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Abbreviations

AA Audit Authority

CA Certifying Authority

ERDF European Regional Development Fund
JMSC Joint Monitoring and Steering Committee
JTS Joint Technical Secretariat

LP Lead Partner

MA Managing Authority

MS Member State

BL Budget line

FLC First Level Control

TA Technical Assistance
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User roles

There are following user roles in the database:
e  Administrator (Admin)
e Managing Authority (MA)
e Certifying Authority (CA)
e Joint Technical Secretariat (JTS)

e Audit Authority (AA)

¢ Joint Monitoring And Steering Committee (JMSC)

e First Level Control (FLC)
¢ National Authority (NA)

Each user can have one or more roles. Each role has a specific set of permissions and access rights to
sections of the database:

Administration write

Project Data

Select read read write | read read read | read
Description read read write read read read | read
Partnership read read write read read read | read
LP signature read read write read read read | read
Indicators read read write read read read | read
Work package read read write | read read read | read
Project budget read read write read read read | read
Budget lines read read write read read read | read
Uploaded documents read read write read read read | read
Application/Eligibility

Select application read read write read read

Register application read read write read read

Received applications read read write read read

Technical eligibility check read read write read read

Eligibility check report read read write read read
Assessment/Contract

Select read read write read read read | read
External experts read read write read read

Assessment forms read read write read read

Assessment results read read write read read

SC decision & Clarification write read write read read

Contracting read read write | read read read | read
Change requests read read write read

Monitoring/Payments

Select | | read read | write | read | |
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Project status read read write read

Report status read read write read
Checkilist read read write read

LP data read read write read

Activity report read read write read
Indicators read read write read

Work packages read read write read
Financial report read read write read

Budget lines read read write read

Final report read read write read

Payment read write* | write* | read
Uploaded document read write write read
Communication

Search read read write read

New e-mail write

Changelog write read read

Programme

Funding write write write read read
Documents write write write write | write
Statistics write read read write read

Calls & Templates write write

Change Reasons write write write write | write

Generic Statistics write write

Sessions write write write write | write
Managing Authority

TA budget write write write read
Documents write read read read

Reports write write write read

JMSC

Decisions read read | write | read |
Certifying Authority

TA read write read read

Reports read write read read read
Forecast read write read read read
Irregularities

Search write write write read
View/Edit irregularity write* | write* | write* | read

Add new irregularity write write write | write write | write
Reimbursements read write read read

Legends:

e Read — users are only allowed to view data in this section.

e Write — users may view and modify data in this section.

e Write* - users may view all data in this section and modify part of it (see respective section in
this document for more details).

e Empty cell means that user has no access to this section.
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Preface

Implementation of the Latvia—Lithuania Cross Border Cooperation Programme 2007-2013 (hereinafter
— the Programme) is aimed to bring the cooperation between Latvia and Lithuania to a new level and
to stimulate motivation for acceleration of socio-economic development of the Porgramme’s area. The
programme supports the cross-border cooperation between Latvia and Lithuania. The whole
programme is financed by the European Regional Development Fund (ERDF), as part of the Structural
Funds, and co-financed by the partners in the projects.

The users of the database system are mainly staff members of Joint Technical Secretariat, Managing
and Certifying Authority of the Programme. Furthermore, the database allows publishing data on the
running projects on the Web that additionally extends the benefit from the database usage.

The mentioned below principles for the development of the database were used to set up a secure, user
friendly and functional system. The database provides tools for:

o Easily accessible and searchable data on projects

e Management of project data

e Support of the administration and selection of applications
e Project monitoring and programme monitoring

¢ Financial management and payment requests

o Data analysis

e Data transfer / export / exchange

The database also helps to standardise the workflows of the programme in different parts of the project
cycle.

This manual shall support experienced and new users of the database to get an overview of the
functions provided by the system and to understand how to use them. The division into chapters
follows the structure of the database. For each database section there is a detailed description of all
available functions, supported by a number of screenshots.
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1 Login

This section describes how user can enter and leave system (data base).

Function Description

Logging into the database 1. Open login page
2. Login with your ID and password (Figure 1: Login)

Notice: Only administrators are able to create new accounts for
the database.

After successful login a website with the main menu and the
programme logo will appear. (Figure 2: Main menu)

Install Security Certificate If security certificate of the website is not installed on your
computer you might receive a security warning when connecting
to database. To install the certificate, follow procedure described
in Annex Il — Installing security certificate.

Dlease mazimize this

Figure 1: Login

Administration

Project Data

Appiication/Eligibiity

Assessment/Contract

Monitoring/Payments

‘Communication

Changsiog

= Latvia m
ey Lithuania Sl

Jusc

Certifying Authority

s bringing neighbours closer

Figure 2: Main menu
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Functions

Description

Logout

Button [Logout] is located at the bottom of main menu area (Figure 3:
Logout). Simply click [Logout] to log out. After you have clicked on button,
you are asked for confirmation to log out (Figure 4: Confirm log out). Press
[OK] to log out. Press [Cancel] to continue working with system.

ingus
|
LLagourt

Figure 3: Logout

Message from webpa x|
\ ? ) Do vyou really wank to logouty?

(0] 4 | Cancel |

Figure 4: Confirm log out
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2 Common functions

This section describes functions of toolbar which is permanently located on the left side of the screen:

e Last search results
o Load project
e Save
e Restore
as well as how to change user information and to change user password.

Section also describes some other functions which can be used working in various sections of data
base:

e How to pick a date from calendar
o How to upload and delete files and other objects.
2.1 Load project, save and restore

Functions Description
Load Project Under the all modules at main menu area you can find a function to load
project. To load project from last search results you have to:

1. Select project you want to load (Figure 5: Last search results),
2. Press button [Load project] (Figure 6: Load project).
After you complete these steps project is loaded.

To load a project that is not listed in the last search results, follow procedure
described in 4.1 Select.

Last search results:

LLI-D11 |

LLI-005

Figure 5: Last search results

Last search results:

SSTEM——

Figure 6: Load project

Functions Description

Save and Restore Under the control panel for project loading at main menu area you can find
two buttons — [Save] and [Restore] (Figure 7: Save and Restore). Button
[Save] is used for saving the data you have changed in form. If you want to
save changes you have made, just click on button [Save].
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changing data.

Button [Restore] is used to cancel changes you have made in form. If you
want to cancel changes, just click on button [Restore]. After you have
clicked the button, you are asked for confirmation to cancel changes (Figure
8: Confirm restore). Press [OK] to restore data. Press [Cancel] to continue

Last search results:

| o1t =]

Load project

Figure 7: Save and Restore

Message from webpage il

\ ? ) Ape ol sure?
Ik I Cancel |

Figure 8: Confirm restore

2.2 User account

User information

ingus

Intiale 5

Full name |Ingu3
Address |RRAR

Pozstal code |L‘-.-r

Town |Rig

Country |Iat

Office phone (2222

Mobile phone 1111

Fax |

E-mail |ingu3.ska iztkalnz@affecto. v

Organization |

Position |

Change password |

Figure 9: User information
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Functions
Edit user information

Description

The name of the currently logged in user is displayed above the [Logout]
button (Figure 3: Logout). Click on the user name to view and edit user
information (Figure 9: User information):

Initials

Full name
Address
Postal code
Town
Country
Office phone
Moabile phone
Fax

E-mail
Organization
Position

After changing the data, click [Save] button. This user information is used
when sending e-mails with this system.

Change password

To change your account password :

1.
2.
3.

Click on the user name to view user information,
Click on button [Change password],

In Old password write old password, in New password write new
password retype new password at field New password retype,

Click button [Change password] to change password.

Change password

Old password: |

New password: |

Mew password retype: |

Change password

If password won’t match or will be the same with old one, you will be
notice by error message.

Fasswords not matching, please enter again.

Change password

If password change will be successful, you will be noticed by successful
message.
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Fassword successfully changed.

Change password

2.3 Date picker

Functions
Pick Date

Textboxes with dark blue background are supposed for date select (Figure 10:

Description

Date textbox). To select a date for the textbox:
1. Click on textbox,

Notice that calendar appears at the right side of screen (Figure 11: Calendar).
You can change years by clicking [==<] or [Z=1 and change months by
clicking [<] or [=].

2. Select date by clicking on a certain day.

After selecting the date, it will appear in a textbox. If you want to clear the
textbox, click on the textbox and then click on Clear.

Date of approval

Flanned start date 011052008
Actual start date (first costs incurred) _

Figure 10: Date textbox

June 2009
[<<][<][Close]l[=][==>]

m[%] [Clear] [Today]

|5un |Mun |TI.IE|WE[| |Thu Iﬁ|53t
1 22 Ja 5
& [0 [0 [11 [12[13
15 [16 [17 [18 [19[20
22 (23 |24 [25 [28[27
29 o 1 2 [z [a

BEE]
o0 | b ||

Figure 11: Calendar

2.4 File uploading

Functions

File Upload

Description
To upload certain file:

1. Click button [Browse] (Figure 12: File Upload),
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2. Select a file and click [OK],
3. Click button [Upload] (Figure 13: File Uploaded).

2.5 Delete objects

Functions

Delete objects

Document

|U pload date

There are no documents to display!]

Browse... |

Upload |

Figure 12: File Upload

Document

Uploa

d date

Annual Budget.xls

27108/2009 14:25:31

Browse ..

Upload

Figure 13: File Uploaded

Description

To delete project or external expert there must be two user confirmations

about deleting before it gets deleted. To delete:

1. Click link Delete on that object you want to delete (Figure 14: Delete

project),

Notice that your name appears in column Delete opposite to your object

(Figure 15: Name at column).

Now another user has to click Delete link:

2. Other user click link Delete,

Object has been deleted after that (Figure 16: Deleted project).

Index Acronym Lead applicant Country|Arrival paper Close Delete
LLI-006 [Museum Access Zemgale Planning Region Lv 11/03/2009 | Update | Close Delete

LLI-009 |JACTIVE Administration of Plunge District Municipality LT 18/03/2009 | Update | Close Delete

LLI-010 [STELLA Kupiskis District Municipality Administration LT 23/04/2009 | Update | Close Delete

LLI-011 |BMNC Skuodas District Municipality Administration LT 26/03/2009 | Update | Close Delete

LI AA2 I TUCCDIDTIACT IDARIA | Cknadae Nictricd Blonicinalibe adminictratinn 1T AN MNNNn [T BN [ YN Minalata

Figure 14: Delete project

Index Acronym Lead applicant Country | Arrival paper Close Delete
LLI-008 |Museum Access Zemagale Planning Reagion Lv 11/03/2009 | Update | Close Delete

LLI-008 |ACTIVE Administration of Plunge District Municipality LT 18/03/2009 | Update | Close Delete [ingus
LI nAn TN A Lamicltic Mictrict Monicinalibe Adminictratinm 1T ATINAMINNND I lmAAats A Minlatn

Figure 15: Name at column

Index Acronym Lead applicant Country|Arrival paper Close Delete
LLI-006 [Museum Access Zemgale Planning Region LV 11/03/2009 | Update | Close Delete

LLI-010 |STELLA Kupiskis District Municipality Administration LT 23/04/2009 | Update | Close Delete

LLI-011 [BNC Skuodas District Municipality Administration LT 26/03/2009 | Update | Close Delete

Figure 16: Deleted project
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2.6 Change reasons

Functions

Change reasons

Description

If you change some fields, that require providing reason in order to change data,

you will be asked to provide change reason page (Figure 17: Change reasons):

1. At field Please enter Reason enter the change reason for field you are
changing. You can see what you are changing at field You are trying to
change, old value is at field Old value, and new value is at field New
Value.

2. Click button [Change] to accept change for specific field.

If you have changed more than one field, you will be asked for reason providing
for every field. If you want to provide the same reason for all fields, just check
checkbox Use Reason for all remaining changes and click button [Change] to
change all fields.

You can choose already predefined reasons from drop down Predefined reasons.
To define new reasons, please, see 10.5 Predefined change reasons.

If you want to cancel all changes have made, just click button [Cancel all
changes].

You are trying to change

Wain FIRST_CONTACT

Old Walue:

2742008 00:00:00

New Yalue

06412009 00:00:00

Flease enter Reason

Fredefined reasons:
]

[Juse Reasaon far all remaining changes

[ cancelall changes | [ change |

Figure 17: Change reasons

16 (110)




Database handbook

Affecto

3 Administration

Section provides information on how to create and delete

roles.

3.1 Users

user profiles and how to assign predefined

=T

rneqaenm rcneu: Status rmus

Project Data s
Applicstion/Eligibility
New user New user

AssessmentiContrack
T Foeae User Name Roles Toun

not set
B AA Audit Authority User name
Changelog EEE] 222 asdf Tester Password

admin Admin Confirm
Frog:

AR andris Andris 123 Tester, Admin, Managing Authority, Certifying password
[ Authority
Managing Authority 5Uca Buga Tostor Roles
IMSC CA Certifying Authority [ Tester
Tester, Admin, Managing Authority, Certifying [1Admin
Cetifying Authority inqus Ingus Authority, Joint Technical Secretariat. Audit
9 Authnrix [IManaging Authority
e JMSC [Joint Monitoring And Steering Committee [ Certifying Authority
Lastscarch resute TS [ Joint Technical Secretariat [CJJoint Technical Secretariat
. karlis Karlis Tester, Admin [l udt Authorty

e Jakobsons [1Jeint Monitering And Steering

e I A Managing Authority Committee
Maris Admin, Managing Authority, Joint Technical [ Gther users
maris.truselis =
Truselis Secretariat

mikelis Tester

test Test Managing Authority

test2 22 Tester
andi

Figure 18: Users

User information

Initials
Name
Address
Postal code
Town
Country

Office phone

Mobile
phone

Fax
E-mail

Qrganization

LT

Position

Save

Functions Description

Users (Figure 18: Users)

Users overviews

Create new user

1. Click [New user]

2.
3. Check roles
4,

Fill login fields (User name, Password, Confirm password)

Fill User information (Initials, Name, Address, Postal code,

Town, Country, Office phone, Mabile phone, Fax, E-mail,
Organization, Position)

5. Click [Save]

Edit user information

1. Click on user name

from user table

2. Change login information (User name, Password, Confirm

password)
3. Change roles

4. Change user information(Initials, Name, Address, Postal code,
Town, Country, Office phone, Mabile phone, Fax, E-mail,
Organization, Position)

5. Click [Save]

Delete user

1. Click on user name
2. Click [Delete]

from user table
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3.2 Roles

B T [ T [ T

Froject Data
—_——
Applicstion/Eligibility

Assessment/Contract

iy

Communication

Changelog

Programme

Roles

Select role: | Tester [

Permissi Allow specific Deny specific
[¥] AdministrationAllowed [ empty ||| empty

CloseProjectAllowed
[¥] ApplicationReadAllowed
[¥] ApplicationWriteAllowed

Managing Authority

JMsC

Certifying Authority

Iregularities

Last search results:
v

Load project

andris

Functions

A ReadAllowed
[¥] AssessmentWriteAllowed
MonitoringReadAllowed
MonitoringWriteAllowed
ProgrammeReadAllowed
ProgrammeWWriteAllowed
CommunicationReadAllowed
CommunicationWriteAllowed
DataReadAllowed
DataWriteAllowed
ChangelogReadAllowed
ChangelogWriteAllowed

[l certifyingAuthority
[IFAR_AnnexesReadAllowed
[1FAR_AnnexesWriteAllowed
MonitoringCommentsDenied
PasswordChangeDenied

Figure 19: Roles

Description

Roles overviews

Roles (Figure 19: Roles)

Edit Role

1. Chose role from drop down box — Select role
2. Check permissions for that role
3. Click [Save]

3.3 Locks

CRCH TN CEN T €

Updating user: | kick user from server | Kill all Excel and Word |
Application/Eligibility
Mailing user. | ’ kick user from server ]
nt/Contract
— Project/Operation/Statistic locked by
Maonitoring/Payme
|LL-010 | STELLA |andris Unlock

Cemmunication

Changelog

Functions
Locks overviews

Figure 20: Locks

Description
Locks (Figure 20: Locks)

Unlock projects

If this picture is shown
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LOCKED!

Is currently opened by [andris

Open readonly

someone has opened project that you want to open.

Here in Locks can see all locked projects. Click [Unlock] to
unlock the project.

Note: If someone is open project and change data, you unlock
that project, changed data will be lost.
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4 Project data

This section describes how to work with Application Form files, additional files related to Application
Form and how to view information provided in Application Form and additional documents.

4.1 Select
Section provides information:

e How to upload (and delete) new Application Form
o How to search for uploaded Application Form using search criteria
o How to select Application Form for further work with it

_ Register new application

e Search criteria:
Assessment/Contract Index Phase [ any =]
RIS Acronym Call for proposals IAny h
Title Priority [any Rl
—
LP country Check status ~ [4ny k|
Cry Sorted by [ index =]
Programme Search
FAR Annsxes
5 Index Acronym Lead applicant Country|Arrival paper Close Delete
SRR LLI-006 |Museum Access Zemagale Planning Region LV 11/03/2009 | Update | Close Delete
ST LLI-010 |STELLA Kupiskis District Municipality Administration LT 23/04/2009 | Update | Close Delete
LLI-011 |BMNC Skuodas District Municipality Administration LT 26/03/2009 | Update | Close Delete
EEHE T T LLI-012 | THESPIRTIOFCUROMIA [ Skuodas District Municipality administration LT 26/03/2009 | Update | Close Delete
megularities LLI-013 |Preparation BMX Fakrugjis district municipality LT 07/04/2009 | Update | Close Delete
LLI-014 |Freschool Education Fakruojis District Municipality LT 23/04/2009 | Update | Close Delete
Last search results: LLI-015 |InnoFaorce Klaipeda Science and Technology Park LT 19/05/2009 | Update | Close Delete
Ll LLI-018 |ClayTour Local Lore Museum of Utena LT 30/03/2009 | Update | Close Delete [karlis
Figure 21: Search
Functions Description
Searching the database for projects | 1. Enter/select one or more of following features to search for a
which have been already saved project: index, project number, title, acronym, lead partner
country, phase, call for proposals, status of project, and/or
check. To save time you may also enter only parts of the data
(e.g. under Index “11”’) and all projects with these data will be
listed (e.g. Index “NI-0117)
2. Choose how the results should be sorted:
e Index Title
e Lead applicant
e Country
e Arrival paper copy
3. To start the search, click [Search] - there are any results, than
they will be listed below. (Figure 21: Search)
Choosing a project for further 1. Search for a project
editing or reading 2. Click the button with the index number (for example
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[LLI-006])
Deleting / updating / closing a 1. Search for a project
dataset 2. Click [Delete], [Update], [Close] to delete/update/close.

For security reasons deleting and closing of a dataset has to be
confirmed by a second user. When the first user clicks delete or
close his/her login will be shown in the white field next to the
respective button. A second user has to click the same button
again in order to proceed the deleting/closing of the dataset.

4.2 Description
Reading data from Application Form — Project Description

r‘.‘el&c‘t Fescliplior Fartnership FP signature Fnd icators. F’\l’ork packages Frojec:t budgst Fudget lines [ Uploaded documents

LLI-010 | STELLA

. PROJECT DESCRIPTION

1. Project title

|SUSTAIN.‘\EILE TOURISM DEVELOPMENT AT KUPISKIS LAGOON (LITHUANIA) AND LAKE LUBAN (LATVIA) |

2. Short title of Project
[sTELLA |

3. Priority and Direction

Priority | Encouragement of Socio-economic Development and Competitiveness of the Region

Priority Il Attractive Living Environment and Development of Sustainable Community
|2. Increasing the Attractiveness of the Border Region |

A Muaratinn

Figure 22: Description

Functions  Description

Reading data from application form — Description | Description (Figure 22: Description)

Project title
Short title of Project
Priority and Direction
Duration
Brief summary of Project
Total Project budget
Brief history and justification of Project
Obijective and sub-objectives of Project
Project target groups
. Approach and methodology of Project
. Contribution to Programme objectives
. Contribution to EU horizontal policies
. Added value and innovativeness of Project
. Information and publicity activities

©ooN O wWDdDE

e o =
A WNBRO
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4.3 Partnership

Reading and editing data from Application Form — Project Partnership

rSeled rDEuiptinn

Partnesship FPsigna{ure Fm\r.'atms va packages | Projectbudget | Budgetlines | Uploaded documents

Eligible Partner Budget
No Institution Country d NatiunaIgCu- Non-Eligible Partner Total Partner
ERDF N Budget Budget
financing

Lead Partner Zerngale Planning Region Latvia 40,909.82 7,219.38 48.129.20
Partner 2 wefwef Latvia 212,622.16 37.503.91 250.026.07
Partner 3 wefwef Lithuania| 107.007.92 18.663.75 125.891.67
Partner 4 wefwef Latvia 84,015 87| 14.826.33 98,842 20
Partner & g'uE;fjjJe'ga"a historyand art |, via | 275.399.89 48,509.98 323,999.67
Partner 6 Jekabpils history museum Latvia 265,398.79 46.835.08 312.233.87
Partner 7 wefwef Lithuania| 205.346.89 36.325.92 24217281
Partner & :;;“I::gfr;'z‘ﬂ”c‘ municipal Lithuania| 201,502.70 35,550.30 237,062.00
Parner 9 Rolis gistnct municipal Lithuania 329,480 91 5814369 387,624 60
Partner 10 Viesite town with rural area council [Latvia 217.385.46 38.362.14 255,747 .60
Partner 11
Partner 12
Partner 13
Partner 14
Partner 15

Total:| 1,939,470 40 342 259 48 0.00 2.281.729.88

Leader Partner:

Title of the institution in original language:
Zemgales plano3anas regions

Title of the institution in official English translation:
Zemgale Planning Region

Legal status:
Legal Address:
Town:

District/County:

Functions

regional public authority
Pasta Street 37
Jelgava

Jelgava district

w

Figure 23: Partnership

Partnership

Reading and editing data from application form —

 Description

R

Project partnership
Leader Partner data
Experience of the Lead Partner
Project Coordinator
Financial Manager
Do you plan to sub-contract or employ Project
Coordinator/Financial Manager after project
approval?

Information about partners
8. Relevance and contribution of Partners

Partnership (Figure 23: Partnership)

4.4 LP signature

Section provides information how to read data from Application Form — LP signature, and how to
upload LP signature page from Application Form
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LLI-010 | STELLA

LP signature

Signatory’s Name and Position: [Zilvinas Aukgtikalnis |
Lead Partner Organisation; |Kupi§ki0 rajono savivaldybes administracija |
Place and date of signature: [KupiZkis, 2008-06-28 |
Name | Date| Delete
[There are no signatures to display!]
Upload new
| Browse... ‘ Upload
Figure 24: LP signature
Functions Description
Reading data from application form — LP LP signature (Figure 24: LP signature)
signature
1. Signatory's Name and Position
2. Lead Partner Organisation
3. Place and date of signature
4. Upload scanned image of confirmation and
signature (see 2.4 File uploading)

4.5 Indicators
Reading data from Application Form — Indicators

LLI-010 | STELLA
lll. PROJECT INDICATORS

1. Project output indicators

Cross-border events

Humber of
Indicator Number - ticipiants Direct target groups wp
{total)
(total)

Workshops 3 50 Local cormmunity leaders and members of community-based tourism development groups, 3
local enterpreneurs and authorities (decision-makers).

Seminars 1 50 The project's Steering Committee and Working Groups, local community leaders, local 4
enterpreneurs and authorities (decision-rmakers), journalists.

Conferences

Figure 25: Indicators

Functions  Description

Reading data from application form — Indicators | Indicators (Figure 25: Indicators)

1. Project output indicators
2. Project result indicators

Note: all checkboxes are read only; their values
can not be changed!
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4.6 Work packages

Reading data from application form — Work packages

LLI-010 | STELLA

IV. WORK PACKAGES

Work package 1
Work package 2
Work package 3
Work package 4

Work package 5

Functions

Felect rlk_cvcrip‘tn Fartnership FP signature Fndicawrs Fiv'ark pﬂk;-;as Froject budget ﬁudget linez praded documents

Figure 26: Work packages

packages

Reading data from application form — Work

 Description

Work packages (Figure 26: Work packages)

1. To read information about certain work
package, just click on 1+ at left side of
heading to expand information area.

4.7 Project budget

Reading data from application form — Project budget

Fielem rDE«cription Fannership FP signaturs Fndic-amrs F’«'ork packages Froja:t budgst Fudget lines praded documents

LLI-010 | STELLA

VI. PROJECT BUDGET

1. Eligible project budget (EUR)

Hr. Budget Line Work Package 1|Work Package 2|Work Package 3|Work Package 4|\Work Package 5 Total %
1 |Personnel 38,906.00 0.00 0.00 0.00 0.00| 380906.00] 176%
2 |Direct administration costs 4,800.00 0.00 0.00 0.00 0.00 4,800.00| 022%
3 |Indirect administration costs 0.00 0.00 0.00 0.00 0.00 0.001  0.00%
4 |External senices 17,200.00 130,670.00 28,370.00 38,180.00 0.00| 21442000| 969%
5 |Travel and accommodation 2 660.00 0.00 0.00 0.00 0.00 266000 012%
6 |Equipment and infrastructure 0.00 1,821,888.00 0.00 0.00 0.00(1,921,988.00| 86.89%
7 |Inkind costs 0.00 0.00 0.00 0.00 0.00 0.00( 0.00%
8 |Preparation costs 0.00 0.00 0.00 0.00 0.00| 2922800] 132%
Total: 63,566.00 2,052 658.00 28,370.00 38,180.00 0.00(2,212,002.00/100.00%

Amount from total eligible project budget

Work Package|Percentage

Expenditure related to implementation of activities

taking place in adjacent region

taking place outside the EU territory and the 0.00 0.00%
Programme area
Expenditure related to implementation of activities 0.00 0.00%

Figure 27: Project budget

Functions  Description
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Reading data from application form — Project
budget

Project budget (Figure 27: Project budget)

1. Eligible project budget (EUR)

Spending plan

3. Indicative breakdown of the project partner
budget per Work Packages

n

4.8 Budget lines

Reading data from application form — Budget lines

’,;elec:t rDE,criptinn Fartnership FF"signature Frrdic-atms F‘i’nrk packages Frojec't budget [ Budgst lines pradad documents

LLI-010 | STELLA

V. Specification of Budget Lines

BL 4 External Services
BL & Equipment and Infrastructure
BL 7 In Kind costs

BL 8 Preparation costs

Figure 28: Budget lines

Functions

 Description

Reading data from application form — Budget
lines

Budget lines (Figure 28: Budget lines)

1. To read information about budget line, just
click on [H at left side of heading to expand
information area.

4.9 Uploaded documents

This section explains how to upload and view additional documents:

o Feasibility Study

e Co-financing statements

e Partnership Agreement

e other Project related documents.

Also it provides information how to download to your computer Application Form in MS Excel file.

25 (110)




Database handbook Affecto

r‘ielec‘t rDEvcriptbn Fannership FP signaturs Fndicamrs F’\l’ork packages Froject budgst Fudget lines [ Uploaded documents
LLI-010 | STELLA

Uploaded Documents

Application forms
ApplicationForm.xls - 23/04/2009 11:14.58
Error Log

Feasibility study

Name |Date|DeIete

[There are no documents to display!]
Upload new

| Bowse.. || Upload |

Partnership agreement

Name |Date|DeIete
[There are no docurments to display!]
Upload new
| Browse... || Upload |
Other documents
Name | Type |Date|DeIete
[There are no documents to display!]
Upload new
| Browse... | | Upload |

Partners' documents

No Partner Co-Financing Documents Done Other Documents Done

1 Kupigkio rajono savivaldybés administracija Co-financing staternent | = Other Documents Il

Figure 29: Uploaded documents

Functions Description

Download application form To download certain application form:

1. click on document link you want to
download ,

2. wait while your browser response and offers
you to save file,

3. save file;

Read application form’s import errors To read last application form’s import errors, just

click on [l at left side of heading “Error Log” to

expand information area.

Uploading a document for Partners’ documents 1. Click on button [Co-financing statement] to
upload document,

2. Upload certain document (See 2.4 File
uploading).

When document is uploaded, the checkbox for
certain partner sets marked as checked. The same
order applies to other partners’ documents
Uploading a document for Feasibility study, See 2.4 File uploading.

Partnership agreement or Other documents

Deleting a document Click [Delete] button next to the respective
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document to delete that document.
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5 Application / Eligibility

This section explains the process of Technical (eligibility) check. Also there is information on how to
get MS Excel file with information about Received Project Applications during certain call and MS
Excel file with information about Eligibility check results (Eligibility check report) for projects from a
certain call.

5.1 Select

Follow the same procedure as in 4.1 Select

5.2 Register application

Description on how to register a new Application Form and upload additional documents related to the
Application Form. The same procedure can be done also in Project data section.

Frelect Figisli'sccliaslic" rRECEi\-'Ed applications Fechnicaleligibility chedk Fligibiliry chedk report

LLI-047 | WATRE

[ Register new application ]

Inform applicant

Electronic version received:  PallERrd] Hard copy received 15/06/2009
Date of post stamp 2410472009 [ Send e-mail conﬁrmatinm
Dane l:l
Upload of supporting documents
Feasibility study
Name Date Delete
Annexd doc 10/06/2009 1453
Upload new
(Browse.. )] [Upload ]
Other documents
Name | Type |Date|DeIete
[There are no documents to displayl]
Upload new
(ErowseJ| (=
Partners’ documents
No Partner Co-Financing Documents Done Other Documents Done
1 Bauskas rajona padome [ Co-financing statement ] ’ Other Documents ]
2 |Bauskas pilsétas dome [ Co-financing statement ] ’ Other Documents ]
3 Ceraukstes pagasta padome [ Co-financing statement ] ’ Other Documents ]
4 |Gailizn nanasta nadame [ Cnfinancinn statement | [ Other Nacuments |

Figure 30: Register application

Function | Description
Registering a new application | 1. Click [Register new application], notice that new page opens:
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Register a new application

Acrrival date of electronic version

Arrival date of paper version
Call for proposale 1

Project index

Application file Browse...

Pazsword for XLSX file

Start upload | CanDe||

2. Enter following data:
e Aurrival date of electronic version
e Arrival date of paper version
e Call for proposals
e Project index
e Provide password if importing file is Microsoft’s Office
Excel 2007
3. Select a file for uploading by clicking button [Browse...].
4. Click [Start upload], to import new application.

After import you will be redirected back to page Register
Application.

Informing the applicant by e-
mail about the receipt of the
application

1. Make sure Hard copy received date is correct.

2. Click [Send e-mail confirmation] button.

3. The database email-page will appear where you can amend the
text and add/remove recipients and attachments, if needed, before
sending (see 8.3 Write new email).

Notice: When the notification via email has been sent the Done-
field will show the send date. A copy of the email will be saved in
the communication section of the database (see 8.
Communication)

Uploading additional
documents

There are following types of documents that can be added to the
project:

1. Feasibility study.
2. Other documents.
3. Partners’ documents:

e Click [Co-financing documents] button to upload/download
partners’ co-financing documents. If document is uploaded
checkbox is marked as checked at column Done.

e Click [Other documents] button to upload/download other
documents related to corresponding partner. If document is
uploaded checkbox is marked as checked at column Done.
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To upload/download/delete documents follow procedure described in
(2.4 File uploading)

5.3 Received applications

Instructions on how to download MS Excel file with information about received Application Forms
during a certain call for proposals.

rE-EHEII application F.i:—gisterspplicsti:}n Fsasi-.-'sa spplications Femnicsleligibility ched Filigibility ched: report
Received applications

[ Download ] [Update] Dnne

Figure 31: Received applications

Function | Description

Updating received applications list | Click [Update] button to generate and Excel document
containing the list of received applications. Done-field shows the
date of the last update.

Downloading received Click [Download] button to download the last generated Excel
applications list document containing the list of received applications for the
current call for proposals.

5.4 Technical eligibility check
This section explains process of Technical eligibility check:
¢ How to download prefilled Technical eligibility check form

e How to upload filled Technical eligibility form
¢ How to send request for additional documents
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Administration

Froject Data

Select F.c—gistel spglication F{eoeived spplications Fid-ricalili;i:i\ity chedk rEIigibiIity chedk repart
LLI-047 | WATRE

Technical eligibility check

Assessment/Contract
ayments Technical eligibility check Assessors of technical eligibility check
Export | | Import

-

Changelog Date

[There are no documents to displayl]

Name ‘

Frogramme

(X1

e T Result: None

Comments. reasons for not passing

MSC

Cetifying Authority

Follow
up

Im=gularitiss Criteria Comments

Application is received no later than by the specified deadline in
electronic version and hard copy (date on post stamp) or in
electronic version as e-document.

Application is duly filled in. signed, stamped and dated.
Electronic version of Application Form is not damaged.

Last search resufts:
LLI-D47

Load project

At least one Lithanian and one Latvian partner, who is registered
or permanently located in the Programme area is paricipating in
the project.

Lead Partner is eligible {type + teritory).

karlis Project partners are eligible (type + territory)

All partners contribute to the project financially.

Logout

lil [}

Co-financing rates have been ohsered.

Partner Declarations of all project partners. supporting documents
and feasibility study for investments/technical documentation, if
relevant, are attached.

Project activities are carried out in Programme area

Project duration is within the set limits

Project budget is within the set financial limits.

There is no duplication with current or completed projects.

Result of technical eligibility check

E-mail template

Supperting documents received

OYes @ No

Numherl:l Deadline ERSTFEANE] Dane I:l

[ Send e-mail l Dune| |

Figure 32: Technical eligibility check

Function | Description

Eligibility check export and 1. To generate a document for technical eligibility check, click

import [Export] button. A Word document will be created with all
criteria.

2. Fill in the document.

3. Click [Import] button. You will be redirected to import page.
Select the technical eligibility check document and click
[Upload file] button.

4. Data will be imported and displayed on the screen. Imported
file will appear in the list.

Assessors of the technical Select three assessors from the drop-down lists and click [Save]

eligibility check

button

Result of the technical eligibility
check

1. To inform the project Lead Partner about the technical
eligibility check result, select the appropriate e-mail template.

2. Make sure that following data is correct:

Number

Deadline
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3. Click [Send e-mail] button.

4. The database email-page will appear where you can amend
the text and add/remove recipients and attachments, if needed,
before sending (see 8.3 Write new email).

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

Supporting documents received 1. Select the appropriate radio button (Yes or No).

2. Click [Send e-mail] button.

3. The database email-page will appear where you can amend
the text and add/remove recipients and attachments, if needed,
before sending (see 8.3 Write new email).

Notice: When the notification via e-mail has been sent the
Done-field will show the send date. A copy of the email will
be saved in the communication section of the database (see 8.
Communication)

5.5 Eligibility check report

Instructions on how to download MS Excel file with information about Eligibility check results for a
certain call for proposals.

F-Elect F.:—gisterapplicati:—n F.En:\eived spplications FEﬁnimIEIigibilit}' chedk Fli;i:ilit; chedk report

Eligibility check report
[ Download ] [ Lpdate ] Dune

Figure 33: Eligibility check report

Function | Description

Updating eligibility check report | Click [Update] button to generate and Excel document
containing the eligibility check report. Done-field shows the date
of the last update.

Downloading eligibility check Click [Download] button to download the last generated Excel
report document containing the eligibility check report for the current
call for proposals.
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6 Assessment/ Contract

Section provides information how to precede project Quality assessment, how to enter IMSC decision
and how to prepare Subsidy contract for approved project

6.1 Select

Follow the same procedure as in 4.1 Select

6.2 External experts

Instructions explain how to add (delete) information about external experts who participate in the
evaluation of construction documents

Administration Sslact [ Extarnsl sxpats [ Assessmant forms [ Assessmant results | JMSC decision & Clerifications | Centracting [ Changs reguasts

Project Dats

External experts

Applicstion/Eligisility

[ Newexternal expert | Andris Kalnozols
Full name Country Delete Expert information
Andris Kalnozols |Latvia Delete
Name |Andr\s |
Changelog Surname |I(a|nozo|s |
Organization |SIA "ABC" |
Frogramms
Address |Dzirnavu 157 |
Managing Author
“reaite Ay Postal code [Lv-1010 |
MSc Tawn |Riga |
Certifying Authority Country |Latv|a |
; Phane (office) 57891234 |
Im=gulsritiss
Phone (mobile) 23456739 |
v |
_ E-mail |andris@ahc.lv |
Documents
Name | Type |Date|DeIele
[There are no documents to display!]
Upload new
O i i =

Figure 34: External experts

Function | Description

New external expert 1. Click [New external expert] button.
2. Enter information about expert.

3. Click [Save] button.

4. New expert will be added to the list.

List of external experts List of all external experts for the current call for proposals are
displayed on the left side of the page.

Click [Edit] button to view/edit expert information and
upload/download documents related to the expert.

Click [Delete] button to delete the external expert (follow
procedure described in 2.5 Delete objects).
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6.3 Assessment forms
In this section processes of downloading and uploading of Quality assessment forms are described

Administration Select Fix'temal experts Fﬁss”rsr‘t forms Fs&essment results FMSS decision & Clarifications F.:}ntracting F.hange requests

Assessment forms

Status legend
= initial
B e noeeees
[]]5tatus| Index Acronym Assessor #1|Assessor #2|Assessor #3
O & |LL-003|MATHEA [ import | v/|1s ol v/
O] & [LLI-D0G|Museum Access l Import ] |I<J V| |AS Vl | IS V|
O @& |LLI-008|Fire Fighting [Import || A5 & ol v/
msc O LLI-010|STELLA [ Import || v|| ol v/
0| & |Lu-o11(BNe [Import || KJ 1~ ol v/
0| ‘& |LL-013|Preparation BMX || Import || vk~ v
T 1 o s [mport J[K4  »[[ky ¥k ¥
0| [& |LL020EcOoHOUSE  |[Impor J|TT  v| ol v
| oas projest | |O| & |LL-024[3H in the 3D [ import || ol vl[mt ¥
O| '@ |LLI-025|Clean Rivers [ Import || v||Is ol v/
- O LLI-026|RCBR [ Import || vl ¥ v/
O LLI-027 |Water quality [ Import || vlBU |~ v/
EE 1] '@ [LLI-030|Hospitals project ’ Impaort ] | V| | Vl | BU V|
H O & |LL-033[cBRM I [import J(wT »|| || v/
O| '@ |LL-034|Water Way [ Impart ]| ol v~
O @& |LL-042([TOSEC [ Import | 15 v ol v/
O (@ |LLI-044|Every Child Matters|[ Import || v v|[as ¥
O LLI-047|WATRE [ import || vl| | v
O| & |LL-051|RENUVAL [ Import || vlBU |~ v/
[ Download assessment forms ]
Figure 35: Assessment forms
Function | Description
List List displays all projects of the current call for proposals. Each
project is in one of the following statuses:
e Initial — assessment form has not yet been downloaded,
e Sent/downloaded but not received — assessment form is
downloaded,
o Received —filled in assessment form is imported in DB.
Download assessment forms Check necessary projects in the list and click [Download
assessment forms] button. A ZIP archive will be generated
containing one assessment form for each selected project. Forms

34 (110)



Database handbook Affecto

are generated as Word documents.

Statuses of the corresponding projects will change to

Sent/downloaded but not received

Import assessment form 1. Click [Import] button next to the project acronym to import
filled in assessment form.

2. Select a file to import and click [Upload file] button.

3. Status of the project will change to Received.

6.4 Assessment results

Explanation how to view results of Quality assessment — Assessment form and Technical expert
decision

Select [ Externsl experts | Asssssment forms | Asssszmant results [ JMSC decision & Clarifications [ Contracting [ Change reguests

TemeneE LLI-042 | TOSEC
Applicstion/Eligisility
Assessment results

A t form

Name | Date
[There are no documents to display!]

Changelog . .
Technical expert decision

Programms Name |Date|DeIele

[There are no documents to display!]

Upload new

[ | Browse.. ]|

Cetifying Autharity

Irr=gularities

Last zearch resufts:
LLI-D4a2 L4

Load project

Logout

Figure 36: Assessment results

Function | Description

Assessment form This list displays all assessment forms imported on the
Assessment forms page for the selected project. Documents can
be downloaded by clicking on the link. Date column shows the
date of the import.

Technical expert decision Decisions of the technical expert can be uploaded and
downloaded here. To upload documents follow procedure
described in 2.4 File uploading.

6.5 JMSC decisions & Clarifications

This section provides information how to enter and download JMSC decision, and how to proceed
with requests for clarification
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Administration Select rExhemal experts r}\ssasment'ntms rAssEsmemlEuHs ¥ s secsion & Claritcations rcnmlamng F:nange.equas
-
Project Data - R -
o= = | LLI-008 | Fire Fighting
Applicstion/Eligibility
JMSC decision & Clarifications
X - Title |Cummc|n Fire and Rescue Sewice Response System on the Border
e ERDF co-financing 1,893,064.75
Emrmnl= Total project budget [2.367,659.00
-
Changelog
—_—————
Programme: JMSC meeting
-
Managing Authority Decision |Approved M
e Additional comments OYes ®No
Jmsc
— [ Download Decision ] [ Inform Applicant ] Dane |
e e | UMSC decisions
Crdmiis |Name v |Dale|Descriplinn‘Delete|
|r|'here are no documents to display!]|
Last search results:
Upload decision
I Load project I
R for clarification
- Number Request Fulfilled Comments
1 O
karlis
-
Souctt Deadline for clarification _
Download request letter
Send request letter Done I:l
Send Reminder Done I:l
Additional annexes
Name | Date
[There are no docurnents to display!]
Upload new
(Browss.. }|[Upioad
Final results
Final decision date 01/01/2001
Final decision I

Figure 37: IMSC decisions & Clarifications

Function | Description

JMSC decision Enter following data:
e Decision
e Additional comments (yes/no)

Click [Download decision] button to generate a decision
document.

Click [Inform applicant] to send e-mail to the project lead
partner. The database email-page will appear where you can
amend the text and add/remove recipients and attachments, if
needed, before sending.

Note: If Decision is Approved, not Approved or Approved under
conditions, buttons [Download Decision] and [Inform
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Applicant] are enabled otherwise these buttons are disabled.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the email will be saved
in the communication section of the database (see 8.
Communication)

JMSC decisions

All IMSC decisions related to the selected project are displayed
here. To upload a new decision:

Click [Upload decision] button.

Select call for proposals number and enter description.
Choose a file to upload

Click [Upload] button.

Hwn e

Add request for clarifications

Enter request for clarification in the request field. Click [Save]
button. The request will be saved and an empty request field
added. Repeat this until all requests for clarifications are entered.

Download request letter

Make sure that the list of requests for clarification is complete.
Click [Download request letter].
Request letter will be generated in Word format.

Send request for clarification to
applications approved under
condition

Make sure that the list of requests for clarification is complete.
Click [Send request letter] to send e-mail to the project lead
partner.

3. The database email-page will appear where you can amend
the text and add/remove recipients and attachments, if needed,
before sending.

N BElw e

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the email will be saved
in the communication section of the database (see 8.
Communication)

Send reminder

1. Click [Send reminder] to send e-mail to the project lead
partner.

2. The database email-page will appear where you can amend
the text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

Additional annexes

Additional annexes can be uploaded and downloaded here. To
upload documents follow procedure described in 2.4 File
uploading.

Final results

1. Enter comments in the final results field.
2. Select date of the final decision.

3. Select final decision.

4. Click [Save] button
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Final decision Enter Final decision date

Choose Final decision — Finally approved or Finally not
approved

Note: If Final decision is chosen like Finally approved then
Decision drop down box disabled on the top. To enable Decision
drop down box choose Final decision - Finally not approved.

6.6 Contracting

This section explains how to generate Subsidy Contract for the project and how to update changed
Application Form. Also section provides information how to change project Reporting periods’ dates,
and expected ERDF request sums

Administration Select rExlEmE\ experts Fssesemen( forms Fﬁs&s@mem results FI’\-ISC decision & Clarifications F:rl'sair; Fhange requests

Project Data.

LLI-042 | TOSEC
Application/Eligibility
Contracting

Menitoring/Payments | Date of contracting _ | Update application form ||
Communicaticn

[ Generate subsidy contract ] [ Generate cover letter
Changeleg

Original subsidy contract
Frogramme

Name |Date|DeIele

enaging Authariy [There are no documents to display!]

Upload new
| H Browse... ]|[ Upload I

Certifying

Reporting Table
Im=gulsrities

JMSC

Reporting period
Start date End date
01/09/2008 30/04/2009

No Costs Expected request Report date

141.280.00 120.088 01_!'07_!'.-_'-‘009

Last search results:

LLIDa2 W

1 |
_ Pl 01/05/2009 110/2 | 234 860.00 199,631 01.!'01_!'._'-‘010

K 01/11/2009 | 277.860.00 236.181 EIH'[] 2010

N 01/05/2010 | 200.360.00 170.306 01.!'01_!'2011

[ 01/11/2010 30/04/2011 | 115.380.00 101.473 01_!'07_!'2011

- I o oo I
Py | o.oo I

ogou
TOTAL 973.740.00 827.679.00|
Total costs resulting from AF 973.740.00

Cofinancing rate Resulting request| 82?.6?9.00” Recalculate ]

Inform applicant

Sent to LP [ Send e-mall ] Dune| |

Figure 38: Contracting

Function | Description

Updating the application form If the application form has been changed during the clarification
process, you can update the data by importing the new version of
the application form as follows:

1. Click [Update application form] button.

2. Choose a file to upload.

3. Click [Start upload] button

Note: Don’t update the dates of arrival!
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Generate and send out the subsidy
contract

1. Select date of contracting and contracting status.

2. Click [Generate subsidy contract] button to download
subsidy contract.

3. Click [Generate cover letter] button to download cover
letter.

Editing the reporting table

You can amend the reporting table for the Subsidy Contract if the
reporting periods differ from the standard periods. Following
characteristics can be changed manually:

o Start date (of reporting period)

e End date (of reporting period)

e Costs

e Expected request

¢ Report date

e Total

Note: preparation costs are added to the first reporting period
costs

Recalculating the budget

If the budget has been changed in the updated application form,
you have to recalculate the budget table before generating the
Subsidy Contract by clicking on [Recalculate] button.

Original subsidy contract

Upload a scanned copy of the original subsidy contract here. To
upload a file follow procedure described in 2.4 File uploading.

Inform applicant

1. Select sent to LP date.

2. Click [Send e-mail] button.

3. The database email-page will appear where you can amend
the text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

6.7 Change Requests

This section describes the process of change requests in project implementation
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pr— eeiect rmwm rmmm; r r . rm.mw r

i LLI-010 | STELLA

Application/Eligisility
Change requests

voming o | 10 ofeuest for changes: < 2] Layer: < [1

1. Receipt of Request for Change

I Import Request for Change Form |[01/06/2009 J[andris
Chengelog

D Upload date
Frosremme Passed 1t 01/06/2009 16
FAR Annexes

St EE

Changes in the Subsidy Contracts JTS Procedure, checklist

Managing Authority

JMSC

Cantifying Autharity Not set No Yes

Not
relevant

irsgulsrities 1 [Documents are submitted

- Electronic and hard copy of Request for Changes
Last search resufts:

[woe ] - Electronic copy of corrected Application Form

- Electronic copy of corrected Feasibility Study, if relevant

- Electronic and hard copy of Budget reallocation calculation table. if relevant

- Hard copy of Partner Declarations, if relevant

2 [Documents are completely filled-in

5 [Changes inthe Application Farm carrespond to the changs described in the Request for Changes

Qe e |eleeee|@
Q0| O |[o]|C|o|o|0|0
o|o| O |o]|Cc|o|o|0|0
Qo] O |[o]o|o|o|0|0

o and no other changes have been made
4 [Proposed changes are justified
+
Loae 5 [in case flegal status is changed, project partner is eligible under Programme rules
[ Send receipt natification 1o lead partner 1 [

2. Content check of the Request for Change

Topics [ ]Partnership
[IBudget/Finances
O Actiities
[ Outputs
O Duration
[IMerging of reporting periods
Theme of the request
[noRew J
Request
[noRow ]

[noRow ]
Impact to the project activities and outcomes
[noRow |
Additional Annexes

Name [Date[Delete
[There are no documents to display!]
Upload new

Browse..

JTS Comments

3. Clarifications
Open questionsfremarks/results of checking the request __ to be clarified by the LP Deadin: |GG

[ Questions | Solved | user [ Date | JTS remarks | Delete |
‘5adﬁadav | m] | ‘ |lgfan If ‘

[ |[_Add question |

| Send clarification request ta LP___||
[Cimport revised Request for Change Forn | 1
Final documents received and cross-checked [ N |

4. Decision-Making

Decision making body

witten procedure iniizted [ T

Deadline

Decision date

Decision
Comments/Conditions

Update application form

5. Feasibility study

Name [Date[Delete
[There are no documents to displayl]
Upload new

Browse.

6. Subsidy contract

I Generate addendum to subsidy contract 1 [ Generate cover letter

7. Notification Lead Partner

I Send decision noti to lead partner | I |

6. Overview of all requests for changes.

No | Layer | Date of arrival Topics Written procedures Decision date Decision
1] 1 01/06/2009  |Budget/Finances: Actities:

2| 1 01/06/2009 Not approved

Figure 39: Change requests

Functions Description
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Change request overviews

Change request (Figure 39: Change requests)

. Receipt of Request for Change

. Content check of the Request for Change
. Clarifications

. Decision-Making

. Feasibility study

. Subsidy contract

. Notification Lead Partner

. Overview of all requests for changes

CO~NOO TP WN PP

Read and change Change request

1. Set “Change request number” and “Layer”
2. Fill fields
3.Click [Save]

Import new Change request

Click [Import Request for Changes Form]

Note:
New “Change request No” will appear

Import revised Request for
Change Form

Click [Import revised Request for Change Form]

Note:
New “Change request layer” will appear. All Change request
documents can be downloaded on the top of page

Send receipt notification

1. Click [Send receipt notification to lead partner] button.

2. The database email-page will appear where you can amend the
text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

Upload/Download Additional
Annexes

1.Click [Browse...] to choose a file for updating
2.Click [Upload] to upload
3. For downloading click on the document name

Add/edit/delete Clarifications

1. Enter question
2.Click [Add question]
3.Add JTS remarks
4.Check Solved
5.Click [Delete]

Send clarification request to LP

1. Click [Send clarification request to LP] button.

41 (110)




Database handbook

Affecto

2. The database email-page will appear where you can amend the
text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

Update application form

Click [Update application form]

Feasibility study documents

1.Click [Browse...] to choose a file for updating
2.Click [Upload] to upload
3. For downloading click on the document name

Generate addendum to subsidy
contract

Click [Generate addendum to subsidy contract]

Generate cover letter

1. Click [Generate cover letter] button.

2. The database email-page will appear where you can amend the
text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)

Send decision notification to LP

1. Click [Send decision notification to lead partner] button.

2. The database email-page will appear where you can amend the
text and add/remove recipients and attachments, if needed,
before sending.

Notice: When the notification via e-mail has been sent the Done-
field will show the send date. A copy of the e-mail will be saved
in the communication section of the database (see 8.
Communication)
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7 Monitoring / Payments

Section explains all procedure of project monitoring (reporting) and payment preparation for
submission to CA

7.1 Select

Follow the same procedure as in 4.1 Select

7.2 Project status

Section provides information on how to read project status data and appoint Project and Financial
Manager

Szlact F’:j;:t status F.Epart status F.h:—d(l ist FF’ data chi\-'ity report Fdicst:}rs F.l’:nk packsges [ Finsncizl report Fudget lingz [ Final report F’syment Fplnsd:

LLI-013 | Preparation BMX

Project status
Project title "Preparation of technical documentation necessary for BMX tracks on Lithuania- Latvia border”
Institution Pakruajis district municipality | Tatal budget 172,131.00
Lead partner country |LT MNurmber of partners |2 Mational co-financing 2413215
Direction g{ Enhancing Joint Management of Public Services and Natural ERDF 13674885
£50UrCes
Call for proposals 1 Average rate of funding
Date of approval 0170172001 Date of contracting
Planned start date 01/10/2008 Planned end date 01/07/2009
Actual start date 27/04/2009 Calculated end date  |25/01/2010
Actual end date 26/02/2010
Resulting duration 10 months 0 days
Contact information Managers
- Project manager JTS
1 |Mew Detail
2 |[MNew o Financial manager JTS
3 [New v v
Reporting overview
Reporting - .
No. of § Report Report | Delay | Activities | Finances | Reported | Requested | Reduced | Payed | Payment
orms sent n
report out? uploaded | received | (days) | checked | checked costs payment amount | amount date
1 0 0.00 0.00
2 0 0.00 0.00 0.00
Figure 40: Project status
Function Description
Reading the Project status (Figure 40: Project status)
Project status
1. Project status summary
2. Contact information
3. Managers
4. Reporting overview
5. Project visits
Date of Date of approval is set automatically from application form import, but if you have
approval
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to change it:

1. Click on textbox,
2. Set date (See 2.3 Date picker),
3. Save data by clicking on button [Save];

The same order applies for Actual start date, Date of contracting, Date for
statistics and letters.

Reading/editin

Three contacts can be selected for each project. Choose each contact from the drop-

g Contact down menu. To edit the information of the selected contact, click [Details].
Information
Contact information
1 | John - Financial Manager v
3 | Peter - Other contact person v
Add a new 1. Choose New in the drop-down menu
contact 2. Click [Details]

3. Add contact information (Figure 41: Add new contact)
4. Click button [Save] to save information;

Reading/editin
g information
about Project
managers

Two managers for each project can be selected — Project manager and Financial
manager.

Managers

Project manager JTS

|Test j

Financial manager JT3

|Karlis j

Reporting
overview

Here you can read such information about all report periods like is report form sent
out, what is delay, is activities checked and so on.

Project visits

To download template click button [Download template].

When completed project visit’s document has been uploaded, you can choose, witch
partner is associated with visit document, set visit date, fill authority.

If there is need to stop payment, than leave comment and click button [Stop
payment], so new irregularity is made.

Project visits & other checks

Download template |

Name Date Partner |Visitdate Authority | Delete Payment stops
Projectvisitdoc|26/06/2000 1.4 ¥] |- Delete Stop payment
Upload new

Browse... | Upload |

44 (110)



Database handbook Affecto

Select rF‘mjedstatus rﬂepmstatus rchedtlist rLF‘daLa Activity report [ Indicators rWut packages rFinanDiaI report | Budget lines [ Final report
Name not set

Institution not set

Legal status [~]
Post not set

Address not set

Postal code not set

Town not set

Country LT [V]

Phone (office) not set (mobile) notset

Fax not set

E-mail not set

Website not set

Is Official Contact

Figure 41: Add new contact

7.3 Report status
This section informs how to:

o View project report status

o Download prefilled progress report

e Send prefilled progress report to the LP
e Import received progress report

e Send clarification requests

e  Switch between progress reports

r‘ielect Floject status [ Report status F‘.l\ecklist FPdata rAmivity repart Fndicawls F\l’ork packages Financial repart andget lines [ Final report F’aymem praded documents.

LLI-010 | STELLA

Reporting period from Layer: « [0] »

Reporting status

Costs and payments

Reported costs |Requested payment Reduced amount Payed amount|Payment date
0.00 0.00 0.00 0.00

Progress report

[T Is final report Due date:jg 3. Monitoring
1. Send out template Activities checked
Show report Password: Finances checked
Send report Done: 4. Clarifications
Send report reminder Done: Request sent out
[T Send report reminder automatically Deadline
2. Receipt of report Import revised report Done:

= Electronic report received Final signed paper version received and cross-

checked
5. Payments

I~ Paper report received

Delay (days)

Ready for payment: Activities
™ Send reminder automatically viorpay

Ready for payment: Finances
Motification to CA

Import report Done:

Ll

Send receipt confirmation Done:

fi |

Motification to lead partner
™ Send receipt confirmation autormnatically

Figure 42: Report status

Function Description
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Reading the Report status

Report status (Figure 42: Report status)

1. Costs and payments
2. Progress Report
3. Clarification questions

Choosing the numbers of
report

Click on the report number (No of report) to chose a reporting period

Set reporting period dates

Default reporting period dates are set from module Assessment/Contract
Contracting Reporting Table, but user can change them by clicking on
textboxes, choosing date (See 2.3 Date picker) and saving information
by clicking button [Save].

Report period creating

If selected report has no dates for textboxes from and to, that means
there is no report period created. To create report period set dates from
and to. To save information click button [Save].

Choosing the numbers of
layer

Click on the Layer buttons [<<] and [>>] to choose a layer

Costs and payments

Reported costs and requested payment are imported from progress report
form.

Reduced amount is entered by user. Paid amount is calculated requested
— reduced amount.

Payment date is set when payment has been sent to accounting system.

Final report

To set current report as final, just check Is final report checkbox and
save data by clicking on button [Save]

Download report progress
template

To download report progress template click button [Show report].
If button is disabled — either:

You haven’t selected report number,
Selected report has no reporting period dates,
Report progress template is not imported,
You don’t own permissions.

Mo

Report progress template is locked by password that is written in textbox
named Password.

Send report template

To send report template, just click button [Send report] and email with
report progress template is sent to project lead partner’s mailbox.

Send report remainder

To send report reminder to project lead partner that progress report form
must be completed.

If you want that report reminder sends automatically, check checkbox
Send report reminder automatically and save data.

Import report

To import report click button [Import report], select file, and click
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button [Upload].

You can import report for current report period only one time. If you
need to import revised report for the same report number, you have to
use Import revised report function.

In order to import report, there must be completed several things:
1. Application/Eligibility - Technical eligibility check result must
be Passed,
2. Assessment/Contract = JMSC decision & Clarifications
decision must be Approved,
3. Assessment/Contract - Contracting status must be Signed,
other way button [Import report] is disabled.

If button is still disabled, you don’t own required permissions!

When you open progress report’s upload form you have to provide a
password if you are importing Microsoft Excel 2007 file.

Import filled in Progress Report

Cancel
Upload file: | Browse... |

Password for XLSX file |

Upload File

It is recommended that you import Microsoft Excel 2003 file!

When report progress form is imported, import date sets automatically.

Electronic report received

To set Electronic report received date you have to click textbox in right
side of Electronic report received and pick date (See 2.3 Date picker).

To clear Electronic report received just uncheck Electronic report
received checkbox and save data.

Paper report received

For this applies same logic as for electronic report received date.

Send reminder
automatically about paper
report receipt

To send reminder to project manager about paper report receipt after 2
weeks from receipt check checkbox Send reminder automatically and
save data.

Send receipt confirmation

To send receipt confirmation just click button [Send receipt
confirmation] and email will be sent.

To send receipt confirmation automatically one day after paper report is
imported, just check checkbox Send receipt confirmation automatically
and save data.
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Send clarification request

To send clarification request email, just click button [Send clarification
request email] at the end of page. Email sends automatically and sets
dates when request was sent out.

Send clarification request email

Send clarification reminder email

Clarification
deadline

request

To set clarification request deadline, pick date (2.3 Date picker) for
textbox Deadline at section 4.Clarifications.

Send clarification reminder

To send clarification reminder email, just click button [Send
clarification reminder email] at the end of page. Email sends
automatically and sets dates when reminder was sent out.

Import revised report

To import revised report, just click button [Import revised report],
select revised report file un upload. After you import revised report, new
layer is made. Also importing date is set.

Final signed paper version

To set date for final signed paper version of progress report just pick
date for textbox Final signed paper version received and cross-checked
and save data.

To clear date, just uncheck checkbox and save data.

Adding comments to the
report

Write the comment in to the Comments textbox. To save data press
[Save] button.

Adding questions for
clarification

Write the question in to the Questions for clarification textbox. Press
[Save] button.

Export all report comments

To export all current report comments in word file, just click button
[View all comments for this report], wait for browser response and
save file.

Solve clarifications

To solve current clarification questions, just check checkbox for solved
question at column Solved and save data (Figure 43: Solve
Clarification).

Delete clarification

To delete current clarification question, just click button [Delete] at
column Delete for question you want to delete (Figure 43: Solve
Clarification).

Upload file for
clarification question

To upload files for current question, click button [Upload file] to get to
file uploading form,

Request: Why does it happen?

Back

Name | Date| Delete

[There are no documents to display!]
Upload new

| Browse... Upload
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\ To upload file see 2.4 File uploading. ‘

Clanfication question summary
Activity report

Question Solved Date Delete Files

Why does it happen? [ Delete Upload file

Figure 43: Solve Clarification

7.4 Checklist

Section provides information how to work with checklists for Project Manager and for Financial
Manager

Fieler.‘t F'mjenmtus rﬂepmstatus rCheﬂcllst FPdata merynepm r F\l’mt r report [ Budgst lines [ Final report Fayment Frplmed documents

Reporting period from [MEEaE] 28 No of report: 1[2]  Layer « [0] »

Checklist

1. Activity checklist for Project Managers Not set No ot Yes
relevant

PR form is not damaged

Hard copy of the PR is complete and signed by LP and FLC

Hard and electronic copies of the PR are identical

Changes in the management structure are acceptable

General progress of the project in line with the initial plans

WP description is completely and properly filled in

Produced and reported outputs are in line with the initially planned and of sufficient quality

Deviations are justified

Proposed solutions for encounterad problems on project implementation are appropriate

All necessary evidences of outputs are attached to the PR

C|o|o|C|Oo|C|O|C|O|C|0
C|o|o|C|Oo|C|O|C|O|C|0
C|o|o|C|o|C|o|C 0|00
@EIE e e e e Iee

Information and communication requirements have been followed

Comments

Questions for clarification

checklist 1

Figure 44: Checklist

Function | Description

Completing checklist Checklist (Figure 44: Checklist)

To complete checklist:

1. Choose appropriate report progress period,

2. Select appropriate values form four choices (Not set, No, Not

relevant, Yes) for each checklist item.

Complete checklist for:

1. Activity checklist for Project Managers
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2. Financial checklist for Financial Managers

If you don’t see the checklist, that means there is no imported
report form for selected report progress period.

7.5 LP data
Viewing and changing LP data

’Selem ’ Project status rﬂepon status FC‘.hecklist FP-:ara rhc‘tiv'rry report Frdiramrs F\i’ork packages [ Financial report r;udge‘t lines Final report r;aymem ﬁpbaded documents

LLI-051 | RENUVAL

Reporting period from [t Layer: « [0] »

Lead Partner Data

1. Lead partner institution

Have contact details for the Lead Partner institution changed during the current reporting period? [ ]

Please provide details if there have been changed
Title of the institution in original language:

|Latu'ijas Lauksaimniecibas universitate |
Title of the institution in official English translation:
|Latu'ia University of Agriculture |

Legal status: Mational institution j

Legal Address: 2 Liela street |
Town: Jelgava

District County: -

Country: Latvia d Postal code: Lv-3001

Permanent office address:

Address: |2 Liela street

Town: lJelaava

Figure 45: LP data

Function Description

Changing lead partner data LP data (Figure 45: LP data)
You can change information for sections:

Lead partner institution
Bank information
Project Coordinator
Financial Manager
Other contact person

akrwdE

For each section you can see is LP data changed for selected
report progress period or not changed. If it is changed text “Yes”
will appear at text area under section heading, otherwise text is
“NO”,

g period?
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7.6 Activity report
Reading the Activity report

LLI-051 | RENUVAL

r‘ielect Flojectstams rﬂeportstams F.l\ecklist FPdata Fcti\'ity report Fndicamvs F\l’ork packages Financial report andget lines [ Final report Faymem pradeddocumems

30/04/2009 Layer: « [0] »

Reporting period from EMEENE]

Activity Report

1.Summary of the project activities so far

Information about you Project output results can be found at Project partners web pages

2.Problems encountered and solutions found / proposed

Comments

Function Description

Reading the Activity report

Figure 46: Activity report

Activity report (Figure 46: Activity report)
Here you can read information about:

1. Summary of the project activities so far for selected report
period

2. Problems encountered and solutions found / proposed for
selected report period

7.7 Indicators
Reading project Indicators
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Felec‘t ijec‘t statuz rﬁeportsmus F.hecklist FPdata rmmry repart F'-:istor; F\l’ork packages [ Financisl report Fludget linzz. Final report Faymem pradeddocumems

LLI-051 | RENUVAL

Reporting period from ENTENERE to BN MNoofreport: 12[3]45678 Layer«[0]»

Project Indicators

1. Cross-border events

2. Information and communiction tools

3. Cross-border strategic planning and monitoring
4. Methodolical materials and ICT tools

5. Cross border services and networks

6. Investments in infrastructure

Figure 47: Indicators

Function Description

Reading project Indicators Indicators (Figure 47: Indicators)

You can read information about indicators for selected report
progress:

Cross-border events

Information and communication tools
Cross-border strategic planning and monitoring
Methodological materials and ICT tools
Cross-border services and networks
Investments in infrastructure

o s wnE

7.8 Work packages

Reading project Work packages, marking activities as Checked and marking activities as Ready for
payment

r
Select Flojectstams rﬂeportstams F‘.l\ecklist FPdata Fmivity repart Fndicawls FNork packages Financial repart andget lines [ Final report Faymem pradeddocumems

LLI-051 | RENUVAL

Reporting period from E Layer: « [0] »

WP Activity Reports

Work Package 1
Work Package 2
Work Package 3
Work Package 4

Work Package 5

[ Activities checked Date: MName:
T Ready for payment Date: Mame:
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Figure 48: Work packages

Function | Description

Reading project Work packages Work packages (Figure 48: Work packages)

You can read information about all work packages. Click on
to expand certain work package information’s area.

Set Activities checked as checked. In order to send payment you
have to set activities as checked.

Marking activities as Checked

Note: when you check activities, saving is done automatically
after checking.

Set Ready for payment as checked. In order to send payment you
have to set Ready for payment as checked This check is only
enabled when all of the following are true:

Marking activities as Ready for
payment

1. LP and FLC statements are uploaded (see 7.9 Financial
report)

2. All checks in activity checklist are set to Not relevant or
Yes.

3. Checkbox Activities checked is checked.

7.9 Financial report

Reading project Financial report, marking finances as Checked and marking finances as Ready for
payment

Select ’ Project status rﬂeport status F:hecklist FP dsts rhc’tivi‘ty report Fu:i icators F’\l’ork psckages [ Financial report rEudget lines [ Final report F’ayment ﬁpbaded documents

LLI-051 | RENUVAL

Reporting period from ENERNERE to EhNERE Layer: « [0] »

Financial Report

1. Total eligible expenditure by budget line

) ) Previously Remaining
No |Specification Total budget reported Current report | Accumulated % budget
Subtotal: 0.00 0.00 0.00 0.00 0.00% 0.00
TOTAL: 0.00 0.00 0.00 0.00 0.00% 0.00
Flanned expenditure per reporting period / current report/ % 0.00 || 0.00 || 0.00%
2. Work packages' expenditure by budget line
Work Package 1: “Management and Coordination”
] ) Previously Remaining
No |Specification Total budget reported Current report | Accumulated % budget
TOTAL: 0.00 0.00 0.00 0.00 0.00% 0.00
% of all five work packages: 0.00% 0.00% 0.00% 0.00% - 0.00%
Planned expenditure per reporting period / current repart! % | 0.00 I 0.00 |[ oo0%

Figure 49: Financial report
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Function | Description

Reading project Financial report Financial report (Figure 49: Financial report)

You can read information about sections:

1. Total eligible expenditure by budget line

2. Work packages' expenditure by budget line

3. Expenditure related to implementation of activities taking
place outside the EU territory and the Programme area and in
adjacent region

ERDF vs. National co-financing

Confirmation by the Lead Partner

Financial Report by partner

Cost sharing

Cost sharing sums per partner

©No A

Upload LP and FLC statements To upload LP or FLC statement click button [Upload LP] or
[Upload FLC]. Select file and click button [Upload file].

Download LP and FLC statements | To download LP or FLC statement click button [Download LP]
or [Download FLC]. If buttons are disabled, that means there are
no documents uploaded for statements.

In order to send payment you have to upload statements,
otherwise Ready for payment checks will be disabled.

Marking finances as Checked Set Finances checked as checked. In order to send payment
Finances checked have to be checked.

Marking finances as Ready for Set Ready for payment as checked. This check is only enabled

payment when all of the following are true:

1. Checkbox Finances checked is checked in Work
packages page (see 7.8 Work packages)

2. All checks in financial checklist are set to Not relevant or
Yes.

7.10 Budget lines
Reading project Budget lines

rSelect Froject status Feport status F:hecklist FP data rActivity report F\dicawls F\l’ork packagss Financsal report rBL-:-;at lnes Final report Fayment praded documents

LLI-051 | RENUVAL

Reporting period from [eliEiE] 30/04/2009 Mo of report: 12[3]45678 Layer: « [0] »

Budget Lines Progress Report

1. Specification of budget line No 4 ‘External services'
2. Specification of budget line No 6 'Equipment and infrastructure’
3. Specification of budget line Ho 7 'In Kind costs'

4. Specification of budget line No 8 ‘Preparation costs’

Figure 50: Budget lines
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Function | Description
Reading project Budget lines Budget lines (Figure 50: Budget lines)

You can read information about sections:

1. Specification of BL No 4 'External services'

2. Specification of BL No 6 'Equipment and infrastructure'
3. Specification of BL No 7 'In Kind costs'

4. Specification of BL No 8 'Preparation costs'

7.11 Final report
Reading project Final report

Select [ Project status rﬁeponsmus r:‘.hecklis( F_Pdata rﬁmivity repart Fndicalms Fl\i’ork packages Fimancial repart rﬂm fines | Finsl report F’aymem rUpbadeddocumm

LLI-051 | RENUVAL

Reporting period from EXNETEE] 30/04/2009 Layer: « [0] »

Final Report

Annex 1

Achievement of Project objective

Evaluation of Project outputs

Durability and effect on Project target groups
Contribution to EU horizontal policies and principles

Figure 51: Final report

Function Description

Reading project Final report Final report (Figure 51: Final report)

You can read information about final report sections Annex 1 and
Annex 2.

If project got no final report yet, final report sections are blank
with no information.

7.12 Payment

This section explains how to send notification to the CA that progress report is checked and ready for
payment; how CA makes the final check and precedes the payment.
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Administration Select ijeastatus F.epmsmus F.hed(list FF‘dsts r’-\aiwty repart Fndicams Fa’:lk packages | Financisl repart Fudgeﬂines Final repart FS}-‘TEH Fp\aade

es=tee LLI-042 | TOSEC

Applicatisn/Eligibility
Repaorting period from _ to _ Moofreport: 123456878 Layer«[0]»

Assessment/Contract

Payment
Cemmunicstion
Changzles Condition
Ready for payment: Activities Date: Mame:
Frogramms
Ready for payment: Finances Date: Mame:

Mansaging Authority

Costs and payments

LuEE Reported costs|Requested payment|Reduced amount|Amount to be payed
0.00 0.00 0.00 0.00

Payment stops

Start dale|Name|End dale|Name|Cummenl
Last s=arch results [There are no payment stops to displayl]

Bank information

MName of the bank: SEB Bank Klaipeda Branch

Legal address: Darzy st. 13,

Town Klaipeda

District/Country: Klaipeda

Country: Lithuania Postal code: LT-91246
_ Account no / IBAN: LT887044060000505339 SWIFT code: CBVILT2X
Internal reference:

Holder of the account: \VieSoji [staiga Strateginés savivaldos institutas

JTS notification to CA

Final check of the Certifying Authority
[There is no checklist!]

Payment order

Payment table

Payment order No.|Amount|Execution date|Booking date

Notification letter to the Lead Partner

Uploaded documents

Name |Date|DeIete
[There are no documents to display!]
Upload new

| H Browse.. ]|

Financial flow

Sum of all payments so far 0.00
Sum of all planned payments:  [827.679.00
Total: 827.679.00

Figure 52: Payment

Function Description

Condition Payment cannot be made unless both checks are done:
e Ready for payment: Activities
e Ready for payment: Finances
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Condition

[T Ready for payment: Activitias

[T Ready for payment; Finances

If both checks are done payment can be made:

Condition

I¥ Readyfor payment: Activities
I¥ Readyfor payment: Finances

Costs and | This table shows following data about the current reporting period:
payments e Reported costs,
e Requested payment,
e Reduced amount,
e Amount to be paid.
Payment This table shows all payment stops related to this project. Payment cannot be made
stops unless all payment stops are closed — the End date column must have date:

Payment stops

Startdate | Name End date Name Comment
18/05/2009 ] karlis 19/05/2009 aaa

18/05/2009|karlis 19/05/2009 aa

05/06/2009

16/06/2009)ingus

To close payment stops see Error! Reference source not found. Error! Reference
source not found..

Payment stops

Startdate [ Name End date Name Comment
26/06/2009 (karlis 27I06/2009(ingus

1810572008 karlis Z7I06/2008(ingus aaa

18/05/2009 karlis 27I06/2009(ingus aa

When all payment stops are closed checklist is available!

Bank Lead partner’s bank information is displayed in section Bank Information.
information

JTS To send notification to certifying authority:

notification

to CA 1. Click [Send notification to CA] button.

2. The database email-page will appear where you can amend the text and
add/remove recipients and attachments, if needed, before sending (see 8.3
Write new email).
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If button is disabled, that means you don’t have closed all payment stops and checked
activities and finances Ready for payment!

Notice: When the notification email has been sent the Date-field will show the send
date and Name-field will show the name of the user that sent the email. A copy of the
email will be saved in the communication section of the database (8.3 Write new email)

Final check
of the CA

Payment cannot be made unless all checks are completed and ticked in the checklist.

Final check of the Certifying Authority

Project costz have been made during the Reporting Period and within the project duration, as =et in
the Subszidy Contract;

Progreszs Report iz approved by the JTS and requested confirmation has been made at the
Programme database by the JTS Project Manager and JTS Financial Manager;

Costs included in the Progress Report are confirmed by the Cenfirmation of the Firet Level Controller
[¥ and =ignature of the Lead Partner. The Progress Report, the Confirmation of the First Lewvel Controllier
and the =ignature of the Lead Partner are upleaded in the Programme databasze;

If check is disabled that means you haven’t closed all payment stops or checked Ready
for payments for activities and finances.

Payment
order

Click [Print checklist] button to generate a checklist in Word format for checklist
signing.

Click [Make currency payment order] button to generate payment order in Word
format for payment order signing.

Click [Send payment order] button to send the payment order to the accounting
system.

Payment order

Print checklizt

Make currency payment order

Send payment order

If buttons are disabled that means you haven’t completed checklist!

Notice: When the operations above are performed, date and name of the user are
displayed next to the button.

Payment
table

This table shows payment data that are sent to and received from the accounting
system.

Notification
letter to the
LP

To send notification email to lead partner to inform him that
1. Click [Send email to the Lead Partner] button
2. The database email-page will appear where you can amend the text and add/remove

recipients and attachments, if needed, before sending (8.3 Write new email).

Notice: A copy of the email will be saved in the communication section of the database

Uploaded

Documents related to the payment can be uploaded and downloaded here. To upload

58 (110)




Database handbook Affecto

documents | documents follow procedure described in 2.4 File uploading.
Financial Current balance of all project payments is displayed here.
flow

7.13 Uploaded documents

Section explains how to view all imported progress report files and how to upload and view other
progress report related documents

r‘ielem Flojem status rﬂeportstams F‘.hecklist FPdata Fmiviry report Fndicawrs F\l’ork packages Financial report Fndget lines [ Final report Faymem pra-:a: documents

LLI-051 | RENUVAL

Reporting period from [WaIPNEEE to Rl Noof report: [112345678  Layer «[0] 2

Uploaded documents

Progress report layers
Frogress_reportxls - 14/05/2009 15:14:36

Other documents
Name | Twe  [pate]Detete
[There are no documents to display!]
Upload new
\ | || Upload |

Figure 53: Uploaded documents

Function Description

Progress report layers This list displays all imported report progress files for this report.
Click the link to download the file.
Other documents Other documents related to the report can be uploaded and

downloaded here. To upload documents follow procedure
described in 2.4 File uploading.
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8 Communication

Instructions how information on communication with the project can be searched and viewed, as well
how new e-mail can be sent

8.1 Select

Follow the same procedure as in 4.1 Select

8.2 Search

LLI-042 | TOSEC

Applicstion/Eligisility

Write new e-mail
AssessmentContract

MenitsringFayments | S€@rch communication

From

Changelog To
Subject
Communication type

Frogramme

Mansging Autharity

—
—
_—

M

Cetifying Authority

Im=gularitiss

Last search results:
LLI-D=2

Losd project

2

Logout

Figure 54: Communication

Searching communication 1. Enter following search criteria:
e Date period (from — to)
e Subject

¢ Communication type
2. Click [Apply filter] button.
3. All e-mails matching the search criteria sent in scope of the
selected project will be displayed in the list.

8.3 Write new email

Function | Description

Write new e-mail See Figure 55: New Email.
1. To write a new e-mail, click [Write new e-mail] button.
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2. The database email-page will appear.
3. Add/remove recipients as needed:
e To add a project partner select the partner from the
recipient list and click [Add] button.
e To add other recipient, select “Other” in the list, enter e-
mail in the textbox and click [Add] button
4. Enter subject.
Enter e-mail text.
6. Add attachments, if needed:
e Select a file to attach.
o Click [Upload file] button.
7. Click [Send] button to send the e-mail. To cancel the e-mail
sending and delete the draft message, click [Cancel] button.

o

Send e-mail

Sender |ingus.skaistkalns@ﬂffedu.lv |

Recipients |TCI: ingus.skaistkalnz@affecto.v | Delete
[T0: andris stkans@affecto.lv | Dekete
[cc: ingus skaistkalns@atfecto.lv | Dekete
|To: =] [other | Add

Subject LL-013 Preparation BMX Progress Report No 2 iz ready for pavment

Text Please be informed that the Progress Report No 2 of the Preoject ™Preparation of technical documentation necessary for BMX tracks on ;l
Lithuania- Latvia border™ [ Preparation BMX iz approved by the Joint Technical Secretariat and the requested amount can be procesded
for payment.
fours sincerely,
Ingus
RRRR, LW, Rig
lat
E-mail: ingus.skaistkalns@affecto v
Phone: 2222
Fax:
Meobile: 1111

Attachments

Browse... | Upload fie |

Send [ Cancel

Figure 55: New Email

61 (110)




Affecto

Database handbook

9 Change log

Section explains how to find and view database entries/changes

Administration .
| No project selected
Project Data
— Changelog
Application/Eligibility
——
sscsmervcones | From [

e

Monitoring/Payments
— Reason: |
CERTLTEET { Apply filter I [ Switch to current I
o]
Frogramme:

Date User Label Reason What has changed
| |01/06/2009 09:42:37 karlis l:l Administration Changed User [ Load state ] [ View details ]
Msnaging Autharity
| |01/06/2009 09:56:09 karlis l:l Administration Changed User I Load state ] I View details ]
JMSC_ 01/06/2009 09:58:01 karlis l:l Administration Changed User [ Load state ] [ View details ]
Cetifying Autherity 01/06/2009 09:58:30 karlis l:l Administration Changed User I Load state ] I View details ]
—————

Imegularities 03/06/2009 15.08:19 andris |:| Administration Changed User [ Load state ] [ View details ]
e e 03/06/2009 15:08:34 andris l:l Administration Changed User I Load state ] I View details ]
\—[l] 03/06/2009 15:09:09 andris l:l Administration Changed User I Load state ] I View details ]
ml 03/06/2009 15:09:46 andris Administration Changed User [ Load state ] [ View details ]

03/06/2009 15:10:05 andris l:l Administration Changed User I Load state ] I View details ]
03/06/2009 15:10:18 andris l:l Administration Changed User [ Load state ] [ View details ]
03/06/2009 15:14:07 andris l:l Administration Changed User [ Load state ] [ View details ]

_ 03/06/2009 15:14:26 andris |:| Administration Changed User [ Load state ] [ View details ]

03/06/2009 15:16:31 andris l:l Administration Changed User [ Load state ] [ View details ]

Figure 56: Changelog

Function  Description
Searching for changes in the Every database entry/change is documented in the change log.
database
If the project is selected, then appears project change log.
1. Changes can be filtered by:
e Time period (from...to) AND/OR
e Reason
2. A list of changes will appear showing following information
about each change:
o Date
User
o Label
¢ What has changed
3. More details can be added by clicking on [view details] next
to the items listed
4. For printing click [Print log] button
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10 Programme
10.1 Funding

In this section users can view information regarding the source of funding of the Progarmme cut by
priority axes.

Administration Funding Fhurrxrﬂﬁ r?halisliﬁ Fnur-:ls&h!rplahﬁ Fﬁhﬂr@mm rf‘:zr-!aizs'ahsliﬁ rSEEinns

Frei=a 0= Priority axes by source of funding (in euros)
Application/Eligibility

Year: 2007 2008 [2009] 2010 2011 2012 2013 2014 2015

2

Community National Public Total Used

SR T Funding Funding Funding | Funding Balance

Encouragement of socio economic development and competitiveness of | 20 45| | 100 10| 12055 10010| 2045
the region - - ) ] ]

Attractive living environment and development of sustainable communities | 45.50| | 123.12| 168.72 123.12 4560

Technical Assistance | 55.40 444458 449995 444455 5540
Total 121.45 4.667.77]  4789.22[  4,667.77 121.45)

1

FAR Annexes

Managing Authority

Certitying Autherity

Inegularities

LLI-008

i
:
§
7
2]

i
3
i

é‘i
2

Figure 57: Funding

Functions \ Description
1. Select the year
2. Change Community Funding or National Public Funding

3. Click [Save]

Reading and changing the
Funding

10.2 Documents
In this section users can upload and download Programme documents (EU regulations, procedures,
minutes, decisions, etc.) and manage their types.

Documents

Filter documents by type I [All types] "I

Mo, Hame Type |Author|Approval date -

ingus aaa FLC 01/01/0001 Delete

WWW aaa andris 010110001 Delete

Figure 58: Document type filter

63 (110)



Database handbook Affecto

Add new document

Document Mo,
Type *i

Mame | |
File | Browse... |
Author [other =] |
Approval date _

Upload
Document types

Manage document types |

Figure 59: New document

Document types

Back

Name
|aaa | Delete|
|Zimejus | Delete|
New document type
| |

Figure 60: New document type
To get back to Document page click button [Back].

Document type cannot be deleted because there are documents associated with it!

Hame

 J N i |

Figure 61: Error message

Functions  Description

Filter documents To filter documents by type, just select you interesting type of the
document from drop down-list (Figure 58: Document type filter).
Add new document To add new document:

1. Complete all required fields at form (Figure 59: New
document),

2. Browse file,

3. Click button [Upload].

Add new document type To add new document type:

1. Click button [Manage document types] (Figure 59: New
document),
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2. Write document type name in the textbox under the label
New document type (Figure 60: New document type),

3. Click button [Save] to save data, click button [Restore]
to restore data.

Delete document type To delete document type:

1. Click button [Manage document types],

2. Click button [Delete] to that document type you want to
delete,

3. When you are asked for confirmation click [OK] to
delete type.

If there are some documents uploaded with that type, type cannot
be deleted and error message will be displayed (Figure 61: Error
message).

10.3 Statistics

Here you can see all published statistics, to generate new statistics see 10.6 Generate Statistics.

Administration Funding rDon.l'r\ems rStatistils rmnurﬂs&ha'rmlm rCI‘IBm)EIBESDrIS rGenaatestat\stiﬁ rSaE\or\s
Statistics
Name|Last updated| Update | Download
statl | 28/05/2009
statd | 28/05/2009
statd | 28/05/2009
stats | 28/05/2009

Last search results:

§ Ei

- kN I
2

=]

Figure 62: Statistics

Functions  Description

The database data can be used for generation of
several statistical overviews — in MS Excel or MS
Word format.

Statistical overviews
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The statistics in the section Statistics are a
selection of main official statistics for all users
(only statistics marked as “is official” in the
section Generate Statistics are shown here).

The box indicates the date, when there was made
the last update of the statistic.

For updating of the statistical data the user must
click the button [Update]

Downloading statistics Click [Download] next to the requested statistic

10.4 Calls & Templates

In this section users can change calls for proposals and to upload or download respective templates
and documents, copy templates from one application round/call for proposals to another.

Administration Funding Fammem& F‘rtstistics Fslls&ts'rslstss F.hsnge TEas50ns FEEnErstEststistics Fressians

Froject Dsta
Call for proposals JIMSC meeting place Mazeikiai ‘
Start date JMSC meeting date 2 200
End date Chairman Andris ‘
Templates:
[ Copy all from last round ] [ Save names ] [ Restare names ]
0 Project Data
Excel: Application form [ Upload " ‘
1 Application/Eligibility
_ 1.1 Register application
Text: Send receipt notification letter [ Download ][ Upload "Recelpt notification ‘
1.2 Received applications
= Excel: Received applications [ Download ][ Upload "Recei\sed applications xls ‘
1.3 Technical eligibility check
Lest N N Text: Request for correction (Passed) [ Download ][ Upload |Request for correction (passed)
@8l S€arch results
Text: Request for correction (Mot passed) [ Download ][ Upload |Request for correction {not passed
Text: Corrections received (yes) [ Download ][ Upload | Corrections received (yes)
Text: Corrections received (no) [ Download ][ Upload |Corrections received (no)
Word: Export Technical Eligibility Assessment [ Download ][ Upload |Technical Eligibility Assessment.d
1.4 Eligibility check report
Excel: Eligibility check report [ Download ][ Upload "Ehg\hility check report.xls ‘
_ 2 Assessment/Contract
2.1 Assessment forms
Word: Assessment form [ Download ][ Upload "Assessnmnt form_doc

2.2 JMSC decision & Clarifications

Figure 63: Calls & Templates

Change number of call for NB: Changing the number of call for proposals has a significant

proposals impact on some other database sections and templates.
Therefore changing this parameter too often is not
recommended.

To change the number of call for proposals:
a. Click on the Call for proposals dropdown list.
b. A password prompt will open on the right side of the page:
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A round change might have
massive effect on the whole OB
{templates ...). If you are sure,
please enter your Password

[OK] [Cancel’

c. Enter your user password and click [OK].
d. Select the necessary number of call for proposals and click
[Save] button.

Note: Each call for proposals has a separate list of templates.
After call is changed, templates should be added for the new
call.

Copying all templates from an old
to a new call

To copy all the templates for the current call from the previous
call, click the [Copy all from the last call] button.

Note: Please note that this will overwrite all templates of the
current call. Therefore please use this function after the
selection of a new call only!

Uploading a new template

1. To upload a new template or change an existing one, find the
template in the list.

2. Click [Upload] button.

3. Following form will be opened:

Uploading Template:
Round |1
Template |E.v.-:e|: Application form
Upload file:
Upload File

4. Make sure that the correct call for proposals and template
name is displayed.

5. Select the template file you wish to upload.

6. Click [Upload File] to upload the template.

Downloading a template

1. Click [Download] button next to the template name you
wish to download.

2. Save the template file to your computer of open it with
appropriate application.

Creating/changing subject names

The text of the textbox Subject names is used either for the file-
name (for Word or Excel templates) or for the Subject of the e-
mail (for text templates).

1. Enter the text into the respective textbox next to the
respective template name (Note that also placeholders can be
used here).

2. Click [Save names] button to save the changes.

10.5 Predefined change reasons
These predefined reasons are used for specifying change reasons (see 2.6 Change reasons).
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Administration Funding F}oﬁn\erﬂs rStalistiE Fbﬂunds&teﬂplm rChangeleasDns rGeneIatestaﬁstiE F‘;ﬂiorls

Histery Inlistfirst [ second [  third [

Contact Global In list first second [] third

0 |Reason1 Delete

Menitering/Payments

Changelog

Down

1 Reason 2 Delete

P
Down

Managing Authority
2
Certifying Autharity

Last search results:
LLI008

Load project

Reason 3 Delete

<[e] o ) B

p

User Inlist first [ second third ]

ut

NEw:

Figure 64: Change reasons

Functions \ Description

Editing reasons for change
For every change the database asks the user to specify a change
reason (See Figure 17: Change reasons). In order to save time and
to standardize reasons a list of predefined reasons can be
administered on this page (Figure 64: Change reasons). When a
change page asks for a reason they can be selected from a pull-
down menu.

Note: Global reasons will see all users. History reasons
remember last recently use and User defined reasons will see only
that user which entered them.

Changing the order of the
‘change reasons’ Click [Up] or/and [Down]

Entering a new ‘change reasons’
Enter text in the field “New”

Deleting a ‘change reasons’
Click [Delete]
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10.6 Generate Statistics

Existing statistics may be edited here and new statistics created. See ANNEX | - WORKING WITH
THE STATISTICS SECTION for detailed description how to use this section.

10.7 Sessions

In this section users can view information on the Programme database access -user hames, date and
time of logging in and out from the Programme database.

Administration Funding [ D r isti ernunds& rchangeleasnrls rGenelatesLatistiﬁ rSEsions

Sessions active from: at: 1339
Sessions active fo: at. 1230
Aszessment/Contract
User:
Monitoring/Payments
[ o 1
User: Logged in: Logged out:
fingus [15/06/2009 09:44 |
'E‘E [andris [15/06/2009 09:59 |
[andris [15/08/2009 10:03 |
_ [andris [15/08/2009 10:08 |
[andris [15/08/2009 10:22 |
ifying ]
[andris [15/08/2009 10:28 |
I lariti
Jouga [15/08/2009 10:39 |
Last search resutts: Ibuga |15105.l’200911.41 I
Jouga [15/08/2009 11:59 |
[karlis [15/08/2009 12:38 |
Jouga [15/08/2009 13:24 |
Jouga [15/08/2009 13:32 |

Figure 65: Sessions

Functions  Description
Sessions apply filter

1. Set “Sessions active from” and “Sessions active t0” and/or
“User”
2. Click [Apply filter]
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11 Managing Authority
11.1 TA budget

In this section users can download and upload documents related to the Programme TA budget for all
programming period, about TA annual budgets, make consolidated reports of the TA budget, add
comments and upload other documents concerning TA budget.

Administration TA budget [ Documents [ Reports

Project Data.

TA budget

Applicstion/Eligisility

Year: 2007 2008 2009 [2010] 2011 2012 2013 2014 2015 | Annual contribution

Assessment/Contract

Monitoring/Faymants Annual budget

[ Download Template I

Changelog Document Upload date
Annual_Budget_2010.xls 09/06/2009 14:50:41
Programme
| |[ Browss.. ||| Upload
JTS reports
" Quater Budget report Audit Confirmed
Cartifying Autharity 1 |JTS_Report_2010_1.xls Audit txt [ Download template ] [ Upload report l O
In=gulsitizs 2 |JTS Report 2010 2.xs Audittt [ Download template | |[ Upload report || O
3 |[{IS_Report 2010 3xs Audit tit [ Download template | |[ Upload report || O
Last =earch results: -
4 |JIS Report 2010 4.xs Audit et [ Download template | |[ Upload report || O
I Losd praj=ct I A reports
Quaters Budget report Audit
1.2 |MA_Report_2010_1xls Audit txt [ Download template ] [ Upload report I
3,4 |MA_Report_2010_3 xls Audit txt [ Download template ] [ Upload report I
Fariz Consolidated report
Logout Quaters Report Date Confirmed
1,2 |Consolidated report 2010-1 xIs|09/06/2009|Refresh| []
3.4 |Consolidated report 2010-3 xIs{09/06/2009|Refresh| []
Other documents
Name |Dale|DeIele
[There are no documents to display!]
Upload new
| |[ Browse... ]|[ Upload ]
Comments
Author Date Comment
[There are no comments to displayl]
Figure 66: TA budget
Functions  Description
Upload annual TA budget Annual TA budget is the first document to be uploaded for a

programme year. To upload the budget document:
1. Select the year you want to work with.
2. Click [Download Template] button (in the Annual
budget section) to download annual TA budget template.
3. Save the Excel workbook on your computer and fill it
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with budget data. Budget data must be entered in
worksheet Annual TA budget column #2.

New budget positions may be added to the report
workbook. When doing that, make sure that budget
positions are added to both worksheets — Annual TA
report and TA 200_JTS (for JTS budget positions) or TA
200_MA (for MA budget positions). Also make sure that
all Excel formulas in the newly created rows are
consistent and totals are calculated correctly.

Upload completed Excel workbook to the Annual budget
section.

If annual TA budget is changed, an updated workbook
may be uploaded. Previous versions will remain in the list
of uploaded documents.

JTS reports

Each quarter JTS should upload a budget report and an audit

document:
1. Select the year you want to work with.
2. Make sure that annual TA budget document is uploaded
for the selected year.
3. Make sure that JTS report for previous quarter is
uploaded (unless current quarter is #1).
4. Click [Download template] button next to the current

quarter number in the JTS reports section.

Save the generated Excel workbook on your computer
and complete it with JTS report data by filling in
worksheet TA 200_JTS column #4.

Click [Upload report] button to upload completed Excel
workbook.

7. Following page will be opened:
Budget report
Audit
8. Select both the budget report file and an audit document.
9. Click [Upload] button.
10. Selected files will be uploaded to the database.
11. To confirm the uploaded report, check the checkbox next

12.

to the report and click [Save] button.
Confirmation date will be displayed and an e-mail will be
sent automatically to all MA users.

MA reports

MA should upload reports twice a year:

1.
2.

Select the year you want to work with.

Make sure that annual TA budget document is uploaded
for the selected year.

If creating report for the second half of the year, make
sure that previous MA report is uploaded.

Click [Download template] button next to the current
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quarter numbers in the MA reports section.

5. Save the generated Excel workbook on your computer
and complete it with MA report data by filling in
worksheet TA 200_MA column #4.

6. Click [Upload report] button to upload completed Excel

workbook.
7. Following page will be opened:
Budget report
Audit

8. Select both the budget report file and an audit document.
9. Click [Upload] button.
Selected files will be uploaded to the database.

Consolidated TA budget report

This report consolidates JTS reports for two quarters and MA
report in one Excel workbook.
1. To create the consolidated report make sure that
corresponding JTS and MA reports are uploaded.
2. Click link Refresh next to the respective quarter numbers
in the Consolidated report section.
3. Consolidated report will be generated and link to the
report file will be displayed.
4. To confirm the generated report, check the checkbox next
to the respective report and click [Save] button.
5. Confirmation date will be displayed and an e-mail will be
sent automatically to all CA users.

Other documents Any other documents related to TA budget may be uploaded here.
To upload a document, choose the file you wish to upload and
click [Upload] button.

Comments Comments related to TA budget may be added here. To add a

comment, enter the comment text and click [Add comment]
button. Comment will be displayed in the list showing the author
and date of the comment.

11.2 Annual TA budget contribution
In this section users can get following financial information:

e used community funding and contribution by the Member States (MS) — real payments

divided by priority axis;

e Programme annual contribution by MS to the TA budget and ERDF co-financing.
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Annual contribution

Export

Used Community Funding (CF) and contribution by the Member States (MS) - real payments, EUR

2007 | 2008 | 2000 | 2010 2011 [ 2012 | 2013 | 2014 | 2015 [ TOTAL
Priority Axis 1 || 315.00/( ss0.00/|  o.00]| ool ool U.UU||| .00/ o0 U.Uﬂli 865.00
Priority Ais2 | 0.00/|  o.00)|  10.00]| 0.00/  o.olf u.uu||| 000/ ooo| oool| 1000
Priority Axis 3 20.00 0.00 5.00] 577.078.00[  10.00 0.00 1000 0.00 0.00[577,124.00
- JTS [ 1000  oool|  o.oof|57e406.00] o0 U.UU||| 1000 000  0.00]s76516.00
-macamA | 1000|  ooo|  eoof sszoof| ool u.uu||| 0.00/ 0.0 u.nu|i 598.00
TOTAL 335.00]  550.00]  16.00] 577.078.00]  10.00 0.00 1000 0.00 0.00[577,999.00

Latvia - Lithuania CBC programme 2007-2013 TA annual contribution by Member States and ERDF, EUR

| | 2007 | 2008 | zo09 | 2010 | 2011 | 2012 | 2013 | 2014 | 2015 | TOTAL |

Figure 67: Annual contribution

Functions  Description
Annual contribution Click link Annual contribution in the section TA budget to open
Annual contribution.

Complete tables with data. To save data click button [Save], to
restore data, click button [Restore].

Data in the table rows Priority Axis 3 and Total will be generated
automatically from the database source.

Click button [Export] to export tables in excel file (Figure 67:
Annual contribution).

To get back to TA budget page click button [Back] (Figure 67:
Annual contribution).

11.3 Documents
In this section users can upload and download documents issued by the MA and manage their types.

Functions \ Description
Documents Detailed instructions see in the chapter 10.2 Documents.

11.4 Reports

Functions | Description

Reports overview This page consists of following sections:

1. Annual implementation report (see 11.4.1 Annual implementation
report). Here for each year of the programme you may upload and
download AIR templates, upload filled in AIR documents and
view/edit financial information for the selected year.

2. Priority dimensions (see 11.4.2 Priority dimensions). This page
displays finances in three dimensions:
e Priority theme
e Form of finance
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| .

Territory type

11.4.1 Annual implementation report

Administration

Project Data

Applicstion/Eligisility

Assessment/Contract

Menitering/Payments

TA budget mem Fﬁ

Annual implementation report

Changelog

Frogramme

Year: 2007 2008 [2009] 2010 2011 2012 2013 2014 2015 | Priority dimensions
Templates

Type name | Format
AIR report |@] Excel [ Download template ]
Checktemplate|@ Word [ Download template ]

MNew template
AIR documents

Name |Date|DeIete

[There are no documents to display!]

Irrzgularities

Upload new

| |[ Browse... ]|

Last =earch results:
LLI-017

Lead project

Logout

Financial information, cut by priority axes (in euros)

Expenditure paid out by . Expenditure paid by
Priori Fund |the beneficiaries included Ccrreii?ircldlng Private the body responsible Trzt:;i\p(:zr:‘]r?}?f
ty (scope) | in payment claims sent to pupiic Expenditure (for making payments to -
s . Contribution NP the Commission
the Authority the beneficiaries
Encouragement of socio
economic development _
and competitivenzss of ERDF 100.00 15.00 1.220.00 85.00 103.00
the region
Attractive living
environment and _
development of ERDF 1.125.00 168.75 150.00 0.00 432.00
sustainable communities
Technical Assistance ERDF || 32 00 256.00/| 23.00]| 35.00/ 33.00
Grand Total 1.267.00 439.75 1.393.00 120.00 568.00

Figure 68: Annual implementation report

Functions Description

AIR overview

In this page you may upload and download AIR templates, upload filled in
AIR documents and view/edit financial information for for each year of the
programme (Figure 68: Annual implementation report).

First, make sure that the year you want to work with is selected.

Create new template

To create a new template for the selected year:
1. Click [New template] button.
2. Following page will be opened:

Mame |

Format ® B word
O E] Excel
O E] Text

Template | |[ Browse...
[Save ] [ Cancel ]

3. Enter template name and choose file format.
4. Select the file you want to upload.

5. Click [Save] button to create save the template in the database.

Download template

To download a document template, click [Download template] button.
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Previously uploaded template may then be downloaded.

Edit/Delete template

To edit a template:
6. Click [Edit] button next to the respective template name.
7. Following page will be opened:

Mame AR report

Format O B Word
@ &= Excel
O E] Text

Template
[Save ] [ Delete ] [ Cancel ]

8. Edit template name and file format and select a new file if necessary.
9. Click [Save] button to save the changes.

10.Click [Cancel] button to discard the changes.

11.Click [Delete] button to delete the template from the database.

Upload AIR documents

To upload and AIR document select the file and click [Upload] button. The
document will be uploaded to the database and displayed in the list of AIR
documents.

Financial information

This table displays financial information for each year of the programme. To
edit the data, fill in textboxes with appropriate data and click [Save] button.

Financial information data may be exported to Excel workbook.
1. To export the data, click [Export] button.
2. An Excel file will be generated.
3. Save the file or open it with appropriate application.

75 (110)




Database handbook

Affecto

11.4.2 Priority dimensions

Administration

Praject Data

Application/Eligibility

Assessment/Contract

TA budget

Documents

Priority Dimensions

Communication

Changelog

Programme

JMSC

Certifying Authority

Imegularitiss

Last search results:
LLI-017 b

Load project

Legout

Indicative breakdown of the Community contribution by category in the operational programme
Dimension 1 Spent amount
- Amount Balance
Code Priority theme EUR *|2007 (2008 |2009|2010|2011 (2012|2013 | 2014|2015
R&TD infrastructure {including physical plant,
instrumentation and high-speed computer networks
02 linking research centres) and centres of competence in 2.676.288.00 2.876.248.00
a specific technology
Technology transfer and improvement of cooperation
networks between small businesses (SMEs). between
these and other businesses and universities, post-
03 |secondary education establishments of all kinds, 1,597.938.00 0.00) 1,597.938.00
regional authorities. research centres and scientific and
technological poles (scientific and technological parks.
technopoles. etc.)
05 Advanced support services for firms and groups of firms || 1.597.9358.00 1.597.935.00
Other measures to stimulate research and innovation
09 and entrepreneurship in SMEs 1,597.938.00 1.597,336.00
10 IEEE:E;T infrastructures (including broadband 2 876 238,00 5 876 288.00
Information and communication technologies (access.
11 |security. interoperability., risk-prevention 2876288 00 2876258 00
research.innovation, e-content, etc.)
Semvices and applications for the citizen (e-health. e-
13 government, e-leaming, e-inclusion. etc.) 2,876,288.00 2.876,288.00
Senvices and applications for SMEs (e-commerce,
4 education and training. networking, etc.) 2,876,258.00 M 2.876,268.00
ir Other measures for improving access to and efficient 5 76 aaa nallln anllln anllia anllla aallia anllin aallin mallia aallia anll 5 a7e saa an

Figure 69: Priority dimensions

Priority dimensions Click link Priority dimensions at Reports page to open Priority dimensions
overview page (see Figure 69: Priority dimensions). This page displays finances in
three dimensions:
e Priority theme
e Form of finance
e Territory type
To return to the Reports page click [Back] button.
Edit data To complete tables fill textboxes and click [Save] button to save the data.
Export data Priority dimensions data may be exported to Excel workbook.
1. To export the data, click [Export] button.
2. An Excel file will be generated.
3. Save the file or open it with appropriate application.
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12 IMSC

12.1 Decisions

In this section users can upload and download the JMSC decisions taken regarding the Programme or
project management, monitoring and implementation.

The JMSC decisions on the projects can be uploaded in the section JMSC decisions&Clarifications.

Functions

 Description

Decisions overviews

Decisions (Figure 70: Decisions)

Decisions apply filter

1. Select “Decision type” and “Call for proposals”
and/or “User”
2.Click [Apply filter]

Sort Decisions

Click on the table head

Download Decision

Click on the document name

Upload new decision

1.Click [Upload new]
2. Set “Call for proposals”
3. Enter “Description”
4. Click [Browse] to choose a file for updating
5.Click [Upload] to upload

Delete decision

Click [Delete]

Administration

Project Dsta

Application/Eligibility

Assessment/Contract

Menitoring/Payments

Communication

Changelog

Frogramme

FAR Annexes

Managing Autherity

Cartifying Authority

Imegularities

Last search results:
LLI-006

[2]

Load project

andris

Logout

Decisions

Decisions

Decision type: |Any i

Call for proposals: |1 hd

Apply filter
Name « Date Project Call for proposals| Description Delete

Annex doc 05/06/2009 14:50 1 lemums
application_eligibility doc|05/06/2009 1522 1 777
Empty xis 13/05/2009 11:37, 1
Mot passed txt 13/05/2009 11-11|LLI-020 | ECO-HOUSE 1
Mot passed txt 12/05/2009 12:01 1
not Recived txd 12/05/2009 11:08|LLI-006 | Museum Access 1
Passed txt 13/05/2009 11:35 1 dasjkosdm fds vadskin vads
Passed txt 12/05/2008 14-00 1 as
Passed txt 11/05/2008 1548 1
Passed txt 13/05/2009 11-04|LL1-020 | ECO-HOUSE 1
Recived tit 12/05/2009 12:02LL1-020 | ECO-HOUSE 1
Recived txt 13/05/2008 11:03 1
Template xls 05/06/2009 14:51|LLI-024 | 3H in the 3D 1 11

Figure 70: Decisions
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13 Certifying Authority

131 TA

In the TA section CA uploads following documents:

e CA information letter regarding verification of documentation

o Checklist for certification of TA budget

o Report on verification of TA budget expenditures

e Timetable for implementing the recommendations;

e Checklist for Timetable for implementing the recommendations
¢ Information on received amount for TA

To upload new document see 10.2. Documents.

Functions Description

Create new document
type

w

To create new document type:

1. Click button [New document type] (Figure 71: New document
type),

2. Write document type name, choose format,

Select template file you want to upload,

4. Click button [Save] (Figure 72: Save document type).

Download template

To download template click button [Download template], to edit template
click button [Edit]. To delete template click button [Edit] and next click
button [Delete].

Upload template

To upload completed document just upload documents using upload button.

To edit type click button [Edit], to delete type click button [Edit], next click button [Delete]. To

download template click button [Download template] (Figure 71: New document type).

Document types

Type name| Format

aaaaaaa |[f] Test Download template @
Supertype Ei;] Excel Cownload template Edit|
Water [F] Text Download template @
Words IBE] ‘Word Download template Edit|

Mew document type

Figure 71: New document type
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New document type

Mame Type

Format ¢ ) word
 E] Excel
= [5] Teut

Template ClDocuments and Sett  Browse. ..
Sauel Cancel |

Figure 72: Save document type

13.2 Report and Forecast
In the Report section upload following documents:

Annual statement on withdrawn and recovered amounts and pending recoveries
Application for Interim Payment

Request of national co-financing for TA from MSs

Certificate and statement of expenditure and application for payment

report regarding usage of European Regional Development Fund financing and payment of
Programme Member States to Joint Monitoring and Steering Committee

other reports

In the Forecast section upload following documents:

Provisional forecasts of likely payment applications, for the current and subsequent financial
year

CA calculation of forecast of likely payment

Information received from Joint Technical Secretariat on the projects planned yearly reporting
amounts

To upload new documents and create new document types see 13.1. TA.

79 (110)



Database handbook

Affecto

14 Irregularities

14.1 Select

In this section users can select irregularities in order to register or edit irregularities identified in

particular project.

To select a project follow the same procedure as in 4.1 Select

14.2 Irregularities

In this section users can do following:

e register irregularities on the project or the Programme level;

e download templates:

- Quarterly report on the irregularity;

- Urgent quarterly report on the irregularity;

- Letter on no irregularities;

- Report on process of recovery of irregularity carried out expenditure;

o upload decisions and other documents concerning irregularities;

o edit/view registered irregularities;

e export table with registered irregularities to Excel file.

Administration Select rnﬂgularilies rﬂeimhumnems
—_—
Project Data e
Lo | Irregularities
—— New irregularity Export
Assessment/Contract
=
Filter (& All iregularities O Project LLI-006
= |Priority Project Partner Type Amount |Institution| Date + [MA decision
Communicstien 3 1.90[NA Accept EditiView
FrEEE 3 300.00{CA Accept
=
Frrowis 3 87.654.00JTS Edit/View
—_—
FAR Annexes 3 87.654.001JTS Edit/View
Managing Authority 2 ;IEIDC;USES‘ Museum Error Edit/View
—_—
AMSC 2 LLI-008 | Museum Error
— Access
SRR 3 55.00[NA Repeat
2 LLI-006 | Museum Suspicions of fraud or EditView
Access organized crime
Last search fﬁm 3 102.30|FLC Reject
o [
- LLI-044 | Every S
I Load project I 2 Child Matters
2 LLI-006 | Museum Edit/View
Access
- 3 102.30|FLC Reject
LLI-006 | Museum
- 2 |accems Error 18/05/2009
andris
1| 2 |LLN057|RENUVAL 18/05/2009
Legout
- 2 LLI-051 | RENUVAL 16/05/2009 Edit/View

Figure 73: Irregularities

Functions Description

Irregularities overview

This page lists all irregularities related to projects or programme (Figure
73: Irregularities).

Filter irregularities

If a project has been selected (see 14.1 Select), filter can be applied to the
table of irregularities. Two radio buttons appear at the top of the table:
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IFilter. ® All iregularities © Praject LLI-001]
They allow filtering only irregularities related to selected project or
showing all irregularities.
To apply filter, click on the radio button and wait for the page to reload.

Sort Irregularities

List of irregularities can be sorted by following data:
o Priority

Project

Partner

Type

Amount

Institution

Date

MA decision

By default table is sorted by date.

To sort the data, click on the appropriate table header and wait for the

page to reload.

New Irregularity

1.To register a new irregularity for a project, make sure that the
respective project is selected first (see 14.1 Select). To register a new
irregularity for the programme, project selection is not mandatory.

2.Click [New irregularity] button.

3. New irregularity page will be opened:

Project [LLI-010 | STELLA |
Partner b
Type Errar A
Institution W
Amount

JTS decision b
WA decision b
Project status | Process of the control A
LP type W
LP Action b
Start date

End date |:|

4. 1f the irregularity is related to project make sure that the correct project
index and acronym is displayed and check box is checked. Select
project partner from the dropdown list.

5.1f it is a programme irregularity, make sure that project check box in
unchecked.

6. Fill in all the necessary fields.

7.Click [Save] button to save the irregularity in the database.

Edit/view irregularity

1. To view and/or edit the irregularity data, click [Edit/view] button next
to the respective reimbursement.
2. Edit reimbursement form will be opened (see Figure 74: Edit
Irregularity). It contains following sections:
o Basic irregularity data;
e Comments;
e Templates
¢ Decision documents
o MA/CA decision documents
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e Other documents

3. Update data, write comment, and upload documents if necessary. Note
that not all users have permission to edit data in this page.

4. Start date and end date are set automatically. Start date is the date when
irregularity was registered. End date is set when project status is
changed to “Process closed”.

5. Click [Save] button to save all changes.

6. Click [Back] button to return to the previous page.

Export Irregularity 1.To export the list of irregularities to Excel workbook, click [Export]
button.

2. An Excel file will be generated.

3. Save the file or open it with appropriate application.

4.The Excel workbook contains a worksheet with list of all

reimbursements.
Administration Select Fnegulalities rﬂeimbulsunems
—————
o= | Irregularity
Application/Eligibility
e
Assessment/Contract
| Project ‘ | Templates
ManitatingFayments | parper Download |Quarterly report on the iregularity
Communicstion Type Errar [*’l [ Download ]Urgent quarterly report on the irregularity
m TR CE [vl Letter about no irregularities
- Amount 87.654.00 Repurl on process of recovery of iregularity carried out
Programme: JTS decision Is not irregularity v expenditure
m MA, decision v Decision
| Project status | Process of the control v Name ‘Date|Delete
Menaging Autherity LP type Other institution hd [There are no documents to display!]
.|M5c_ LP Action LP can't repay amount N Upload new
| Start date ‘
Cartifying Autherity End date [ ] MAICA decision
_ Comments Name ‘Date|DeIete
[There are no documents to display!]
Last search resutts: Author | Date | Comment Upload new
[There are no comments to displayl] __Emwse ‘
o=t e Other documents
Name ‘Date|DeIete
[There are no documents to display!]
Upload new
(Erowse.. )|[Upoad]
sndris Add comment
Logout

Figure 74: Edit Irregularity
14.3 Reimbursements

In this section users can:
e view/edit information on reimbursements of expenditure from project partners;

o register/edit reimbursement of expenditure from the Programme authorities
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Administration Select Fnegulalitix rReimbulsements
Project Data n n n
Report regarding reimbursements of expenditure
Agplication/Eligisility
Se_——
Asssssment/Contiact
=== |. Regarding reimbur: of exp i from Projects Partners
Monitoring/Payments
| Filter. & All projects O Project LLI-006
Gemmunication Name of the Accepted Pl 4| pl d Inf i
. . [Project| Project Type of decisions anne amned | pecovered | Date of _mrormation on
Priority . ) " recovery date of reimbursements of
Changelog No Lead irregularity regarding amount recovery =
E amount | recovery expenditure
partner reimbursements
Fregamme 08/06/2009
S 500.0000| "}55g 55 |Reason 2
aiaiie 16/06/2009 08/06/2009
= 2 LLI-014 |Error ] 4533400 - 300.0000 - Reason 3 Edit
S —— 00:00:00 13:00-05
— Suspicions of
Jmsc fraud or 09/06/2009
3 organized querty 100.0000 00:00:00
Certifying Autharity crime
08/06/2009
3 Imeqularity |1 dfd 23.0000 10000 0000| %5273 [Reason
eSS II. Regarding reimbursements of expenditure from Programme Authorities
LL-ooe [v] Register new
I&I Name of the T Accfa[.ned Planned | Planned Information on
- ype of decisions Recovered | Date of r
Priority| Programme |, g = recovery | date of reimbursements
E irregularity regarding amount | recovery 2
Authority . amount | recovery of expenditure
reimbursements
Suspicions of
fraud or 05/06/2009 07/06/2009
» 3 organized g 30 40.0000 00:00:00 60.0000 00:00:00 80 <.
SnerE crime
-—

Logout

Functions

Reimbursements

overview

Figure 75: Reimbursements

Description

This page displays two types of reimbursements of expenditure:

e from Project Partners;
e from Programme Authorities.

Filter reimbursements

If a project has been selected (see 14.1 Select), filter can be applied to the
table of reimbursements. Two radio buttons appear at the top of the table:

‘ Filter: & All projects O Project LLI-006
They allow filtering only reimbursements from selected project or

showing all reimbursements.
To apply filter, click on the radio button and wait for the page to reload

New reimbursement

1. Reimbursements of expenditure from Projects Partners:
New recoveries from projects are added automatically when data are
received from the accounting system.
2.Reimbursements of expenditure from Programme Authorities:
1. To add a new reimbursement of expenditure click button
[Register new].
2. New reimbursement form will be opened (see Figure 76: Edit
reimbursement).
3. Enter appropriate values in the fields.
4. Click [Save] button to save the reimbursement in the database.
5. Click [Back] to return to the previous page.

Edit reimbursement

1.To edit a reimbursement, click [Edit] button next to the respective
reimbursement.

2. Edit reimbursement form will be opened (see Figure 76: Edit
reimbursement).

3. Enter appropriate values in the fields.

4. Click [Save] button to save the changes.

5. Click [Back] to return to the previous page.

Delete reimbursement

Only reimbursements of expenditure from Programme Authorities can be
deleted.

83 (110)




Database handbook Affecto

1.To delete a reimbursement, click [Delete] button next to the respective
reimbursement.

2.Click [OK] to confirm the deleting.

3. Reimbursement will be deleted.

Export reimbursements Both tables of reimbursements can be exported to Excel workbook.
To export the data, click [Export] button.

An Excel file will be generated.

Save the file or open it with appropriate application.

The Excel workbook has two worksheets in it each containing one
table of reimbursements.

el NS S

Mame of the Programme Authority

Type of irregularity Error w
Accepted decisions regarding reimbursements

Flanned recovery amount

Planned date of recovery _

Recovered amount

Date of recavery _

Information on reimbursements of expenditure

Figure 76: Edit reimbursement
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Annex | - Working with the Statistics section®

I.1. How to create a new statistic (MS Excel table)

7§ MaindMenu - Microsoft Inkernct Explorer

[5e e wow Fawhes Tok b ) u
|Gk » 0 - QR @ Qsewrch GlFstes Grends F B & 1 H
Address [8) reeps: 192 168,70 HimerreciMenisnu, sz ] Pso |tnis>
o I T ¢ I c
bl Cm— 1 -~ I— i

Narme: peeir 2| : | gt |

lsoficel I hWord T : || | (2030 |

Include remote DBs r

~ Tables:

)0 T A
[ Bset] | AB D Bd w2

(1) Choose “New” in the dropdown list “Available statistics”. (If you want to alter/update an
existing statistic, choose the name of the respective statistic.)

(2) Please fill in the name of the new statistic in the text box “Name”. If an already existing name is
chosen for a new statistic, a number in brackets is appended in order to make the name unique. It
is not possible to have the same name for more than one statistic.

(3) Check box “Is official”: If this box is checked off, the chosen statistic is displayed in the section
“Programme / Statistics”.

(4) Check box “In Word”: Statistics can be generated either in MS Excel or in MS Word. The
default is MS Excel. For MS Word this box has to be checked off.

(5) Button “Add Table”: A statistic consists of tables. To create a new statistics, please click the
button. The first table is numbered “Table No. 07, the second “Table No. 1’ and so on.

(6) Dropdown list “X-Offset”: The number of empty columns, which are inserted left to the table.

(7) Dropdown list “Y-Offset”: The number of empty rows, which are inserted on top of the table.

(8) Dropdown list “H-Offset”: The number of empty rows between the heading of the table and the

table itself. If “none” is chosen no heading will be shown.

! Based on Interreg I1lc Database Handbook version 2.2
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A table consists of a number of attributes (see picture above):

(9) Check boxes “Relative”: If this box is checked off, the table is inserted in the top left corner of
the Excel sheet / Word table or, in case of more than one table, below the down right-hand corner
of the preceding table. If this box is not checked off, you have to define the X-Offset and the Y-
Offset manually.

(10) Button “Delete”: Permanently deletes this table from the statistic.

(11) Button: “Up”: Shifts the table one position up. The tables are numbered ascending from top of
the page to the bottom. Example: If you have three tables and you shift “Table No. 2” one
position up it becomes “Table No. 3”.

(12) Button “Down”: Shifts the table one position down.

Example: If we take the example above and shift “Table No. 2 one position down it becomes
“Table No. 1.

(13) Check box “Not Exists™: If checked off, the “Existsclause” that exists for this table is interpreted
as “does not exist” (see also: “Existsclause”).

(14) Check box “In table”: If a statistic is generated in MS Word format, there are two different ways
to insert the table in the MS Word file:

a. in a MS Word table (“In table” is checked off)
b. in a list (“In table” is not checked off) Please see separate chapter under point 5.
Blocks:

A table consists of blocks. The blocks in one table are located one beside the other. The first block is
numbered “Block No. 07, the second “Block No. 1” and so on. Initially a table consists of only one
block. Further blocks have to be added in case different “Clauses” or “Existsclauses” have to be
defined for different columns of the table.
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(15) Button “Insert Block™: A new block is inserted before the current block.
(16) Button “Add Block”: A new block is added after the current block.

A block consists of different attributes: a list of “Values”, a list of “Clauses” and a list of
“Existsclauses”.

Values:

(17) Check box “Values™: If this box is checked off, the single values defined are shown in this block.
If not checked off, the values are not visible.

(18) Check box “Subtotals™: If this box is checked off, the sub-totals are shown in this block. If not
checked off, the sub-totals are not visible.

(19) Check box “Totals”: If this box is checked off, the totals are shown in this block. If not checked
off, the sub-totals are not visible.

(20) Button “Delete”: Permanently deletes the whole block.

(21) Button “Up”: Shifts the block one position up. This means “Block No. 1”” would become “Block
No. 2”.

(22) Button “Down”: Shifts the block one position down. This means “Block No. 1” would become
“Block No. 0”.

(23) Button “Add Value”: Initially a table/block does not contain any values. To add a value, please
click the button “Add value”. The first value is numbered “Value No. 0”.

(24) Button “Insert Value”: Inserts a new value between already existing values.

A value consists of different attributes:
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(25) Dropdown list “Column’: This is the number of the column in the MS Excel table in which this
value will be shown. If the column is changed and another value is set to use the same column,
these two columns are exchanged automatically.

If a value is inserted (button “Insert Value”), all following values will automatically be shifted
one column to the right.
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(26) Label “Order”: The number shown here defines how the rows are sorted in the MS Excel table,
by which column/value.

Example: Value No. 0 (e.g. index) has Order 0; Value No. 1 (e.g. acronym) has Order 1 and
Value No. 2 (e.qg. title) has Order 2.

The generated table would be sorted first by Value No. 0 (index), then by Value No. 1 (acronym)
and then by Value No. 2 (title).

(27) Button “Order Up”: Shifts the order of the value one position up.

Example: If we take the example above and shift the order of Value No. O (index) one position up,
it would have Order 1 afterwards. Value No. 1 (acronym) would have Order 0.

This would mean the generated table would be sorted first by Value No. 1 (acronym), then by
Value No. 0 (index) and then by Value No.2 (title). (28) Button “Order Down”: Shifts the order
of the value one position down.

(28) Button “Order Down”: Shifts the order of the value one position down.

(29) Dropdown lists “Formula from”: These three dropdown lists are relevant for MS Excel tables
only. See chapter 6.

(30) Dropdown list “Category”: The values that are available for generating a statistical overview are
grouped in categories:

Category | Project =1l

Seperatol

Subtotal

Budget Breakdown

(31) Dropdown list “Name”: This is the unique name of the value. For example, “Project” would be
the category, “Acronym” the name. ‘“Project.Acronym” would then be the unique identifier of
this value.

Yalue No. 0 Column |3 -I Order 0

Formula fram [No=] [No[=] [Nol=]
Category | Project ~|Name Acronym >
. Index -
Heading Subhead |\ —
Round
Seperator| Show: Tite
Subtotal Build r Shaw L Genesal check status
Elgibdity Check passed
Add r Count [} ovcivent
Value Approved with conditions
Contracted
Total  Value Date of SC Meeting h2
Add " Count m Concat [~
Delete | (Srderlip | By |

Example: If you choose Category “Project” and Name “Acronym’ for Value No. 0 you would
get a list all acronyms in column 0. If you then add Value No. 1 and choose Category “Project”
and Name “Title” you would get a second column (column 1) with the associated titles. (32) Text
box “Heading”: Here you can define the heading of this column. The heading will be visible in
the generated MS Excel table (in bold).
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(33) Text box “Subhead”: This text box defines a grouped heading, e.g. the “Subhead” could be
“Financial contribution”, and the “Headings” could be “ERDF”, “Norwegian National Funds”...

(34) Text box “Separator”: Needed when sub-totals or totals are built. See (41).

(35) Check box “Distinct only”: If this box is checked off, the value is only shown, if it is different

from the value in the preceding row.

Example: If you want to generate a list of partners involved in approved Projects you might want,
for example, the index to be shown only once per Project and not once per partner. In this case
you check off this box for the value “Project.Index” and then the index will be shown only for the

first partner belonging to this Project.

(36) Check box Subtotal “Build”: If checked off, a sub-total row is inserted in the table every time the

value in this column changes.

Example: If you have a list of Projects (sorted by the Project’s measure) and you would like to
have a sub-total per measures of Project, then you would check off this box for the value

“Project.measure” (see picture below).

Value No. 0 Column [0 =] Order0

Farmula fram [No =] [No=] [Nolx]

Cateqory | Project =|Name  [Measure

Heading |measure of project Subhead

Seperato Show: all

Subtotal Build v Show o Bold
Add ] Count u Concat
Value

Total value Bold
Add o Zount [ Concat

Delete IDlder Upl Iawr |

(37) Check box Subtotal “Show”: If checked off, the sub-total is shown in the sub-total row of this
column. Example: If you would like to have the ERDF committed per measure of Project you
check off the “Subtotal Build” check box for the value “Project.measure” (see example above)
and the “Subtotal Show” check box for the value “Project. ERDF funds” (see example below).

Value No. 0 Column [0 ] Order0
Formula from [No =] [Noz] [No=]
Category | Project ~|Name  |ERDF funds -
Heading [ERDF commited Subheadl
Seperato Show:  [all =]
Subtotal Build u Show ~ Bold v
Add v Count B Concat [
Value I
Total Value I Bold o
Add r Count o Concat [

Delete |Ulde|Up| Liriy |

(38) Check box Subtotal “Bold”: If checked off, the sub-total is shown in bold.

(39) Check box Subtotal “Add”: If checked off, the single values are added. The sub-total is the sum
of the values in this column (e.g. for ERDF funds committed).
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(40) Check box Subtotal “Count”: If checked off, the distinct single values are counted (e.g. for
counting the number of partners per country)

(41) Check box Subtotal “Concat”: If checked off, the single values are concatenated.

Example: If you have the years 2002, 2003, 2004 and you check off this box the sub-total would
be “2002-2003-2004". The “Separator” would in this case be “-*.

(42) Text box Subtotal “Value”: If entered, this value/name is used in the sub-total row in this
column.

Example: If we have a list of Projects that is sorted by measure of Project and we have sub-totals
per measure of Project one could enter “Sub-total” for the value “Project.measure”.

(43) The “Total” attributes have got exactly the same meaning as the “Subtotal” attributes.
Clauses:

A clause is a filter set for one block. It defines which rows are to be shown in this block (e.g. only
Projects from the first round). It is possible to define more than one clause for the same bock. The
single clauses are combined using the “AND”-operator.

Example: If we have one clause “Was PIF” and another clause “first round” the table will contain
Projects that are from PIF AND from the first round only.

If a clause is applicable for other blocks of the same table, it is automatically transferred to the other
blocks also.

Example: If you want to have all first-round Projects in the first column, the partners from Germany
in the second columns and the partners from Norway in the third column, you would need to create a
table with two blocks. The first block consists of column 1 and 2; the second block of column 3. For
the first block you need two clauses. The first defines the round (first round), the second the partner
country (Germany). For the second block you need one clause only. The clause defining the round is
automatically transferred to the second block. You just have to define one clause and that is the one
for the partner country (Norway).

(44) Buttons “Add Clause” and “Insert Clause”: A clause can be inserted at any position.

Clause No. 0 Not i
Insert Criterion I
Criterion No. 0 Delete I
Category | Project ~IName  |index |
Operator |= dCompareI
Not B Ask I

Add Critenon I
Add Clause |

(45)Check box “Not”: If checked off, the clause is inverted before it is combined with the other
clauses.

Example: If clause 1 defines the Project as PIF and clause 2 the round “first round” the table
will contain Projects from PIF AND from the first round only. If we check off “Not” for the
second clause (first round) the table would contain all PIF Projects (clause 1) from all rounds
except from the first round (clause 2).
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Criteria:

Each clause exists of several criteria. The criteria of one single clause are combined using the “OR”-
operator.

(46) Buttons “Insert Criterion” and “Add Criterion”: Criteria can be inserted at any position.
(47) Button “Delete”: Deletes the criterion.
One single criterion consists of the following attributes:

(48) Dropdown list “Category”: The category (see also Value), which is used for filtering the
information given in the rows.

(49) Dropdown list “Name”: The unique name (see also Value), which is used for filtering the
information given in the rows.

(50) Dropdown list “Operator”: The operator, which is used for filtering the information given in the
rows. There are several operators available (see picture below).

Clause No. 0 Not r
Criterion No. 0 Delete |
Category | Project ~INeme  [index |
Operator |- ~|Compare
Not < Ask
>
AddCiteion |$2

=
<

Add Clause | like

The “like "-operator uses “%” as a wildcat, for example “IN%" matches “INOOO5SR”, “IN00I5I”,
“INOIOIN” ... “%abc% matches “wabckl”, “eeeeabc”, “abc”...

(51) Text box “Compare”: The value that is used for filtering the information.

Example: If the table should contain Projects from the first round only, the category would be
“Project”, the name would be “Round”, the operator would be “="" and in the Compare text box
the number “1” would be entered (see picture below).

Criterion No. 0 Delete |
Category | Project ~|Name  |Round =]
Operator |- ~|Compare [1
Not I Ask

Add Zriterion |
(52) Check box “Not”: If checked, the operator is inverted.

(53) Text box “Ask”: If something is entered here, you will be asked to define this filter before each
update of the statistic. The answer to the question is then used as filter.

Example: If you want to produce lists of partners per country, e.g. for France, you create one list
containing all partners and then you add an “Ask” clause (see picture below).
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Existsclause:

lause No. 0

Existsclauses contain exactly the same controls/attributes as clauses. The only difference is, that the
resulting expression returns “true”, if a row exists, which fulfils this expression. This functionality can
be used for example, to filter all Projects, where a partner exists, which comes from “Norway”. The
complete existsexpression for one table can be inverted with the “Not Exists”-attribute of the table.

I.11. Update, download and delete statistics

| S H Rounds/Templates | Coange Reasons |‘.7::':';;j shies

(1) Button “Update”: Updates the statistic that is shown in the dropdown list “Available statistics”.
The date of the last update is shown in the field “Done”.

(2) Button “Download”: Downloads the statistic that is shown in the dropdown list “Available
statistics”.

(3) Button “Delete”: Permanently deletes the statistic that is shown in the dropdown list “Available
statistics”.
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I.111. Use of templates

If you want to use a template for your statistic you first have to create the template (in MS Excel/MS
Word), save it on you computer and then upload it to the database (“Upload template” button). Once
uploaded you can download the template (“Download template” button) and delete the template
(“Delete template” button).

If a template is uploaded the data will be inserted in this file.
I.1V. Export and import of xml files
The generated statistic is a *.xml file which can be exported and imported (see picture above).

(1) Button “Export”: To transfer a statistic from your database to another database click the
“Export” button and save the xml file on your computer.

(2) Button “Import”: Imports an xml file to your database, e.g. if you want to generate/alter an
existing statistic. Before importing you have to select “New” from the dropdown list “Available

Statistics”.
I.V. Generating statistics in MS Word

'sull r Statistos rﬁamdsfr:mums r Change Reasons r Generno staostics
Available Statistics: [95_test_ehmann_030805 | Updete | Donel i Dekte I
Name: [ testehmarn 03085 Dowrlcad | Expatt | ffrog |
Is official [~ InWord: & ST I Upload femplate I g I
Include remote J8s u
Tables:

Inseit Table l
Table No. 0 X-Offset IU vl Relatve & Y-Dffset |'. -I Relatve H-Offset IU -I
Delete | Up | T | Sheet [1=]  NotExss[ InTable [~ Inset [~
setBock | oo |

(1) Check box “In Word”: If checked off the statistic will be generated in MS Word.

(2) Check box “In Table”: If a statistic is generated in MS Word, there are two different ways to
insert the table in the MS Word file:

a. In a Wordtable (“In Table” checked off): In this case the Word template needs to contain a
table with the correct width but only one row. The tables in the Word template are filled one by
one beginning with “Table 0”.

b. In a List (“In Table” not checked off): The Word template needs to contain placeholders
named “<placeholder0>”, “<placeholder1>", ... These are replaced by the table in form of a list
(see also Value-attributes “Heading” and “Subhead”).

1.VI. Working with formulas

Dropdown lists “Formula from”: If you want to use this function you have to upload an Excel
template. In the template you have to enter the formula you want to use. The first dropdown list
defines the column, the second the row and the third the sheet.
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Example: If you have entered a formula in the cell “8D$3" in sheet 3 of your template and you want
to use this formula in your table, you have to select “4” from the first list, “3” from the second and
“6” from the third (see picture below). The formula will be automatically copied from the specified
cell to the statistic table. The result will be calculated for each row.
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Annex 11 — Placeholders which can be used in the templates®

I1.1. Programme

Name
<roundnumberfigure>

~ Meaning
The current application round as figure (1, ... )

Interface
Programme: Rounds/Templates

<roundnumberword> The current application round as text (“first”, ... ) Programme: Rounds/Templates
<roundstartdate> The current application rounds starting date Programme: Rounds/Templates
<roundenddate> The current application rounds ending date Programme: Rounds/Templates

<numberapplications>

The number of applications in the current round

<numberapprovedapplications>

The number of approved application in the current
round

<chairman>

The chairman of the current application round

Programme: Rounds/Templates

<nextroundnumberfigure>

The next application round as figure (1, ... )

<nextroundnumberword>

The next application round as text (“first”, ... )

<nextroundstartdate>

The next application rounds starting date

<nextroundenddate>

The next application rounds ending date

I1.11. Operation/AF (General)

Name
<operationindex>

~ Meaning
The Index as shown in the navigationbar

Interface
Application/Eligibility: Register
application

<operationacronym> The currently selected operations acronym Operation Data: Summary
<operationtitle> The currently selected operations title Operation Data: Summary
<operationtype> The currently selected operations type Operation Data: Summary
<operationtopics> The currently selected operations topics Operation Data: Summary
<operationstartdate> The operations starting date Operation Data: Summary
<operationenddate> The operations ending date Operation Data: Summary
<duration> The operations duration in months Operation Data: Summary

<submissiondateaforiginal>

The original submission date of the AF

Operation Data:
Statement/Signature

<submissiondatelatestaf>

The submission date of the latest submitted AF

Operation Data:
Statement/Signature

<signatorylatestaf>

Signature of the latest AF

Operation Data:
Statement/Signature

<bankholder>

Holder of the operations bank account

Operation Data: Partnership

<bankholderadress>

The holders address

Monitoring/Payments: Payment

<bankholdertown>

The holders town

Monitoring/Payments: Payment

<bankname> Name of the operations bank account Operation Data: Partnership
Monitoring/Payments: Payment
<bankaccount> The operations bank account Operation Data: Partnership

Monitoring/Payments: Payment

<banknationalcode>

The operations bank accounts national code

Operation Data: Partnership
Monitoring/Payments: Payment

<bankadress>

The operations bank accounts address

Operation Data: Partnership
Monitoring/Payments: Payment

<bankpostalcode>

The operations bank accounts postal code

Operation Data: Partnership
Monitoring/Payments: Payment

<banktown>

The operations bank accounts town

Operation Data: Partnership

2 Based on Interreg I1lc Database Handbook version 2.2

95 (110)




Database handbook

Affecto

Monitoring/Payments: Payment

<bankcountry>

The operations bank accounts country (as text)

Operation Data: Partnership
Monitoring/Payments: Payment

<bankswift>

The operations bank accounts swift

Operation Data: Partnership
Monitoring/Payments: Payment

<bankinternalreference>

The operations bank accounts internal reference

Operation Data: Partnership
Monitoring/Payments: Payment

I1.111. Operation/AF (Budget/Finances)

Name
<operationbudget>

~ Meaning

The operations planned budget

Interface
Operation Data: Summary

<operationfund>

The operations planned ERDF and norwegian
national funding

Operation Data: Summary

<norwegianfund>

The operations planned norwegian national
funding

Operation Data: Summary

<norwegianadded>

Text: and ... EUR Norwegian national funding

Operation Data: Summary

<norwegianaddedtext>

Text: and from the Kingdom of Norway

Operation Data: Summary

<erdffund>

The operations planned ERDF funding

Operation Data: Summary

<outermostcofinancing>

The rate of cofinancing for outermost regions
(75 or 85)

Operation Data

<cofinancingrate>

The planned average cofinancing rate (ERDF
and norwegian)in format xx

Operation Data: Summary

< cofinancingratefourdigits >

The planned average cofinancing rate (ERDF
and norwegian)in format xXx.xx

Operation Data: Summary

I1.1V. Operationcontacts

Name
<Ipinstitution>

~ Meaning

The LPs institution (original)

Interface
Operation Data: Partnership

<Ipcontactperson>

The LPs contact person

Operation Data: Partnership

<lpaddress>

The LPs address

Operation Data: Partnership

<lIppostalcode>

The LPs postal code

Operation Data: Partnership

<lIptown>

The LPs town

Operation Data: Partnership

<Iplegalstatus>

The LPs legal status

Operation Data: Partnership

<lpcountryname>

The LPs country (as text)

Operation Data: Partnership

<lIpcountrycode>

The LPs country (as two letter code)

Operation Data: Partnership

<lpemail> The LPs email-address Operation Data: Partnership
<lpphone> The LPs phone number Operation Data: Partnership
<lpmobile> The LPs mobile phone number Operation Data: Partnership
<Ipfax> The LPs fax number Operation Data: Partnership

<coinstitution>

The operation coordinators institution

Operation Data: Management
Monitoring/Payments: Operation
status

<cocontactperson> The operation coordinators contact person Operation Data: Management
Monitoring/Payments: Operation
status

<coaddress> The operation coordinators address Operation Data: Management

Monitoring/Payments: Operation
status

<copostalcode>

The operation coordinators postal code

Operation Data: Management
Monitoring/Payments: Operation
status

<cotown>

The operation coordinators town

Operation Data: Management
Monitoring/Payments: Operation
status

<colegalstatus>

The operation coordinators legal status

Operation Data: Management
Monitoring/Payments: Operation
status

<cocountryname> The operation coordinators country (as text) Operation Data: Management
Monitoring/Payments: Operation
status

<cocountrycode> The operation coordinators country (as two letter | Operation Data: Management
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code)

Monitoring/Payments: Operation
status

<coemail> The operation coordinators emailaddress Operation Data: Management
Monitoring/Payments: Operation
status
<cophone> The operation coordinators phone number Operation Data: Management
Monitoring/Payments: Operation
status
<comobile> The operation coordinators mobile phone Operation Data: Management
number Monitoring/Payments: Operation
status
<cofax> The operation coordinators fax number Operation Data: Management

Monitoring/Payments: Operation
status

<fininstitution>

The financial managers institution

Operation Data: Management
Monitoring/Payments: Operation
status

<fincontactperson>

The financial managers contact person

Operation Data: Management
Monitoring/Payments: Operation
status

<finaddress>

The financial managers address

Operation Data: Management
Monitoring/Payments: Operation
status

<finpostalcode>

The financial managers postal code

Operation Data: Management
Monitoring/Payments: Operation
status

<fintown>

The financial managers town

Operation Data: Management
Monitoring/Payments: Operation
status

<finlegalstatus>

The financial managers legal status

Operation Data: Management
Monitoring/Payments: Operation
status

<fincountryname>

The financial managers country (as text)

Operation Data: Management
Monitoring/Payments: Operation
status

<fincountrycode>

The financial managers country (as two letter
code)

Operation Data: Management
Monitoring/Payments: Operation
status

<finemail>

The financial managers emailaddress

Operation Data: Management
Monitoring/Payments: Operation
status

<finphone>

The financial managers phone number

Operation Data: Management
Monitoring/Payments: Operation
status

<finmobile>

The financial managers mobile phone number

Operation Data: Management
Monitoring/Payments: Operation
status

<finfax>

The financial managers fax number

Operation Data: Management
Monitoring/Payments: Operation
status

<operationinstitution>

The operation coordinators if exists, else the LPs
institution

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationcontactperson>

The operation coordinators if exists, else the LPs
contact person

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationaddress>

The operation coordinators if exists, else the LPs
address

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationpostalcode>

The operation coordinators if exists, else the LPs

Operation Data: Management,
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postal code

Partnership
Monitoring/Payments: Operation
status

<operationtown>

The operation coordinators if exists, else the LPs

town

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationlegalstatus>

The operation coordinators if exists, else the LPs

legal status

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationcountryname>

The operation coordinators if exists, else the LPs

country (as text)

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationcountrycode>

The operation coordinators if exists, else the LPs

country (as two letter code)

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationemail>

The operation coordinators if exists, else the LPs

email-address

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationphone>

The operation coordinators if exists, else the LPs

phone number

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationmobile>

The operation coordinators if exists, else the LPs

mobile phone number

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<operationfax>

The operation coordinators if exists, else the LPs

fax number

Operation Data: Management,
Partnership
Monitoring/Payments: Operation
status

<firstinstitution>

The contact 1 (MP-Section) institution

Monitoring/Payments: Operation
status

<firstcontactperson>

The contact 1 (MP-Section) contact person

Monitoring/Payments: Operation
status

<firstaddress>

The contact 1 (MP-Section) address

Monitoring/Payments: Operation
status

<firstpostalcode>

The contact 1 (MP-Section) postal code

Monitoring/Payments: Operation
status

<firsttown>

The contact 1 (MP-Section) town

Monitoring/Payments: Operation
status

<firstlegalstatus>

The contact 1 (MP-Section) legal status

Monitoring/Payments: Operation
status

<firstcountryname>

The contact 1 (MP-Section) country (as text)

Monitoring/Payments: Operation
status

<firstcountrycode>

The contact 1 (MP-Section) country (as two
letter code)

Monitoring/Payments: Operation
status

<firstemail>

The contact 1 (MP-Section) emailaddress

Monitoring/Payments: Operation
status

<firstphone>

The contact 1 (MP-Section) phone number

Monitoring/Payments: Operation
status

<firstmobile>

The contact 1 (MP-Section) mobile phone
number

Monitoring/Payments: Operation
status

<firstfax>

The contact 1 (MP-Section) fax number

Monitoring/Payments: Operation
status

<secondinstitution>

The contact 2 (MP-Section) institution

Monitoring/Payments: Operation
status

<secondcontactperson>

The contact 2 (MP-Section) contact person

Monitoring/Payments: Operation
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status

Monitoring/Payments:

Operation

<secondaddress> The contact 2 (MP-Section) address status

<secondpostalcode> The contact 2 (MP-Section) postal code Monitoring/Payments: Operation
status

<secondtown> The contact 2 (MP-Section) town zlacizlstormg/Payments: Operation

<secondlegalstatus> The contact 2 (MP-Section) legal status Monitoring/Payments: Operation
status

<secondcountryname> The contact 2 (MP-Section) country (as text) Monitoring/Payments: Operation
status

<secondcountrycode> The contact 2 (MP-Section) country (as two Monitoring/Payments: Operation
letter code) status

<secondemail> The contact 2 (MP-Section) emailaddress Monitoring/Payments: Operation
status

<secondphone> The contact 2 (MP-Section) phone number Monitoring/Payments: Operation
status

<secondmobile> The contact 2 (MP-Section) mobile phone Monitoring/Payments: Operation
number status

<secondfax> The contact 2 (MP-Section) fax number Monitoring/Payments: Operation

status

11.V. Eligibility check and Assessment
(NI Meaning

<receivabilitychecknotyes>

List of failed receivability criteria

Interface
Register/Eligibility:
Receivability Check

<receivabilitychecknotyescomments>

JTS comments

List of failed receivability criteria with the

Register/Eligibility:
Receivability Check

<receivabilitydeadline>

Deadline for the correction of failed
receivability criteria

Register/Eligibility:
Receivability Check

<failedeligibilitylist>

List of failed eligibility criteria

Check

Register/Eligibility: Eligibility

<failedeligibilitylistwithcomments>

List of failed eligibility criteria with the
JTS comments

Register/Eligibility: Eligibility

Check

<clarificationlistcontracting>

Requests for clarification

Assessment/Contract:

Clarifications

<clarificationcontractingdeadline>

Deadline for the answer on requests for
clarification

Assessment/Contract:

Clarifications

<contractdate>

The date of contracting

Contracting

Assessment/Contract:
<approvalcomments> Comments on the approval Clarifications
<approvalconditions> Conditions for funding Asst_es_sment/ Contract: SC

Decision
<rejectionreason> Reasons for not supporting the application | Assessment/Contract: SC

Decision
<approvedoperationbudget> The approved I11A budget ézsétiezi’s::]ent/COntract. sC
<approvedoperationfund> The approved funding (ERDF) Assessment/Contract: SC

Decision
<approvederdffund> The approved ERDF funding Assessment/Contract: SC

Decision
<approvednorwegianfund> The approved norwegain national funding | Assessment/Contract: SC

Decision
<approvednorwegianadded> Text: and ... EUR Norwegian national Assessment/Contract: SC

funding Decision
<approvedcofinancingrate> The approved cofinancing rate (ERDF and | Assessment/Contract: SC
norwegian) in format xx Decision
<approvedcofinancingratefourdigits> | The approved cofinancing rate (ERDF and | Assessment/Contract: SC
norwegian) in format Xx.xx Decision
Assessment/Contract:

<contractplace>

The place of contracting

Assessment/Contract:
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Contracting

. . Assessment/Contract:
< > .
contractsigners Signers of contract Contracting
<scmeetingdate> Date of SC Decision Assessment/Contract: SC

Decision Programme:
Rounds/Templates

<scmeetingplace>

Place of SC meeting

Assessment/Contract:
Decision Programme:
Rounds/Templates

SC

<lastoperationstartdate>

Latest date the operation may start: 3
months after SC meeting

11.VI. Planned reporting

Name | Meaning ' Interface
<preparationcosts> The planned preparation costs Assessm_ent/Contract:
Contracting
<reportingperiodcosts1> The planned costs for reportingperiod 1 Assessment/Contract:
Contracting
<reportingperiodcosts2> The planned costs for reportingperiod 2 Assessment/Contract:
Contracting
<reportingperiodcosts3> The planned costs for reportingperiod 3 Assessment/Contract:
Contracting
<reportingperiodcosts4> The planned costs for reportingperiod 4 Assessment/Contract:
Contracting
<reportingperiodcosts5> The planned costs for reportingperiod 5 Assessment/Contract:
Contracting
<reportingperiodcosts6> The planned costs for reportingperiod 6 Assessment/Contract:
Contracting
<reportingperiodcosts7> The planned costs for reportingperiod 7 Assessment/Contract:
Contracting
<reportingperiodcosts8> The planned costs for reportingperiod 8 Assessment/Contract:
Contracting
<reportingperiodcosts9> The planned costs for reportingperiod 9 Assessment/Contract:
Contracting
<reportingperiodcosts10> The planned costs for reportingperiod 10 Assessment/Contract:
Contracting
<sumreportingperiodcosts> The sum of costs of all reportingperiods Assessment/Contract:
Contracting
<preparationcostspayment> The planned preparationcost payment Assessmfent/ Contract:
Contracting
<reportingperiodpayment1> The planned payment for reportingperiod 1 | Assessment/Contract:
Contracting
<reportingperiodpayment2> The planned payment for reportingperiod 2 | Assessment/Contract:
Contracting
<reportingperiodpayment3> The planned payment for reportingperiod 3 | Assessment/Contract:
Contracting
<reportingperiodpayment4> The planned payment for reportingperiod 4 | Assessment/Contract:
Contracting
<reportingperiodpayment5> The planned payment for reportingperiod 5 | Assessment/Contract:
Contracting
<reportingperiodpayment6> The planned payment for reportingperiod 6 | Assessment/Contract:
Contracting
<reportingperiodpayment7> The planned payment for reportingperiod 7 | Assessment/Contract:
Contracting
<reportingperiodpayment8> The planned payment for reportingperiod 8 | Assessment/Contract:
Contracting
<reportingperiodpayment9> The planned payment for reportingperiod 9 | Assessment/Contract:
Contracting
<reportingperiodpayment10> The planned payment for reportingperiod Assessment/Contract:
10 Contracting
<sumreportingperiodpayments > The sum of payments of all Assessment/Contract:

reportingperiods

Contracting
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<reportingperiodyearl>

The year, reportingperiod 1 starts in

Assessment/Contract:

Contracting

<reportingperiodyear2>

The year, reportingperiod 2 starts in

Assessment/Contract:

Contracting

<reportingperiodyear3>

The year, reportingperiod 3 starts in

Assessment/Contract:

Contracting

<reportingperiodyear4>

The year, reportingperiod 4 starts in

Assessment/Contract:

Contracting

<reportingperiodyear5>

The year, reportingperiod 5 starts in

Assessment/Contract:

Contracting

<reportingperiodyear6>

The year, reportingperiod 6 starts in

Assessment/Contract:

Contracting

<reportingperiodyear7>

The year, reportingperiod 7 starts in

Assessment/Contract:

Contracting

<reportingperiodyear8>

The year, reportingperiod 8 starts in

Assessment/Contract:

Contracting

<reportingperiodyear9>

The year, reportingperiod 9 starts in

Assessment/Contract:

Contracting

<reportingperiodyear10>

The year, reportingperiod 10 starts in

Assessment/Contract:

Contracting

<preparationreportingperiod>

MMM yyyy — MMM yyy of preparation
reportingperiod

Assessment/Contract:

Contracting

<reportingperiod1>

MMM yyyy — MMM yyy of
reportingperiod 1

Assessment/Contract:

Contracting

<reportingperiod2>

MMM yyyy — MMM yyy of
reportingperiod 2

Assessment/Contract:

Contracting

<reportingperiod3>

MMM yyyy — MMM yyy of
reportingperiod 3

Assessment/Contract:

Contracting

<reportingperiod4>

MMM yyyy — MMM yyy of
reportingperiod 4

Assessment/Contract:

Contracting

<reportingperiod5>

MMM yyyy — MMM yyy of
reportingperiod 5

Assessment/Contract:

Contracting

<reportingperiod6>

MMM yyyy — MMM yyy of
reportingperiod 6

Assessment/Contract:

Contracting

<reportingperiod7>

MMM yyyy — MMM yyy of
reportingperiod 7

Assessment/Contract:

Contracting

<reportingperiod8>

MMM yyyy — MMM yyy of
reportingperiod 8

Assessment/Contract:

Contracting

<reportingperiod9>

MMM yyyy — MMM yyy of
reportingperiod 9

Assessment/Contract:

Contracting

<reportingperiod10>

MMM yyyy — MMM yyy of
reportingperiod 10

Assessment/Contract:

Contracting

<preparationreportdate>

The planned due date for PCR

Assessment/Contract:

Contracting

<reportdatel> The planned due date for report 1 Assessment/Contract:
Contracting
<reportdate2> The planned due date for report 2 Assessment/Contract:
Contracting
<reportdate3> The planned due date for report 3 Assessment/Contract:
Contracting
<reportdate4> The planned due date for report 4 Assessment/Contract:
Contracting
<reportdate5> The planned due date for report 5 Assessment/Contract.
Contracting
<reportdate6> The planned due date for report 6 Assessment/Contract.
Contracting
<reportdate7> The planned due date for report 7 Assessment/Contract:
Contracting
<reportdate8> The planned due date for report 8 Assessment/Contract:
Contracting
<reportdate9> The planned due date for report 9 Assessment/Contract:

Contracting
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<reportdate10>

The planned due date for report 10

Assessment/Contract:
Contracting

I11.VII. Monitoring (Reporting)

Name Meaning \ Interface

<reportnumber> Number of the currently selected report Monitoring/Payments
<layer> Layer of the currently selected report Monitoring/Payments
<reporttype> Type of the currently selected report Monitoring/Payments

(“Preparation... ”)

<progressreportdeadline>

Due date of the currently selected report

Monitoring/Payments:
Reporting status

<clarificationlistmonitoring>

List of requests for clarification (only not
yet solved requests)

Monitoring/Payments:
Reporting status

<clarificationlistmonitoringwithsolved>

List of requests for clarification (all)

Monitoring/Payments:
Reporting status

<eligibleexpenditures>

The eligible expenditures of the currently
selected report

Monitoring/Payments:
Expenditures

<totalexpenditures>

The eligible expenditures of the currently
selected report

Monitoring/Payments:
Expenditures

<eligibleexpendituresa>

Eligible expenditures, financed by
objective 1 area partners

Monitoring/Payments:
Finances

<eligibleexpendituresh>

Eligible expenditures, financed by non
objective 1 area partners

Monitoring/Payments:
Finances

<eligibleexpendituresc>

Eligible expenditures, financed by ultra
peripheral area partners

Monitoring/Payments:
Finances

<eligibleexpendituresd>

Eligible expenditures, financed by
norwegian partners

Monitoring/Payments:
Finances

<eligibleexpendituresabc>

<eligibleexpendituresa> +
<eligibleexpendituresb> +
<eligibleexpendituresc>

Monitoring/Payments:
Finances

<previousexpendituresa>

Eligible expenditures, financed by
objective 1 area partners of previous
reports

Monitoring/Payments:
Finances

<previousexpendituresb>

Eligible expenditures, financed by non
objective 1 area partners of previous
reports

Monitoring/Payments:
Finances

<previousexpendituresc>

Eligible expenditures, financed by ultra
peripheral area partners of previous
reports

Monitoring/Payments:
Finances

<previousexpendituresd>

Eligible expenditures, financed by
norwegian partners of previous reports

Monitoring/Payments:
Finances

<paymentrequest>

The resulting ERDF payment request

Monitoring/Payments:
Payment

<eligiblerequesta>

The resulting objective 1 area payment
request

Monitoring/Payments:
Payment

<eligiblerequestb>

The resulting non objective 1 area
payment request

Monitoring/Payments:
Payment

<eligiblerequestc>

The resulting ultra peripheral area
payment request

Monitoring/Payments:
Payment

<eligiblerequestd>

The resulting norwegian national
payment request

Monitoring/Payments:
Payment

<eligiblerequestabc>

<eligiblerequesta> + <eligiblerequestb> +
<eligiblerequestc>

Monitoring/Payments:
Payment

<previousrequesta>

objective 1 area requests of previous
reports

Monitoring/Payments:
Finances

<previousrequestb>

non objective 1 area requests of previous
reports

Monitoring/Payments:
Finances

<previousrequestc>

ultra peripheral area requests of previous
reports

Monitoring/Payments:
Finances

<previousrequestd>

norwegian national requests of previous
reports

Monitoring/Payments:
Finances

<preparationpaymentrequest>

The payment request of PCR

Monitoring/Payments:
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Payment

<payedamount> The paid amount of currently selected Monitoring/Payments:
report Payment

<payedamountabc> The paid ERDF amount of currently Monitoring/Payments:

selected report

Payment

<bookingdate>

The bookingdate of the currently selected
report

Monitoring/Payments:

Payment

<clarificationprogressreportdeadline>

Deadline for the answer on requests for
clarification

Monitoring/Payments:

Reporting status

<commentsindicators> Comments on the indicators of currently Monitoring/Payments: AR
selected report Indicators
<commentssummary> Comments on the activities summary of Monitoring/Payments: AR
currently selected report General
<commentsprogress> Comments on the activities progress of Monitoring/Payments: AR
currently selected report General
<commentsstatusapplication> Comments on the status of 3rd country Monitoring/Payments: AR
applications of currently selected report General
<commentspublicity> Comments on the publicity activities of Monitoring/Payments: AR
currently selected report General
<commentsinvolvementpartners> Comments on the involvement of partners | Monitoring/Payments: AR
of currently selected report General
<commentsproblems> Comments on the encountered problems Monitoring/Payments: AR
of currently selected report General
<commentscoordinator> Comments on changes of coordinators Monitoring/Payments: Cover
contactdetails of currently selected report | sheet
<commentsfinancialmanager> Comments on changes of financial Monitoring/Payments: Cover
managers contactdetails of currently sheet
selected report
<commentsauditor> Comments on changes of auditors Monitoring/Payments: Cover
contactdetails of currently selected report | sheet
<commentssteeringgroup> Comments on changes of steering group Monitoring/Payments: Cover
of currently selected report sheet
<commentsexpenditurescpl> Comments on expenditures of CP 1 Monitoring/Payments: AR
Components
<commentsexpenditurescp2> Comments on expenditures of CP 2 Monitoring/Payments: AR
Components
<commentsexpenditurescp3> Comments on expenditures of CP 3 Monitoring/Payments: AR
Components
<commentsexpenditurescp4> Comments on expenditures of CP 4 Monitoring/Payments: AR
Components
<commentsexpenditurescp5> Comments on expenditures of CP 5 Monitoring/Payments: AR
Components
<commentscpl> Comments on CP 1 of currently selected Monitoring/Payments: AR
report Components
<commentscp2> Comments on CP 2 of currently selected Monitoring/Payments: AR
report Components
<commentscp3> Comments on CP 3 of currently selected Monitoring/Payments: AR
report Components
<commentscp4> Comments on CP 4 of currently selected Monitoring/Payments: AR
report Components
<commentscp5> Comments on CP 5 of currently selected Monitoring/Payments: AR

report

Components

<commentsexpenditures>

Comments on Expenditures of currently
selected report

Monitoring/Payments:

Expenditures

<commentsfinances>

Comments on Finances of currently
selected report

Monitoring/Payments:

Finances

<commentsreportstatus>

Comments on status of currently selected
report

Monitoring/Payments:

Reporting status

<jscomments>

List of JS Comments on Operation status

Monitoring/Payments:

Operation status
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I1.VIIIl. Monitoring (Changerequests)

Name Meaning \ Interface
<changerequestnumber> Currently selected changerequests Monitoring/Payments: Change
number Requests
<changerequestlayer> Currently selected changerequests layer Monitoring/Payments: Change
Requests
<changerequesttitle> Currently selected changerequests title Monitoring/Payments: Change
Requests
<changerequesttopic> Currently selected changerequests topic Monitoring/Payments: Change
Requests
<changerequest> Currently selected changerequests Monitoring/Payments: Change
reguesttext Requests
<changerequestreason> Currently selected changerequests Monitoring/Payments: Change
reason/justification Requests
<changerequestjtscomments> JTS Comments on currently selected Monitoring/Payments: Change
changerequest Requests
<changerequestcomments> Comments/Conditions for currently Monitoring/Payments: Change
selected changerequest Requests
<changerequestclarifications> List of requests for clarification of Monitoring/Payments: Change
currently selected changerequest Requests
<changerequestclarificationsdeadline> | Deadline for answer on requests for Monitoring/Payments: Change
clarification of currently selected Requests
changerequest
<changerequestdecision> Decision on the approval of currently Monitoring/Payments: Change
selected changerequest Requests
<changerequestdecisiondate> Date of decision Monitoring/Payments: Change
Requests
<changerequestvalidfromreport> The reportnumber, the changerequest Monitoring/Payments: Change
(uploaded AF) is valid from Requests
<changerequestvalidfromdate> The date, the changerequest (uploaded Monitoring/Payments: Change

AF) is valid from Requests
11.1X. Monitoring (sending of emails)
Name Meaning ' Interface
<irname> The DB users name Programme: Staff
Administration: Users
<irinitials> The DB users initials Programme: Staff

Administration: Users

<iraddress>

The DB users address

Programme: Staff
Administration: Users

<irpostalcode>

The DB users postal code

Programme: Staff
Administration: Users

<irtown>

The DB users town

Programme: Staff
Administration: Users

<ircountry>

The DB users country

Programme: Staff
Administration: Users

<iremail> The DB users email address Programme: Staff
Administration: Users

. Programme: Staff
<irphone> The DB users phone number Administration: Users

<irmobile> The DB users mobile phone number Programme: Staff
Administration: Users

<irfax> The DB users fax number Programme: Staff

Administration: Users

<letterdate>

The date, entered in interface, usually
current date

<letterplace>

The place, entered in interface, usually
HRO
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‘ <currentdate>

‘ The current date

11.X. Communication (download printable)

Name
<communicationkind>

Meaning
Kind of communication
(“Letter”,”Email”... )

' Interface

Communication: New,
Search(view/update)

<communicationsubject>

Subject of communication

Communication: New,
Search(view/update)

<communicationdate>

Date of communication

Communication: New,
Search(view/update)

<communicationfrom>

Sender of communication

Communication: New,
Search(view/update)

<communicationto>

Recepient of communication

Communication: New,
Search(view/update)

<communicationparticipants>

Participants of communication

Communication: New,
Search(view/update)

<communicationplace>

Place of communication

Communication: New,
Search(view/update)

<communicationtext>

Text of communication

Communication: New,
Search(view/update)

<communicationattachments>

List of attachments to the communication

Communication: New,
Search(view/update)
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Annex Il —Frequently asked questions

How to download and upload the Programme’s documents?

All DB users may download Programme’s documents. Document uploading is available for all users
except JMSC role. Do upload or download Programme’s documents follow procedure described in
section 10.2 Documents.

How to work with statistics?

All DB users may view generated statistics (see 10.3 Statistics). To modify or update statistics, user
has to have Admin or JTS role (see 10.6 Generate Statistics).

How to change calls and templates?

Calls & Templates may be changed by everyone except JIMSC users. See section 10.4 Calls &
Templates for more details.

How to register/edit change reasons?

Calls & Templates may be changed by everyone except JIMSC users. See section 10.5 Predefined
change reasons for more details.

How to upload and consolidate JTS, MA reports and annual TA budget?

All users except administrator may view uploaded reports and TA budget. JTS users may upload JTS
reports,MA and CA users have full access to the page. To upload and consolidate reports, see section
11.1 TA budget.

How to upload the annual implementation report?

Annual implementation report may be uploaded in page Certifying Authority - Reports. All users
except IMSC have write permissions in this page. See 11.4.1Annual implementation report for more
details.

How to select irregularities?

To select irregularities, follow procedure described in 14.2 Irregularities. Only users following roles
may access this page: MA, CA, JTS, AA.

How to register/edit an irregularity?

New irregularity may be registered by any user excel Admin and JMSC roles. Irregularities may be
edited by MA, CA, and JTS users. See section 14.2 Irregularities for more details.

How to register/edit a new reimbursement of expenditure?

New reimbursements of expenditure may be registered and edited only by CA users. See section 14.3
Reimbursements for more details
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Annex Il —Installing security certificate

If security certificate of the website is not installed on your computer, you might receive the following
warning when connecting to database (if using Internet Explorer 7):

{= Certificate Error: Navigation Blocked - Windows Internet Explorer

& ) v | Bl hips:ii195.13.226.165] v [+ % o[-
58 =
L oAl (& Certificate Error: Navigation Blocked G T e v |sorPage v i Tools -

.a] There is a problem with this website's security certificate.
\_/

The security certificate presented by this website was not issued by a trusted certificate authority.

The secu Mty certncate presented by tnis website was issued for a different website's address.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the

server.

We recommend that you close this webpage and do not continue to this website.

| T s e (s Y s ool
& Click here to dlose this webpage.

@ More information

https://195.13.226.165/ & ntermet #100% -

To install the certificate, click link Continue to this website. Login page will be displayed:

f login - Windows Internet Explorer

o v | https: 195,13, 226,165/ Latlit{S{ucpw1i4Spmixcte453f43c055)) v | % Certificate Error Pl

»
o v |::b Page - iCF Tools ~

The y ificate presented by this

wehsite 5 errors,

Logn

This problem may indicate an atternpt to

Password _ a¢ rintercept any data vou send to
Submit We recammend that yau clase this webpage

Abaut certificate errors

View certificates
Please maximize this werow

Done ¥ &P Inkermet H 100% -~

Click on the warning message Certificate Error next to the address bar, then click link View
certificates. Certificate window will open. Click button [Install Certificate...]:
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Certificate

General | Details | Certification Path

Certificate Information

Authorities store.

This CA Root certificate is not trusted. To enable trust,
install this certificate in the Trusted Root Certification

Issued to: TAGOVDEQOL

Issued by: TAGOWDEOL

¥alid from 2002.06.30. ko 2010.06.30.

Certificate Import Wizard will start. Click button [Next] here:

Certificate Import Wizard

Welcome to the Certificate Import
Wizard

This wizard helps wou copy certificates, certificate trust
lists, and certificate revacation lisks From your disk to a
certificate store,

A certificate, which is issued by a certification autharity, is
a confirmation of wour identity and contains information
used to protect data or to establish secure network
conneckions. A certificate store is the system area where
certificates are kepk,

To continue, click Mext.

&

hext > |[ Cancel

Click button [Next] again here:
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(X

Certificate Import Wizard

Certificate Store
Certificate stores are system areas where certificates are kept.

Windows can aukomatically select a certificate store, or you can specify a location For

@iautomatically select the certificate store based on the bvpe of certificate:

() Place all certificates in the Following stare

< Back “ Text = J[ Cancel

Click button [Finish] here:

X

Certificate Imp

Completing the Certificate Import

‘ Wizard
Wou have successfully completed the Certificate Irmport

wizard,

You have specified the Following settings:

Certificate Store Selected  Automatically determined by t
Conkent Certificate

[ < Back “ Firish J[ Cancel ]

In the Security Warning message click button [Yes] to install the certificate:

Security Warning .

'j ‘fou are about to install a certificate From a certification authority {CA) claiming to represent:
£ TaGovDEO]

Windows cannot validate that the certificate is actually From "TAGOVDEDL", You should confirm its arigin by
contacting "TAGOYDEOL", The Following number will assist wou in this process:

Thumbprint {shal): 463204086 6E222475 Z167E29F ZFZFS034 196A6354
Warning:
If vou install this rook certificate, Windows will aukamatically trust any certificate issued by this Ca, Instaling a

certificate with an unconfirmed thumbprint is a security risk, IF wou click "Yes" vou acknowledge this risk,

Do you want b install this certificate?

Certificate will be imported and success message displayed. Click button [OK]:

109 (110)



Database handbook Affecto

Certificate Import Wizard E'

. | ) The impork was successful,

Click button [OK] again in the Certificate window. Close Internet Explorer and reopen it again. Try to
connect to the database again. Security certificate warning should not appear and you should be taken
to Login page.
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