reports

30.09.2016

03.10.2016

14.10.2016

Figure 229 Accessing the corrections and audits module from reporting overview

After accessing the module, an overview table of all controls previously introduced in
the eMS for this particular project is displayed. In order to add a new control, click the

‘Add’ button.

lnterreg - ATP Show More Corrections And Audits
eMSdemo
*) Exit Overview

Number Controltype Comment
8) Generated Files ITP13_1  First lavel control

2) Contacts

ITP13_2  First level control

- st evel conirol
+) Carrections And Audits 0

©) Logout

Welcome MA MA1!

Total Error Rate Start End Closed View
€246.00 492% 05122016 06122016 e

€24560.00 4.92% r)
€31565 0.00% )

Figure 230 Corrections and audits overview for selected project - adding a new control

Information about the control/audit:

Introduce general

information on the

control/audit itself such as the control/audit body, the control/audit type, the time
period of the control/audit, total amount controlled/audited. The system gives each
control/audit a unique number which consists of the project ID and the sequential
number of the control/audit.
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ITP13 Show WMore Welcome MA MAT!

Control Saved

Controlling/ Auditing Control’ Audit Type Controll Audit Duration Date Of Final Report Control confirmed by Ca

Body From

Desk-based - Comment
First level control ~ +

Total Amount Total Ineligible Emor Rate @
Controlled’ Audited Expenditure

0.00 €0.00 0.00 %

=) Delete

Findings

Figure 231 Saving the control/audit

Please note that the ‘Control confirmed by CA’ tick box can be activated only by CA
users and remains inactive for JS and MA users. The fields ‘Total ineligible
expenditure’ and ‘Error rate’ are calculated automatically based on information given
about the control/audit and ‘findings’.

It is possible to upload attachments (e.g. control reports or letters sent to
beneficiary). In order to upload a file, you need to save the control first by pressing
the ‘Save’ button.

Once the control is saved an upload function is activated and can be accessed through
the ‘Attachments’ hyperlink.

Clicking on the ‘Attachments’ button will activate the upload form. You may upload
multiple documents and see all the files uploaded before.
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Figure 232 Financial Corrections Interface - Uploading files

Attention

Actions

Attachments are only visible and accessible in the dialogue box ‘Attachments’. It is
not possible to see if there are any attachments for the control without clicking on

‘Attachments’ button.

Adding findings

Each control/audit can contain one or several finding(s). It is possible to add multiple
findings to one control and the system will sum up the total financial impact of a
control. One control can include different findings relating to different partners of the
same project but one finding can only relate to one partner. Findings are added by

clicking the ‘Add Finding’ button.

Attention

Findings usually have financial impact on the project. If you want to add a finding
without financial impact, we recommend to open a new control and do NOT add any

findings.
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Figure 233 Adding individual findings

The system gives each finding a unique number. The number consists of the project ID,
control number, partner number and sequential number of the finding.

A finding usually is recorded for a single invoice. Should it not be possible to assign a
finding to a single invoice, a finding must at least be associated to the project partner,
budget line, work package and period. This information is necessary to make overview
tables of the eMS work (e.g. total spending per budget line).

Findings per invoice

If a finding affects one single invoice, please tick the box ‘For Invoice’. The system
then proposes a list of all invoices of the project in question. The list can be filtered
by the following criteria: Partner, Period, Work package and/or Budget line.

Findings

Number: ITP13_4_ 6

Finding confirmed by Ca
-. e Period

Financial Correction Partner Level

Amount corrected in

Workpackage Budgetline Show Flatrates Eur
1 Institute for = - > >
Invoice
L= Total Corresponding ERDF Corresponding Partner Contribution
certified Carrection  €0.00 €0.00 €0.00
amount
N Invoice (amounts
Budget Invoice A Corresponding Partner Contribution
Invoice e g Wp Vol Declared might P 9
Line Date
Amount change if Private -
invoice Is
procassed Date Of Sending Infermation To Benificiary
further)
Period 0 External Comment
Partner 1 expertiseand P Preparation NALS €50000 €50000
Report 1 services
Eer:"" | External o
anner expertise and 01.11.2016 €40 €20 000 ¢
Report 1 ; Management
Involce s Correction type
Period 1 Incomplete audit frail, missing evidence -
Partner 1 . .
¥ 1 36 3 Comment
Renort 1 Equipment T €367 €367
Invoice
Period 1
Partner 1 Infrastructure M At e

Figure 234 Adding findings per invoice
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The list by default does not show the flat rate ‘invoices’ as usually they are not cut on
their own. But in case such cut is necessary, it is possible to display and correct them
by marking ‘Show flatrates’ checkbox.

Once the invoice in question is marked, the system will record the finding for this
particular invoice. The system will know whether the invoice in question was already
included in a CA Confirmation, Interim/Final interim payment application to EC and
Accounts for the accounting period.

The system also knows whether the invoice in question generated flat rates. If there
were flat rates related to the invoice, the system will add them to the corrected
amount.

Financial Correction Partner Level

Amount corrected in Eur
(flatrates excluded)

€ 5000.00
Total Corresponding ERDF Corresponding Partner Contribution
Correction € 5 000.00 €4 249.00 €751.00
Corresponding Flatrates €1 150.00 €977.27 €172.73
Total Correction €6 150.00 €5 226.27 €923.73

Corresponding Partner Contribution
Private A

Date Of Sending Information To Benificiary

Comment

2000 Characters Remaining

Caorrection type

Figure 235 Findings - correcting flat rates together with an invoice

If the invoice was introduced to the eMS in currency other than EUR, it is possible to
correct it in the original currency. Once such an invoice is selected, the system will
show a check box ‘Edit amount in original currency’. If selected, you need to
introduce a cut in original currency and the system will recalculate it into EUR using
the same exchange rate as was used when the invoice was initially reported.
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Financial Correction Partner Leyel

Amount corrected in
(flatrates excluded)

ount in original Amount corrected in original currency

JOD 500.00
€645.68
Toed Carresponding ERDE €orresponding Partner Contribution
Correction £645.68 €548.69 €96.99
Corresponding Flatrates € 148.50 €126.19 €22.31
Total Correction €794.18 €674.88 €119.30

Corresponding Partner Contribution
Private >

Date Of Sending Information To Benificiary

Comment

Figure 236 Cuts in original currency

Findings not for a single invoice

If no single invoice is affected by a finding, e.g. in case of flat rate cuts; it is possible
to introduce a finding for a combination of the following criteria: Partner, Period,
Budget line and Work package. In order to do this, please make sure that the ‘For
Invoice’ tick box is not selected. Use the available drop downs to make the right
combination of the above mentioned criteria.

Findings

Number: ITP13_4_1_6

Finding confirmed by Ca

@ Financial Correction Partner Level
= Amount corrected in
Booane. Period Eur

Staff costs v 0 v

Workpackage Partner Fund

0 Preparation v 1 Institute for coc ¥ ERDF Total Corresponding ERDF Corresponding Partner Contribution
Correction €0.00 €0.00 €0.00

Comment
Corresponding Partner Contribution
Private \?

2000 Characters Remaining Date Of Sending Information To Benificiary

Comment

Correction type

Incomplete audit trail, missing evidence =

Poammant

Figure 237 Financial Corrections Interface - Adding findings not for a single invoice

In case the finding is not related to a specific invoice, the system does not know if the
affected expenditure was already included in a CA Confirmation, Interim/Final interim
payment application to EC and Accounts for the accounting period. In order to include
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such a finding in the reporting on recoveries and withdrawals CA must manually
allocate a CA Confirmation to the finding (for more information see chapter CA
functionalities). The system will list all the CA Confirmations where expenditure for
the project in question were included.

General information about findings

It is possible to add attachments to findings. In order to do this, please click on the
‘Attachment’ button and follow the same logic as described above.

Information on each finding needs to be provided on three levels:

o Partner
o Project
e Programme level

It is important to indicate the source of contribution (the system does not take this
information from partner report, it must be included manually in the finding form). In
case contribution has both public and private source, the user needs to inform the
system about the exact amounts of public and private contribution. There is a built in
validation, which checks whether introduced amounts sum up to the total contribution
corresponding to the finding.

Some of the information is foreseen to be introduced by the JS or MA and other can be
filled out by CA only. The JS/MA sees and can modify the partner level and part of the
project level information. If according to programme rules any user other than CA
should be able to see/modify the entire form, please use the privilege
MG_Financialcorrections.
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Finding confirmed by Ca

For Invoice Financial Correction Partner Level
Ar rected in Ei
Period
[
Part Fund Total Corresponding ERDF Corresponding Partner Contribution
T ERDF Correction €0.00 €0.00 €0.00

onding Partner Contribution

Repayment Deadline Date Of Repayment

Figure 238 JS view on findings

The remainder of the project level information and the entire programme level
information of the finding is only visible to users having CA or MG_Financialcorrections
privilege. CA users have access to all fields of the financial correction form and can
also confirm (i.e. close) the finding/control.
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Action
Repayment by the project >

Comment

2000 Characters Remaining

Repayment Deadline Date Of Repayment
Interest Total Interest ERDF

Interest Partner Interest Late Repayment ERDF
Contribution

Interest Late Repayment Interest Late Repayment Total
Partner Contribution

Repayment In Court Procedure Opening Date Of Insolvency Closing Date Of Insolvency
Installments.

Ca Comment

2000 Characters Remaining

Financial Correction Programme Level

Ca Confirmation Number

Olaf Report Irregularity Amount Below250 Eur To Be Reported ToE C

Figure 239 Findings form - additional fields in findings visible to CA only

CA should check the control and/or relevant findings, fill out missing data and then
confirm single finding(s) or entire control. The CA Confirmation (from eMS version 3_2)
works with single findings, it is therefore possible to close just one/some of the
findings and process them further in the workflow.
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ITP13 | Show More

Control: ITP13_4

Findings

Number: [TP13_4_1_6

,.-m Financial Correction Partner Level
Amount comrectad in Eur

Budgetiina Pariod
Figure 240 Financial Corrections - Closing controls

Only confirmed findings/controls can be included in the CA Confirmation and later on
in the Interim/Final interim payment application to EC and Accounts for the
accounting period. For more information, please see the ‘CA functionalities’ chapter.

By confirming the control, ALL findings related to particular control are automatically
confirmed.

Confirmed finding is locked and cannot be modified anymore. Some of the fields
remain editable as usually they are filled out later (i.e. data on actual repayment by
project partners).

Please note that technically it does not matter which action in the Financial
Correction project level section is selected. No matter if the finding is a repayment by
the project or adjustment of the next ERDF payment, the eMS will generate a separate
payment line in the ‘Payments to projects’ form.

If you wish to decrease the payment of some report to the project, please include
both the finding and the report in one CA Confirmation, record data on both payments
and write comments explaining that the actual payment decreased and there was no
actual repayment.

Reporting on irregularities

Only findings related to expenditures already claimed from the European Commission
(i.e. included in an Interim payment application to EC) can be taken into account for
the Accounting year overview reporting on withdrawals, recoveries, recoveries
according to art. 71., amounts to be recovered and irrecoverable amounts.

In order to include a finding in the above mentioned reporting, please make sure that
the appropriate CA Confirmation is selected (in case of findings for an invoice, the
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system will propose the right CA Confirmation and inform whether it was already
claimed from the Commission; in case of other findings the CA Confirmation must be
selected manually from a dropdown list of all Confirmations already available for the
project in question).

If the certificate was already included in the Interim payment application to EC, the
tick box ‘To be reported to EC’ will become active.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year

27 -30.11.2016 = or: 8 014 - 30.06.2015

Number: 1

Amount Below250 Eur

0 Be Reported To E

Olaf Report Irregularity

Figure 241 Financial Corrections Programme Level - To be reported to EC
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It is also possible to mark the amount as finding ‘Amount below 250 EUR’. This check
box is only active if the finding is below 250 EUR.

Please note that according to the Regulations this limit applies to the entire project
within one year and not to a single finding. The system does not monitor and sum up
amounts from other findings. It must be monitored manually by the CA.

It is a decision of the CA to mark such finding as ‘Amount below 250 EUR’. Such
findings only go to the ‘Generate CA Confirmation’ but neither to Payments to project
nor to Interim/Final Interim Payment Application to EC as they do not have to be
recovered from project or reported to the Commission.

It is possible to uncheck the tick box ‘Amount below 250 EUR’ later and to process the
finding in a normal workflow. This is necessary if e.g. another finding for the same
project was discovered and the regulatory limit of 250 EUR was exceeded.

When the ‘To be reported to EC’ is ticked additional actions are available: according
to the ‘Guidance for Member States on Amounts Withdrawn, Recovered, to be
Recovered and Irrecoverable Amounts’ there are several Scenarios how the finding
should be reported to the Commission depending on when it was discovered and to
which amount it relates. We have identified and implemented in the eMS five different
Scenarios. All other cases should be reported without Scenarios and should follow the
entire CA workflow.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27 - 30.11.2018 Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported ToE C
'
Scenario Description
= No scenario selected

1

) -

3

4

5

Figure 242 Reporting to EC - selection of Scenarios
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No-Scenario findings

If the irregularity does not match any of the Scenarios listed below, it should be
reported as non-Scenario finding. In such a case after clicking on ‘To be reported to
EC’ please select only action and do not select any of the scenarios.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27-30.11.2016 Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported To EC
v
enario Description

Action

Withdrawal
Recovery
Amount To Be Recovered

Irrecoverable

v No scenario selected

Figure 243 Non-Scenario finding

In such a case the finding will go through the entire workflow and will be reported to
the Commission in the reporting on Recoveries, Withdrawals, Amounts to be
recovered, etc. according to the action selected in the accounting year in which it is
included in the Accounts for the accounting period.

How will the workflow work?

In case of recovery, the system will add interest on late repayment (if any) to
the irregular amount. The interest will be added only if the amount in field
‘Total interest on late repayment’ is different than zero. The interest will be
added to the total amount corrected and reported together to the Commission.
It will be added when confirming the finding or control and the user will be
informed about it by information popup.

Irregularity will be available on the list of findings to be included in the CA
confirmation. In order to include it, it must be confirmed by CA first. The
finding needs to be manually selected for the CA Confirmation. Please note
that the non-scenario findings can be included in one CA Confirmation together
with other items. This means that you can include in one CA Confirmation one
or multiple non-Scenario findings together with finance reports and CA Sitting
Ducks.

CA confirmation including this irregularity will go to Payments to projects.
Please note that in case of Recovery, the repayment from project must be
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introduced retrospectively because the recovery data in the finding form must
be filled out before it is transferred into a CA Confirmation and goes to
Payments to projects interface.

e CA confirmation with this irregularity should be included in the Interim
payment application (it needs to be included manually by the user).

e In case the non-Scenario finding is not yet included in any CA Confirmation, it
will be available to be included in the Interim payment application to EC or
Final interim payment application to EC from a separate table ‘Regular
findings’. If the item is selected, the system will automatically generate CA
Confirmation for the item and transfer it to ‘Payments to projects’.

e The Final interim payment application to EC including the relevant findings will
be transferred to the Accounts for accounting period for the accounting year N.

e The irregularity will be reported according to the action selected in the finding
form.

Scenario findings

Each Scenario is described directly in the finding interface. The CA should select
relevant scenario only if all the criteria listed in the description are met. In cases
different than described please report the irregularity without any scenario.
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Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27-30.11.2016 ¥ Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported ToE C

v
Scenario Descriptig

! Descriptions of the Scenarios

Scenario 1

Should be used for:

= Irregularity detected in year N linked to expenditure included in the “interim pay
application” in the same accounting year (year N).

» Irregularity detected before the “final interim payment application” of accounting ye
N.

» Irregularity can be a withdrawal or a recovery (incl. “recovery according to art. 717)

How will the workflow work?

» In case of recavery, the system will add interest on late repayment (if any) to the
irregular amount.

Irregularity will be available on the list of findings to be included in the CA
confirmation.

CA confirmation including this irregularity will go to “Payments to projects”.
CA confirmation with this irregularity should be included in the “interim pay
application” or directly in the “final interim payment application” for the ac
year N (it needs to be included manually by the user).

The “final interim payment” will be transferred to the “accounts for,
for accounting year N.

The irregularity will be reported as withdrawal or reco
art. 71" for the accounting year N.

counting period”

or “recovery according to

Action Cleared Future

Withdrawal h 4

Figure 244 Scenario description
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Scenario 1
Should be used for:

e Irregularity detected in year N linked to expenditure included in the linterim
payment application to EC in the same accounting year (year N).

e lrregularity detected before the Final interim payment application to EC of
accounting year N.

¢ lrregularity can be a withdrawal or a recovery (incl. “recovery according to art.
71”). The option needs to be selected manually from the dropdown ‘Action’.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27-30.11.2016 T Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported ToE C

v
Scenario Description

1

Descriptions of the Scenarios

Scenario 1
Should be used for:

« Irregularity detected in year N linked to expenditure included in the “interim payment
application” in the same accounting year (year N).

« lrregularity detected before the “final interim payment application” of accounting year
N.

« Irregularity can be a withdrawal or a recovery (incl. “recovery according to art. 717)

How will the workflow work?

« In case of recovery, the system will add interest on late repayment (if any) to the
irregular amount

« Irregularity will be available on the list of findings to be included in the CA
confirmation.

« CA confirmation including this irregularity will go to “Payments to projects”.

« CA confirmation with this irregularity should be included in the “interim payment
application” or directly in the “final interim payment application” for the accounting
year N (it needs to be included manually by the user).

« The “final interim payment” will be transferred to the “accounts for accounting period”
for accounting year N.

« The irregularity will be reported as withdrawal or recovery or “recovery according to
art. 71" for the accounting year N.

Cleared Future

Action

Withdrawal

Recovery

Figure 245 Scenario 1 finding (withdrawal or recovery)

How will the workflow work?

¢ In case of recovery, the system will add interest on late repayment (if any) to
the irregular amount. The interest will be added only if the amount in field
‘Total interest on late repayment’ is different than zero. The interest will be
added to the total amount corrected and reported together to the Commission.
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It will be added when confirming the finding or control and the user will be
informed about it by information popup. If introduced later (i.e. after the
finding is confirmed), it will not be added anymore.

o lrregularity will be available on the list of findings to be included in the CA
Confirmation. In order to include it, it must be confirmed by CA first. The
finding needs to be manually selected for the CA Confirmation. Please note
that the scenario findings cannot be included in one CA Confirmation together
with other items. This means that you can include in one CA Confirmation
multiple findings of Scenario 1 but you cannot include Scenario 1 findings
together with a report, CA Sitting duck or any other finding.

Scenario findings are always marked with the Scenario number.

Financial corrections (findings)

3/28.10.2017 - P

ATP mP13_4 First level control Desk-based 27.042018

e CA confirmation including this irregularity will go to Payments to projects.
Please note that in case of Recovery, the repayment from project must be
introduced retrospectively because the recovery data in the finding form must
be recorded already before it is transferred into a CA Confirmation and to
Payments to projects interface.

e CA confirmation with this irregularity should be included in the Interim
payment application or directly in the Final interim payment application to EC
for the accounting year N (it needs to be included manually by the user).

The CA Confirmation with Scenario 1 finding(s) will be available to be included
in the Interim payment application to EC or Final interim payment application
to EC from a separate table ‘Scenario CA Confirmations’. If it is included in
Interim payment application to EC it gets transferred automatically to the Final
Interim payment to EC and is no longer available on the list of Scenario CA
Confirmations in Generate final interim payment application to EC view.
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Hilerrey - Generate Draft Interim Payment Application To EC
eMSdemo
* Pecsonal ERDF IPAI ENI

W) Dashboard

8) Mailbox
@) Generated Files Regular ca-confirmations
@) User Account Include In
Interim
» Applications Payment Number Of The Ca Confirmation ~ Payment Status  Date Of The Ca Cofirmation ~ Total Eligible In Euro  ERDF Partner Cofin  ERDF Priority Axis Cofin  View
Application To
Ec

» C A Confirmation

- ‘C’"ﬁ”" Payshdcl applicacions o £ 40 Fully Paid 21.12.2018 16:41:49 €54.07 €27.03 €4595 B
3 Fully Paid 20.122016 15:47:46 €11.31 €565 €961 B
Generate Draft Interim
& Payment Application To £ 1 Not Paid 15.12.2016 16:29:49 €106 910.49 €00873.92 €00873.92 AP
c
2 Not Paid 01.12.2016 09:45:43 €123000.00 €104 550.00 €10455000 B,
a Draft Interim Payment
Applications To E C
@) terim Payment
Applications ToE C
Final mtarim payment
applications to E C "‘lf"x‘giem'“
» Accounts for accounting period Payment Number Of The Ca Confirmation ~ Scenario  Payment Status  Date Of The Ca Cofirmation ~ Total Eligible In Euro  ERDF Partner Cofin  ERDF Priority Axis Cofin ~ View
Application To
» Reporting on irregularities Ec
» Programme Tables 47 1 Not Paid 27.12.2016 16:01:15 €-6160.00 €-522627 €522750 (B
~ Corrections and audits 6 3 Not Paid 27.12.2016 11:20:58 €-3442 €-2025 €-2025 B
+) Add correction 35 1 Not Paid 06.12.2016 13:45:15 €-246.00 €-209.05 €-209.10 A
Financial Corrections! +) Generata Draft Interim Payment Application To Ec
Findings
@) Financial Corrections!

Controls

Figure 246 Generate Draft Interim payment application to EC - Scenario CA Confirmations available to
be included in the claim

e The Final interim payment application to EC including the relevant findings will
be transferred to the Accounts for accounting period for the accounting year N.

e The irregularity will be reported as withdrawal or recovery or “recovery
according to art. 71” for the accounting year N.

Withdrawals And Recoveries

ERDF IPAII ENI

Withdrawals - Total Withdrawals - Withdrawals - Recoveries - Total Recoveries - Recoveries -
Priority Eligible Amount Of Corresponding  Corresponding Public Eligible Amount Of Corresponding Corresponding
Expenditure Private Contribution Expenditure Expenditure Private Contribution Public Expenditure
ITP
Priority €6150.00 €923.73 €5226.27 € 246.00 €0.00 €246.00
1
Total €6150.00 €92373 €5226.27 € 246.00 €0.00 € 246.00

Split Of Amounts Withdrawn And Recovered During The Accounting Year By Accounting Year Of Declaration Of The Corresponding Expenditure

Withdrawals - Withdrawals - Withdrawals - Recoveries - Recoveries - Recoveries -
Total Eligible Corresponding Corresponding Total Eligible Corresponding Corresponding
Amount Of Private Public Amount Of Private Public
Expenditure Contribution Expenditure Expenditure Contribution Expenditure
inielation: fof\couning:Yesr Encing €6150.00 €92373 €522627 €246.00 €0.00 €246.00

30.06.2015

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2016 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result

Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2017 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result

Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Article127(1) Of Regulation( E U) No1303/2013

Figure 247 Reporting on Withdrawals and Recoveries for the accounting year N
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For recovery check
Irregularity < interest on late
repayment
CA confirmation 4 Payments to project

y

Interim/final interim
payment application
to EC (year N)

)

Accounts for
accounting period of
year N

Reportingon
irregularities as
withdrawal or recovery
(+art. 71)

Figure 248 Workflow Scenario 1
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Scenario 2
Should be used for:

e lrregularity detected in year N linked to expenditure included in the Interim
payment application to EC in the same accounting year (year N).

¢ Irregularity detected after submission of the Final interim payment application
to EC of year N and before submission of the Accounts for the accounting
period for accounting year N.

e Irregularity should not be reported to the Commission and therefore there is no
dropdown for recovery/withdrawal/amount to be recovered, etc.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27 - 30.11.2016 Y Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported To EC
v
Scenario Description
2 Scenario 2

Should be used for:

« lrregularity detected in year N linked to expenditure included in the “interim payment
application” in the same accounting year (year N).

« Irregularity detected after the “final interim payment application” of year N and before
the “accounts for the accounting period” for accounting year N.

« lrregularity should not be reported to the Commission.

How will the workflow work?

« lrregularity will be available on the list of findings to be included in the CA
confirmation.

» CA confirmation including this irregularity will go to “Payments to projects”.

+ The CA confirmation with this irregularity will be available at “generate draft accounts
for accounting period” and should be manually added to the accounts for year N.

« lrregularity does not go to reporting on recoveries, withdrawals, etc.

Figure 249 Scenario 2 finding
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How will the workflow work?

Show
Details

Irregularity will be available on the list of findings to be included in the CA
confirmation. In order to include it, it must be confirmed by CA first. The
finding needs to be manually selected for the CA Confirmation.
Please note that the scenario findings cannot be included in one CA
Confirmation together with other items. This means that you can include in one
CA Confirmation multiple findings of Scenario 2 but you cannot include
Scenario 2 findings together with a report or other finding.
Scenario findings are always marked with the Scenario number.
CA confirmation including this irregularity will go to “Payments to projects”.
Payments should be manually introduced in the eMS.
The CA confirmation with this irregularity will be available at Generate draft
accounts for accounting period and should be manually added to the accounts
for year N. You will be able to see the difference between the Final interim
payment application to EC and the Accounts and you will have to explain the
difference.
enalfiire Entassd intn Tl Amoint 5 Total Amount Of The Total Amount Of Total national Total Amount Of Correspondin
oy TS s ST G | cortmoni iy | Corepmirgnile | Eoftalle | coiuor | Pamr e o Saricres
U 2 T Trec el 6 Oriecalionis |mp1emenmjg ple g lementing Reg! \( E U) No1303/2013(
Operations Operations operations A)
ERDF
v”rm‘j: Calculated value: €22235.76 €-386.93 €2262269 € 20 560.35 €0.00 € 20 560
v”rm‘:: Calculated value: €289.07 €143.74 €145.33 €140.53 T000 €140.53
G;;':I €22653.62 €-22231 €22875.93 €20795.73 €0.00 €20795.73
Total eligible expenditure included in payment Expenditure declared in accodance with Article 137(1)(a) of Regulation Difference Comments (obligatory in case of
a 8 1 to the commission ( E U) No 1303/2013 difference)
Total amount of Total amount of eligible expenditure entered Total amount of the
rheneitaoeons | TmRA | emsh kifstomstatbiiotie | it
(A) (B) ) D) (E) (F) (G)
G:::: €25113.62 €24 966.43 €22653.62 €22875.93 €2 460,00 € 2090.50

Out of which amounts corrected in the current accounts as a result of audits of operations according to Article 127(1) of Reguiation ( € U) No 1303/2013

Figure 250 Accounts for the accounting year
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¢ lrregularity does not go to reporting on recoveries, withdrawals, etc.

Irregularity

CA confirmation

Payments to project

Accounts for
accounting period of
year N

Re gon
irr rities

Figure 251 Workflow Scenario 2
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Scenario 3
Should be used for:

e lrregularity detected in year N linked to expenditure included in the Interim
payment application to EC in previous accounting years (year N-n).

o Irregularity is a withdrawal.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27-30.11.2016 " Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported TOE C

v
Scenario Description
L 3 Scenario 3

Should be used for:

» Irregularity detected in year N linked to expenditure included in the “interim payment
application” in previous accounting years (year N-n).
» Irregularity is a withdrawal.

How will the workflow work?

Irregularity will be available on the list of findings to be included in the CA
confirmation.

CA confirmation including this irregularity will go to “payments to projects”.

CA confirmation with this irregularity should be included in the “interim payment
application” or directly in the “final interim payment application” for the accounting
year N (it needs to be included manually by the user).

The “final interim payment application” will be transferred to the “accounts for
accounting period” for accounting year N.

The irregularity will be reported as withdrawal for the accounting year N.

Action Cleared Future
Withdrawal

Figure 252 Scenario 3 finding
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How will the workflow work?

o lrregularity will be available on the list of findings to be included in the CA
Confirmation. In order to include it, it must be confirmed by CA first. The
finding needs to be manually selected for the CA Confirmation.

Please note that the scenario findings cannot be included in one CA
Confirmation together with other items. This means that you can include in one
CA Confirmation multiple findings of Scenario 3 but you cannot include
Scenario 3 findings together with a report or other finding.

Scenario findings are always marked with the Scenario number.

e CA Confirmation including this irregularity will go to Payments to projects.
Repayments should be manually introduced in the eMS after funds are
recovered from project.

e CA Confirmation with this irregularity should be included in the Interim
payment application to EC or directly in the Final interim payment application
to EC for the accounting year N (it needs to be included manually by the user).
The CA Confirmation with Scenario 3 finding(s) will be available to be included
in the Interim payment application to EC or Final interim payment application
to EC from a separate table ‘Scenario CA Confirmations’. If it is included in
Interim payment application to EC it gets transferred automatically to the Final
Interim payment to EC and is no longer available on the list of Scenario CA
Confirmations in Generate final interim payment application to EC view.

e The Final interim payment application to EC will be transferred to the Accounts
for accounting period for accounting year N.

e The irregularity will be reported as withdrawal for the accounting year N.
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Withdrawals And Recoveries

ERDF  IPAIl ENI
Withdrawals - Total Withdrawals - Withdrawals - Recoveries - Total Recoveries - Recoveries -
Priority Eligible Amount Of Corresponding  Corresponding Public Eligible Amount Of Corresponding Corresponding
Expenditure Private Contribution i iture Private Contribution Public Expenditure
L
Priority €34.42 €5.17 €20.25 €0.00 €0.00 €0.00
1
Total €34.42 €517 €29.25 €0.00 €0.00 €0.00
Split Of Amounts Withdrawn And Recovered During The Accounting Year By Accounting Year Of D Of The Ci ponding Exp
i - With - i - R ies - R ies - Recoveries -
Total Eligible Correspondin: Corresponding Total Eligible Corresponding Corresponding
Amount Of Private Public Amount Of Private Public
Expenditure Contribution Expenditure i Ci ibution iture
In Relation To Accounting Year Ending
30.06.2015 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result >
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30.06.2016 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result )
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30,06.2017 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result L I I B - B
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30.06.2018 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result - - . -
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30.06.2019 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Out Of Which Amounts Corrected As A Result " N
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending €34.42 €547 €205 €0.00 €0.00 €0.00

30.06.2020

Figure 253 Reporting on Recoveries and Withdrawals for accounting year N

Irregularity

CA confirmation

Payments to project

Interim/final interim
payment application
to EC (year N)

Accounts for

accounting period of
year N

Reportingon
irregularities as
withdrawal

Figure 254 Workflow Scenario 3
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Scenario 4
Should be used for:

e lrregularity detected in year N linked to expenditure included in the Interim
payment application to EC in previous accounting years (year N-n).

e Irregularity recovered by the programme in year N.

e lrregularity is a recovery (incl. “recovery according to art. 71”)

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27-30.11.2016 Y Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported To E C

v
Scenario Description
4 Scenario 4

Should be used for:

« lrregularity detected in year N linked to expenditure included in the “interim payment
application” in previous accounting years (year N-n).

» lrregularity recovered by the programme in year N.

« Irregularity is a recovery (incl. “recovery according to art. 717)

How will the workflow work?

» The system will add interest on late repayment (if any) to the irregular amount.

« lrregularity will be available on the list of findings to be included in the CA
confirmation.

» CA confirmation including this irregularity will go to “payments to projects”.

« CA confirmation with this irregularity should be included in the “interim payment
application” or directly in the *final interim payment application” for the accounting
year N (it needs to be included manually by the user).

+ The “final interim payment” will be transferred to the “accounts for accounting period”
for accounting year N.

« The irregularity will be reported as recovery or “recovery according to art. 71" for the
accounting year N.

Action Date Of Repayment Recovery Accoring To
Recovery 14.12.2016 Article71
v

Figure 255 Scenario 4 finding
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How will the workflow work?

e The system will add interest on late repayment (if any) to the irregular
amount. The interest will be added only if the amount in field ‘Total interest
on late repayment’ is different than zero. The interest will be added to the
total amount corrected and reported together to the Commission. It will be
added when confirming the finding or control and the user will be informed
about it by information popup. If it is updated after confirming the finding, the
amount will no longer be updated.

o lrregularity will be available on the list of findings to be included in the CA
Confirmation. In order to include it, it must be confirmed by CA first. The
finding needs to be manually selected for the CA Confirmation.

Please note that the scenario findings cannot be included in one CA
Confirmation together with other items. This means that you can include in one
CA Confirmation multiple findings of Scenario 4 but you cannot include
Scenario 4 findings together with a report or other finding.

Scenario findings are always marked with the Scenario number.

e CA confirmation including this irregularity will go to Payments to projects. The
repayment from project must be introduced retrospectively because the
recovery data must be included in the finding form before it is transferred into
a CA Confirmation and Payments to projects interface.

e CA confirmation with this irregularity should be included in the Interim
payment application to EC or directly in the Final interim payment application
to EC for the accounting year N (it needs to be included manually by the user).
The CA Confirmation with Scenario 4 finding(s) will be available to be included
in the Interim payment application to EC or Final interim payment application
to EC from a separate table ‘Scenario CA Confirmations’. If it is included in
Interim payment application to EC it gets transferred automatically to the Final
Interim payment to EC and is no longer available on the list of Scenario CA
Confirmations in Generate final interim payment application to EC view.

e The Final interim payment application to EC will be transferred to the Accounts
for accounting period for accounting year N.

e The irregularity will be reported as recovery or “recovery according to art. 71”
for the accounting year N.
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Withdrawals And Recoveries

ERDF IPAII ENI

Withdrawals - Total Withdrawals - Withdrawals - Recoveries - Total Recoveries - Recoveries -
Priority Eligible Amount Of Corresponding  Corresponding Public Eligible Amount Of Corresponding Corresponding
Expenditure Private Contribution Expenditure Expenditure Private Contribution Public Expenditure
ITP
Priority €6 150.00 €923.73 €5226.27 € 246.00 €0.00 € 246.00
1
Total €6 150.00 €923.73 €56226.27 €246.00 €0.00 € 246.00

Split Of Amounts Withdrawn And Recovered During The Accounting Year By Accounting Year Of Declaration Of The Corresponding Expenditure

Withdrawals - Withdrawals - Withdrawals - Recoveries - Recoveries - Recoveries -
Total Eligible Corresponding Corresponding Total Eligible Corresponding Corresponding
Amount Of Private Public Amount Of Private Public
Expenditure Contribution Expenditure Expenditure Contribution Expenditure
In Relation To Accounting Year Ending €6 150.00 €923.73 €5226.27 €246.00 €0.00 €246.00

30.06.2015

Out Of Which Amounts Caorrected As A Result
Of Audits Of Operations According To €0.00 € 0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2016 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2017 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2018 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Figure 256 Reporting on Recoveries and Withdrawals for accounting year N

Check interest on late
repayment

Irregularity

CA confirmation Payments to project

3

Interim/final interim
payment application
to EC (year N)

Accounts for

accounting period of
year N

Reporting on
irregularities as
recovery (+ art. 71)

Figure 257 Workflow Scenario 4
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Scenario 5
Should be used for:

o Irregularity detected in year N linked to expenditure included in the Interim
payment application to EC in previous accounting years (year N-n).

e Irregularity is amount to be recovered.

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
27 - 30.11.2018 Number: 1 Number: 8 01.01.2014 - 30.06.2015
Olaf Report Irregularity Amount Below250 Eur To Be Reported To E C
v
Scenario Description
5 Scenario 5

Accounting year

Should be used for:
01.07.2022 - 30.06.202 ~
» Irregularity detected in year N linked to expenditure included in the “interim payment

application” in previous accounting years (year N-n).
« Irregularity is amount to be recovered

How will the workflow work?

Irregularity will be available on the list of findings to be included in the CA
confirmation.

» CA confirmation including this irregularity will go to “payments to projects”.
Irregularity will neither go to “interim payment application” NOR to the “final interim
payment application” NOR to the “accounts for the accounting period” for year N.
The irregularity will be reported as "amount to be recovered” for the accounting year
N.

THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS!

Action

Amount To Be Recovered

Figure 258 Scenario 5 finding
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.................

Attention

Please note, that because the finding does not go to the Accounts for accounting
period, it is necessary to select the accounting year in which the finding should be
reported as ‘amount to be recovered’. There is a built in validation, which will not
allow you to save the Scenario 5 finding without selecting the accounting year.

How will the workflow work?

e Irregularity will be available on the list of findings to be included in the CA
Confirmation. It must be manually included by the user.

Please note that in case of scenario 5 findings, the CA Confirmation can include
just one finding (because each finding can have a different follow up in the
future). In case you select multiple Scenario 5 findings and press ‘Generate CA
Confirmation’ button, the system will generate as many CA Confirmations as
findings selected. You’ll be informed about this in a popup.

Financial corrections (findings)

Scenario & Project acronym & Period &

Project number a Control number Date of final Controlling / Control / audit Partner number Report number
Select 2 < control report ¢ auditing body type & and name ¢ <

Nane 1TP13 a1 _ ) |- Desk-based 1 Institute for 2128042017 -
The will be a seperate ca-confirmation for each scenario 5 finding cooperatiol 27.10.2017

_g., B ----‘

@) Generate Ca-confirmation

Figure 259 Generating CA Confirmations for Scenario 5 findings
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Irregularity

CA confirmation

Payments to project

Reporting on
irregularities as
amountto he
recovered

Figure 260 Workflow Scenario 5
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e CA confirmation including this irregularity will go to Payments to projects. In
case of repayment, the payment data needs to be manually introduced in the
eMs.

o Irregularity will neither go to Interim payment application to EC nor to the
Final interim payment application to EC nor to the Accounts for the accounting
period for year N.

e The irregularity will be reported as “amount to be recovered” for the
accounting year N (the accounting year selected in the finding form - see
Figure 29).

THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS!

Financial Correction Programme Level

Ca Confirmation Number Payment Application Account Accounting Year
2-16.12.2016 Number: Number: 12 01.07.2019 - 30.08.2020
Olaf Report Irregularity Amount Below250 Eur To Be Reported To E C
v
Scenario Description
5 Scenario 5

Accounting year
Should be used for:

« Irregularity detected in year N linked to expenditure included in the “interim payment
application” in previous accounting years (year N-n).
« |rregularity is amount to be recovered

How will the workflow work?

« Irregularity will be available on the list of findings to be included in the CA
confirmation.

CA confirmation including this irregularity will go to “payments to projects”.
Irregularity will neither go to “interim payment application” NOR to the “final interim
payment application” NOR to the “accounts for the accounting period” for year N.
The irregularity will be reported as “amount to be recovered” for the accounting year
N.

THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS!

Action

Amount To Be Recovered

Follow ups

Scenario Accounting year Remove

+ Add follow up

Figure 261 Scenario 5 follow up

All the follow ups are stored in the finding form and can be traced later on.
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Scenario 5a
Should be used for follow up of Scenario 5 in case:

e The amount reported as “amount to be recovered” in year N was not yet
recovered in year N+n

Scenario Descript

Edit follow up ®  nar
uld k

Scenario Sa >

Accounting y¢ar 01.07.2022 - 30.06.2023 =

—_ o =

o will
Scenario 5a

Should be used for follow up of Scenario 5 in case:

= The amount reported as “amount to be recovered” in year N was not vet recovered in year N+n .

How will the workflow work?

L s

+ The irregularity will be again reported as “amount to be recovered” for the accounting year N+n.
£ SC

B Save

Follow ups
Figure 262 Scenario 5a as a follow up of Scenario 5

How will the workflow work?

e The irregularity will be again reported as “amount to be recovered” for the
accounting year N+n. The year in which it should be included in the reporting
as “amount to be recovered” again needs to be manually indicated in the
follow up dialogue.

THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS! It is
necessary to follow up the scenario 5a each year until the amount is recovered or
becomes irrecoverable (see Scenarios 5b and 5c). It is possible to add as many follow
ups as necessary.
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Scenario 5b
Should be used for follow up of Scenario 5 or Scenario 5a in case:

e The amount reported as “amount to be recovered” in year N was recovered in
year N+n.

o The irregularity becomes recovery or “recovery according to art. 71”.

Edit follow up

Scenario [s ]
Recovery According To Article7 1

Scenario 5b
Should be used for follow up of Scenario 5 in case:

« The amount reported as “amount to be recovered” in year N was recovered in year N+n
» The iregularity becomes recovery or ‘recovery according to art. 717

How will the workflow work?
» The system will add interest on late repayment (if any) to the imegular amount
« CA confirmation including this iregularity should be included in the “interim payment application” or directly in the “final interim payment application” for the accounting year N+n (it needs ta be included manually

by the user).
» The “final interim payment application” will be transferred to the “accounts for accounting period” for accounting year N+n.
« The imegularity will be reported as recovery or “recovery according to art. 71" for the accounting year N+n

®) Save

Figure 263 Scenario 5b as a follow up of Scenario 5 or Scenario 5a
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How will the workflow work?

CA confirmation including this irregularity should be included in the Interim

payment application to EC or directly in the Final interim payment application
to EC for the accounting year N+n (it needs to be included manually by the
user). It will be available in the separate table ‘Scenario CA Confirmations’ as

The Final interim payment application to EC wil

for accounting period for accounting year N+n.

[ )
Scenario 5b finding.
[ )
[ ]
” :
71” for the accounting year
Withdrawals And Recoveries
ERDF  IPAI ENI
Withdrawals - Total Withdrawals -
Priority Eligible Amount Of Corresponding
Expenditure Private Contribution
ITP
Priority €0.00 €0.00
1
Total €0.00 €0.00

Split Of Amounts Withdrawn And Recovered During

Withdrawals -
Total Eligible
Amount Of
Expenditure
In Relation To Accounting Year Ending
30.06.2015 €0.00
Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending :
30.06.2016 €000
Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending €0.00
30.06.2017
Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30.06.2018 €000
Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending
30.06.2019 €00
Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00
Article127(1) Of Regulation( E U) No1303/2013
In Relation To Accounting Year Ending €0.00

30.06.2020

N+n.

Withdrawals -
Corresponding Public
Expenditure

€0.00

€0.00

Withdrawals -

Corresponding

Private

Contribution

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

The irregularity will be reported as “recovery”

Recoveries - Total

Eligible Amount Of
Expenditure

Withdrawals -

Corresponding

Public

Expenditure

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€152.24

€152.24

Recoveries -

Total Eligible

Amount Of

Expenditure

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€152.24

Recoveries -

Corresponding
Private Contribution

€2285

€2285

Recoveries -

Corresponding

Private

Contribution

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€22.85

Figure 264 Reporting on Withdrawals and Recoveries for the Accounting year N+n
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| be transferred to the Accounts

or “recovery according to art.

Recoveries -
Corresponding
Public Expenditure

€129.39

€129.39

The Accounting Year By Accounting Year Of Declaration Of The Corresponding Expenditure

Recoveries -

Corresponding

Public

Expenditure

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€0.00

€129.39
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Scenario S inyear N
or
Scenario 5(a)

-

Interim/final interim
payment application
to EC (year N+n)

3}

Accounts for Reportingon
accounting period of 3 irregularities as
year N+n recovery (+ art. 71)

Figure 265 Workflow Scenario 5b
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Scenario 5c¢

Should be used for follow up of Scenario 5 or Scenario 5a in case:

e The amount reported as “amount to be recovered” in year N cannot be
recovered in year N+n (i.e. is irrecoverable).

o The irregularity becomes irrecoverable amount.

Edit follow up

5c

Scenario

Accounting ygr 01.07.2022 - 30.06.2023 ~

Scenario 5¢c
Should be used for follow up of Scenario 5 in case:

« The amount reported as “amount to be recovered” in year N cannot be recovered in year N+n (is irrecoverable).
« The irregularity becomes irrecoverable amount.

How will the workflow work?

= Irregularity will neither go to “interim payment application” nor to the “final interim payment application” nor to the “accounts for the accounting period” for year N+n. !
= The irregularity will be reported as “irrecoverable amount” for the accounting year N+n

THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS!

B) Save

zoorzzuTe oa UTLUT£ULO - QUIDLLUES

Figure 266 Scenario 5c as a follow up of Scenario 5 or Scenario 5a
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How will the workflow work?

e lrregularity will neither go to Interim payment application to EC nor to the
Final interim payment application to EC nor to the Accounts for the accounting

period for year N+n (the year manually selected in the follow up form).
o The irregularity will be reported as “irrecoverable amount” for the accounting
year N+n.
THE SCENARIO REQUIRES A FOLLOW UP IN THE NEXT ACCOUNTING YEARS!

Scenario 5 inyear N
or
Scenario 5(a)

Reporting on
irregularities as
irrecoverableamount

Figure 267 Workflow Scenario 5c

Scenario 5c(a)
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Should be used for follow up of Scenario 5c in case:

¢ In the accounting year N+n+1 the Commission decides that the Programme does
not have to repay the irrecoverable amount to the common budget of the

European Union.

Edit follow up

Scenario 5cal ¥ ‘

Scenario 5c(a)

Should be used for follow up of Scenario 5c in case:

« In the accounting year N+n+1 the Commission decides that the Programme does not have to repay the irrecoverable amount to the common budget.

How will the workflow work?

» Nothing happens.

B/ Save

Figure 268 Scenario 5c(a) as a follow up of Scenario 5c

How will the workflow work?

¢ Nothing happens, the amount will no longer be reported as irrecoverable and

the workflow is closed.

Scenario 5(c)
(Year N+n)

Interim/final interim
payment application
to EC (year N+n+1)

Accounts for
accounting period of
year N+n+1

o

Reporting on
irregularities as
withdrawal

Figure 269 Workflow Scenario 5c(a)
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Scenario 5c¢(b)
Should be used for follow up of Scenario 5c in case:

e In the accounting year N+n+1 the Commission decides that the Programme has
to repay the irrecoverable amount to the common budget of the European
Union.

e lrregularity becomes a withdrawal.

Edit follow up x
Scenario 5¢b

Scenario 5c(b)
Should be used for follow up of Scenario 5c in case:

= In the accounting year N+n+1 the Commission decides that the Programme has to repay the irmecoverable amount to the common budget.
« Irregularity becomes a withdrawal

How will the workflow work?
= CA confirmation with this irregularity should be included in the “interim payment application" or directly in the “final interim payment application® for the accounting year N+n+1 (it needs to be included
manually by the user).

« The “final interim payment application” will be transferred to the “accounts for accounting period” for accounting year N+n+1
« The irregularity will be reported as withdrawal for the year N+n+1

Figure 270 Scenario 5c¢(b) as a follow up of Scenario 5c
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How will the workflow work?

e CA confirmation with this irregularity should be included in the Interim
payment application to EC or directly in the Final interim payment application
to EC for the accounting year N+n+1 (it needs to be included manually by the
user). It will be available on the list in a separate table ‘Scenario CA
Confirmations’ as Scenario 5c(b).

e The Final interim payment application to EC will be transferred to the Accounts
for accounting period for accounting year N+n+1.

e The irregularity will be reported as withdrawal for the year N+n+1. The
workflow is closed.

Withdrawals And Recoveries

ERDF PAIl ENI

Withdrawals - Total Withdrawals - Withdrawals - Recoveries - Total Recoveries - Recoveries -
Priority Eligible Amount Of Corresponding  Corresponding Public Eligible Amount Of Corresponding Corresponding
Expenditure Private Contribution Expenditure Expenditure Private Contribution Public Expenditure

ITP
Priority €1740.60 €261.45 €1479.15 €0.00 €0.00 €0.00

1

Total € 1740.60 €261.45 €1479.15 €0.00 €0.00 €0.00

Split Of Amounts Withdrawn And Recovered During The Accounting Year By Accounting Year Of Declaration Of The Corresponding Expenditure

Withdrawals - Withdrawals - Withdrawals - Recoveries - Recoveries - Recoveries -
Total Eligible Corresponding Corresponding Total Eligible Corresponding Corresponding
Amount Of Private Public Amount Of Private Public
Expenditure Contribution Expenditure Expenditure Contribution Expenditure
'n Retation T Accountiig Year, Ending €1588.36 €238.60 €1349.76 €0.00 €0.00 €0.00

30.06.2015

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2016 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending

30.06.2017 €0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Out Of Which Amounts Corrected As A Result
Of Audits Of Operations According To €0.00 €0.00 €0.00 €0.00 €0.00 €0.00
Article127(1) Of Regulation( E U) No1303/2013

In Relation To Accounting Year Ending
an na o010

€0.00 €0.00 €0.00 €0.00 €0.00 €0.00

Figure 271 Reporting on Withdrawals and Recoveries for the Accounting year N+n+1
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Lump sums for preparation costs and disabling flat rates for

preparation costs

Two new call options were introduced in version 3_2 of the eMS. They can be used
together or separately. Both privileges can be selected only if the workpackage
preparation is activated.

| Work Package Preparation Work Package Investment

Jork Package Impleng ‘Work Package Communication

Work Package Management: Activity Budget Work Package Management: Activitiy Description
Work Package Management: Deliverable Description Work Package Management: Deliverable Month
Work Package Communication: Activity Budget Work Package Communication: Activity Description
Work Package Communication: Deliverable Description Work Package Communication: Deliverable Defivery Month
Work Package Investment: Activity Budget Work Package Investment: Durabilty And Transferabilty Of Main Outputs
Work Package Investment: Activity Description Work Package Investment: Defiverable Description
‘Work Package Investment: Deliverable Delivery Month ‘Work Package Implementation: Durability And Transferability Of Main Outputs
Work Package Implementation: Activity Description Work Package Implementation: Activity Budget
Work Package Implementation: Deliverable Description Work Package Implementation: Deliverable Delivery Month
¥ Use Deliverables Disable Workpackages

A

| Display Targetgroups In Wp Allows Cutput Indicator Date

Activity Regional Impact ( B Y C Z) Allow Also Output Indicators From Other Specic Objectives

L

Hide main outputs for longterm workpackage{only takes effect i there are no timeslots) ( N W E) Use communication objectives connected to project specific objectives ( C E)

Use communication objectives connected to outputs ( C E)

Budget Settings

Cofinancing Source Fields Budget Enable Flatrates

Budgel: Enable Office Flatrates Only Budget: Enable In-Kind Contribution

Enable Individual Periods Budget: Allow Individual Staff Subbudgetiines

Budget: Allow Individual Office Subbudgetiines Budget: Allow Individual Travel Subbudgetines
Budget: Allow Individual Expertise Subbudgetines Budget: Alow Individual Equipment Subbudgetiines
Budget: Allow Individual Investment Subbudgetines Budget: Alow Individual Net Revenue Subbudgetines
Budget: Amount Per Unit Allow Private Partners

Enable Assimiated Partners Indicative Budget Section ( N W E)

Fired Staff Flatrate Use Maximum Office Flatrate

Standard Scales Of Unit Cost Invoices Lump Sum Invoices

TTiarketing Cost

7

+ Enable lump sum preparation cost - Does not go through Fic + Disable flatrate for preparation cost

Disable flatrate for preparation cost

If this call option is selected, no flat rates will be generated for the items in workpackage
preparation. This means that even if the flatrates are activated, they will be generated for
any other WP but preparation. This applies to the Application Form as well as for
reporting.
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Budget Flatrate

'

Flatrate Staff

¥ 2000% .
Flatrate Office

¥ 1500% .

| Recalculate Budget

Budgetline - i - Management Sum

Staff costs ; £10768.04

Office and

administration €1615.19

Travel and

accomedation € 0.00]

External expertise ang
SErvices

Equipment - £ 0.00 € 0.00

£50 000,00 €53 840.24

Infrastructure and

£€0.00
works

Met Revenue * ! + £0.00

Figure 272 Partner budget, no flat rates for WP preparation are generated

Please note that this call option cannot be used retrospectively, it can only be used for
new application forms.

Enable lump sum for preparation cost - does not go through FLC

If this call option is enabled, the system will use a different reporting workflow for
preparation costs. All the partner budget from the WP Preparation will be marked as Lump
Sum and reported automatically by LP or JS as lump sum.

There are no visible changes in application form, partners introduce their budgets as
previously.

When the project is approved partners can normally report their cost for all other periods
than period 0 and Workpackages other than WP preparation. The preparation cost report is
triggered by LP or JS - each programme can decide who should be allowed to claim it (the
user needs privilege ACCESS_CLAIM_LUMP_SUM_PREPARATION_COST_BUTTON).
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lct Role

E )

Project Reports

Period 0 20.12.2016 - 20.12.2016
Period 1 20.12.2016 - 19.06.2017
Period 2 20.06.2017 - 19.12.2017
Period 3 20.12.2017 - 19.06.2018
Period 4 20.06.2018 - 19.12.2018
Period 5 20.12.2018 - 31.12.2018

@) Create ReportFor | "onod 1 ™ &) Claim preparation cost
2012.2016 - 20122016

Partner Reports

4

Figure 273 Claim preparation cost button as LP role

Project Reports
[ Report | Report Siart | Report End | Siate _ Daie Of roject Report Submission | Total Expenditure Submited To Js | View Report |

Period 0 20.12.2016 - 20.12.2016
Period 1 20.12.2016 - 19.06.2017
Period 2 20.06.2017 - 19.12.2017
Period 3 20.12.2017 - 19.06.2018
Period 4 20.06.2018 - 19.12.2018
Period § 20.12.2018 - 31.12.2018

®) Create Report For | Fened 1 ™ &) Claim preparation cost
20.12.2016 - 20.122016

Partner Reports

Figure 274 Claim preparation costs button

If you click on the button the system will ask for confirmation of the action. If confirmed
the following will happen automatically:

1. The system will generate partner reports for all the partners who in the Application cost
have planned costs in the WP Preparation. The reports will contain no text, just the List of
Expenditure. All values will be taken from the Application Form and all items will be marked
as lump sums.

Partner Reports

1

Report

Period 0 20.12.2016 - 20.12.2016.
Report 0.1 20.12.2016 20122016 Report FLC Certified 20122016 Period 0 Project Report 1 €5000000 (B
Period 1 20.12.2016 - 19.06.2017

Period 2 20.08.2017 - 19.42.2017

Period 3 20.12.2017 - 19.06.2018.

Period 4 20.06.2018 - 19.42.2018

Period § 20.12.2018 - 31.12.2018

) Partner Living Tables

Figure 275 automatically generated preparation cost partner report

2. The partner report will be automatically marked as ‘Report FLC Certified’ but no FLC
certificate will be available. The report will skip the FLC.

3. The system will automatically generate project progress report and mark it as ‘Report
submitted to JS” and attach all certificates of all automatically generated partner reports.
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4. The project report will automatically be submitted to the JS.
5. The ‘Claim preparation cost’ button will be deactivated and cannot be pressed again.

Project Reports

Period 0 20.12.2016 - 20.12.2016
Report 0.1 20122016 20.12.2016 Report In Progress ~ 20.12.2016 £ 50 000.00 £

Period 1 20.12.2016 - 19.06.2017
Period 2 20.06.2017 - 19.12.2017
Period 3 20.12.2017 - 19.06.2018
Period 4 20.06.2018 - 19.12.2018
Period 5 20.12.2018 - 31.12.2018

o) Create Report For Period 1 ~
20122016 - 19.06.2017
Partner Reports : >

Figure 276 automatically generated preparation cost project report

From this point, the normal workflow should be followed. The JS can access the report
from the list of reports waiting for approval, can cut expenditure and approve it. It is
possible to revert the report to the Lead Partner. LP can then modify it (e.g. add text) and
resubmit. The LP cannot delete the report.

Similarly, MA and CA workflows remain unchanged.

AT CA level, all the expenditure from these reports will be marked as Lump Sums and
reported as such. The system will also use ratio of public/private contribution from the
Application Form and apply it on partner contribution from the automatically generated
reports. The Total Public expenditure will be calculated accordingly.

Warning

It is not possible to repeat this reporting process!
The system does not allow for submission of any additional preparation costs reports.

Attention
It is possible to use this option only after the Lead Partner assign users for each of the project

partners (in Supplementary Information/Users section). If not all partners have users assigned, the
system will show a warning and not perform the lump sum reporting action.
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Attention

This option can be turned on and used for projects that are already approved. The condition is
that the projects DID NOT yet submit any preparation cost report!

Lump sum calculator

The lump sum calculator was introduced to ease the calculation process of total eligible
amount for partners of programmes who allow lump sum based on fund amount. So if a
programme allows e.g. 50.000 EUR ERDF for all partners, the partners need to share the
lump sum between themselves and calculate the total eligible amount for each of them
based on their co-financing rate. The lump sum calculator helps calculating such amounts.

The lump sum calculator is available for users with allocated user privilege
ENABLE_LUMP_SUM_CALCULATOR and is accessible from the left side menu in the
application form, partner budget view.

HiLlEIrey H ITP75 Show More
demo
General Project Summary Partner Project Description Work Plan
&' Save As PdfFile
@ Check Saved Project Partner List
Hamper Name ¢ .

&

B Generated Files

0! Project History

1 My LP LATVIJA
& Attachments
&) User Management
I Bookmark Project .
2 My PP2 MAGYARDORSZAG
) Toggle Tree
2 Contacts
? | Help
3 My PP3 POLSKA
#) EypocDudos
B Lump sum calculator
| Exit

Figure 277 Access to the Lump Sum calculator

The calculator includes the list of the partners, their funding source and co-financing rate.
Partners include the lump sum in fund amount - ‘Lump sum (fund) and the system
calculates the total eligible per partner which should be introduced in the budget - ‘Lump
sum (total)’. It is possible to export the calculated data to Excel.
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The amounts calculated by the Lump Sum calculator are not transferred automatically to
partner budgets, partners must introduce them manually in the budget tables.

Lump Sum Calculator x
B
FPartner Fund Co-financing Lump sum Lump sum
abbreviation rate (fund) (total)
MY LP ERDF 56.00 % €20000.00 €3571429 L
My PP2 ERDF T4.36 % €15000.00 €2017214
My PP2 ERDF 8467 % £15000.00 £17715.84
0 Export
F

Figure 278 Lump Sum calculator

Attention
As the fund amount rounding principle always is round down to two digits after the comma, in

order to get exactly the required amount of fund amount, the total eligible calculated by the
lump sum calculator is rounded up to two digits after the comma.
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Advance payments

A new functionality to monitor advance payments is foreseen in the eMS. First part of this
functionality is introduced in version 3_2, the settlement of advance payments will be
delivered with one of the upcoming versions.

In order to use the new functionality, the call option ‘Enable advance payments to
projects’ need to be activated.50

Budget Settings
Cofinancing Source Fields + Budget: Enable Flatrates
Budget: Enable Office Flatrates Only Budget: Enable In-Kind Contribution
Enable Individual Periods Budget: Allow Individual Staff Subbudgetlines
Budget: Allow Individual Office Subbudgetlines Budget: Allow Individual Travel Subbudgetlines
Budget: Allow Individual Expertise Subbudgetlines Budget: Allow Individual Equipment Subbudgetlines
Budget: Allow Individual Investment Subbudgetlines Budget: Allow Individual Net Revenue Subbudgetlines
Budget: Amount Per Unit Allow Private Partners
Enable Assimilated Partners Indicative Budget Section (N W E)
Fixed Staff Flatrate Use Maximum Office Flatrate
Standard Scales Of Unit Cost Invoices + Lump Sum Invoices
Consider Marketing Cost + Use Simplified Budget

v Epzhlesemmprstmrpreparesensgst - Does not go through Flc Disable flatrate for preparation cost

+ Enable advance payments to projects + Show average cofinancing rate in budget-overview
ahcial reporting

Max Flatrate Staff Max Flatrate Office
25% 20%

Figure 279 Call option 'Enable advance payment for projects’

Allocating advance payments to projects

If this call option is selected, the user with privilege

‘ACCESS_MAKE_ADVANCE_PAYMENT_MENU’ sees a button ‘Advance payments’ in the left-
side menu of the project reporting overview.

interrey BHE ITP8O | Show More Reports
demo
MLP MPP
@) Project Living Tables
@) Project
7 Supplementary Information Pl'Oject RepOl’tS

| Report | Report Start | Report End | State | Date Of Project Report Submission | Total Expenditure Submitted To Js | View Report |

Period 0 29.12.2016 - 29.12.2016
%) Exit Period 1 29.12.2016 - 28.06.2017
Period 2 29.06.2017 - 28.12.2017
Period 3 29.12.2017 - 31.12.2017

?) Help
B, Generated Files
Period 1~ @) Claim preparation cost
W) Enable Final Report B) Create Report For
29.12.2016 - 29.12.2016
&) Contacts

Partner Reports

+ R LULIE]
1--MLP

Figure 280 Advance payments menu item
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This button leads to advance payments overview table. In this table the JS can see all the

advance payments introduced for this project and add a new one.

witerreg E ITP80 | Show More Advance payments overview
demo
Advance payment number = View = Submitted
%) Exit No records. found
?) Help
B, Generated Files
@) Enable Final Report

o

Contacts

+ ) Corrections And Audits

+ | Advance payments

O/ Logout

Figure 281 Adding advance payment to project

After clicking on ‘Add new advance payment’ you are transferred to a form where you can
add information about advance payments to the project. First you need to mark partners

that should receive advance payment and click on ‘Add entries for selected partners’.

niLernre

B} Project

) Exit To Reports Overview Partner Amount Paid amoun t Comment

#) Bxit

&) Logout

EN

electronjc
monitoring
system

cpl
inTERact

320

Figure 282 Adding advance payments for selected partners
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niLerreg ] ITPBO | stowMore Advance payment details [F—
demo
P) SAVE Partner Amount Paid amount Comment Remove
PP - My PP €5000000 €000 -
8) Projoct
) Exit To Roports Overviaw
) Exit MLP - My LP €10 000.00 €0.00 -
©) Logout
8) suomit
EN
electronic
monitoring
system

Introduce amounts of advance payments for each of the partners and click on ‘Submit’
button.

The advance payment is recorded and submitted to CA for payment. The JS can see it on
the list of advance payments for the project.

interreg © ITP8O | Show More Advance payments overview

demo

Advance payment number View  Submitted
%) Exit
= ITP80_1 ) v

+ Add new advance payment

?) Help
8 Generated Files
B Enable Final Report

2 Contacts

+) Corrections And Audits

+ ) Advance payments

O) Logout

If the property automessage.submitAdvancePayment in message.properties is set to true,
the CA will receive automatic message when the advance payment is submitted by JS and

ready for payment.

The CA can see the list of all advance payments in a separate list under ‘Payments to
projects’ menu item under CA confirmation menu.

Payments to Projects - Advance Payments

Submission Applicant  Officer  Advance Advance  View
or

P ct P iy Start Lead LP Specific Submis n P 1
”fg“ Subprogramme A:";‘ Name  Acronym Start End P;:“er Nationaliy  Cdll  Timeslot 0;]:;.::@ Date “g;;;"” ;’a: I payment payment advance
Y ) Phase 1 Leadpariner  Charge tolal  stalus  payment
L e fo Test the T’_ .
ITP13 Priority ATR 102016 27112009 U polska ull €A Speel 31102016 Confracted  blukomskaZ €60000.00  Not Paid E)
: cooperation o objective
- 11
e o
P80 Priority 20122018 31122017 MyLP ATVUA paymant Lo 28.12.2018 Confracied | blukamska2 €80000.00  Not Paid o)
objective
test call

Figure 283 Advance payments under 'Payments to projects’ menu
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In order to introduce information on actual payments, you need to click on magnifying
glass in the ‘View advance payment’ column.

Payments of advances work similarly as payments to projects. The payment can be done in
full or in installments.

Savesuccess o
Save success x
Partner Partner Date Of
: Tatal Amount Comment Instalments
Number  Abbreviatior Payment
Paid In Full
2 MPP € 50 000.00 29122016 -
Paid In Ful
Instaliment 1 =
Date Of Payment Amount
9.12.201 5 000,00
1 MLP €10000.00 28122018 5000.00€
Commant
+) Add Instaiment
L] e

Figure 284 Paying of advance payments

More functionalities for advance payments are under development and will come with the
next version of the eMS.

234



MODIFICATION REQUEST
iINIEKdAdGWe -

Modification Request

Needed user rights / privileges

Monitoring Committee/JTS - MG_CHANGEREQUESTS is the privilege which enables
users to request modifications, approve modifications requests from LPs and to finalize
modifications. It also enables the user to see the Overview list of all modification
requests (see below).

Lead Partner - No special privilege needs to be assigned to ask for modification from
the side of a LP.

The eMS handles three different ways to reopen already submitted applications:

1) Via modification requests. This is the only way to generate a NEW VERSION of the
application form and can be done at any stage of the programme implementation
before the project status is set to ‘Finalised’. After the finalization of a
modification, the old version of the AF is archived and a new one is created and
becomes the valid application form. This process is described in detail below.

2) Via ‘revert to saved’ or ‘revert to saved2’ (in the case of a 2-step call). This
simply reopens the application form for further editing. NO NEW VERSION of the
application form is generated after the LP submits again the modified AF (for more
details check out the chapter on reverting).

Warning

Re-submission of reopened application form creates a new submission with a new
date! No trace of previous submission is kept in the eMS except for the audit log.

B! Generated Files

O Project History

# Attachments

i Modification Request
. Unbookmark Project
& Toggle Tree

£ Contacts

?) Help

* ) Exit

Figure 285 Revert to SAVED2 reopens an application form for further editing WITHOUT generating
a new version of the Application Form.

3) Via reopening the attachment upload section. This opens the attachment upload
section for further uploads by the LP. The rest of the application form remains
closed. No new version of the Application form is generated but it is easily
traceable which attachment was uploaded.
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+ Management

= Artachment Upload
Closed

@ Copy Project
# | Attachments |5

0! Documents

Figure 286 ‘Attachment upload closed’ can be changed to ‘attachment upload open’ to allow the
applicant to upload further documents

Who can initiate a modification?

Modifications can either be initiated by a programme authority (e.g. JS, MC) or by the
Lead Partner. Furthermore, modifications are initiated automatically if a project is
‘approved under conditions’ (after MC decision).

Approved under conditions: Applications approved under conditions in the
‘Funding Decision (MC)’ interface are automatically re-opened for modifications by
the LP. The following workflows are initiated:

o Approval under conditions opens request for modification -> LP modifies AF
-> JS approves modification -> new version of the AF is generated. OR

o Approval under conditions opens request for modification -> LP modifies AF
-> JS requests further modifications -> LP modifies AF -> JS approves
modification -> new version of the AF is generated. OR

o Approval under conditions opens request for modification -> LP modifies AF
-> JS rejects modification -> project status is changed to Rejected and
project is archived.

Programme Authorities: A user with the privilege to manage change requests
(MG_CHANGEREQUESTS ) such as e.g. JS can initiate a modification by pressing the
‘request modification’ button in the project view. The JS user is then asked to
enter information about the requested modification into a user interface. Saving
directly opens the Application Form for the LP to be edited and informs the LP
about the requested modification. The following workflow are initiated:

o JS requests modification -> LP modifies AF -> JS approves modification ->
new version of the AF is generated. OR

o JS requests modification -> LP modifies AF-> JS requests further
modifications -> LP modifies AF -> JS approves modification -> new version
of the AF is generated. OR

o JS requests modification -> LP modifies AF -> JS rejects modification -> AF
remains not changed and no new version of the AF is generated.

Lead Partner: Project Lead Partner can request a modification by pressing the
‘request modification’ button. The LP is then asked to enter information about the
intended modification into a user interface. Saving informs the JS about the
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request. JS can then approve the modification request and open the Application
Form for editing by the LP or reject the request. The following workflows are
initiated:

o LP requests permission to modify -> JS approves request for modification ->

LP modifies AF -> JS approves modification -> new version of the AF is
generated.

o LP requests permission to modify -> JS approves request for modification ->
LP modifies AF -> JS requests further modifications -> LP modifies AF-> JS
approves modification -> new version of the AF is generated. OR

o LP requests permission to modify -> JS approves request for modification ->
LP modifies AF -> JS rejects modification -> AF remains not changed and no
new version of the AF is generated.

B Generated Files

(5]

Project History

* | Revert To STARTUP
& | Attachments

il Modification Request

X Unbookmark Project

(£N

Toggle Tree
&) Contacts
?) Help

") Exit

Modification Request Details: Project TestingAverage 499aa =

Request Date Message Decision Message Date Decision Approval Message Date Approval Decision State
04082015 171821 0408.2015 171845
22.07.2015 13:47:57 ok 22.07.2015 13:50:58 ok 22.07.2015 13:50:58 Accepted

22.07.2015 11:53:45 22.07.2015 12:47:34 ok 22072015 12:47:34 Accepted

22.07.2015 11:52:45 ok 22.07.2015 11:52:15 Accepted

Categories:
o Change of Project Result/Indicators

Decision Message

Figure 287 The menu item ‘Modification request’ leads to the overview list of all modifications for a
project and related messages

When can a modification be requested?

¢ A modification request is automatically opened after an application is ‘approved
under conditions’

e Programme authorities with the user right (MG_CHANGEREQUESTS ) can open
modification requests at any time after submission of an Application form even
BEFORE the application has been approved or contracted. This was requested by
programmes that want to allow modifications prior to project approval e.g. during
the assessment of applications. Other programmes are more likely to modify
applications forms only after a project has been approved or approved under
conditions.
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e Lead Partners can requests modifications after the project has been handed over
to a lead partner and the LP has been approved by the JS. Before that stage it is
not possible for LPs to request modifications.

Attention

No authority can request modifications for projects which are finalized or archived.

Attention

It is always the last valid application form which is a subject to modification request,
not the initial one!

Attention
It is not possible to initiate a modification request (neither by programme authorities

nor by Lead Partner) if a previous modification is not finalized (i.e. approved or
rejected by JS).

Approved under conditions

For information on modifications initiated when applications are approved under
conditions, please refer to the Chapter ‘Decision’.

Modifications initiated by the JS

The JS can initiate a modification any time after the application has been submitted
until the project is finalized. In the project view, the JS can initiate modification using
the left-side menu item ‘Application and Contract’> ‘Request Modification’.

interreg H
demo

+ Application And Contract

ject Living Tables
- 0 ) Request Modification

@ | Project
7 | Supplementary Information b
vianagement

* ) Exit
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Figure 288 (JS view) To request a LP to modify the AF, the JS enters the project view and requests a
modification

A modification initiated by the JS, automatically opens the AF for modification by the
LP.

Modifications requested by the LP

After the LP has been approved (see ‘handover’ chapter), he/she can ask for
permission to modify the AF using the left-side menu item ‘Application and Contract’
- ‘Request Modification’.

* | Exit

Supplementary
Information

Wi | Proj

© | Request Madification

Figure 289 (LP view) Requesting the JS to open the AF for modifications

The LP then needs to wait for the approval by the JS to continue with the
modification. Once the JS approves the modification request, the AF will be unlocked
for editing.

The JS has the following options:

e ‘New’: The JS does not decide yet whether to refuse ort accept the request to
modify the AF. Please note that the wording will be changed to ‘- as ‘new’ is
confusing.

e ‘Mr Refuse’: Modification request refused. The JS refuses the request to modify the
AF. This closes the request and the AF remains locked. The LP can decide to open
a new modification request.

e ‘Mr Accepted’: Modification request accepted. The JS accepts the request for
modification and the AF is unlocked for editing by the LP.
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Modification Request Details: Project Test4FLCChecklist1

Request Date Message Decision Message | Date Dedision = Approval Message = Date Approval | Decision State
State Categories:
§Mr Accepted ® Change of Partership
New
Mr Refuse
= nn»
e
Please go ahead.
| H Save Mr Evaluation | H ! Submit Mr Evaluation

Figure 290 (JS view): The JS can accept or decline a request by the LP to modify the AF

JS choses the decision in the drop-down, enters a message text, presses ‘Save Mr
evaluation’ and ‘submit Mr evaluation’.

If ‘Mr accepted’ is chosen, the AF is now open for modifications and the LP can edit
the AF.

Modification Request Details: Project Test4FLCChecklist

Request Date Message Decision Message Date Decision Approval Message | Date Approval = Decision 5tate
Message

| need to a2dd a partner
Decision Message
Pleaze go ahead.

Approval Message

Figure 291 (LP view) After the programme allowed the LP to modify the application form, the
Modification Request section appears as default view when opening the project

The LP can now modify the AF and submit the modified AF to the JS for approval.

The JS can use the ‘Compare modifications’ function of the eMS to compare the old AF
with the modifications proposed by the LP (‘track changes’) (see below).
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Project Summary Partner Project Description Work Plan Project Budget Project Budget Overview Attachments Attachments ]S Documents

Modification Request Details: Project TestAgain

Request Date Message Decision Message Date Decision Approval Message Date Approval Decision State

Figure 292 After the modification has been approved, the ‘decision date’ is added to the
‘modification request’ interface.

Compare Modifications - Track changes

There are two modes for the authorities to compare proposed modifications with the
presently valid version of the AF.

1) The first mode makes the changes visible in form of a tree. Modifications can be
seen as separate elements in a table view.

Differences
Details

- @ ITP213
~ @ Project

b # Parmerslist

Name Project
Attribute & old value ¢ New Value ¢

Pricriy Axis
&

Specific Objective
~

Attribute &

*) Vertical Tree () Compare Himl

Figure 293 Compare Modifications - Tree view

2) The second mode uses the pdf extraction of an application form for comparison.
This comparison is similar to the track changes function used by some office
software. To access this mode, users need to press ‘Compare html’.

Compare Projects Dialog

odification Submitted

@PART A - Project summary

5 A @A.1 Project identification

Sknd dete

@A.2 Project summary

New Value &

@Project budget summary

@ERDF

@Contribution

@Percentage | OPublic | _OPrivate | @Towal
Of Total ERDF | Contributi i 2

Figure 294 Compare Modifications - HTML view
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Keeping track of modifications, decisions and contract amendments

The eMS stores all versions of the Application Form in consecutive order under the
menu item ‘project history’.

B Generated Files

L) Project History

* ) Revert To EVALUATED
& Attachments

i | Modification Request
LU Bookmark Project

! | Toggle Tree

&) Conacts

? | Help

* | Exit

Figure 295 To access the project history enter the project and press ‘project history’

The Project History gives an overview of the different versions of application forms.
Authorities can insert additional information about the different versions of the AF,
when and who decided etc. Additionally, contract amendments or other relevant
documents can be uploaded here. The date of signing the subsidy contract (or
amendments to the contract) is also entered here.

Different versions of application forms can always be compared via the comparison
function.

Date OF
Status Approval
Rejection

Date OF Number Of
Signature Of Contract Comment Attachment  Attachment Description
Subsidy Contract Amendment

Mod
Number

Attachment Attachment

Valid Type Of Wih
Af Upload Date Uploaded By

z 5
Modification  Decided Compare

0 CRACCEPTED A Mc v (13082005 1 + -

ACCEPTED

Figure 296 The project history shows important events in the lifetime of a project
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The eMS also shows all currently open modifications for all projects under the
‘modification request’ menu item at the programme level.

* Applications

il | My Applications

Bookmarked
Applications

My Officer Applications
Saved Notfications

Sent Notifications

ﬁ
)
)
)
)
)

Figure 297 To access the overview of open modifications, press ‘Modification requests’.

Project Budget
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Project statuses during modifications

Modifications lead to changes in the status of a project as can be seen in the various
overview lists of projects and in the project history.

Status in Status in Status in Versions shown in
‘My ‘Application ‘Modification | Project History
Applications’ | Browser’ requests’
overview
LP Cr Cr Cr CR
requested
permission
to modify
JS granted | Cr_in_process | Cr_accepted Cr_in_process | CR_ACCEPTED
permission (=old version) CR_IN PROCESS
to modify Cr_in_process
(=version to be
modified)
JS refused | Contracted Contracted (=old | Contracted CONTRACTED
permission | (=old version) | version) (=old version)
to modify
LP Cr_done Cr_accepted Cr_done CR_ACCEPTED
submitted (=old version) CR_DONE
modified Cr_done
AF (=modified
version)
JS Contracted Archived  (=old | not shown ARCHIVED
approved version) CONTRACTED
modified Contracted
AF (=modified
version)
JS rejected | Contracted Contracted (=old | not shown CONTRACTED
modified (=old version) | version) ARCHIVED_COPY_CR
AF Archived_copy_cr

(=archived
version of
rejected
modified AF)

the

As can be seen, once the JS permits the LP to modify the AF, the application browser
shows the project twice. Cr_accepted is the old AF, Cr_in_process is the one, which is
undergoing the modification. Once the LP submitted the modified AF to the JS, there
will also be two versions: Cr_accepted is still the old AF, Cr_done is waiting for
approval by the JS. After the JS approved the modified AF, the old one will be
archived and the new one will be shown as ‘contracted’

Note: It is possible to translate or rename these statuses in your version of the eMS.
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W

Application Browser

= [ EE
proectias | SPPOERT™ pronyauss ames acronym ¢ store (¢ Ena (¢ Lesaparmer 2 | LoNationaliys G Tmesiocs | specc | SubmissionDete | oo sire o
204 o
s ENOTTN o okt | TesCChackiss | 06032015 seszony Wy 151 imangih Madtesca o1 P—
s ERSTTT e conacist | TesuACChackis: | 06032015 asos7 Wy 151inengin Mactesca 011 crucone
A=

® SaeColumnz | Columns » (0) Expertas

Figure 298 (JS view) After the LP submitted the modified AF, the application browser shows the

project twice.
After the JS approves the the Cr_done version, a new AF is generated and the old one

is archived.

Application Browser

el 1 [m =
spedific SUDMiSSION DA | pyorec srare

Projectia s | SUOPTOERMME | prigriy avis o Name & Acronym & st ¢ end LesgParter & LP Nationay S cans Timesior e
B
Conservazon sed
mesos TesiRCCheckisn | TesdFLCCheckis: | 08032015 os0s2017 My 151 nengion MaTescatn 011 deviopment of prenies
mes0e TeiRCCneekin | TemiFLCCreckis: | 05032015 os0s2017 by 151 n angin MasTesca 011 Cormracies
“« [i] -

8 SaveColurmns | Columns| + | (0) Exportaz iz

Figure 299 After the JS accepts the modification, the application browser archives the old AF and
shows the new version in the status ‘contracted’.
In the ‘my applications’ view only the latest version of the AF is shown.

My Applications
Projectid 3 | SUoprogramme Name ¢ Acronym ¢ Start ¢ End ¢ Lead Partner ¢ | LP Naionaliyy ¢ call ¢ Timeslot ¢ 0;';:;‘\1‘ , | SubmissionDate | pecsqe o
0
Conseraton ang
306 TesuACCherkisT  TesdeL CCneckist 06032015 06022017 MylPiinengisn MaTesCaz 011 e —— fo—
nerige
=E A EE

Figure 300 (JS, LP) In the ‘my applications’ view only one version of the AF is show.
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Reverting
At different stages of the workflow, eMS enables reverting a project or a report to a
previous stage based on the privilleges.

Revert a project to SAVED

Needed user rights / privileges

The user (usually JTS) able to revert a project to “Saved” needs to be assigned a
privilege CAN_REVERT_PROJECTSTATE.

How to revert a project to SAVED

Logged in as JTS, you can revert the submitted projects (in the state SUBM or
PART_SUBM) to the SAVED state, thus enabling the applicants to reedit the project.
The corresponding button can be found in the left side menu under the General items.

Figure 301 Reverting a project to SAVED

Revert a project to SUBM/ PART_SUBM

Needed user rights / privileges

The user (usually JTS) able to revert a project to “SUBM” or “PART_SUBM “ (in the
first step of a two-step proceeding) needs to be assigned a privilege
CAN_REVERT_PROJECTSTATE.

How to revert a project to SUBM/ PART_SUBM

Logged in as JTS, you can revert an eligible or first-step eligible (state:
Eligible_phase1) project to the SUBM/PART_SUBM state, thus providing a possibility of
repeated eligibility evaluation or further reverting the project back to an applicant.
The corresponding button can be found in the left side menu under the General items.
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Figure 302 Reverting a project to SUBM/ PART_SUBM

Revert a project to ELIGIBLE

Needed user rights / privileges

The user (usually JTS) able to revert a project to “Eligible” or “Eligible_phase1 “ (in
the first step of a two-step proceeding) needs to be assigned a privilege
CAN_REVERT_PROJECTSTATE.

How to revert a project to the Eligible / Eligible_phase1

Logged in as JTS, you can revert an evaluated or first-step evaluated (state:
Evaluated_phase1) project to the Eligible / Eligible_phase1 state, thus providing a
possibility of repeated quality assessment or possibility of further reverting the project
back to eligibility evaluation. The corresponding button can be found in the left side
menu under the General items

L] gplication And Conra

Figure 303 Reverting a project to ELIGIBLE
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Revert a project to EVALUATED

Needed user rights / privileges

The user (usually JTS) able to revert a project to “Evaluated” or “Evaluated_phase1 “
(in the first step of a two-step proceeding) needs to be assigned a privilege
CAN_REVERT_PROJECTSTATE.

How to revert a project to Evaluated / Evaluated_phase1

Logged in as JTS, you can revert a project after recommendation or first-step
recommendation (states: Recommended, Recommended_under_conditions, Not_recommended,
Recommended_p1, Recommended_under_conditions_p1, Not_recommended_p1) to the Evaluated /
Evaluated_phase1 state, thus providing a possibility of repeated recommendation or
possibility of further reverting the project back to quality assessment.

Similarly, the projects already approved, approved under condition, not
approved or projects in the handover state can be reverted to the Evaluated state.

The corresponding button can be found in the left side menu under the General
items.

= ) Revert To CVALUATLD

Figure 304 Reverting a project to EVALUATED

Revert a project to Handover

Needed user rights / privileges

The user (usually JTS) able to revert a project to “Handover” needs to be assigned a
privilege CAN_REVERT_PROJECTSTATE.

How to revert a project to Startup

Logged in as JTS, you can revert a project to be contracted (state: Contracting ) to the
Handover state, thus providing a possibility of another trial for lead partner user
choice. The corresponding button can be found in the left side menu under the

General items.
248



REVERTING
iINIEKdAdGWe -

* ) Reverl To HANDOWER

Figure 305 Reverting a project to Handover

Revert a project to Startup

Needed user rights / privileges

The user (usually JTS) able to revert a project to “Startup” needs to be assigned a
privilege CAN_REVERT_PROJECTSTATE.

How to revert a project to Startup

Logged in as JTS, you can revert a contracted project to the state before contracting
(Startup) thus providing a possibility of editing the supplementary information. The
corresponding button can be found in the left side menu under the General items.

T
L B 2
B o Pruj

¥ Application And C

Figure 306 Reverting a project to Startup
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Revert a report

Reverting a partner report

Partner report cannot be reverted to the applicant by an FLC user directly. The FLC
needs to contact a JTS and ask for opening an additional report for the particular user.
Further details can be specified via internal message.

Reverting a project progress report by JTS

If JTS is not satisfied with the provided Project Progress Report or its part, it can
revert it to the LP by clicking the corresponding item at the bottom of the left-side
menu.

?) Help

# ) Revert From |5 To LP

©) Logout

Figure 307 Reverting the Project Progress Report to LP

If JTS is not satisfied with the FLC report and/or certificated expenditures, it can
revert it either to the FLC or to a project partner by clicking the corresponding button
in the “List Of Partner FLC Certificates” section of the Project Progress Report.

Figure 308 Revert Project Progress Report to FLC or PP

Reverting a project progress report by MA

If MA is not satisfied with the provided Project Progress Report or its part, it can
revert it to the JTS by clicking the corresponding item at the bottom of the left-side
menu.
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) Exit
?) Help

(%) Revert From MA To S
O Logout
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Figure 309 Reverting the Project Progress Report to JTS

Reverting a project progress report by CA

If CA is not satisfied with the provided Project Progress Report or its part, it can revert
it to Ma or JTS by clicking the corresponding item at the bottom of the left-side menu.

¥) Help
(%) Revert Fram €A To MA

(%) Revert Fram cATa S

&) Contacis

7

Figure 310 Reverting the Project Progress Report to JTS or to MA
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Rounding

We faced some rounding issues in the eMS and had to look for a new solution. Our initial
specification of storing 10 digits after the comma (high precision) in the technical database
and showing two digits in the user interface has led to a situation where sums in the tables
of the user interface do not always match and fund values as well as flat rates sometimes
exceed the % limits. Rounding issues in the eMS are caused by all calculations that increase
the number of digits after the comma. Specifically in the eMS these are:

Calculating fund amounts (i.e. applying the co-financing rate)
Currency conversion (applying the currency conversion rate)

Flat rates (e.g. 15% of a budget line value)

After any of these calculations, the eMS needs to know what to do with the digits after the
comma. Specifically it needs to know:

1)  How many digits after the comma to keep in the technical database (24,8958754345
OR 24,89)

2) How to round (e.g. arithmetically, truncating, etc.) (24,90 OR 24,89)

3) How many digits after the comma show in the user interface and how to round the
amount to be shown.

In the new version of the eMS (3_1.0) a new solution was developed and now every eMS
programme will have to choose between one of two options for currency exchange and
flat rates.

This is what is implemented in the eMS:

Flat rate calculations

The result of the flat rate calculations can be configured in the programme properties.
There are two properties, which should be configured. First, the property
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flatrateCalculationPrecision sets how many digits after the comma will be stored in the
technical database after the calculation of the flat rate. The system will always display
only 2 digits, but if you set this property to more than 2, the high precision amounts will
be stored and used for calculations.

The property flatrateCalculationRoundingMode sets the rounding mode for the result of
the flat rate calculation. If you decide to round it down the system will round down with
selected number of digits. So, if you set the flatrateCalculationPrecision at more than 2
digits (e.g. 5), the rounding will be applied only at 5" digit after the comma.

For example, with the following configuration flatrateCalculationPrecision=5 and
flatrateCalculationRoundingMode=RoundingMode.DOWN the amount 2,345676898 will be
stored as 2,34567. If you change a rounding mode to UP or HALF_UP the same amount will
be stored as 2,34568.

Please note, all amounts which are stored with more than 2 digits after the comma will be
displayed in the user interface as 2 digits after the comma, rounded down. In the already
mentioned example, if the result of flat rate calculations is stored with 5 digits after the
comma and rounded down the amount in the database is 2,34567 (it is used for all future
calculations) but the amount the user can see will be 2,34. User can see the actual
amounts in the tables exported to Excel.

Currency conversion

Similarly, the result of applying the currency exchange rate needs to be rounded and the
programmes can decide on the number of digits after the comma to be stored and the
rounding mode. The following properties can be configured in the programme properties
file: currencyExchangeCalculationPrecision and

currencyExchangeCalculationRoundingMode=RoundingMode.DOWN.

Single items are shown in the user interface with two digits after the comma. In case you
choose the two digit rounding option, what you see in the user interface and what is in the
database will be exactly the same. In case you choose 3-10 digits after the comma, the
user interface will show two digits (rounded down) while the database stores more digits.

The exporting of all the tables to Excel format will show the REAL values from the
database (i.e. if in the DB there are 10 digits then the export shows 10 digits).

Please see the two examples below and their consequences:
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1) If you decide to go for higher precision and store item values with more than 2 digits
after the comma (max 10 digits) the mathematical precision will be high. BUT if you add
up the sub-totals or items displayed in the summary tables in the user interface, the total
might differ by few eurocents.

eMS configured at 5 digits after the comma, rounding mode HALF_UP

Amount stored in the database | Amount displayed in the
Actual amount and used for calculations eMS
22.56458575 22.56459 22.56
1.256987411 1.25699 1.25
1.11111111 1.11111 1.11
75.12548963 75.12549 75.12
100.05817390 100.05818000 100.04000000
Total that will be
displayed in the eMS 100.05

2) If you decide to work with two digits after the comma only (setting properties for results
of currency exchange AND flat rates at 2 digits, no matter which rounding mode) all the
overview tables will always be correct (i.e. the sum of sub-totals and also sum of all
displayed items will add up to the totals) BUT there could be some differences when re-
calculating the flat rates or exchange rates at the total level. If every single expenditure
item is converted, every item needs to be rounded as well. If you do this to many items
the rounding error adds up - a potential disadvantage for the beneficiary. If you store only
2 digits after the comma the calculations are less precise compared to using e.g. 10 digits
after the comma. If you use 2 digits after the comma only, what you see and what you get
always match (all the totals and sub-totals) but the calculation precision is lower.
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eMS configured at 2 digits after the comma, rounding mode DOWN

Amount stored in the database and | Amount displayed in the
Actual amount used for calculations eMS
22.56458575 22.56 22.56
1.256987411 1.25 1.25
1.11111111 1.11 1.11
75.12548963 75.12 75.12
100.05817390 100.04 100.04
Total that will be
displayed in the eMS 100.04

Please also remember about the cuts done by different authorities. They cut with precision
of 2 digits after the comma and might not be aware that the real amounts behind contain
more digits.

We consulted with developers of banking software to find out how they solve rounding
issues in currency conversions and it turns out they always work with only two digits after
the comma as working with money implies the smallest amount possible is 0,01. They
usually round arithmetically HALF_UP. This means if the banking software converts many
items into e.g. EURO, the total of these values after conversion will possibly be slightly
higher compared to what you get when you apply the conversion rate to the unconverted
total of all items. Of course, in the case of the eMS, conversion rates can also be rounded
down (truncated) and then the total of the converted items will be slightly lower
compared to converting the total.
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For whichever option you as a programme decide to go, you should understand the
consequences and you might want to communicate them to your beneficiaries to avoid
misunderstandings.

As regards ERDF/IPA/ENI and other fund values, we implemented a solution that should
make sure that ERDF values never exceed maximum co-financing, regardless of which
rounding method you choose for flat rates and currency conversions. It is not possible to
select neither precision nor rounding mode for the fund amounts 2 digits and rounding
mode DOWN is hardcoded and cannot be changed.

The fund amounts are calculated in the following way:

Total (budget and expenditure) is calculated out of single items (no change to the previous
versions)

Fund amounts (ERDF/ENI/IPA, etc.) are NOT calculated out of single items (previously it
was calculated for each item, leading to rounding errors), they are calculated out of the
total budget

Total is rounded down with two digits after the comma (applies when items are with more
than two digits)

ERDF is calculated as Total (i.e. the rounded total!) * co-financing rate and the result is
rounded down to two digits after the comma

Partner contribution is calculated as Total (i.e. the rounded total) minus ERDF (i.e. the
rounded ERDF) (previously partner contribution was also calculated for each item leading
to rounding issues)

In the summary tables, the total should be the same in all tables. This means that the sum
of subtotals might be different from the total (only in case of 3-10 digits after the comma
used for calculations, see above).

The following programme property is removed from the source code and can be removed
from your properties file: inputNumber.decimalPlaces is not used anymore. It is not
possible to configure financial inputs with more than 2 digits after the comma.

For more information on available rounding modes and their implications, please see
the documentation on rounding modes.
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Recommended rounding mode

We recommend Option 2 (to work with two digits after the comma only- setting
properties for results of currency exchange AND flat rates at 2 digits. Please note that
Interact will also test the eMS with 2 digits only.

For flat rates, we recommend using a rounding method DOWN that rounds down
(truncates) to avoid exceeding the maximum flat rate of e.g. 15%.

For currency exchange, rounding DOWN will lead to disadvantages for the project,
rounding UP will lead to advantages. There is no recommendation on our side what to do.

The funds amounts (e.g ERDF) are always rounded DOWN (see description above).
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Project History

Monitoring Project History

Actions like Submitting, changes after Modification Request, Generating Contract or
Adding Supplementary Information trigger saving the backup versions of the AF.

The previous versions of the project can be seen in the “Project History” section.

Needed privileges

For seeing the project history, no special rights are needed. For editing, the privilege
EDIT_PROJECT_HISTORY is necessary.

How to enter the Project History

Project History might be entered by clicking the “Project History” item in the
“General” section of the left side menu.

Figure 311 Entering the Project History

In the Project History section, the selected AF version might be seen, Modification
responsible for triggering its saving is described, as well as User responsible for the
decision is listed. Furthermore, the Project History enables selecting any two versions
and their comparing.

Comparing the Versions

Any pair of Versions listed in the Project History might be compared to each other and
the differences might be displayed in both Vertical and Horizontal tree, as well as
HTML Compare Projects Dialog.
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Figure 312 Compare Projects

Editing the History

Privileged users might edit the Project History View by filling in additional
information on the modifications:

e Date Of Approval / Rejection

e User responsible for the Decision

o Date Of Signature Of Subsidy Contract
e Number Of Contract Amendment

e Comment

e Attachment

e Attachment Description (Attachment Upload Date & User Uploading the
Attachment are filled in automatically)
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Categories of intervention
eMS contains a management for categories of intervention. The system by default
includes the codes mentioned in the annex of regulation nr. 184/2014.

The system contains the selection of codes per project and the reporting of these
categories to the European Commission like mentioned in regulation nr. 1011/2014.

Selection of codes for the programme

The system allows selection of categories of intervention which apply to the
programme. This selection is a global selection, which has do be done by an
administrator or by a user having the userprivilege “MG_PROGRAMME”.

The codes can be selected per priority axes in the “Programme Data” section.

Priority Axis

| add priority axis ® |
Environmental Protectior

ide
Transport

Environmental Protection

TA

() Backto BasicInforma [INtervention category

ID  Dim Name Coefficient Amount
E01 E  Agriculture and forestry 0

E02 E  Fishingand aquaculture 0

(@) Seve Changes (X Exit Changes

Figure 313 Selection of codes per priority axes
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Selection of codes for the project

After the handover, JS user, an admin or any user having the “MG_STARTUP”
userprivilege, can access the supplementary information section. This section contains
a tab “Codes” to access this section.

In the supplementary information section, it is possible to grant read or read/write
privileges to each of the different sections. To be able to access the “Codes” section,
the user needs to have the “SU_CO_W?” userprivilege, for read access the “SU_CO_R”
is needed.

FLC State Ald User Assignment Outputs m Documents Partnership Agreement Additional Information

Figure 314 Supplementary information - codes section

The section “Codes” allows selection of all codes available under this priority axes.

witerreg H T4ASP  [TP430 ShowMare Supplementary Information
demo
Project Management Bank Information FLC State Aid User Assignment Qutputs m Documents Partnership Agreement Additional Information
2 = Procurements Above The Thresholds
@) save asporFie Codes
Partners
u R
ens
v Dimensions
“

electronic
monitoring
ystem

(PLOT)
- t

Figure 315 Selection of codes for one project
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Reporting to EC

The reporting of the codes of intervention according to regulation 1011/2014 can be
accessed via the “Programme Report” section.

Figure 316 Reporting to EC
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Technical assistance (deprecated)

Warning

Please note: the TA module is discontinued.

TA has to be handled as a priority. Please open a call for TA projects.

The tables below are still available, but do not link to the Programme budget.
Therefore their use is not recommended.

Technical assistance institutions

It is possible to add technical assistance institutions in eMS. These institutions have
their own data like fund, co-financing rate etc. eMS allows to set a planned budget for
each institution per year and Budgetline.

Infrastructure &

Year Staff costs e and eyl and Extermal expertise Equipment Net Revenue sum Sum cafin
2014 100000 T000.00 000.00 T 00000 405000 €425
2015 1 000.00 000.00 1 000.00 € 4050.00 €344250
2016 1 000.00 000.00 €3050.00 €259250
2017 1 000.00 000.00 €3050.00 €259250
2018 1 000.00 0. 000.00 €3050.00 €259250
2019 1 000.00 000.00 000.00 €3050.00 €259250
2020 1 000.00 00.00 000.00 €3050.00 €259250
021 1 000.00 0. 000.00 €3050.00 €259250
1 000.00 50.00 1.000.00 1.000.00 €3050.00 €259250
Sum £9000.00 £45000 €8000.00 €500000 €200000 €000 €000 €2 as000

Sum cofin €7650.00 €38250 €765000 €765000 €170000 €000 <000 exsmzse

C} o

Figure 317: Budget forecast

Reporting/Monitoring

Monitoring and reporting of TA expenditures is not carried out inside eMS, but eMS
allows putting money per timespan and priority axes. These amounts go into the
programme overview tables.
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Monitoring Wielcome Adrmin eMs!
Timespan Staff costs “mf;‘i’un .;;“r"’n';'d“"‘n"“ m;"';“g';:’::‘“ Equipment '""“v‘,’o“:(‘:'e = Net Revenue Sum Sum cofin
2014 January 0,00 0,00 0.00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 February 0,00 0.00 0.00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 March 0.00 0.00 0.00 0,00 0,00 0.00 0.00 €0.00 €0.00
2014 April 0.00 0.00 0.00 0,00 0.00 0.00 0,00 €0.00 €0.00
2014 May 0.00 0.00 0.00 0,00 0.00 0.00 0,00 €0.00 €0.00
2014 june 0,00 0.00 0.00 0,00 0.00 0.00 0,00 €0.00 €0.00
2014 July 0,00 0.00 0.00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 Auguse 0,00 0,00 0,00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 Seprember 0,00 0.00 000 0,00 0,00 000 0,00 €000 €000
2014 Ocrober 0,00 0,00 0,00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 Navember 0,00 0,00 0,00 0,00 0,00 0,00 0,00 €0.00 €0.00
2014 December 0,00 0,00 0,00 0,00 0,00 0,00 0,00 €0.00 €0.00

- s am wm wm e e o G I
2015 January 0,00 0.00 0,00 0,00 0,00 0,00 0,00 0.00 €0.00

Figure 318: TA monitoring
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Translations

Translations is a tool in eMS used to change and translate each label in the user
interface. Programmes are therefore free to change each text visible to the users of
the system.

Translation of the user interface

Needed user rights / privileges

The user who wants to manage the checklists must have the almighty “ADMIN”
privilege.

How to enter Translations

Logged in as “ADMIN” you can enter the Translations by clicking on the section on the
left-side menu “Configure EMS”.

8 Calls
B Mew Call

B/ Programme Data

[

IManage Users

&/ Manage Roles

Configure EM 5

IManage Checklists

B

Technical Assistance

Figure 319 Translations menu item

In the picture below, the sections of the application are shown which allow changes or
translations.

Whole programme

Figure 320 Sections of the Translations module
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Importing and Exporting Translations

By clicking “Export Localization” the localization is saved to a csv-format file.
Importing can be performed by choosing “Override on import”, then by clicking on
“Import Localization”. This feature either overwrites an already existing file or
creates a new one.

How to identify the element in the user interface

To translate a label in eMS, at first the path in the translation tree has to be known.
This can be obtained using a special language, which is only available for admin users.

O Logout

EN

t ADM :.

electronic
monitoring
system

developed by
Figure 321 ADM language only available for admin users

Choosing this language shows all keys of all elements in the system.

Project Summary (* projectSummary)

Project Identification (* projectSummary projectldentification)

Programme priority (* projectSsummary projectldentification ?  Programme priority
programmePriority 50)

Conservation and ¢
Transport =
Project acronym (* projectSurnmary projectldentification Project title (* proje

Figure 322 Example of keys for system elements, displayed in “()”

Keys in the application form are shortened using the character “*” as abbreviation for
“application form”. This means for example if you want to change the text of
“Programme priority”, you can find this element in the tree on the path
“application/form/projectSummary/projectldentification”.

You can find the translation of the respective element and the configuration for the
attached input field in this section.

Convenience feature for identifying the element in the user interface

As a convenience feature, eMS allows to select specific labels directly in the user
interface for translation. A user with admin user privilege can click on the pencil icon
to go to the corresponding element in the translation tree.
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This feature is only for translations of global texts and is not yet implemented for all
user interface elements in eMS. Labels without a pencil icon have to be identified
manually in the translation tree.

This convenience feature can only be used for global texts. Texts specific for calls
have to be changed in the corresponding translation tree in the call configuration.

Project Summary

Proeject Identification

Programme Priority » Prog

Transport > | Cor

Project Acronym & Proj

Project Duration (Months) s Start Date
0 Month 1 Days 10.10.2014

Figure 323 Label selection for translation in user interface

How to change and translate labels

By clicking on the desired node and modifying the global label, it is possible to change
or translate the label. Afterwards, the save button and “rebuild Localization” have to
be clicked.

‘ogramme

specificObjective

Global valldatlon settings

Figure 324 Changing and translating a label

How to delete nodes

The desired node has to be selected. By clicking the button “delete selected node and
all subnodes”, the selected node and subnodes, if there are subnodes existing, will be
deleted.
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Tooltip

Tooltips allow you to display the description of expected answer to a question. They
appear when hovering over the text box or a dropdown menu. You can activate a
tooltip by choosing the desired node and by entering an input in “Global tooltip”.

Help button

The help button will open a pop-up window that shows a description of the question.
You can activate a tooltip by choosing the desired node and by entering an input in
“Global help”.

Manage Multilanguage for Call

This is another option how to change and translate labels, but can be used only for a
specific call. Besides to the ADMIN, a user is also able to manage Multilanguage for a
call if the privilege “MG_MULTILANGUAGE” has been assigned to the user.

How to enter:

You have to choose a specific call, then scroll to the bottom and click “Manage
Multilanguage for Call”.

?

B! Manage Multilanguage For Call B/ save x! End Call »/ Back To Overview @/ Copy Call B Unlock Call

All modifications made will only be visible for the specific call.

Help system

The help system can be managed in the translation tree as well. The help buttons in
the AF are represented by questionmark icons, which are only visible if the
corresponding help text is not empty.
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Form configuration
eMS allows to enable/disable specific fields in the application form. Configuration can
be performed for

e assignments of single fields to call phases

e adding of additional text input fields

¢ validation of fields (mandatory, optional)

e maximum length of input text

The configuration is done in the same section as the translations. For call specific
configuration, the corresponding forms can be found in the call setup.

Configuration

Assignment of single fields to call phases

Has to be carried out in the management of the call.

Call rr. 3 phase assignment | pr——

Phase 1 and 2

Call nr. 3 validation settings Phase 2 (readonly in Phase 1)

Call r. 3 maximum length Phase 1 (readonly in Phase 2)

Figure 325 Field assignment to phase

Additional TIF

For adding an additional question you have to click on “additionalTIF”. After choosing
the desired node you can enter the additional question. Afterwards, the save button
and “rebuild Localization” have to be clicked again.
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Whole programme
i

~ @ adaitionalTiF @

Figure 326 Adding additional questions

Validation of fields (mandatory, optional) & Maximum length of input text
The maximum length can be specified. In addition, it is possible to mark the selected
field as mandatory or optional.

Call nr. 3 validation settings
Call nr. 3 maximum length

Call nr. 3 mandatory

Call nr. 3 errormessage _

B Save

Figure 327 Validation settings

eMS allows to configure the maximum input length for text fields and editors. This can
be done in the translation tree, by changing the configuration of the maximum length.

Global validation settings
Global maximum length 255

Global mandatory
Global errormessage
Project Acronym required
Figure 328 Configuration for maximum length of user input

Text fields and text areas (text fields which automatically expand) can contain up to
2000 characters.
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Editor elements can only have the following configuration:

100, 200, 300, 400, 500, 600, 700, 800, 900, 1000, 2000, 3000, 4000, 5000, 6000, 7000,
8000, 9000, 10000

All other configuration forces the system to take the nearest neighbor.
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Help System

Help system can be adjusted using the Translations tool in eMS. Each label of the Help
can be set in the user interface. Programmes are free to change each Help text visible
to the users of the system.

Help System of the user interface

Needed user rights / privileges

The user who wants to adjust the Help System must have the almighty “ADMIN”
privilege.

How to enter Help System

Logged in as “ADMIN” you can enter the Help System by redirecting to Translations
section. You nedd to click on the left-side menu “Configure EMS” item.

L

8 Calls
B Mew Call

B/ Programme Data

[

IManage Users

&/ Manage Roles

Configure EM 5

B/ Manage Checklists

B

Technical Assistance

Figure 329 Translations menu item

In the picture below, the sections of the application are shown which allow changes or
translations.

Whole programme
v TIE

Figure 330 Sections of the Translations module
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How to change the help labels

By clicking on the desired node of the translations tree and modifying the Global
tooltip, it is possible to change or translate the label. Afterwards, the save button and
“rebuild Localization” have to be clicked for the change to be taken into account.

Whole programme

specificObjective

Figure 331 Adjusting Tooltip and Help labels

Tooltip

Tooltips allow you to display the description of expected answer to a question. They
appear when hovering over the text box or a dropdown menu. You can activate a
tooltip by choosing the desired node and by entering an input in “Global tooltip”.

Help button

The help buttons in the AF are represented by questionmark icons in the left side
menu, which are only visible if the corresponding help text is not empty. The help
button will open a pop-up window that shows a description of the question.

- General

B Generated Files
') Toggle Tree

&) Contacts

? | Help

| Exit

¥ Management

Figure 332 Help button

The help system can be managed in the Translations tree as well. You can
activate a tooltip by choosing the desired node and by entering an input in “Global
help”.
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More information and tips on how to work with Translation tools might be found in the
chapter “Translations”.
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Automatic messages
eMS contains multiple types of automatic messages. Some of them are triggered by the
user, some of them by changes of states of e.g. the application form.

Notifications to the registered email address of the user

eMS can send a notification to the registered email address of the user when receiving
an email. This email does not contain the text of the message; its purpose is to notify
the user about received messages in eMS.

Currently, there are the following email notifications possible:

e Registration email

e E-Mail to the contact person of the lead partner at submission of application form
(phase 1 and/or phase 2)

e E-Mail on Lead Partner confirmation (after handing the AF over to LP)
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Automatic messages sent within the Messaging Portal

eMS automatically sends messages at special points in the workflow. Most of them can be turned on/off via configuration.

The configuration needs to be done in a configuration file “message.properties”. The messages are sent via the internal message system.
The property file contains a global switch, to turn all messages off “automessage=off”. If this is turned to “off” the system will not send any

automatic notifications.

Please note: the system needs to be restarted to take changes in the configuration file into account.

The following configurations can be done:

Configuration element
automessage.submittedApplication

Recipient
Lead applicant

Step in workflow
Upon application form submission (2" phase, or only phase in 1-step call

automessage.submittedApplicationP1

Lead applicant

Upon application form submission for the first step in a two-step application

automessage.approvedApplication

Lead applicant

Upon assignment of MC decision “approved”

automessage.approvedApplicationP1

Lead applicant

Upon assignment of first step decision “approved”

automessage.approvedUnderCondition

Lead applicant

Upon assignment of first step decision “approved under conditions”

automessage.handoverTolLP

Lead applicant

Upon state change to “handover”. Lead applicant needs to name a lead
partner now.

automessage.lpAccepted

Lead applicant

Upon acceptance of lead partner in handover

automessage.|pRejected

Lead applicant

Upon rejection of lead partner in handover

automessage.mrSubmitted

Assigned officers or all JTS

Upon submission of a modification request submit by the lead partner
(submit of new version of the application form)

automessage.mrApproved

Lead partner

Upon acceptance of the modification request

automessage.mrRejected

Lead partner

Upon rejection of modification request

automessage.mrReset

Lead partner

Upon modification request refusing

automessage.mrRequested

Assigned officers or all JTS

Upon request of a modification request by the lead partner (prosa request)

automessage.contracted

Lead partner

Upon approval of subsidy contract

automessage.flcAssigned

All assigned FLC users

Upon assignment of FLC users

automessage.flcRemoved

All disassigned FLC users

Upon removal of FLC users from FLC assignment

automessage.partnerReportSubmitted

Project partner, assigned FLC

Upon submission of partner report
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automessage.flcCertified

All involved partners and lead
partner

Upon FLC certificate submission

automessage.projectReportSubmitted

Assigned officers or all JTS
and lead partner

Upon submission of project progress report

automessage.projectReportJSApproved

Lead partner

Upon submission of report by JS

automessage.maApproved

Lead partner

Upon submission of report by MA

automessage.caCertified

To all assigned JTS officers
and lead partner

Upon creation of CA certificate

automessage.projectClosed

Lead partner

Upon finalization of a project (close of project)

automessage.reopenForMa

All MA users and lead partner

Upon revert from MA to CA

automessage.reopenForJs

All MA users and lead partner

Upon reverting from MA to JS

All assigned JS officers, or all
JS + lead partner

Upon reverting from CA to JS (skipping MA)

automessage.reopenForLp

Lead partner

Upon reverting from JS to FLC

Lead partner

Upon reverting from JS to LP

Lead partner

Upon reverting from JS to PP

automessage.reopenForFlc

Lead partner

Upon reverting from LP to FLC

automessage.reopenForPartner

Lead partner

Upon reverting from LP to PP

Subject

Text

automessage.submittedApplication

automessage.submittedApplication.subject

automessage.submittedApplication.text

automessage.submittedApplicationP1

automessage.submittedApplicationP1.subject

automessage.submittedApplicationP1.text

automessage.approvedApplication

automessage.approvedApplication.subject

automessage.approvedApplication.text

automessage.approvedApplicationP1

automessage.approvedApplicationP1.subject

automessage.approvedApplicationP1.text

automessage.approvedUnderCondition

automessage.approvedUnderCondition.subject

automessage.approvedUnderCondition. text

automessage.handoverTolLP

automessage.handoverToLP.subject

automessage.handoverTolLP.text
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automessage.|pAccepted

automessage.|pAccepted.subject

automessage.|pAccepted.text

automessage.|pRejected

automessage.|pRejected.subject

automessage.|pRejected.text1

automessage.mrSubmitted

automessage.mrSubmitted.subject

automessage.mrSubmitted. text

automessage.mrApproved

automessage.mrApproved.subject

automessage.mrApproved.text

automessage.mrRejected

automessage.mrRejected.subject

automessage.mrRejected.text

automessage.mrReset

automessage.mrReset.subject

automessage.mrReset.text

automessage.mrRequested

automessage.mrRequested.subject

automessage.mrRequested.text

automessage.contracted

automessage.contracted.subject

automessage.contracted.text

automessage.flcAssigned

automessage.flcAssigned.subject

automessage.flcAssigned.text

automessage.flcRemoved

automessage.partnerReportSubmitted

automessage.partnerReportSubmitted.subject

automessage.partnerReportSubmitted.text

automessage.flcCertified

automessage.flcCertified.subject

automessage.flcCertified. text

automessage.projectReportSubmitted

automessage.projectReportSubmitted.subject

automessage.projectReportSubmitted.text

automessage.projectReportJSApproved

automessage.projectReportJSApproved.subject

automessage.projectReportJSApproved.text

automessage.maApproved

automessage.maApproved.subject

automessage.maApproved.text

automessage.caCertified

automessage.caCertified.subject

automessage.caCertified.text

automessage.projectClosed

automessage.projectClosed.subject

automessage.projectClosed.text

automessage.reopenForMa

automessage.reopenForMa.subject

automessage.reopenForMa.text

automessage.reopenForJs

automessage.reopenForJs.subject

automessage.reopenForJs.text

automessage.reopenForlLp

automessage.reopenForLp.subject

automessage.reopenForLp.text

automessage.reopenForFlc

automessage.reopenForFlc.subject

automessage.reopenForFlc.text

automessage.reopenForPartner

automessage.reopenForPartner.subject

automessage.reopenForPartner.text

automessage.submittedApplicationJTS

automessage.submittedApplicationJTS.subject

automessage.submittedApplicationJTS.text
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Notification on MC decision

eMS can generate a notification upon MC decision. This notification is stored in the
system and is sent manually by a privileged user.

Needed privileges

User who wants to send a notification on MC decision needs to have the
APPROVE_NOTIFICATION or the almighty ADMIN privilege.

How to send the Notifications

The Notifications section might be entered in the user interface left side menu ->
Applications -> Saved/Sent Notifications.

@ (@ @ &

B

BlEEEEE #

Figure 333 Notification on MC Decision Menu Item

The default text of such a notification can be changed by the programme. After the
generation of the notification, it is visible in the “Saved Notifications” section.

Notification Overview

Phase1

Projectld ¢ Name ¢ | Acronym &  Start &  End & | Lead Partner ¢ @ Call ¢ ProjectStatus ¢  Modify Approve Download
No Data Found
Phase2
Projectid ¢ Name ¢  Acronym & Start ¢ End ¢ Lead Partner & | Call ¢  ProjectStatus ¢ = Modify Approve | Download
TP4A1 Testl Test! 01.01.2016 = 01.01.2020 = Test1LP1 Testcall  CONTRACTED £ x *
TP4A2 Test2 Test2 01.01.2016 = 01.01.2020 = Test2LP1 Testcall  CONTRACTED ) x &

1) Send

Figure 334 Saved Notification section

Here a privileged user can change the text of each message manually.
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testing2usersific
testcallsv_2_0.16
checkingRecUnderCon5
mP234

a

Bugs Bunny

Test project

Testproject

testprojectd v 3 0.1

testproject6_v_3_0.1
testproject? v_3_0.1

Lorem ipsum dolor sit amet
EVENT-TRIGGERED MESSAG
EVENT-TRIGGERED MESSAG!
Praject for Audiclog
testingfundingdecision
testproject2 v 3 0.1
newproject? v_3_0.6
TestAuditLog
newproject2 v 3.0.7

New Project for Screenshots|
testallprivileges
newtestproject2_v_3_0.7
checkingRecUnderCon2.1

checkingRecUnderCon2.2

newtestproject3 v 3.0.7

2ulfic 21.07.2015 06.07.2016 Ip TestMaxCall2 v 2 0.16 ARCHIVED L) x £
w52 016 02.07.2015 30.07.2016 1Pt meal_test!_for v_2 0.16 STARTUP ) x :
Notification * Ep o x :
0 Source wlal® B I U abx x, x| A ! = = 3 “ED ) x )
B o) v. 0
Curabitur Etiam
Test Partner! o ) 0 s
Aenaan 12
12345 litora D e x £
HRVATSKA
o) x +
Lille, 09.02.2015
D ) x 0
Dear Lead Partner, e x 2
Congr ions! The Larem ipsum dolor sit amet project was approved by the NWE Monitoring Commitee on 02.09.2015. We kindly & L 2
ask you to inform your partnership.
) x +
The total budget is € 26 393.35 Total Eligible Cost (€ 26 393.35 ERDF). This amount will be officially confirmed upon signing of the o B - 7
subsidy Contract by all involved parties.
0 ) x 0
Final approval is subject to fulfilling the technical requirements defined by the NWE Monitoring Commitee. To access the list of
technical improvements, please log into the eMS as soon as possible (ems.interact-eu.net/ems). The final Application Form taking the ) * £y
indicated changes into account must be submitted to the Joint Secretariat by xxx.
) ® :
The complete signed partnership agreement must be submitted to the Joint Secretariat by xxx. In the absence of a signed partnership
agreement by the aforementioned date, the Subsidy Contract will be considered null and void. 5 x 5
Only upon receipt of the final revised Application Form and the JTS will issue the Subsidy Contract. £ x 2
The project management team is kindly invited to attend the Lead Partner Seminar in Lille on xxx. Please already save the date. You £ L =
will receive an offical invitation and registration information in the coming weeks. 3 B <
x 0
You can contact the Joint Secretariat officer following the project, to discuss the requirements. 5 = n
Kind regards, B o !
Manty Tester B B e 0
Programme Director
2] B x 0
Characters (including HTML): 8951 (Limit: 380000, W =
) x +
. sa ! Downlaad =
checkingRecUnderCon2.1 16062015 04.09.2018 LeadPartl.15 MaxTwithChecklist CR_ACCEPTED =2 * B
checkingRecUnderCon22  16.06.2015 04.09.2018 LeadPartl. 15 Max1withChecklist APPROVED ) x :
np3v307 10.11.2015 08.11.2016 L1 newcalll_v_3 0.7 ARCHIVED 2 * B

Figure 335 Editing view of the notification section

After approval (clicking on the corresponding button) and selection in the checkbox,
the system can send all selected notifications as in-application messages to the

applicants.

Each notification can as well be extracted to PDF with the “download” feature.

After sending, the notifications are still visible in the “Sent Notification” section.

Phase2

Projectid &

x 0

ITPS55 Te

Name ¢ Acronym & Starts End ¢ Lead Partner & call ¢ Project Status &

) ExportAsXis

@) Send

0,12 ish3_0.12  29.03.2016 29.03.2020 My LP1 3.002 CR_ACCEPTED

Figure 336 Sending the approved message to the selected approved project
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PDF templates

The application form is generated asynchronously, the user triggers the generation of
the pdf, the pdf gets generated and appears in the “Generated Files” section. This
allows the eMS to handle more users during peak times.

All other pdfs in the system are generated synchronously - they are available
immediately after clicking the button.

All pdfs are generated using templates. Default templates are provided in the
installation. These templates can be changed/adapted by ETC Programmes.

Adaptation of pdf template

In eMS, the extraction of data to pdf is implemented using Apache Velocity templates.
These templates can be adapted and translated by Programmes.

The templates in eMS are implemented using HTML-standards, enriched with Velocity
placeholders. When generating the pdf, the placeholders are replaced by text/values
stored in eMS.

Selecting a Template: Configuration

When using a two-step procedure, eMS allows us to insert different templates for the
two different steps. The templates to be used in the given step can be configured in
programme properties.

Different templates for different languages

eMS can handle various languages, both, in the user interface (as translations of the
user interface) and as content languages (for users to enter text in several languages).

The application can generate pdfs in each language configured as translation
languages for the user interface. To enable this feature, a template has to be
provided, where the name of the template follows the pattern:

“Two-letter-country-code”+”name of the template”.vm
Example:

Name of the template: templateS1.vm

Translation to german: DEtemplateS1.vm

Translation to Czech: CZtemplateS1.vm

eMS generates pdfs in the language selected in the user interface. If you see the
German translation at the time of pressing the “Save as pdf file” button, the pdf will
be generated in German.
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If no special translation document is provided, eMS will use the general template.

How to translate a template

The template files can be edited in any text editor (e.g. Notepad,...), however, for
more comfortable and clearer adjusting of the template, source code editors are
recommended.

The export to pdf does not take texts from the database or the translation tree in
account. The translations have to be done in the template files.

Please be aware: to be able to handle special characters the file encoding has to be
UTF-8.

Hints for better orientation in a template

Items marked with
## represent comments and descriptions
@ stand for the text

# stand for apache velocity code, therefore cannot be simply rewritten as text
strings

S stand for variables drawn directly from the eMS, might misbehave if retyped
wrongly

If you do not plan to change the template and only want to translate the text, you can
simply retype the text strings starting with the @. You do not need to specify the
language inside the template. The information will be obtained from the system.

Multilanguage template

If required by a programme, a multilanguage (recommended 2-language) template
might be used. In this case, the desired languages of the output pdf need to be
specified in the template, as the system enables using more than two languages. For
creating a pdf however, more than two languages would be difficult to read and it
would be difficult to stay oriented.

The languages selected to be used for the template need to be specified in the file
“VM_global_library.vm” by modifying the code of the country in line 16:

#set ($languages = ['AT','HU'])

The modification is needed in order to use the correct values (language versions) of
eMS variables.
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Afterwards, you can simply retype the text strings, starting with the @ in order to
translate the template.

Add/remove/change order of elements in template

Creating pdfs is implemented using Apache Velocity templates. The template behaves
as any other HTML document. You can change the order of elements in the template,
remove or add elements if needed. In order to edit the generally available templates,
at least basic understanding of HTML scripting is recommended. HTML has a very strict
syntax and semantics. Please change/add/remove carefully, not to destroy the syntax
of the document.

Styling of the pdf

As any other regular HTML application, the pdf template is styled using CSS styles.
Please check out the CSS documentation or ask your service provider if you want to
change the styles.
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Global and local column selector
Some overview tables in eMS allow two ways to select the visible columns. The

following tables offer this feature:
e My Applications
e List of expenditure
e Application browser

This chapter will explain both.

User specific column selection

List Of Expenditures

Budger Line & armer Comman: &

Very wide tables - like the list of expenditure - allow hiding columns based on the
users decision.

A user can click on the columns dropdown and select/deselect the columns she wants
to see.

By clicking on the “Save columns” button, the selection will be stored. Next time the
user opens this section only the selected columns will appear.

List Of Expenditures

oo Budges Line ¢ wp ¢ Inv No ¢ Paym Date ¢ Declared Amount Org Currency ¢ | ConversionRate ¢ Conversion Rate Date < | Declared Amount Euro &
ptions

Staff costs MManagsment 020

Office and administration M Management (1]

1 25012016 100 €100
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Global column selection

Next to the user specific column selection, a programme can decide, which columns
should be visible in the list of expenditure. This configuration is done in the
“programme.properties” configuration file. Columns, which are deselected in this
configuration are not visible for the user and do not show up in the user specific
column selection.

Columns can be removed, by removing them from the configuration.

# configuration for My Applications
myApplicationsColumns=project_id;subprogramme;name;acronym;start;end;leadPartner;|PNati
onality;call;specificObjective;submissionDate;project_state;funds;applicantOrLeadpartner;offic
erinCharge;viewProject;bookmarkProject

# configuration for list of expenditure

loExpColumns=budget
Line;wp;intRefNo;invNo;invDate;paymDate;description1;partnerComment;currency;totalVallte
m;vat;declaredAmountOrgCurrency;conversionRate;conversionRateDate;declaredAmountEuro;e
xpOutside;in
Kind;declared;uploads;verifiedByCA;differenceCA;amountCertifiedCA;commentCA;verifiedByFL
C;differenceFLC;amountCertifiedFLC;commentFLC;verifiedJS;differencelS;amountCertifiedJS;c
ommentJS;verifiedByLP;differenceLP;amountCertifiedLP;commentLP;verifiedByMA;differenceM
A;amountCertifiedMA;commentMA;DIFFERENCE  MA;Date of request for payment to
EC;reimbursed

# configuration for application browser
applicationBrowserColumns=project_id;subprogramme;priorityAxis;name;acronym;start;end;lea
dPartner;|PNationality;call;specificObjective;submissionDate;project_state;funds;applicantOrL
eadpartner;officerinCharge;viewProject

Table 4 Column configuration in programme.properties
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Cube

The cube is a general purpose tool, which can be used to aggregate data in eMS and to
do further statistics, which are not implemented in the core system of eMS.

Please be aware: generation of statistics could need a lot of resources. Using this tool
during the end of a call is therefore not recommended.

Technical description / adaptation

The cube is defined in a configuration file, which is stored in the eMS configuration (in
default installation, this can be found in “EMS_HOME/conf/common/eMS.xml”).

The cube is implemented using a Mondrian OLAP server and is integrated into eMS by
using OLAP4j. It is possible to add/change /remove dimensions from the cube by
adapting the eMS.xml.

Adaptation

The cube dimensions can be adapted by modifying the ems.xml file by rewriting
selected parts of the document. The document might be edited using a standard text
editor such as Notepad.

The XML definition of the eMS Budget Cube consists of the following components:

e Measures
e Dimensions
e Hierarchies
e Members

e Levels

Measures

Measures define the quantity that you are interested in measuring. In our case, it is
“Total” standing for total amount of money corresponding to the selected axis.

Each measure (see <Measure>) has a name, a column in the fact table, and an
aggregator.

Dimensions

Dimensions are attributes according to which the measures are divided into the
categories and sub-categories. They correspond to the row and column names.
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Dimension is connected to a cube by two columns: one in the fact table and one in the
dimension table. Each <pimension>element has a foreignKey attribute (matching the
name of the fact table column).

Members

Dimensions consist of members. They are defined by a set of attributes. They can be
organized into levels.

Levels

Cubes are organized into dimensions and levels of data. The levels are then arranged
into hierarchies. A level is a collection of members (data) which have the same
distance from the root of the hierarchy.

Hierarchies

Hierarchy represents a systematic way of organizing the members into a logical
structure. Organizing members into hierarchies makes the analysis much more
convenient.

Hierarchies with the same fact table attribute are further grouped into dimensions.

Please check out the Mondrian documentation for more details.

Use of Cube

Needed Privilleges

For accessing the Cube section of eMS, the privilege REPORTING is necessary.

How to use Cube

Cube reporting can be accessed by clicking the corresponding item in the left side
menu, section Programme tables.

Programme Living

& Tables

#) Cube

@) List Of Expenditures
-

i) First Step: Ineligible
) First Step: Rejected

) Ineligible Applications

Figure 337: Cube menu item
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At least one attribute from each, the Cube Budget Rows and Cube Budget Columns,
need to be selected for creating a report. After the attributes have been chosen, the
request might be submitted by clicking on the “Submit” button.

e @) New  (8)Opn (B
Cube Budget Columns Cube Budget Rows
Available Selecred Avaitable: Selected

Figure 338 Cube - Main Page

After a while, a table is generated containing the requested data.

8) Submit @) Swap Axis B) Show Spans @) non Empty  Drill: | Position | ¥ | (8) Export to Excel B) ExporttoPdf  (») RunChart  Chart Type: | Pie | | (») Recalulate Cube
Period Period Period Period Period Period Period Period Period Period Period Period P
. . . q q All All
Partner —) All All Periods Al Periods All Periods All Periods All Periods  All Periods  All Periods  All Periods All Periods Periods periods Py
s
(All) periods 0 1 2 3 4 5 6 7 3 9 10
.I::rtners 206.105.024,63 665005038 = 29.504.431,82  27.029.406,20 16.166.552,46  10.038.511,24  8.947.088,51 3.565.606,24 1.047.104,00  100.547.90400  548.09200 537.90400 55!

Figure 339 Cube report - Partner/Period

When the report is ready, its axis can be swapped, the table can be exported
to Excel or PDF or the Cube can be recalculated.

eMS also enables generating a graph (Pie, Bar or Line Chart) based on the cube
report.

Figure 340 Example of a graph generated based on the cube calculations
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Audit log
eMS traces every creation, modification and deletion of documents and data, which
happen in the system. The logs are written to a table in the technical database called

“auditlog”.

Especially all changes of states of the application form, certificates and reports are
logged there.

The audit log needs to be turned on in programme.properties with the property
“auditlog.active=yes”

OB |¥ F8 | R = Q (1 [=

1e SELECT * FROM emsl.auditlog;

[ T

Resuk Set Fiter: 1Y |Ed'|[ = ‘ ExporImport H[ (2] |w.achn Coment T ‘Fe\ch raws =5 E
id  user action project info time project_ref  workpackage_ref  parner_ref e
740 michaelm (57) SAVE test2015.2 PROJECT_SUMMARY 2015-01-29 12:34:17 400
741 michzeim (57) LOAD test2015.2 PROJECT 20150129 12:3419 400
742 michzein (57) State changed: CHECKED test2015.2 PROJECT 201501-29 12:34:19 400
743 michaelm (57) LOAD test2015.2 PROJECT 20150125 12:34:23 400
744 michaelm (57) State changed: SUBM test2015.2 PROJECT 20150128 12:3423 400
745 michzeln (57) New Hash test2015.2 PROJECT 20150129 12:3423 400

Figure 341 Auditlog
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Upload of documents

eMS allows the upload of documents at certain sections. None of the documents in eMS
is visible for public, only registered, logged in users with certain privileges or roles can
see those documents.

eMS does not transform/edit/modify any uploaded document. They are stored binary
identically to the uploaded file in the system. eMS does not allow to edit/modify those
documents in the application. Documents uploaded to the system can be downloaded
again, and shown in external third party applications (e.g. PDF Reader).

eMS does not modify any documents. Especially the modification of documents bearing
an electronic signature is not possible in the system.

290



IMPORT OF DATA
iINITERKdAdGe -

Import of data
eMS currently only allows manual import of translations. Currently no other importing
functionalities are foreseen.

Import of translations

eMS allows the import of translations and texts from the user interface. This feature is
importing previously exported translations from CSV format to the system.

interreg H
demo

Figure 342 Import of translations

Automatic import of currency exchange rates

The eMS automatically imports the monthly currency exchange rates from the
European commission
(http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/inforeuro_en
.cfm).

This import can be configured in programme.properties
quartz.cronTrigger.interval=0 * * * * p *
quartz.cronTriggerCSV.interval=-004 1 * ?
quartz.cronTriggerCSV.receiveAllowed=true

quartz.cronTriggerCSV.url=http://ec.europa.eu/budget/inforeuro/index.cfm?f
useaction=dsp_html|_monthly_rates&FileType=CSV&Language=en&Delim=c&
Period=#year#-#month#&Download=Yes
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Export of data
eMS allows to export data on different levels and at different places in the
application.

Export of translations

eMS allows to export translations and texts from the user interface. This feature
exports to CSV format, which can be processed in any text editor. The exported
translations can be imported again in the same form of the user interface.

iterreg
emo

Figure 343 Export and import of translations

Export of budget in the application form

eMS allows the export of all data, which is used in the partner budget of the
application form. This feature exports data into Excel format, which can be processed
by proprietary tools like Microsoft Excel or free tools like Libre Office or Open Office.
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interreg

DOG1T 1TP152 [ ShowMore |  A|

pplication Form

eMSdemo

~ Genera

& Save As PofFile

(@) Check Saved Project

®) Generated Files
) project History

#) Attachments

(2) User Management
*) Unbookmark Projecc
) Toggle Tree

2) Contacts

2) Help.
(#) Export Budget

- Exit

- = -J

‘ Project Summary Partner

Project Description Work Plan Project Budget

Partner List

Nulnbg Name ¢

2 Keyii xa630 noraspiom
3 Hrvatsks normal parter
4 PR SRR Sk E A

Nationality &

OSTERREICH

BB/ITAPVIA (BULGARIA)

HRVATSKA

China

Figure 344 Exporting of application form budget

Export of overview tables

Abbreviation ¢ Role
MILP Lp

MPfBulgaria_notAssimilated PP

HR_PP1 P

MyPartnerFromChina_assimilc PP

eMS contains a variety of overview tables at different sections of the software. This

feature exports all the visible content of the selected data table to Excel format.

DOG1 1TP152 [ showmore |  Application Form

Project Summary Partner Project Description

Work Plan Prc

Project Budget Overview

Programme Co-financing ERDF

Programme Co-financing

Partner
Partner Partner Abbreviation Country ERDF
1 - Mein
ersterLlead  MILP OSTERREICH €27 463.50
partner
3-
Hrvatska HR_PP1 HRVATSKA £75.00
narmal
partner
4-PiEd unknown
;E;ig MyPartnerFromChina_assimilated Illugl::[:‘— € 85.00
R
Sub-total For Partners Inside €27623.50
2 - Keyit
- o BBNTAPUA
xafso MPfBulgaria_notAssimilated (BULGARIA) €14 462.00
NOHASPOM
Sub-total For Partners Qutside €14 462.00

ERDF
Co-financing
(%)

Perce
Totz

85.00%

75.00 %

85.00%

35.00%

'\@ Export

Figure 345 Export of overview tables
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Export of application form and project lists

All lists of an application form or project elements can be exported to Excel. Only the
attributes visible in the corresponding table will be exported.

..‘!;e!les BE List Of Projects Welcome Admin eMS!
eMSdemo

First Step Recommendation

Evaluation s | Subprogramme
Result ¢ Projectid <

Name ¢ Acronym & start o end o Lead partner ¢ 1P Nationalty call e oftehe projectsate
0 ™ 21n0ms 211201

a0 wste Sbproponme iy b 6 18032015

21.00 Pt (TPsSubprogramme e ~ 5 07.042015

1600 ose8 TPASUPIOTI™E st 2016 e 32016 01082015 nome o oseRsecH

Figure 346 Exporting of application form and project lists
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Export of application form, reports and several other forms

eMS allows to export several forms or objects to pdf. This exporting is based on
templates, which can be exported to pdf format.

inteireg H DOG1 ITP152 Show More Application Form

ACH

eMSdemo

Q Project Summary Partner Project Description Waork Plan Project Budget Project Budget Overview ~ Attachments
) SAVE

Project Summary

Project Identification
(@) Save As PdfFile

©) Check Saved Project Programme Priority Programme Priority Specific Objective
Transport ~ | Conservation and development of heritage -
B) Generated Files Project Acronym Project Tite Project Number
@) Project History DoG1 DEMO OBSERVERS GROUP wr1s2
#) Auachments
238 Characters Remaining

User Managemen: Name Of The Lead Partner Organisstion/Original Language Name O The Lead Partner Organisation/English

%) Unbookmark Project Mein erster Lead partner My first fead partner
&) Toggle Tree Project Duration (Months) Start Date End Date
2) Contacts 5 Month 23 Days 01.01.2015 22.06.2015
20 Help
) Beic
Project Summary
» Manageme
Please give a short overview of the project and describe
oy « the common challenge of the programme area you are jointly tackling in your project
-ogout ® the overall objective of the project and the expected g proj make to the
+ the main outputs you will produce and who wil benefit from them
« the approach you plan to take and why is cross-bordar/transnational approach needed
N S

 what is newforiginal about it

Figure 347 Exporting of application form
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Exporting of checklists

The system allows to export checklists and to generate reports based on this
information. For example, it is possible to create a report based on information from
the application form and the quality assessment, which can be provided to the
monitoring committee for decision.

The templates can be customized by ETC Programmes. The extracted document can
still be modified in an editor before transformation to PDF. Modifications in the
extracted document are not stored in eMS.

Checklists

Checkist 4: Quality Assessment
Question Type Answer Commen ‘ User  Confirmed

No Not Yet Confirmed

Figure 348 Report based on application form and checklist
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Cube

eMS contains an integrated OLAP cube based system. This system allows the export of
data to Excel or PDF.

interreg H Reporting Welcome Adrmie M
e: O New 8/ Oper 8 Save B Delete
) Oeshboars
Cube Budget Columns. Cube Budget Rows
Avatable Setected Avaiabie Seleced

Tot
Budgetsine
Filter Cube +
4 Programme
Tabe
< cibi ) st P par meey D ®) Export ok 8) Expors o Pof hart Typs Rec
List Of Exp
Measures Budgetline Partner
MeasuresLevel () Budgetline ) All Partners
Total =) = |ANBudgetlines
Total AllBudgetiines * ) Staff costs
Total All Budgetlines
8L Total All Budgetlines
Total Al Budgetiines
N Total All Budgetlines
Total All Budgetlines
Total All Budgetlines

Figure 349 OLAP Cube exporting

Export from Documents section

Users with the appropriate user privileges can access two different sections
(application form and report) in the eMS. In those sections, programmes can define
their own templates for the extraction of PDFs.

ilerreg [ ] MyProject-eMS  ITP74 | Showhiore Application Form Welkome st TS Lastname!
demo

Praoject Summary Partner Project Description Work Plan Project Budget Project Budget Overview Attachments Attachments JS

Custom Documents
Vm Templazes 4 Outpus Name

m—

WM,

Figure 350 Export in Documents section

Exporting from technical database

The software uses standard SQL based RDMS. Therefore, any appropriate tool can be
used to export data from the technical database. For example, Mysql Studio can be
used to export data to different formats.
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Interact recommends to install a third party reporting server, to extract data from the
technical database. Those tools usually support the extraction of any data available in
the database and allow generating a variety of different documents and formats.

Export of files from the file system of the server

All uploaded documents in eMS are stored on the file system of the server. An
administrator of this server can export documents in any format like ZIP.
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KEEP

KEEP (www.keep.eu) is the only source of aggregated information regarding projects
and beneficiaries of European Union programmes dedicated to cross-border,
transnational and interregional cooperation within the European Union and between
European Union Member States and neighbouring countries.

The Interact Programme, with the support of the European Commission and the
remaining Interreg and ENPI/ENI CBC programmes, built this database and maintains
it, as part of its mission.

Automatic export of data to KEEP

eMS allows automatic transmission of data to KEEP.

The link to KEEP can be configured in the configuration file “programme.properties”
by changing the following configurations

quartz.cronTriggerProgXML.enabled=true

# <ss> <mm> <hh> <dd> <month> <day of week>
quartz.cronTriggerProgXML.interval=0 01 05 * * ?

quartz.cronTriggerProgXML.ftpServer=keep2.web.iway.sk
quartz.cronTriggerProgXML.ftpPort=21
quartz.cronTriggerProgXML.ftpUsername="***
quartz.cronTriggerProgXML.ftpPassword="**

quartz.cronTriggerProgXML.ftpWorkingDirectory=

Please make sure, that your server can access the KEEP server on the specified url and
port.

The export is done periodically in the specified interval (property
“quartz.cronTriggerProgXML.interval”). The link can be turned on/off by changing the
property “quartz.cronTriggerProgXML.enabled”.

eMS sends the information via FTP with explicit TLS to the KEEP server. To establish
the link, eMS creates an XML-file. Please find the specification of the submitted data
in the annex of this manual.
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Backup of eMS
eMS does not automatically backup any of the available data. Backup has to be done
by the environment the system is installed in.

There are two main possibilities to backup eMS. Both depend on the configuration and
the possibilities of the environment.

e Backup of database (database dump) and backup of file system
e Snapshot of the virtual machine(s)

Each programme has to take care of a backup and save storage of data.

Usually the backup is done periodically (e.g. once a day). Parallel synchronized storage
of data was not scope of this project, but could (maybe) be added by the
environment.

Restoring of data

Restoring depends on the selected backup possibility. Any of the above mentioned
backup scenarios allow restoring of data.
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Search functionalities
Lists of application forms allow searching for all visible elements. For this reason, all
data tables contain a searching functionality.

My Applications

subprogramme specific Submission Date
2 Objective ¢ :

Projectid ¢ Name & Acronym & Start & End ¢ Lead Partner ¢ LP Nationality ¢ call &

P36 ProjectProject ] 08.05.2015 31.05.2016 P BELGIQUE-BELGIE  Maimum Ca

P38 Super project Sproject 13072015 31.07.2016 Partner 1 CESKAREPUBLIKA  Bogis cal

1TP405 2007.2015 2072017 wdsafs HRVATSKA rew call - B

1TPaos test peoject2 2 20.07.2015 31.07.2016 o HRVATSKA Bogi's cal

©) Add Project

Figure 351 Search functionality in lists

Easy retrieval of documents

Documents are always attached to elements like application forms or reports.
Therefore, these documents are easy to find. eMS does not process the content of
attached documents, therefore it is not possible to search for content of documents in
the application.

As the data retrieved by the system are stored using standard technologies (RDBMS,
file system) it is possible to search for specific documents. This has to be done in the
technical database or on the file system. Please contact your technical administrator
for support.
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Adaptations and plugins

Logo

The logo of the Programme is located in the provided .war file and can be changed by
the Programmes by replacing the provided “Interreg_Logo.png” with the programme
logo.

During the development procedure, Interact proposed to include the programme logos
into the application itself. Programmes who provided their logo do not have to replace
the image in every installation, but can show their logo upon configuration.

Styling

Styling in eMS is implemented using CSS, a standard technology used in web
applications. The CSS files are located inside of the provided ems.war file. To change
the styling, please get in touch with your service provider.

Plugins

eMS contains a variety of plugins. Depending on the technology they are implemented
with, Programmes either need a text editor to change them or an integrated
development environment (like Eclipse).

eMS Phases Customization Interfaces

...E !}.E
Check AF Template Template Check AF Additional
LR Phase 1 AF AF Phase 1 || Modificaiion || Documenis
7y ]

Properiies

Templaie

Eligibility A._[;;“g;t:m
Check

Template
Confract

Check Check Check Check FLC Template Template TePLp(\:ate Tepréate
Pariner Project E‘tpe?!\rure ;utmm Pariner Progress Ceriificaie & ||Ceriificale &
Report Report Report Report Report Report
Cube Programme 0
- ® T 1l 3
DML SQL PDF Print Configurafio || Java Code
Saript Templates n Files Plugins

Figure 352 Plugin overview
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File upload for login page
eMS enables to provide users or possible users with certain information even before
registration. This feature is secured via posting the documents on the start / login

page.

Form

sssssssss

nnnnnnnnn

Figure 353 Documents posted on the start / login page

Needed privileges

For uploading files For Login, the UPLOAD_FILES_FOR_LOGIN_PAGE or the almighty
ADMIN privilege is necessary.

How to post the documents to the login page

In order to post the documents to the login page, the documents need to be uploaded.

= eMS Management

& Calls

8 MNew Call

&/ Programme Data

2 Manage Users

& Manage Roles

®) Configure elS

# Manage Checklists
# Technical Assistance

# Upload Files For Login

Figure 354 Upload Files For Login menu item

You can enter the corresponding section by navigating to the left side menu ->eMS
Management -> “Upload Files For Login” item.

Here, you can select and upload files to be posted to the login page.
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Uploaded Files

Filename

Testdokument.pdf

%) Select  (7) Upload (@) Cancel

Figure 355 Selecting Files To Be Posted To Login Page
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Performance fine-tuning

As eMS is a brand new system and it potentially has to deal with a lot of concurrent
users and big data. eMS provides a number of possibilities how to improve the
performance of the system and how to deal with a high number of concurrent users.

As eMS now is in productive use, we already gained some experience on this topic
which we want to share in this chapter.

Application server load balancing

eMS allows to install several parallel application server instances.

Webserver (Apache WS)

........................................ o -
: - il : I
Application server | : s ! : = Application server E' Messaging server
(Apache Tomcat) Do it (Apache Tomcat) il (Apache ActiveMQ) I
- S O] RN

Relational Database (Mariadb) Filesystem

Figure 356 Architecture of eMS

It is recommended to install at least a second instance of the application server.
Please note: not only applicant or partner users count in the system as concurrent
users, also authority users like JS or CA are technical users.

Standalone Apache ActiveMQ

To support the asynchronous generation of pdfs, eMS uses by default an embedded
Apache ActiveMQ instance.

eMS allows several other possibilities of how to run Apache ActiveMQ:

1. Embedded Apache Active MQ in one Tomcat only
2. Embedded Apache Active MQ in all (or some) parallel Tomcat instances

3. Standalone Apache Active MQ (here you need to install a standalone Apache ActiveMQ
on one of your servers

4. Configure all or only some application servers as workers to generate pdfs
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5. Configure one or several separate application servers, which are not available to end
users to generate pdfs.

The following configuration in “programme.properties” can be changed to call
different activemq instances:

# ActiveMQ Configuration
# to start embedded server,
# use "vm://localhost?create=false" as address for activeMQ.server

# activeMQ.server=tcp://servername:port
activeMQ.server=tcp://localhost:61616

#activeMQ.server=failover://tcp://localhost:61616

# Name of the print queue in ActiveMQ
activeMQ.queueName=PDFprintQueue

activeMQ.receiveAllowed=true
#defines the path of the activeMQ-kahadb-data-folder

#activeMQ.datadirectory=/path/to/data/directory
activeMQ.datadirectory=/var/lib/ems/kahadb

Figure 357 Configuration for Apache ActiveMQ

Pdf Generation interval

The process to generate PDFs is triggered in certain intervals. The “programme.properties”
configuration file contains elements to configure the time periods, in which pdfs are generated.

The documentation for this configuration can be found here.

# QUARTZ Configuration for PDF printing
# <ss> <mm> <hh> <dd> <month> <day of week>
guartz.cronTrigger.interval=0 * * ?

Figure 358 Configuration for PDF generation interval

Avoiding Spring Webflow Serialization

The budget in eMS is built on several dimensions:

e Partner

e Budgetline

e Workpackage
e Period

e Subbudgetline

Due to this number of dimensions, the number of existing budget figures could increase a lot.
Due to this and the use of Spring Webflows, performance issues could occur.
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Warning

In case of such large objects, Spring Webflows consumes all the CPU - the
performance of eMS tremendously decreases.

eMS contains a configuration in programme.properties, to not persist the budget data in the
Spring context, but reload the data from the database with each request. This puts more load on
the database.

First tests with big application forms show a tremendous increase in the performance of eMS.
CPU consumption decreased tremendously, while the load on the database was acceptable.

# true uses Spring Webflow Serialization, false disables
# use false in case of CPU performance issues in the budget section
keepFlowScopeBudget=false

Figure 359 Flow scoped budget configuration
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Supported Characters

eMS allows to use any character from the UTF-8 character set.

Recommended database configuration

We recommend to create the database schema with the “utf8_general_ci” collation.

The eMS furthermore contains configuration for the database connection in
db.properties:

db.url=jdbc\:mysql\://localhost\:3306/ems1?characterEncoding\=UTF-8
hibernate.connection.CharSet=utf8
hibernate.connection.characterEncoding=utf8
hibernate.connection.useUnicode=true

Table 5 Section of db.properties to configure UTF-8 support

Recommended server/java configuration

The Tomcat Application server should be started with the following java parameter.
On some environments this missing java runtime parameter could cause problems with
the character encoding.

| -Dfile.encoding=UTF-8 |
Table 6: Java runtime parameter

Character encoding of PDF templates

The PDF-template files should be saved with with UTF-8 encoding

| <2xml version="1.0" encoding="UTF-8"?>
Table 7 Heading of PDF template file

Therefore the files can contain all special characters from the UTF-8 charset.

Version 3_0.10 introduces a new element in programme.properties

| vmCharacterEncoding=UTF-8 |
If this property is set to UTF-8 the generation of PDFs should support any character

needed in the EU.
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Characters that cannot be used in eMS

The eMS user interface supports all kind of characters. This seems to be a web browser
fallback behavior to use a fallback character set in case characters are not included in
the provided font.

Tests with Chinese characters showed, the font used to generate the PDFs does not
include all Chinese characters. Therefore Chinese texts entered into eMS might not
show up in generated PDF files.
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Abbreviations

CA Certifying Authority

HIT Harmonised Implementation Tool - Interacts Project on the harmonisation
of forms

JS / JTS Joint Technical Secretariat

LA Lead Applicant

LP Lead Partner

MA Managing Authority

NCP National Contact Point

PP Project Partner

AA Audit Authority

WP Workpackage

BL Budgetline

LoE List of expenditures
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Annex 1: User privileges

ADMIN ADMIN Admin Role - Access to all data

MG_TA MG_TA Manage Technical Assistance
MG_PROGRAM MG_PROGRAM Manage Programme, Access to OP data
MG_CALLS MG_CALLS Manage Calls (New Call, Modify)
SHOW_CALLS SHOW_CALLS Access to the list of Calls
SHOW_PROGRAM SHOW_PROGRAM Read only access to OP data

SHOW_TA SHOW_TA Read only access to TA Data

SHOW_APPLICATIONS

SHOW_APPLICATIONS

Show list of applications

CREATE_APPLICATIONS

CREATE_APPLICATIONS

Create new application

SHOW_ALL_APPLICATIONS

SHOW_ALL_APPLICATIONS

Show all applications (Access to Applicationbrowser)

MG_USER

MG_USER

Manage user accounts

MG_ROLES

MG_ROLES

Manage user roles

MG_MULTILANGUAGE

MG_MULTILANGUAGE

Manage translations of user interface

MAILBOX

MAILBOX

Access to messaging features

DASHBOARD

DASHBOARD

Access to the dashboard

CHECK_PROJECT

CHECK_PROJECT

Check project application (prerequisite to SUBMIT_PROJECT)

SUBMIT_PROJECT

SUBMIT_PROJECT

Submit project application

APPROVE_PROJECT_PHASE1

APPROVE_PROJECT_PHASE1

Approve project application phase 1 (in 2 phase call) as well as access to all the lists
under "Assessment-First Step”

APPROVE_PROJECT

APPROVE_PROJECT

Approve project application after submission

DISABLE_PROJECTCHECK

DISABLE_PROJECTCHECK

Disable check-requirement in application form

BROWSE_APPLICATIONS

BROWSE_APPLICATIONS

BROWSE_APPLICATIONS

EVALUATE_PROJECT

EVALUATE_PROJECT

Access to "Quality Assessment” list and to the evaluation-section of applications
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SUBMIT_EVALUATION

SUBMIT_EVALUATION

Access the consolidation-view of a checklist and right to finish the assessment

MG_CHECKLIST

MG_CHECKLIST

Access to 'Manage checklists' section

MG_CONTRACT

MG_CONTRACT

Access to "Contracting”-List and subsidy-contract-page for the contract creation and
approval

MG_CHANGEREQUESTS

MG_CHANGEREQUESTS

Allows Modification-Requests already after submission of an Application. Access to
"Modification Request"-List. Allows to approve of modification requests and the
finished modifications

MG_RANKING

MG_RANKING

MG_RANKING

MG_PROMOTED_PROJECT

MG_PROMOTED_PROJECT

Access to the following lists:
Contracting”, "Contracted”

"Approved under Conditions”, "Handover and

MG_PARKED_PROJECT

MG_PARKED_PROJECT

Access to the "Reserve List"-List

MG_STARTUP MG_STARTUP Access to the "Start up data/Supplementary Information” sections
MG_HANDOVER MG_HANDOVER Access to the "Contracting”-List

FLC FLC

MA MA Allows user the MA-rights for the reporting

CA CA Allows user the CA-rights for the reporting

ELIGIBILITY_CHECK

ELIGIBILITY_CHECK

Access to the "Admin and Eligibility Check"-List and to the eligibility assessment

ELIGIBILITY_CHECK_SUBMIT

ELIGIBILITY_CHECK_SUBMIT

ELIGIBILITY_CHECK_SUBMIT

ENABLE_ATTACHMENTS_JTS

ENABLE_ATTACHMENTS_JTS

Acivation of the attachment-upload-functionality for submited applications

EVALUATION_CONSOLIDATE

EVALUATION_CONSOLIDATE

EVALUATION_CONSOLIDATE

RECOMMENDATIONS RECOMMENDATIONS Access to the "Recommendation”-List
PROJECT_DECISION PROJECT_DECISION Access to the "Funding Decision(MC)"-List
REPORTING REPORTING Access to the "Cube”-Seciton of the Programme-Tables

EVALUATE_PROJECT_PHASE1

EVALUATE_PROJECT_PHASE1

Access to the evaluation-check-section of the first phase of a two-phase call
applications

JTS_ATTACHMENT

JTS_ATTACHMENT

Role to attach JTS internal documents to projects

CUSTOM_DOCUMENT

CUSTOM_DOCUMENT

Access to custom project document generation

JTS

JTS

Allows all the JTS-Functionality in the reporting-phase of a project
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PROJECTFINANCE_MA

PROJECTFINANCE_MA

Access to the "MA Approval”-page

PROJECTFINANCE_CA

PROJECTFINANCE_CA

Access to the "Generate CA Certificate"- and "CA Certificates"-pages

ELIGIBILITY_DECISION

ELIGIBILITY_DECISION

ELIGIBILITY_DECISION

MG_FLC_AT

MG_FLC_AT

MG_FLC_** (Country code) - Manage FLC Assignment for Country **

MG_FLC

MG_FLC

Access to the "FLC Institution”-, "FLC Assighment”- and "My project partners”-page

SHOW_PROJECT_IDEAS SHOW_PROJECT_IDEAS Access to the List project ideas

CREATE_PROJECT_IDEAS CREATE_PROJECT_IDEAS Access to the Create project idea section

ELIGIBLE_PROJECT_PHASE1 ELIGIBLE_PROJECT_PHASE1 Access to the eligibility-check-section of the first phase of a two-phase-application

SU_PM_R SU_PM_R Additional Startup data project management section read access
SU_PM_W SU_PM_W Additional Startup data project management section write access
SU_BI_R SU_BI_R Additional Startup data bank information section read access
SU_BI_W SU_BI_W Additional Startup data bank information section write access
SU_FLC_R SU_FLC_R Additional Startup data FLC section read access

SU_FLC_W SU_FLC_W Additional Startup data FLC section write access

SU_SA_R SU_SA_R Additional Startup data state aid section read access

SU_SA W SU_SA W Additional Startup data state aid section write access

SU_UA_R SU_UA_R Additional Startup data user assignment section read access
SU_UA_W SU_UA_W Additional Startup data user assignment section write access
SU_OU_R SU_OU_R Additional Startup data output trail section read access
SU_OU_W SU_OU_W Additional Startup data output trail section write access
SU_CO_R SU_CO_R Additional Startup ‘datacode’ section read access

SU_CO_W SU_CO_W Additional Startup ‘datacode’ section write access

MG_FLC_OUTSIDE

MG_FLC_OUTSIDE

Manage FLC assignments for partners outside programme area

OFFICER_IN_CHARGE

OFFICER_IN_CHARGE

Assign officer in charge

CA_REVERT_REPORT

CA_REVERT_REPORT

Revert CA certificates

MA_REVERT_REPORT

MA_REVERT_REPORT

Revert MA reports
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JS_REVERT_REPORT JS_REVERT_REPORT Revert JS reports
LP_REVERT_REPORT LP_REVERT_REPORT Revert project progress report
FLC_REVERT_REPORT FLC_REVERT_REPORT Revert FLC certificate
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Annex 2: Call options
Option
Application Form and Procedure Settings

Description |

Two-step Application Procedure

Enables the 2 step application procedure for this call. All applicants have to fill in and submit
all fields assigned to phase 1 and can go on with phase 2 after approval.

Partner Settings

Contact Details Fields

Enables telephone and email input for partners section

Associated Partner Section

Enables feature to add associated partners

Partnership Description Section

Enables text Input fields for global partnership description

Subpartners

Enables subpartner section in partner detail view

Partner Benefit

Enables partner benefit input field in partner detail view

Partner Confirmation

Enables drop down in partner section for partner confirmation (confirmed/ongoing discussion)

Use English Partnername

Enables partner name in English in partner detail section

Use Partner Abbreviation

Enables partner abbreviation in partner detail view

Project Description Settings

Cooperation Criteria Section

Enables cooperation criteria input section (cmp. C.1.4 in HIT Applicationform)

Durability And Transferability Section

Enables durability and transferability of project outputs and results (cmp. C.2.3/C.2.4 HIT AF)

Macroregional Strategy Section

Enables the input for macroregional strategies and the projects contribution (cmp. C.3.1 AF
HIT)

Risk Section

Enables risk section (submenu) in project descrition

Cooperation Reason

Enables input field for cooperation reason

Enhanced Cooperation Criteria

Enables enhanced cooperation criteria

Knowledge

Enables input field for knowledge

Resultindicator

Enables result indicator section in project focus (C2)

Use Project Specific Objectives

Enables specific objectives section in project focus (C2)

Workpackage Settings

Work Package Preparation

Enables the workpackage type preparation for use in projects

Work Package Investment

Enables the workpackage type investment for use in projects

Work Package Implementation

Enables the workpackage type implementation for use in projects

Work Package Communication

Enables the workpackage type communication for use in projects

Work Package Management- Activitiy Budget

Enables the input field for budget value for activity in WP Mgmt.

Work Package Management- Activitiy Description

Enables the input field for description for activity in WP Mgmt.
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Work Package Management- Deliverable Description

Enables the input field for description for deliverable in WP Mgmt.

Work Package Management- Deliverable Month

Enables the input field for deliverable month in WP Mgmt.

Work Package Communication- Activitiy Budget

Enables the input field for budget value for activity in WP Communication.

Work Package Communication- Activitiy Description

Enables the input field for description for activity in WP Communication.

Work Package Communication- Deliverable
Description

Enables the input field for description for deliverable in WP Communication.

Work Package Communication- Deliverable Delivery
Month

Enables the input field for deliverable month in WP Communication.

Work Package Investment- Activitiy Budget

Enables the input field for budget amount for activity in WP Investment.

Work  Package Investment-  Durability  And

Transferability Of Main Outputs

Enables durability and transferability Input fields for WP Investment.

Work Package Investment- Activitiy Description

Enables the input field for description for activity in WP Investment.

Work Package Investment- Deliverable Description

Enables the input field for description for deliverable in WP Investment.

Work Package Investment- Deliverable Delivery Month

Enables the input field for deliverable month in WP Investment.

Work Package Implementation- Durability And
Transferability Of Main Outputs

Enables durability and transferability Input fields for WP Implementation.

Work Package Implementation- Activitiy Description

Enables the input field for description for activity in WP Implementation.

Work Package Implementation- Activitiy Budget

Enables the input field for budget amount for activity in WP Implementation.

Work Package Implementation- Deliverable
Description

Enables the input field for description for deliverable in WP Implementation.

Work Package Implementation- Deliverable Delivery
Month

Enables the input field for deliverable month in WP Implementation.

Use Deliverables

Enables Deliverables section in workpackage detail view

Disable Workpackages

Disables the add-Workpackage feature. Mandatory Workpackages have to be created via Plugin

Display Targetgroups in Workpackages

Shows selection for Targetgroups in Workpackage detail view.

Budget Settings

Cofinancing Source Fields

Enables the selection of cofinancing sources

Budget- Enable Flatrates

Enables budget flatrates for office/administration and staff

Budget- Enable Office Flatrates Only

Enables office/administration flatrate only

Budget- Enable Inkind Contribution

Enables in-kind contribution input

Budget- Enable Co-financing Source

Shows/Hides cofinancing source in tables

Budget- Enable Fund Summary

Shows/Hides Fund Summary in Tables

Enable Individual Periods

In enabled the project has to define periods individually. If not enabled periods will be
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created using the Period-Interface

Budget- Allow Individual Staff Subbudgetlines If enabled the user is allowed to create individual subbudgetlines for budgetline “Staff”.

Budget- Allow Individual Office Subbudgetlines If enabled the user is allowed to create individual subbudgetlines for budgetline “Office &
Administration”

Budget- Allow Individual Travel Subbudgetlines If enabled the user is allowed (and forced) to create individual subbudgetlines for budgetline
“Travel and Accomodation”

Budget- Allow Individual Expertise Subbudgetlines If enabled the user is allowed (and forced) to create individual subbudgetlines for budgetline
“External Expertise and Services”

Budget- Allow Individual Equipment Subbudgetlines If enabled the user is allowed (and forced) to create individual subbudgetlines for budgetline
“Equipment”

Budget- Allow Individual Investment Subbudgetlines If enabled the user is allowed (and forced) to create individual subbudgetlines for budgetline
“Investment”

Budget- Allow Individual Netrevenue Subbudgetlines If enabled the user is allowed (and forced) to create individual subbudgetlines for budgetline
“Net Revenue”
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Annex 3: Properties

Remark: properties need to be changed in configuration files by the technical administrator. Most changes require a restart of eMS to be

taken into account.

Property Default Value

mail.properties

mail.server

Mailserver for SMTP Service

mail.senderadress

Sender Adress to show in System mails

registration.defaultrole

APPLICANT

Users will have this Role after registration

registration.authenticationNa
me

emsDB

Default Authentication Mehtod for Users after registration

registration.passwordRegexp

((\=."[a-7]).{6,20})

Password Regexp Pattern for Security

login.attempts

3

After X failed login attempts the user has to wait “login.timeout” seconts

login.timeout 60 See obove

mail.uploadPath Path to uploaded mail attachments. eMS will create subfolders for each meassges

mail.adminUserld 1 User id of the admin user

mail.notifyLP true Lead partner will be notified via email about submission

registration.captchaEnabled false Enables Captcha in user Registration - see configuration notes

registration.usernameEnabled true If false, username cannot be choosen - email will be used
programme.properties

programme.id 1 Id of the productive programme

project.loadLists yes Loads Lists in Application form immediately

publiclegalstatus.id 1 Id of the legal status for public (used as a default value)

initpartnertype.id 1 Id of the partner type as a default value

initcofinsource.id ERDF Default cofinancing source

initrecovervat.id yes Init value for recover vat

auditlog.active no Enables/disables auditlog

upload. (jts)path

Paths to store uploaded files. Subfolders will be created automatic.

pdf.path

Path to store created documents. Subfolders for Projects or Users will be created
automatic.

intermediate.path

Path to store intermediate files.

font.path

Path to fonts
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cssfont.name

Font name of TTF to use in generated Pdfs.
Has to support all expected characters.

cssfont.path

Path in css readable format to the font (to be used in templates).

projectReport.prefix

Prefix for PDF Qutput of Application Form.

template.path

Path to *.vm Template documents.

template.cache false Enables caching for templates (velocity setting)
template.modificationCheckl 15 If cache is enabled, the interval In minutes to check for template modifications (velocity
nterval setting)

template.file

Template to use for Project Report

contractTemplate.file

Template for the contract pd

contractintermediate.path

Intermediate path

contractPdf.path

Path to generated contracs (subfolders are created automatically)

fundingTemplate.file

Template File for decision print

fundingIntermediate.path

Intermediate path

fundingPdf.path

Path to generated decision prints (subfolders are created automatically)

Funding.filename

Funding Decision Print filename

flcReport.xxx

flcCertificate.xxx
partnerProgressReport.xxx
projectProgressReport.xxx
checklists_Phase1_Eligibility.xxx
checklists_Phase1_Assessment.xxx
checklists_Eligibility
checklists_Assessment
checklists_FLC.xxx
checklists_JTS.xxx
phase1lneligible.xxx
phase1Approved.xxx
phase1Rejected.xxx
phase2lneligible.xxx
phase2Approved.xxx
phase2Rejected.xxx
phase2ReferredBack.xxx
finalReport.xxx
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xxx.templateFile

Template for Document

xxx.path

Path to store generated document

xxx.pathintermediate

Path for Intermediate Result

xxx.filename

Filename for pdf

inputNumber.thousandSepara
tor

inputNumber.decimalSeparat
or

)

inputNumber.decimalPlaces

2

inputNumber.minValue

-999999999999999.99

inputNumber.maxValue

999999999999999.99

Settings for Number formatting/input

paginatorRows.general

paginatorRows.project

paginatorRows.workpackage

paginatorRows.partner

Paginator settings for different lists

activeMQ.server

vm:/ /localhost?create=f
alse

activeMQ.queueName

vm:/ /localhost?create=f
alse

Queue settings for automatic tasks (active mq settings)

activeMQ.receiveAllowed true

quartz.cronTrigger.interval Q****2x

quartz.conTriggerCSV.interva Interval for currency fetching

l

quartz.cronTriggerCSV.receiv Enables job for currency fetching
eAllowed

quartz.cronTriggerCSV.url URL to currency service
currency.defaultld EUR Default currency
showStacktracelnGui false Shows stack trace in user interface when true
logPerformance False Enables Performance Logging
loginformation False Enables Information Logging

writerErrorsToStandardOutpu
t

Writes Errors to StandardOut
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upload.sizelimit

Filesize Limit for Upload

upload.filetypes

Filetypes allowed for upload

financeReport.xxx
progressReport.xxx
flcInstitution.xxx

xxx.uploadPath

Path for uploaded binaries in the corresponding report

customvm.path

Path to template for custom documents

customvm.cache false Velocity cache mode
customvm.modificationCheck 10 Cache interval

Interval

customvm.cssfont.nam Font name to use for costom documents
customvm.cssfont.path Font path to use for custom documents
dateformat dd.MM.yyyy Date Format for GUI

privatelegalstatus.id

1

Default private status - do not modify

copy.enabled

Enables application form copy function

timeformat dd.MM.yyyy hh:mm:ss Userinterface Time Format
checks.jarPath.phase1 Plugin for... .. check of phase 1
checks.jarPath.lastphase ... check of AF submission
checks.jarPath.partnerreport ...check of partnerreport
appCreation.jarPath.initCreat ... initialization of AF when creation

ion

nuts1Enabled False Shows Nuts Level 1 in Nuts selector
useMcdates False Shows drop down in AF to select MC Date
phase1Print False Shows print button for Phase 1 Print
template.file1 Template for Phase 1 Print
autoPhase1Print False Prints when submitting Phase 1
autoSubmitPrint False Prints when submitting AF
activeMQ.datadirectory Directory to store Active MQ Data (per Instance) can be set as -D Environment for cluster
currencyCsvEncoding Encoding of currency csv

eurold EUR
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mrReport

Enables modification requests when reports already exist

mandant demo

Specific settings

roundingPlaces

roundingMode

Internal rounding behaviour

loExpColumns

List of columns used in List of Expenditure

period.jarPath.autocreation

Implementation of Interfaces

checks.jarPath.invoice

google.maps.apiUrl http://maps.google.com

/maps/api/geocode/jso

API Url for geocoding

n
google.maps.defaultLat 48.858222 Default Latitude

google.maps.defaultLng 2.2945 Default Longitude

google.maps.defaultZoom 15 Default zoom factor in map

usePartnerMap False User Map in Partner section

velogDir Logdir for Velocity (PDF Creation)

reports.path Location for autogenerated reports

google.maps.jsApiUrl JS API Url for Google Map

htmlinPdf false If true, generated intermediate html documents will also be provided to the user

checklists_Phase1_Eligibility.xxx
checklists_Phase1_Assessment.xxx
checklists_Eligibility.xxx
checklists_Assessment.xxx
checklists_FLC.xxx
checklists_JTS.xxx

xxx.pathlntermediate

Intermediate path for checklist print of defined type

XxX.path

Path for pdf result of checklist print of defined type

xxx.filename

Filename for result

phase1lneligible.xxx
phase1Approved.xxx
phase1Rejected.xxx
phase2lneligible.xxx
phase2Approved.xxx
phase2Rejected.xxx
phase2ReferredBack.xxx
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xxx.file Template of notification document
xxx.path Path for resulting notification pdf
xxx.filename Filename for notification pdf
eligibilityCheckDecisionEnabl  true
ed
checks.jarPath.mr Check implementation for modification request
checks.jarPath.flc ... flc submission
checks.jarPathfinalReport ... final report submission
xml.path Path for keep export
postponeEnabled Enables postponing of projects
applicationBrowserColumns Columns shown in application browser
myApplicationsColumns Columns shown in my applications
showCategorizedQualityAsses  false Quality assessment comments per category, if disables only 1 comment box will be shown
smentComments
useStickyMenu False Menu to the left will stick on top and not scroll with the content section of the
application
monthdateformat MMM.yyyy Format for date information on month level
automaticHandoverToLeadPar False Lead partner will automatically be assigned to the lead applicants user
tner
reporting.properties
mondrian.connection Mondrian Connection string with path to the eMS.xml cube definition and connection

settings to the relational database
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