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LIST OF ABBREVIATIONS

AF - Application form

eMS - (Programme’s) Electronic monitoring system
ENI - European Neighbourhood Instrument

EU - European Union

FLC = CCP - First level control - Control Contact Point
JTS - Joint Technical Secretariat

LoE - list of expenditure

LP - Lead partner

PIM - Project Implementation Manual

PP - Project partner

VAT - Value-added tax

GoA - Group of Activities (Work Package - WP)
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CHAPTER 1 - GENERAL PRINCIPLES OF REPORTING

1.1 Introduction

VERY IMPORTANT!

This Guide includes instructions mainly on how project partners and lead
partners should report using the Reporting Module in the eMS.

For terminology consistency reasons between the terms used in this Guide and
the terms pre-set in the eMS, the following terms shall be equivalent:

- Lead Beneficiary (as called in the Project Implementation Manual - PIM and
Grant contract) = lead partner (LP or PP1) in eMS

- Beneficiary (as called in the PIM and Grant contract) = project partner
(PP1,...PPn) in eMS

- Group of Activities (GoA - as called in the Guidelines for Applicants and PIM)
= Work Packages in eMS

- Control Contact Point (CCP - as called in the Grant contract) = First level
Control (FLC) in eMS.

It is recommended to read all the chapters of this Guide to understand how reporting
works.

When starting to write a report, in addition to this Guide, it is recommended that all partners
have knowledge on and access to the following:

Grant Contract

Project Implementation Manual (PIM)

EMS Account and Password

Instructions and/or Notes to Beneficiaries issued by the Managing Authority

The JTS responsible person for the project;

Phone number of the Joint Technical Secretariat, in case you beneficiaries still have
questions after reading this Guide.

General information

Partner report - is filled in by each project partner. Partner reports include narrative and
financial part (where is the case) and describe the respective partner progress made during
the reporting period.

FLC (First Level Control) report - For report that includes expenditures First Level Control

4
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is the primary entity that should verify those expenditures made by a partner and introduced
in the interim and final reports. Each partner has his one specific FLC, which either is a
public structure designated at the country level (centralized system) or it can be an audit
company contracted by the partner (de-centralized system) that will have the same role and
obligations.

The beneficiary must inform the controller when the financial report was submitted and the
expenditure verification should start.

Project report - is a consolidation (compilation) of all the activities made in a specific period
of time at project level. This report can be filled in only by the Lead Partner, and should
include the information provided by each partner in their Progress, Interim or Final report.

The Lead Partner (LP) is playing two roles in the eMS and in the reporting process:

1. as project partner (it should be the first project partner - PP1)

2. as lead partner that is responsible for the whole project implementation and project
reporting.

The reporting process is also presented in Session 11 on the Interact YouTube
channel accessible here:
https://www.youtube.com/playlist?list=PLvYGVfGv4leEn2QC4ztZAFAWICQztWGYY

You should take into account the specificities of the reporting requirements for
the BSB Programme, as described in this Guide.

1.2 Brief introduction to Partner report

Partner report is the report prepared by each Project Partner (including Lead Partner):
progress, interim, final.

When preparing a partner report, take note that:

o All partners (lead partner and project partners) are compelled to create their own
individual partner reports reflecting their share of activities and expenditure,
according to the AF and submit:
> a 4 months progress report (narrative) - submitted by each PP to the LP, who
consolidates the information, prepares the project progress report and submits
it to the JTS, for the projects contracted under call 2, this progress reports
will be filled in outside eMS;
> an interim and a final report (both with expenditures) - elaborated and submitted
by each project partner to its’ FLC in the eMS, then to LP who consolidates the
information and prepares project interim/final report;

The FLC certificate (required only for Interim and Final reports) is issued for the expenditures
5
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incurred and paid by each partner and verified by his FLC;

For details on how to fill in and submit a partner report, please see Chapter 4 - Partner
Report.

1.3 Brief introduction to Project report
Project report is the report prepared only by the Lead Partner: progress, interim, final.

When preparing a project report, take note that:

e LP prepares the consolidated project report at project level, on the basis of the
information on activities provided by partners in their partner reports (progress,
interim and final).

e LP includes in the interim and final project report FLC certificates attached to each
partner reports, by ticking the relevant eMS boxes. Financial data is automatically
integrated in the project report, while the activities have to be aggregated by the LP
(using the information provided in the partner reports). All sections of the Project
Report will be filled in by the lead partner, consolidating the information presented
by the Partners in the Partner Reports. Section “Highlight of the main achievements”
includes the main achievement from the Section of the Project Reports, in a
cumulative way. The project report is submitted by LP to the JTS.

Partner report (PP2) Partner report (LP as PP1) [ Partner report (PP3) ’
FLC (PP2) FLC (PP1) L FLC (PP3)
FLC CERTIFICATE PP2 FLC CERTIFICATE PP1 [ FLC CERTIFICATE PP3

¥
\ [ Project report (LP only) }/

4
[ Joint Technical Secretariat 1

Figure 1 Reporting process for submitting an interim/final report (partner reports should include expenditures)

For details on how to fill in and submit a project report, please see Chapter 5 - Project Report.
6
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e The project periods reflect the duration of the project and are defined in the
Application Form in the Work Plan (Group of Activities) section, subsection

“Define Periods”.

e Periods are created based on the start and end date of the project (generally
the duration of a reporting period is 4 months).

e The last project period ends at the project end date.

e The reporting deadline represents the date until when the LP must have aggregated
the project report and submit it in the eMS.

e The total period of partner reports covers the same time span as project

report.

Example of how to calculate the reporting periods

A project starting on 1 June 2018 and ending on 31 December 2019 (19 months
duration) would have the following division into reports and reporting deadlines
(in and outside eMS):

Report Reporting

Period type Content Process acedlllie By
the LP to the
JTS

Period 1 Progress | Progress on activities | Elaborated and 30.10.2018
(only for 1t | report for the period: submitted by each PP | (max 30 days
call 01.06.2018 - to the LP. from period
beneficiarie 30.09.2018 LP consolidates the end)
s) information,
01.06.2018 - elaborates the Project
30.09.2018 Progress report and
Period 2 Progress | Progress on activities | submits it to the JTS 28.02.2019
(only for 1t | Report for the period: (max 30 days
call 01.10.2018 - from period
beneficiarie 31.01.2019 end)
s)
01.10.2018 -
31.01.2019
Period 3 Interim Progress on activities | Elaborated by each 30.08.2019
(1%t call Report for the period: PP, submitted to its (max 90 days
beneficiari 01.06.2018 - FLC, then (after from period
es) 31.05.2019 AND obtaining certificate) | end)
Period 1 expenditure (includes | to the LP who
(2" call FLC certificate) for consolidates the
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Reporting
Period :(;pp: h Content Process 2zl 2
the LP to the
JTS
beneficiari the period: information,
es) 01.06.2018 - elaborates the Project
01.02.2019 - 31.05.2019 Interim report and
31.05.2019 submits it to the JTS
(half way
through the
project
implementati
on period or
when 70% of
the advance
payment has
been spent)
Period 4 Progress | Progress on activities | Elaborated and 30.10.2019
(only for 1%t | Report | for the period: submitted by each PP | (max 30 days
call 01.06.2019 - to the LP. from period
beneficiarie 30.09.2019 LP consolidates the end)
s) information,
01.06.2019 - elaborates the Project
30.09.2019 Progress report and
submits it to the JTS
Period 5 Final Progress on activities | Elaborated by each 30.06.2020
(for 1%t call | report for the period: PP, submitted to its (max 6 months
beneficiari 01.06.2019 - FLC, then (after from period
es) 31.12.2019 AND obtaining certificate) | end)
Period 2 expenditure (includes | to the LP who
(for 2" call FLC certificate) for consolidates the
beneficiari the period: information,
es) 01.06.2019 - elaborates the Project
01.10.2019 - 31.12.2019 Final report and
31.12.2019 submits it to the JTS

The description in the chapters below focus on how project partners and lead partners should access
the Reporting Module in eMS, fill in and submit Progress, Interim and Final Reports.
For the projects contracted under call 2, the progress reports will be filled in outside eMS.

General information about these reports are also described in the Project Implementation Manual -
Chapter 6 Reporting and Project Financing (6.1 Progress Report).
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REMEMBER!

All project partners prepare and submit Partner Reports!

Only the Lead Partner prepares and submits a Project Report, based on the
information contained in Partners reports!

Progress reports - include narrative description on progress made in the
implementation. There will be several progress reports (every 4 months).

Interim and Final reports - include both narrative and financial parts. There
will be one interim and one final report for all beneficiaries.
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CHAPTER 2 - SUPPLEMENTARY INFORMATION SECTION

Each project contracted in the system has a Supplementary information section,
separate from the Application Form.

The supplementary information section represents a way of providing additional data
by a Lead beneficiary and should be filled in as soon as a project is contracted in the
system. The section is available in the left menu of the project:
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Figure 3 - Accessing “Supplementary information” section via project view
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Supplementary Information section is not locked in the system and can be modified
by the Lead partner (for him and all partners) and also by all partners for themselves,
at any time. EMS allows JTS to see the changes in a comparing view.

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

O BankInformation » FLC » User Assignment > Qutputs  Partners NUTS Codes and project dimensions - Physical location of the Documents

Partnership Agreement  Additional Information about the project » Praject Procurements

Figure 4 - “Supplementary information” sub-sections

2.1 Project Management

Figure 5 - “Supplementary information” - Project management

The LP shall fill in here the requested information for the project manager, project
financial manager and project communication manager, as requested by the fields
displayed and as applicable.

2.2 Bank Information

Bank Information (Initial)

Figure 6 - “Supplementary information” - Bank Information

11
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The LP shall fill in here details on the Bank of the Lead partner such as name and full
address. Further data involve specific bank connection data including Account
Number, IBAN, SWIFT, Bank Code, Internal Reference and Holder of the account.

The LP shall also upload here the Financial Identification Forms (FIF) for the Euro and
national currency accounts opened for the project.

According to MA Instruction no.16, notify the JTS in case of Change of the EUR bank
account/national currency bank account of the Lead Beneficiary/Beneficiaries.

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

2.3 FLC

Shall be filled in by all partners (including LP), as soon as information is available, but
no later than the submission of the interim report to the JTS.

User Assignment

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

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

Login

Figure 7 - first page of e-MS
After clicking on the “Register” button, you have to fill in your information details:
HiLericy -

demo

»

cpb_

inTeract
Figure 8 - User registration

12
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e The username registered in the system should be like: firstname.lasthame

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

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

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

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

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

Forgot password

In case you are already registered and you don’t remember your password, use the
“Forgot password” option that is available via http://ems-bs.mdrap.ro

Login

v Logn * Regste ? | Forgot Password

Please note this nstance of e MS$ s 3 productive eaviroment

Corang Wit he Registason forr % 00 *» Register bulion
¢ frsiname lasiname
MO 35xess (¢ § Mrsname Lastname@marap.ro)
ystem on e-ma

Actvated usSer has 3 Cetaull role of "A Mo o-MS system and Nis role Can D@ Changed only by e 33 Talors of e System 3CCOIGING Wil M J0D Cescrphion of 1he USEC In Case you are not an Applicant,
ploase contact MA or JS admunistrators in order 10 get a proper role!

Please be very careful of what password you are using 106 Jogi, keep this PISSWOrd Confidential in Orde 10 PrOtECt UnIUThONZEd 8CCess Of your CCount Laking IO CONSISEraton this system is caline!

TO SEE HOW TO USE THE SYSTEM PLEASE CONSULT THE “oM$ screencast™ PUBLISHED BY INTERACT ON YOUTUBE
raDs Sy 2400 COMMRICH PraE_COZIUOPCERAStsPLY YO VIOVEREN20CAI ZAFAWCOIWGY Yaindexs 1

Figure 9 - Forgot password

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

You will see on the screen a message that an email has been sent for resetting your

password and you will receive an email at the address you provided when first
register in eMS.

13
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Email Has Been Sent To Reset Password

Reset Password
Username

Figure 10 - Resetting password

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

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

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

User For Partner Farmers association Trabzon

User For Partner University of Ecology and Agriculture

User For Partner Municipality of Kavala

Figure 11 - Supplementary information - User assignment

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

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

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

14
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In case you as a LP want your project partner(s) to be able to view/read-only the
project reports in e-MS, you should assign the project partner user(s) as a Lead
partner user (section in yellow from picture above) with read-only privileges. In this
way the partner can see in the system all information that a Lead Partner has access
to. Users assigned in this section with read-only privilege will have only read access
without permissions of editing in the project reports or partner reports.

2.4  Physical location of the documents

B Rodio L UAEradio stream - L 41 X @ eMS Supplementary Informatior X ¢ How to Change Your User Name X ° .Tm e
<« C {} & ems-bsmdrap.ro/app/mainlexecution=e2s17 w 6
Project Management Bank Information FLC Stateaid User Assignment Outputs Codes Documents
o N save N .
~ Partnership Agreement Additional Information Procurements
@) Save As Paf File Documents For 6 SMM (Initial) Documents For 2 SEVE (Initial)
Title Tide
Mr - Mr -
Name Last Name Name
E-mail Address Telephone E-mail Address
Name Of The Institution Where Documents Are Stored Name Of The Institution Where Documents Are Stored
Nuts0 ? Street Housenuml ber Nuts0 ? Street Housenumber
TURKIYE (TR) - TURKIYE (TR) -

Postal Code  City Name Of

) Toggle Tree

From All Regior

2) Contacts Ur Nuts2

U
N Help o, Carkam, Sinop (TRE2) - ankr, Sinop (TR82) =
Nu
) Exit
Kastamonu (TRE21) = E
~ Application And Contract Com
L T Y- -
Documents For 1 VFU (Initial) Documents For 3 ERFC (Initial)
8) Logour T Tive
M| - W | -

PIMrev.3 nov2020 |["W ' 201120 Annex5_G...
|

Figure 12 - Supplementary information - sub-section Documents

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

2.5 Project Procurements

This is a section mandatory for all procurements of all partners, including LP!

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

15
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nformation FLC > UserAssignment > Partnership Agreement

Procurements (Initial)

Remaining amount
cenificate

Figure 13 - Supplementary information - Project Procurements

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

- Contract Amount (in Euro) - This amount is only indicative and the exchange
rate will be the exchange rate of the European Commission, from the month in
which the contract is signed

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

- Type of Procurement Procedure Used;

- Date of launching in the National Electronic Procurement System or other
platform/system as foreseen in the national legislation, if available

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

- If applicable, please describe and justify any problems and deviations including
delays from the work plan presented in the Application Form and solution found
(e.g. details on re-launching of a procedure)

In case you get an error message on the top of the page, the procurement is not
saved in the system!

16
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Tt W B Vel 11 WS

E Contract Mame required

Project Management Bank Information FLC User Ass
* Genersl Project Procurements

&l Save Az PAFFile

Procurements (Initial)

B Generated Files
e rerna 1
#) Atrachments Procurement

Figure 14 - Error message in filling in Project Procurements

To avoid getting error messages when saving procurements:

- make sure you use only Latin alphabet since the system does not recognize
characters from other alphabets.

- once you open the first procurement field, fill in at least the Contractor name
and Save the procurement! After this action you can edit further the procurement,
delete it or even open another procurement field. DO NOT open a new
procurement field without having the previous one saved with at least the
Contractor name filled in.

IMPORTANT NOTICE:

In case a Partner needs to delete a Procurement added in the procurement list
from Supplementary Information (by pressing the Remove button):

DO NOT press the SAVE button after pressing the REMOVE button or the system will
alter partner/contract data.

Pressing only the REMOVE button will delete and save correctly the procurement.
We recommend that after pressing the "remove” button to exit the "supplementary
information"” function and enter again to continue working.

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

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

v’ services contract
17
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v' addenda to the contract

v in case of equipment and services procured under a works contract all the
related documents will be attached.

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

Invoices

0-00f0 14 < o |

Date of

Date of ; [P Total value -
project Total paid so (final of the Remaining

report far payment if amount

Date of
Total 3
e declaration

more partnerrepart to flc (first

Total
Link to : <
Date of flc the fic included in

certificate : project
submission) fl certificate e

Total
approved by
4

paid in procurement

instalments)
No records found

€0.00 €0.00 €0.00 €0.00 €2000.00 €2000.00
0-o0ofo LI »> i

D) Export

Figure 15 - List of invoices linked to a procurement

There is a possibility to download all attachments at once.

+) Upload

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

D) Download all (including List of Expenditure attachments)

Figure 16 - Download at once all attachments related to a procurement

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

Recording all the procurements of the project is compulsory!

The Project Procurements section can be filled in at any time during project
implementation.

IMPORTANT NOTICE:

- Beneficiaries are highly encouraged to fill in this Section after every
procurement contract is finalized, in order to reflect the actual status for a
smooth monitoring and also to avoid excessive workload and rush during
interim reporting.

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

18



* * %

Blackyea

CROSS BORDER
* % X cooPERATION 2

* *
* *
* *

Programme funded by
EUROPEAN UNION

CHAPTER 3 - MODIFICATION REQUEST

Lead Partners can access a modification request, opened by JTS/MA, after the
project has been handed over to a lead partner and the LP user has been approved
by the JTS.

Only the LP user as approved by the JTS in the Handover can operate modifications
of the Application Form!

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

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

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

TTITE ST T o

demo

[RO]-LP [BG] - PP2 [BG]- PP3

Select Role

@) Project livingrables
Project
Lp =
7 ) Supplementary Informartion
Fp
Lp
Lo |} UJCL.. r\cp\.ﬂ >

) Exit

Figure 17 - Selection of Lead Beneficiary role for a LP user

Each modification request opened by JTS, after the Lead Partner has sent a
Notification or an Addendum request, by e-mail to the JTS Project Officer will pass
through the following steps:

1. The LP receives a message through eMS mailbox and regular e-mail from JTS
Project Officer that a “Modification request” is opened in order to initiate the
proposed modifications in the Application Form. JTS can open all sections of the
application form for editing or only some. Only selected sections will be editable by
the LP. In some cases, JTS Officer will require clarifications before accepting the
modifications done.
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2. Once the Application Form is opened by the JTS for editing, the LP must access
the version opened for modification in order to operate the relevant sections of the
AF, exactly as indicated in the request. The new AF version that is under modification
can be accessed by clicking on the magnifying glass located in the right side of the
information message that there is an ongoing modification.

el

Project Summary Partner Project Description Workplan Project Budget Project Budget Overview  Attachments

Figure 18 - Operating AF changes during modification request

3. Having operated all the relevant modifications, the LP should press the button
"Check Modification” under the left-side of the AF and then press the "Submit” button
under the same menu item. It is recommended that the LP notifies the responsible
JTS officer that the revised AF was submitted.
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&) Save As Pdf File

Successfully Checked

Project sSummary

@) Check Modification Prt

L) Save As Paf File Partner Contribu
Prc i) Submit Modification I
B Genersted Files Partner Contribution

Prog

A Genersred Files

Figure 19 - Submitting changed AF during modification request

4. JTS checks if the modification is correct and in accordance with the submitted
Notification or Addendum request and will either approve the modification thus
generating a new version of the Application Form or hand it back to the LP if
other/further modifications are needed. In the latter case, the LP should go back to
step 2 and operate the modifications in accordance with the JTS guidance.

User can overview project modifications in several ways, by accessing the
Application Form left side menu ‘Modification Request overview’ or ‘Project
History’.
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Figure 20 - Accessing modification request overview or Project History

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

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

Project History view: The eMS stores all versions of the Application Form in consecutive
order under the menu item ‘Project History’. Whenever a version is generated (i.e.
when a modification request is approved by JTS or JTS requests a modification), a new
line is added to the project history. Different versions of application forms can always
be compared via the comparison function.

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

All partner and project reports stay editable during a modification procedure.

Partner and project reports always stay linked to the application form valid at the time
of report creation! Changes of the application form only affect reports that were
generated after the new AF was approved by the JTS.
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CHAPTER 4 - PARTNER REPORT

Beneficiaries of the 1% call for proposals, having more reporting periods defined in
the eMS, shall report (PROGRESS, INTERIM AND FINAL) exclusively using the eMS
reporting module.

Beneficiaries of the 2" call for proposals, having only 2 reporting periods defined in
the eMS, shall submit their partner PROGRESS reports by email to the Lead Beneficiary
and shall use the eMS reporting module only for the INTERIM AND FINAL reports, in
accordance with MA Instruction no.26/23.09.2020 regarding submission of the 4
months PROGRESS report.

THIS CHAPTER REFERS TO HOW PROJECT PARTNERS SHOULD FILL IN PARTNER
REPORTS (PROGRESS, INTERIM AND FINAL REPORTS), USING THE EMS REPORTING
MODULE! IT IS THEREFORE USEFUL TO BE READ AND UNDERSTOOD BY ALL PARTNERS.

GENERAL INFORMATION ON HOW TO PREPARE REPORTS, ARE ALSO PROVIDED IN THE
PROJECT IMLEMENTATION MANUAL - CHAPTER 6 REPORTING AND PROJECT
FINANCING.

The eMS reporting section becomes available to project partners as soon as the project
has been contracted in eMS (status of the project is changed in “Contracted”). Partner
reports cover activities and expenditure of individual project partners.

The information provided by each partner in their reports has to be structured and
integrated into one project report by the LP.

With strict deadlines for submitting the project reports to JTS, the lead partner must
set intermediary deadlines for the partners to submit their partner report needed for
the project report.

In case of interim and final reports, the partners need to take into account also the time

needed for the reports to be submitted and verified by their FLC, including possible
clarifications.
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Steps in the eMS Reporting Module - to be followed for preparing a Partner Report

Access Reporting Module

Submit partner report to LP

4 N\ ‘—’ - Register
- Be assigned as a user
Lead Partner Y
(as PP1) and Create new report
all other ‘——’ Select role (LP/PP)
project T
partners (as
PP2, ‘—' Fill in partner report
PP3,....PPn) 1
‘_{ Submit partner report to FLC (only
\_ y, in case of Interim/Final reports)

Figure 21 - Steps in the eMS Reporting Module - Partner Report

4.1 Accessing a partnerreport

To access a partner report, you first need to be registered as an eMS user, then, you
need to be assigned by your lead partner. The assignment is done via user Assignment

sub-section of the Supplementary Information section - see chapter 2.2.4 above in this
Guide.

Lead Partner (LP) has to ensure proper coordination of this registration!

4.2 Generating a partner report

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

1-LP3-[RO]- LP3
=3

Figure 22 - Reporting overview

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

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

IMPORTANT!

Please note, lead partners must create their own partner reports as ‘PP’, not as
‘LP’. The LP role is exclusively for creating ‘Project reports’!
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Figure 23 - ‘Select role’ drop-down and create new report

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

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

Report Report Report
Start End
Period 101.06.2018 - 31.05.201%

Report
1.1

Period 2 01.06.2019 - 31.12.201%

01.06.2018 31.05.201%9

Report

51 01.06.207%9 31.12.2019

Figure 24 - Partner report number showing reporting period and report number

In case of the interim report, the partner report is created as follows:

1. When identifying the end date of the interim report, LP and P have to take into
account the reporting dates entered under “Define Periods” section in eMS
(applicable only 1st call beneficiaries) and also periods identified for interim and
financial instalments under “Project budget per period” section (applicable for all
beneficiaries). After the interim reporting period has been defined, Lead Partner
should ensure that the Reporting date will be set for 90 days for preparation and
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submission for the interim report with payment request to JMA/JTS (the
consolidated interim report), instead of 30 days, as foreseen in case of 4 months
progress report.

2. Check that corresponding period and amount of financial instalment is entered
under “Project budget per period” section. If the period that covers interim report
does not coincide with the existing periods in the mentioned sections, the Lead
Partner should forward a Notification to JTS to amend these sections accordingly,
to reflect the interim report and its reporting date. Follow the steps described in
Chapter 3 Modification request.

Below, please see example regarding the change of date for the reporting periods:
Example applicable for beneficiaries (partners) of the 1% call for proposals:

The Beneficiary initially planned to submit the interim report at the end of the Project period 3
set for 14.04.2019 - 13.08.2019. However, 70% of the initial instalment were exceeded at the end
of May 2019, and Lead Beneficiary wishes to initiate the interim report, from the first day of
implementation until 31.05.2019. In this case, the Lead Beneficiary should send a modification
request to JTS regarding Change of periods in EMS, to change the end date for Period 3 from
13.08.2019 to 31.05.2019, reporting date for Period 3 (from 30 to 90 days), and also to modify all
subsequent Periods accordingly. Installments, entered under “Project budget per period” should
be recorded under the corresponding Period (in this case, Period 3) as well.

Example applicable for beneficiaries (partners) of the 2" call for proposals:

The Beneficiary initially planned to submit the interim report at the end of the Project period
1 (10.07.2020 - 09.07.2021). However, 70% of the initial instalment were exceeded at the end
of May 2021, and Lead Beneficiary wishes to initiate the interim report, from the first day of
implementation (10.07.2010) until 31.05.2021. In this case, the Lead Beneficiary should send a
modification request to JTS regarding Change of periods in EMS, to change the end date for
Period 1 from 09.07.2021 to 31.05.2021 and the reporting date for Period 1.

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

To avoid discrepancies, once an interim reporting period is agreed between project
beneficiaries, the lead beneficiary should ensure that all partner reports be opened at
the same time on the same version of the AF. Once the partner reports are opened, they
can be filled in at any time.

We recommend that in case the beneficiary modify any reporting period to wait the
approval to be operated/approved in eMS and only after that to start generate/initiate
the reports.
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Partner Report List Of Expenditure Contribution And Forecast Attachments Personal data attachments

Summary of Partner's Work In this reporting period

Please describe your progress in this g period and how er partrers’ acthities, outputs and debverables in this reporing period,

Figure 25 - Warnings about ongoing modification or version change after report creation

Important notice: Always include in the partner report generated for interim reporting
period expenditure paid within the respective period.

Expenditure item(s) paid outside of the interim reporting period shall be included in
the final report.

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

Please note that steps to be followed by those beneficiaries who anticipate big
losses because of the exchange rate and who decide to send to the FLC more
reports, prior to the Interim and Final reports, are described in section 4.3.2 'List
of Expenditures (LoE)' tab, subsection Currencies other than Euro.

More users assigned for a partner (see Chapter 2.4 above) can work for the elaboration
of a partner report. It is however not recommended for more users to work in the same
time on the same sub-section of a partner report in order to avoid saving errors!

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

\-’ SAVE REFURI -
Partner R e SAVE REPORT L1 Check successful
B/ Partner report overview
'@ Chieck Saved Report &) Partner report overview
&) submitto lead partner Partner R‘ ’;‘:’ Submit Report
%) Delets Repart Q@) submit to lead partner Partner Repor
T Delete Report Period 1 - 25.

W) Application Form
i) Application Form
7 ) Supplementary Information
7 ) Supplementary Information

25.04.2018

&) Print R
rint Repart &) Print Repart

summary ¢ Summary of Pal

| Exit Plzaze dezoribe %) Exic Please describe your p

Figure 26 - Submission of partner report with expenditure to FLC
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Partner reports with information only regarding the progress of activities (with O
expenditure requested) are submitted by the partners directly to the LP. Each partner
should create or fill in and submit to the LP one such report every 4 months (1st call
partners using eMS reporting module, 2nd call partners, using the template provided in
Annex 1 to the Instruction no.26 of the MA to Beneficiaries according to the established
schedule for reporting the consolidated progress of activities at project level. If there
is no sufficient activity to report on, the partner fills-out all other parts of the report
(e.g. problems and deviations, activities if any, forecast for the next report) and
submits the partner report with 0 expenditure directly to the LP.

Figure 27 - Submission of partner report with no expenditure directly to LP

Should you have mistakenly created a report, please delete it.

It is possible to delete a partner report as long as it is not submitted to the JTS (in case
of progress report/interim report/final report) or FLC (in case of interim/final report).
In order to delete the report, please click on ‘Delete report’ in the report menu to the
left. All users assigned to the partner are able to create and to delete a partner report.

11l Please pay attention before deleting a report. If you need the information
introduced in the report, always save it outside eMS, in a file so that you don’t lose
it.

viterregy H
demo

ﬁ) SAVE REPORT

Partner Finance Report

@
@ Check
@ Delete Report

m App

7 ) Supplementary Information

&) Print Report

Figure 28 - Deleting partner reports
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IMPORTANT!

Once the report is submitted to JTS or FLC you can no longer delete it!

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

(L RNV

Project Reports

Partner Reports

1-LP3-[RO]-LP3

Figure 29 - Reporting overview for a LP user

4.3 Filling-in a partnerreport

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

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

VERY IMPORTANT!

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

!!! Do not leave a section without saving the information introduced.

Please note that the expenditures declared in a financial report must be correlated with the
last approved budget!
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Therefore, in case Beneficiaries plan to make budgetary modifications, they should first
obtain approval for these modifications (through Notification or Addendum, as applicable)
and only after that, they can generate/initiate in eMS the financial report.

4.3.1 Partner report' tab

@ MsPor xR sppliest x | [ (20)Jobs x | = e @1 x Geotuer x | P Buiawi (5 x | [ Whatiz: x | @ Handboo x | (@ Mowto: x | @ Logham x | Bk Geogle! x | @ Nemwi x | [@) OSCE|C x | &3 Ogopur x | B¥ Geogle! x | + - a8 x
&« C @ ems-bsmdraprofapp/mainfexecution=e2s31 % a rx @
Biack $Sea CULTOUR-BSB BSB-117 Application form version 5 | show more Partner Report 1 LP1 SM Period 3 - stych
Partner Report List Of Expenditure Contribution And Forecast Attachments
\a) SAVE REPOI

®) Partner report overview Partner Report
Period 3 - 11.05.2019 - 10.09.2019

11.05.2019

Summary Of Partners Work

summa ry Describe

electronjc
HVC)HI[(JHH(J
system

coly o
™

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

Figure 30 - Navigation bar - Partner Report

The ‘Partner report’ section focuses on activities implemented throughout the
reporting period. It contains general descriptions of activities as well as reporting of
progress for purchasing main equipment/services/works related to the respective
activity.

This section asks you to describe activities during the reporting period including also a
Summary of partner’s work in this reporting period.

In case of Interim report, under “Summary Describe” section, the beneficiaries will fill
in capital letters the text: “THIS IS INTERIM REPORT FOR THE PERIOD .../ “THIS INTERIM
REPORT IS COVERING THE PERIOD ...” followed by correct start and end date of the
interim report period. Only after this statement Partners will describe the progress of
the activities.

Each partner should introduce data only in those Work Packages in which it has a role,
as described in the Application Form.

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

We recommend to upload only the relevant/main proving documents and not to
duplicate them in the Attachments section!

In case the file of output evidence is bigger than 20 Mb split it in more than one
archive/files and upload them.

Please note that eMS is not a repository. All information to be provided by the partner
to their FLC (e.g. invoices, procurement documents, etc) must be scanned preferably
in black and white and at a resolution of 300dpi.

Please use pdf format not to use too much space of the server, and make easier
accessing the files.

NOTE!

Details on how to organize the documents which shall be uploaded in the Attachment
section, are presented in Chapter 4.3.4 Attachments and Personal Data Protection
tabs.

Check with the Project Implementation Manual - Section 6.5.4 Supporting documents
needed for expenditure verification (available on the Programme website) which
evidence is recommended.

In case the evidence exceeds the limit of 20 Mb, the partners should create .rar or .zip
packages of no more than 20 Mb and upload them in more parts.

Besides that, coordinate with the LP to make sure all relevant evidence is well included
in the project report but not duplicated.

Partner Report List Of Expenditures Contribution And Forecast  Attachments

Partner Report
Period 3 - 01.01.2017 - 05.05.2017

Filename Filetype Date Uploaded By Options.

Figure 31 - Reporting on activities - summary and description of outputs
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Partner reports also contain a section to provide information on the target groups reached.
For each target group selected in the AF, information shall be provided. In case of interim
report, all Target groups, identified in the application, should be added and the values
entered should represent numbers, achieved during whole interim period, even if the value
is 0.

Target groups reached

Target Group Target Value 0.0

Target Group Target Group Reached Description

infrastructure and (public) service provider

Target Value Reached
0.00 2000 Characters Remainin

@ Remove

Target Group Target Value 00
Target Group Target Group Reached Description

higher education and research

Target Value Reached

Q Remove

© Add Targetgroup

Figure 32 - Reporting on target groups - Open fields by pressing ’Add Target group’

Below you can report on individual work packages. The list of work packages depends on
the work packages (group of activities) included in the approved application form.

The example report shown below has the work package management and one
implementation work package. You will see all work packages, even if you have not been
assigned to a work package in the AF.

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

Deliverables are reported by clicking on ‘Add deliverable’ under the relevant work
package. The drop-down shows all deliverables listed in the AF. Only the relevant/main
proving documents (e.g. reception minutes or documents, documents of delivery) should
be uploaded in this section and do not duplicate them in the Attachments section! In case
a document is already uploaded in other section, just indicate where it can be found!

32



Blackyea

CROSS BORDER
COOPERATION

Programme funded by
EUROPEAN UNION

Reporting Per Work Package

M Management (06.2018 - 12.2019)

Current Expenditure Expenditure So Far
€911.97 €0.00
Description Activities Contribution Problems Description Justification

T1 Networking opportunities (07.2018 - 01.2019)

Current Expenditure Expenditure So Far
€0.00 €0.00
Description Activities Contribution Problems Description Justification

Please Choose Deliverables
No records found

©) Add Deliverable

T2 Training oppertunities (02.2019 - 05.2019)

Current Expenditure Expenditure So Far
€0.00 €0.00
Deseription Activities Contribution Problems Deseription Justification

Please Choose Deliverables
No records found

© add Deliverable

Figure 33 - Reporting per Work Package - add deliverable by pressing ‘Add deliverables’

4.3.2 'List of Expenditures (LoE)' tab

VERY IMPORTANT!
To be filled in only for Interim and Final Reports!
The list will contain:

> Interim report - expenditures paid from the beginning of the project until the
last day of the reported period

> Final report - expenditures paid from the first day of period following interim
report until the end of implementation period;

Please see chapter 1.4 Periods and reporting deadlines!!!

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

Figure 34 - Navigation bar - List of Expenditures

Financial reporting is done through the List of Expenditures (LoE) section. The work
package and budget line must be selected for every item in the LoE.

The following points should be respected:

v' Each invoice/expenditure represents one single item reported in the List of
Expenditure;

v" for staff costs, as a pay slip is considered as an invoice/expenditure, each item in
the List of Expenditure needs to be separated per person per month (as staff
employed are paid on a monthly basis - full or part time), per person.

v' With the exception of staff costs, all costs approved in the budget under a Budget line and
a Group of Activity shall be reported under the respective Budget line and Group of Activity
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and not under different ones.

v" In principle, all staff costs, irrespective of the project activity they are linked to
(management or implementation), shall be reported under the Group of Activities
Management (Work package Management in eMS) if not in contradiction with the provisions
of the national legislation or internal requirements of the organization. If budgeted under
other Group of Activities (not Management), as to comply with the provisions of the
national legislation or with the organisation’ internal rules, they shall be reported under
the respective Group of Activities.

Example: In case Travel and accommodation costs for target groups, guests (if so budgeted and
approved, final beneficiaries are budgeted under External Expertise, then you have to report them
under External Expertise, not under Travel and Accommodation!

v' Take note that you have to respect the reporting rules for the External Expertise, meaning
that under this budgetary chapter, this kind of expenditure should be reported under a
service contract.

v' Make sure you closely observe the reporting requirements for costs under External
expertise budget line, as concerns supporting documents!

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

v' Pay careful attention to the supporting documents required for each budget line and
relevant requested procurement procedures! (if the case)

& 8 Bems [ Black Sea = Projects Implem | [ eMs Partner Report 15/ X | 8 eMS screencast - YouTube | v = OE 5

i O a A Centificate error  https://85.120.159,102/app/main?execution =e2s: B * * 2 B -
iLerrey [ | NOMTRAD BSB-53 Application form version 3 [ show More Partner Report 1 FAT Periog3.me pemo user:
eMSdemo

Partner Report List Of Expenditure Contribution And Forecast Attachments
@ ) SAVE REPORT T
Personal data attachments

®) Partner report overview

©) Check Saved Report Partner Report
©) submit to lead partner

Period 3 - 01.05.2019 - 31.08.2019
@) Delete Report
) Application Form D
&) Print Report

Summary Of Partners Work

Summary Describe
$) Exit
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Partner Report List Of Expenditure Contribution And Forecast Attachments Personal data attachments

List Of Expenditure
Report Number # Budget Line & Wp
Options
No Match Found

4

O) Export  (B) Save Columns | Columns|

(+) Add Real Cost

Download all attachments

Figure 35 - List of Expenditure - cost types
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In case no procurement row is displayed in this window and you are inserting an
invoice/expenditure related to a procurement, you should first go to the ‘Supplementary
information’ section of the AF and create the procurement in ‘Project procurement

section’ - see Chapter 2.7 above!

How to fill in real cost items

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

information on the cost item.

Edit Expenditure ) ) -
Partner Report 1 FAT Period 1 List of Expenditures 5.1

Budgetling
Workpackage

Procurement

Equipment
M Manzgement

Diving equipment.

~ | [l Description

Diving equipment

* | Upload

Description2

Internal Reference Number 45537
Invoice Number 1145784 Partner Cormment
Invoice Date 05.07.2018
Date OF Payment 18.07.2018
Currency TRY - Turkish lira N
Conversion rate {5.3305000000)
Tatal Value Of ltem In Original Currency 4BET.00
vat B74ls
Declared Amount In The Original Currency 4BET.00
Declared amount in Eur 31117
Expenditure QUTSIDE the Programme eligible area?

Uploaded

45587 Inwoice Equipment.pdf {demo. 04.07.2018)

23 Payment 45587 Invoice Equipment pdf (demo, 04.07.2018)
Download all attachments

B Save

Figure 36 - Adding Expenditures
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It is necessary to allocate each expenditure item to one budget line and one work package
(in case of staff costs, in principle, expenditure shall be reported only under Work Package
Management, unless there are specific national legislation or internal requirements of the
organization requirements that demand to report staff costs under corresponding groups
of activities, at least as budgeted.

If budgeted under other Group of Activities (not Management), as to comply with the
provisions of the national legislation or with the organisation’ internal rules, they shall be
reported under the respective Group of Activities.

It is also obligatory to indicate ‘Currency‘, ‘Conversion rate‘, ‘Total Value of Item in
Original Currency’, ‘Declared amount in Original Currency’, ‘Declared amount in Euro®, as
well as ‘Date of Payment’, ‘Description of expenditure‘, ‘VAT, etc.

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

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

Declared amount in euro is automatically calculated in the eMS based on the amount declared and
by applying the conversion rate used by the Programme (see below - Currencies other than euro).

Currencies other than Euro

In which currency should the expenditure be reported?

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

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

@ Budgetline O ——— - [ pescription of Expenditure;Activity NoiSub-activity No from AF (E1, E2, ... /51, 52, .. / W1, W2, ...
Activity T5 Organizing Expo v

Procurement — 2000 CharsccersRemining
Further description of expenditure (if there is the case)

Internal Reference Number
2000 Characters Remaining,
Invoice Number

Partner Comment
Invoice Date

Date Of Payment
2000 Characters Remairing

currency

Conversion rate

Total Value Of Item In Original Currency
out of which VAT

Declared Amount In The Original Currency

Declared amount in Eur

ETB - Ethiopian birr

Expenditure Outside ( The Union Part Of) The Programme EUR- Euro o
Area?

+ Upload

Uploaded

© Add

Figure 37 - Selecting the currency
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The default currency displayed by the system is Euro and in order to choose the required currency,
please click on the arrow and select the wanted currency (for an easy selection, please tap the
letter R for RON, E for Euro, etc after clicking on the arrow). Please note that, the system will
bring automatically the selected currency, after the first selection of the currency and in order to
change it into a different currency you have to select again the expected currency.

OPTIONAL! Only for those beneficiaries who anticipate big losses because of the
exchange rate

Steps to be followed:
A. Elaborate report

For the beneficiaries of the 1st call - options:

1. Elaborate one progress report for the 4 months reporting period defined in eMS - will
include narrative progress report and expenditure made during the reporting period;

2. Elaborate N (1 or 2 or 3) financial reports within the 4 months reporting period defined
in eMS- all will include only expenditures made during the corresponding reporting
periods.

Our recommendation is to use option 1 as would not involve preparing financial reports
every month or every two months.

For the beneficiaries of the 2" call - Elaborate N (1 or 2 or 3 or 4, etc) financial reports (in eMS)
before the Interim/Final report - all will include expenditures made during the corresponding
reporting periods. These reports will be sent to the controller (see steps below).

Our recommendation is to elaborate such financial report every 4 months, in order to link
them with the narrative reports.

Note: Narrative reporting will be done every 4 months (using eMS email account), as described
in Chapter 4 Partner report and according to MA Instruction no. 26.

Before you start preparing the financial reports, please contact JTS to ensure that the necessary
access to modification in eMS is allowed.

B. Send the report and ask the controller not to verify it

The report(s) will be sent to the controller (FLC). The beneficiary will inform the controller not
to verify them until notified by the beneficiary that all the reports and expenditures related to
the interim/final reporting period are uploaded and submitted in eMS.

This approach will allow the system to use for each report that is submitted a different exchange
rate - automatically selected using the monthly accounting exchange rate of the European
Commission of the month during which the report was submitted for verification.
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C. Send the interim/final report and ask the controller to verify it

When the last report corresponding to the interim/final reporting period will be submitted to
the controller, the beneficiary will announce the FLC that can proceed with the expenditure
verification.

D. Verification by the controller (FLC)

The controller (FLC) will work only in the last report submitted by the beneficiary where will
have access to all the expenditures of the current report and to the expenditures of all the
reports submitted until then and not verified yet (step B).

The controller (FLC) shall verify in the last report all the expenditures reported in the past.

At the end of the verification, the controller will complete, finish and submit only the last report
that will contain all the verified expenditures from all previously submitted reports and will
generate only one certificate for all these expenditures.

Please note that the previous reports submitted to the controller will remain open in the eMS,
with the status submitted to FLC.

E. Lead Partner submits the interim/final project report to JTS - according to the
description provided in Chapters 6.2 and 6.3 of this Manual.

NOTE!
This procedure is OPTIONAL, each partner can decide if they will use it or not.
It requires very good communication relation between the partner and the controller.

ATTENTION!

Amounts introduced into the eMS in currencies different than EUR will automatically be re-
calculated into EURO using the monthly accounting exchange rate of the European Commission
(http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm) of the
month during which that expenditure was submitted for verification by the concerned partner
to its controller.

NO OTHER EXCHANGE RATES ARE VALID, EVEN THOUGH THE COMMISSION RATE DIVERGES FROM
THE LOCAL OFFICIAL EXCHANGE RATE! PLEASE NOTE THERE IS NO POSSIBILITY BY ANY MEANS
TO CHANGE THE EXCHANGE RATE WHICH IS ENTERED IN EMS!!!

The system recalculates the amounts several times - first time when the expenditure item is
created and each time it is modified before submission.

The final value is calculated and locked at the moment of the report submission to the FLC
38
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(this is the final exchange rate). This conversion rate cannot be modified ever again. Even if
the report is reverted to the partner and re-submitted to the FLC the exchange rate from the
first submission to the FLC is remaining the valid one.

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

Example:

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

Flat Rates (only for Office and Administration budget line)

The eMS does not calculate the office and administration costs as a maximum 7% of the eligible
direct costs of the project, excluding costs incurred in relation to the provision of infrastructure,
if the case.

Therefore, in order to ensure that the maximum percentage allowed is not exceeded, it is strongly
recommended to regularly check the calculations of the office and administrative costs by applying
the formulas presented in Annex 3 to the Guidelines for Applicants and submitted together with
the application form.

Additional options

In the LoE you should mark any expenditure spent outside the BSB programme eligible
area providing you have foreseen this type of costs in the AF. Please note that it is
possible to change this checkbox also during FLC check, if FLC considers it was checked
incorrectly.

@ Budgetiine Equipment
Activity 11 investment Activity B

Internal Reference Number 123

Invoice Number 5621
Invoice Date 17.01.2017

Date Of Payment 31.01.2017

Currency RON - Romanian Leu

Conversion rate (4.5008)
Total Value Of ltem In Original Currency 500 000.00
out ofwhich VAT 0.00
Declared Amount In The Criginal Currency 500 000.00

Declared amount in Eur 111091.36

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

Figure 38 - Additional options in the List of Expenditure

A very important section needed to be filled in is the right section of the expenditure
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declared, where each partner has to register the required relevant information as

follows:
Description 1 - Description of Expenditure; Activity No; Sub-activity No from AF;

In this field the partner has to describe shortly the expenditure with the link to the
activity and sub-activity number as is mentioned in AF.
This field is mandatory for all the expenditures added, except those calculated by the

flat rate.
Description 2 & Partner Comment - You may add any information you consider

relevant, linked to the reported expenditure.

IMPORTANT!

Not filling in all the required information may lead to clarifications, required by the
controller, JTS or MA. Also, please fill in the required information separated by “;”

Edit Expenditure
Partner Report 1 MK Period 1 List of Expenditures

e Budgetline External expertise and services
Workpackage T2 Training opportunities -

Description1

2000 Characters Remaining

Description2

Internal Reference Number 445512
. Activity A.T2.1, Deliverable D.T2.1.2 I
Invoice Number 324233 E
. 1963 Characters Remaining
Invoice Date 30.07.2018
Partner Comment
Date Of Payment 27.07.2018

2000 Characters Remaining

-

Currency TRY - Turkish lira

(5.3305000000)

Conversion rate
Total Value Of Item In Original

4500.00

Currency
Vat 810.00
Declared Amount In The Original 4500.00
Currency

84419

Declared amount in Eur

0 Frolme | Ml Frolme | Mucduml S

rer Er g eni g 1o

Implementation T2

Activity AT2.1

Activity Title s Start Date s End Date s
Planning and organizing training course on sales February - May - Deliverable D.T2.1h1 @) Remove
techniques x x
2018 2019 Title s Target Value s
Remsining
Training curriculgfelaborated - tailored for the sales techniques course 1.00
WoV: Training mterials - curricula
Delivery Month
191 Characters f "
May - 2019 |
Description #
Activity Description
Training matefials will be disseminated to all participants and published on the
Description P university's wibsite
3350
Atraining course on sales techniques will be organized in September 2017 taking into consideration the information
gathered during previous activities (fair, workshap...)
1828 Charactar: Remaining Deliverable D.72.1.2 Q) Remove
Title s Target value .
Training course delivered for... 100
av: List of participants
Delivery Month E
2 Remaining
NMay - 009 _
I

Description
The list of participants will include all the participants registered ....

426 Characters e maining

Figure 39 - Description of expenditure
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As soon as you finish adding info in the LoE, SAVE them by pressing “Add” button.
Uploads

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

Please upload only the attachments (invoices, payment order, pay slips etc.) that are
explicitly asked by the FLC (see section 5.5.4 Supporting documents needed for
expenditure verification in Project Implementation Manual) and try not to duplicate the
documents!

Also, please have in mind the scanning requirements that are mentioned in section 4.3.4
of this Guide!

Edit Expenditure _ ®
Partner Report 1 MK Period 1 List of Expenditures 4.1
Description of Expenditure:Activity No:Sub-activity No from AF (E1. E2. ./ 51. 52. ./ W1. W2. )
Budgetline External expertise and services ; I
Procurement - 7 [, Further description of expenditure (if there is the case)
. 2 rraming opporw

Internal Reference Number TR Parmer Commen t

Invoice Number 45587

. Remaininy e
Invoice Date 20.07.2018

Date Of Payment 24.08.2018

Currency TRY - Turkish lira
Conversion rate (5.3205000001

Total Value Of Item In Original Currency 4500.0

Vvat 810.0u

Declared Amount In The Original Currency 4500.00

Declared amount in Eur 844.19

Expenditure OUTSIDE the Programme eligible area?

23 Payment 45587 Invoice.pdf (demo2. 20.07.2018)

Uploaded

List of participants Training.pdf (demo2, 20.07.2018]

e & @

45587 Invoice Training.pdf (demo2, 20.07.2018)

Download all attachments

Figure 40 - Uploading/downloading attachments in the List of Expenditure

Public procurement documentations are uploaded under ‘Supplementary
information’ in "Procurements section and not in the upload section of the
expenditure item (see Chapter 2.7)!

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

1. Staff costs:

v upload section: payrolls and documents proving the payment (net salary,
contributions, other taxes) etc;

2. Travel and accommodations costs:

v upload section: travel order, transport invoice, fuel receipt, hotel bills,
road/bridge/ferry tax and proof of payment (receipts, payment order, statement of
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account, cash register) etc;
3. External expertise and services:

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

4. Equipment expenditure:

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

5. Infrastructure and works:

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

For the submitted supporting documents clear reference to the project envisage:
programme name, project code and requested amount in the currency of the invoice, if
is the case of an invoice.

Also please read PIM - Section 6.5.3-Supporting documents required for expenditure
verification to learn about the documents (payment related ones) which will be
required.

In order to be identified and verified in the system, the beneficiaries will hame the
uploaded files in accordance with the relevant contained documents, using maximum
50 characters!

Fast download of attachments to the List of Expenditure

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

Partner Report Contribution And Forecast Attachments  Personal data amachments
List Of Expenditure
0-00f0 | 14 « 25 v
Report Number Budget Line ¢ Wp ¢ Int Ref No & Inv No ¢ Inv Date ¢ Paym Date ¢ Public Procurement Contract r
Options
No Match Found
0-00f0 | 14 25 v
D) Export  (B) Save Columns | Columns ~
+) Add Real Cost

Download all attachments

Figure 41 - Downloading attachments for the entire List of expenditure at once
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Scrolling the LoE from left to right

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

Partner Report List Of Expenditure Confribution And Forecast Attachments

List Of Expenditure
& Report Number < Budget Line < Activity & InfRefNo & %  InvNo Inv Date < PaymDate ¢ D of ture Activity No:Sub-activity No from AF (E1, E2, /81 {
ions T
=) Delete LPRO21 Staff costs. T1 Activity A | =
=) Delete LPRO21  Office and administration TH Activiy A | =
= Delete LFROZ21  Traveland accomodation Tt actviyA | < | [iz3 1| [ " Footzor7 31.01.2017
=) Delete LPRO24  Extemnal expertise andservices | T1 ActvityA | = | [48 1 iz T [ootzo17 3012017

Figure 42 - Scrolling the LoE

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

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

List Of Expenditure

0-00f0 . wa 25 ¥ - i
Report Number ¢ Budget Line & Wp % Int Ref No ¢ Inv No % Inv Date ¢ Paym Date ¢ Public Procurement Contractr
Options
No Match Found
0-00f0 - e 25 ¥ - *

B) Export  (B) Save Columns | | Columns| *

+/) Add Real Cost

Download all attachments

Figure 43 - Displaying only needed columns in the LoE

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

List Of Expenditure

0-00f0 e | e 25 v oo
Report Number £ Budget Line & Wp & Int Ref No £ Inv No & Inv Date ¢ Paym Date & Public Procurement Contractr
Options
No Match Found
0-00f0 . e 25 v R

B) Export  (B) Save Columns | Columns| =

+, Add Real Cost

Download all attachments

Figure 44 - Exporting LoE to Excel sheet
4.3.3 'Contribution and Forecast' tab

In the Contribution and Forecast section, Report Forecast, you are asked to forecast
spending for the next financial partner report (final).

Report Forecast

Estimated expenditure
£ 0.00

Description

Figure 45 - Report Forecast

Estimated expenditure section must be completed by LP only in the interim report (the one with
financial expenditures), the amount you must introduce here, will be an estimation of the final
expenditures you will have at the end of the project.

The calculation for this amount should be like this:
Total estimated expenditure of the project from where you should deduct the Advance payment
received + estimated amount of interim payment that you should receive.

Total - Advance - Interim = Estimated expenditure that LP will mention on interim project report

In the Follow-up of Partner Contribution table you need to provide information on the
financial contribution (minimum 8% co-financing).
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In this section you have to specify the source(s) of partner contribution matching the ENI of the
current report. The eMS gives the partner target amount (i.e. the total contribution calculated by
deducting the fund co-financing from total eligible expenditure introduced in the List of
Expenditures). The system proposes the same sources of contribution as specified in the
application form.

The total value of contribution from all sources needs to correspond to the total amount of match-
funding.

PAY ATTENTION!

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

4.3.4 'Attachments’ and “Personal data attachments” tabs

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

Attachments

a a a - Move to “personal data
Filename ¢ Filetype ¢ Date ¢ —ie DI attachments " section

07.07.2017 17:33:26

Figure 46 - Navigation bar - Attachments

Partner Report List Of Expenditure Contribution And Forecast Attachments

Filename ¢ Filetype ¢ Date ¢ User ¢ Description Move to "attachments ™ section

No records found

Figure 47 - Navigation bar - Personal Data Attachments

Partners are also allowed to upload additional attachments related to the entire report (except for
procurement related documents which shall be uploaded in Section Supplementary information -
Procurement), should any other document be relevant or required by the Project Implementation
Manual, FLC or LP.

All documents must be scanned preferably in black and white and at a resolution of 300dpi.
Before uploading, make sure the up-loads are relevant for the report and are not duplicating with
other documents already provided by you.

Always coordinate with the LP to make sure all relevant evidence is well included in the project
report but not duplicated.
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In order to upload a document, please click on the button ‘Upload’ and upload pop up will appear,
also you can select one or more file (ctrl + select). The user has the option to add a description of
the file or .zip /.rar packages by clicking on the “Comment” icon. The maximum size of an
attachment is 20 Mb per file or package.

Partner Report List Of Expenditure Contribution And Forecast Personal data attachments

Upload

+) Upload

Filename 2 Filetype ¢ Date ¢ User 2 Description Actions IR D e e
X attachments” section

Partner Report List Of Expenditure Centribution And Forecast Attachments

Upload

+) Upload

Attachments

Filename & Filetype ¢ Date ¢ User & Description Actions RACEE t:r:rt(t‘a;:'rems
No records found

Figure 48 - Attachments at partner report level

Please keep in mind that the public procurement documentations are uploaded in the
dedicated section of the procurement in ‘Supplementary information’, ‘Project
procurement’ and documents that have to be uploaded here are different than the
ones in Chapter 4.3.2 (Upload per expenditure item) above, as described below:

1. Staff costs:

v Attachment section: Appointment Decision of project management team,
declaration of number of hours worked by each staff member, employment/work
contract or a decision including information on the type of involvement in the
project, job description providing information on responsibilities related to the
project (these documents should be attached only once and if modifications within
the initial employment conditions occur, then documents supporting these
modifications should be attached for the period during which they have occurred),
time sheets (only for part-time employed staff), other supporting documents.

2. Travel and accommodations costs:

v Attachment section: letter of invitation and agenda of the
meeting/seminar/conference, letter(s) of confirmation, attendance list, transport
costs, mission/activity report, other supporting documents.

3. External expertise and services:
Attachment section: relevant results (studies, training material, attendance in seminars,
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conferences and training courses, certificates, photographs, promotional brochures, print
screens of web page delivered, films) other supporting documents;

4. Equipment:

v" Attachment section: inventory files, photographs of the purchased equipment, road
time sheets, other supporting documents;

5. Infrastructure and works:
v/ Attachment section: all documents related to the works carried out.

For the submitted supporting documents clear reference to the project envisage:
programme name, project code and requested amount in the currency of the invoice,
if is the case of an invoice.

Also please read PIM - Section 6.5.3 Supporting documents required for expenditure
verification to learn about the documents which will be required.

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

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

Also, in the comment section, the beneficiaries must specify the budget line to
which the archive is linked to.

In case the supporting documents are not properly named and/or uploaded without
being linked to the corresponding budget line, the FLC controller may return the whole
report to the partner for revision.

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

4.3.5 'Partner Report' table

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

Bl Partner report overview

&) Print Report

*+ ) Exit

Figure 49 - Accessing Partner report tables
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You will find various financial tables summing up the declared expenditure. The tables
are updated before the report is submitted. All tables can be exported to Excel by
clicking the ‘Export’ button from under each table.

Partner Report Tables

Partner report expenditure summary

Total eligible expenditure. €151.600,15 €10751,91 o0 €000 €545293 €000 €000 €000 €000 €000
Partner report expenditure per budgetline

Figure 50 - View partner report tables

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

e Section ‘Previous reports’:

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

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

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

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

e Section ‘FLC difference’:

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

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

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

4.4 Submitting a partner report

Remember!

Beneficiaries of the 15t call for proposals, shall report (PROGRESS, INTERIM AND
FINAL) exclusively using the eMS reporting module.

Beneficiaries of the 2" call for proposals, shall submit their PROGRESS partner
reports by email to the Lead Beneficiary and shall use the eMS reporting module only
for the INTERIM AND FINAL partner reports, in accordance with MA Instruction
Nno.26/23.09.2020 regarding submission of the 4 months PROGRESS report.

IMPORTANT!
Prior to submitting the report, it is strongly recommended for all partners to use
the Checklists as provided in Annex 9- Checklist for narrative Interim/Final report
and Annex 10 - Checklist for financial Interim/Final report to the Manual.

The checklists will support you in preparing reports of a better quality.

They are OPTIONAL, therefore after filling in you don’t have to send any of them
to the Lead partner or JTS. Use them as tools for internal quality control.

Before submitting a partner report (Progress, Interim or Final, as applicable), the saved
report needs to be checked by clicking ‘Check Saved Report’ in the left-side menu.

When clicking on ‘Check saved report’, an automatic check will be made.
Each time a report is saved, it needs to be checked again before submission. Only after
the check is successful, the system will allow you to submit the report. The ‘Checked

saved report’ button will be replaced with the ‘Submit report’ button.
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- SAVE HEFUR )
\’ r ..' [ W) Check successfu
Partner R \) SAVE REPOR’

. Partner Repo
B Partner report overview
e Check sl\fﬁhﬂoﬂ @) Parmner repor: overview
™) Submiz R t
©) Submit to lead partner Partner R¢ .
— ©) submiz 1o lead partrer Partner Repor
@) Delete Report
i) Delete Report
i) Application Form
i) Applicatien Farm
7 ) Supplementary Information
) Supplemaentary Information
&) Prin: Report

&) Prin: Report

Summary ¢

) Exit Please describe %) Exit Flease describe your p

Figure 50 - Submission of partner report with expenditure to FLC

- aevE REeuR - - -
Partner R

@) Partner report overview @) Partmerr 2port suerview Partner Re
@) Check Saved Report © Check Saved Report

@) submit to lead partner Partner R¢ '€ submizto lead partner

T Delsts Report B Delste Report

& i) Application Form

- +) Supplementary Information

Summary o

=) &) Print Report

Please describe s

Summary ¢

A

- - 0
+) Exic Please describs .

Figure 51 - Submission of partner report with no expenditure directly to LP

A submitted report is locked and the partner cannot modify it anymore. This includes
deleting/adding attachments. After submission, the partner report (interim or final -
containing expenditures) is forwarded to the FLC of the partner in question. In case of
clarifications requested by FLC/JTS, the partner can upload in the system the missing/relevant
document or other documents only if the FLC opens one or both upload sections of the partner
report.

Supplementary documents can be uploaded without reverting the report.

For any clarification or request that involves text modification in the report or LoE, the
report must be reverted to the beneficiary. The same circuit of the report will be
followed; beneficiary -> FLC -> JTS / MA. Text modification in the report can be made
only by the beneficiary. Pay attention and fill in all the fields according to the
PIM/Guides/Annexes to avoid the report reverting procedure, which is time consuming.

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

Please note that the expenditures declared in a financial report must be correlated
with the last approved budget!

Therefore, in case Beneficiaries plan to make budgetary modifications, they should
first obtain approval for these modifications (through Notification or Addendum, as
applicable) and only after that, they can initiate/ generate in eMS the financial
report.

4.5 Other points

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

IMPORTANT!
Never submit an empty report!

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

Reports without expenditures (progress reports) should be submitted only to Lead
Partner, never to FLC!!!

- AT cooperation agency - ATCoop

Period 109.06.2016 - 09.06.2018

Report 1.1 09062016 09.06.2018 Repart FLC Certified 09.06.2016 Period 1 Project Report 1| Report submitted, FLC certified and included in submitted project repart
Report 1.2 09.06.2016 09.06.2018 Report Submitted 27.06.2016 Not Certfied Report submitted but not yet FLC certified

Period 2 09.06.2018 - 09.06.2018

Report 2.1 09.06.2018 09.06.2018 Repart FLC Certified 09.06.2016 Nat Included Report submitied and FLC certified but nat yet included in submitted project report ¢
Period 3 09.06.2018 - 09.06.2018

Repart 31 09.06.2018 09.06.2018 Repart Submitted 09.06.2016 Nt Certified

Period 4 09.06.2018 - 09.06.2018

Report4.1 09.06.2018 09.06.2018 Report Submitted 13.06.2016 Not Certified

Period 5 09.06.2018 - 09.06.2018

Repart51 09.06.2018 09.06.2018 Repart In Progress In Progress Nt Certified Report not yet submitted to FLC

01} Partner Living Tables

Figure 52 - Reporting overview - partner reports in various stages

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

Therefore, a partner willing to open a report for a new period prior to the submission of
the previous one, has to require the approval of the JTS before initiating the new report.
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IMPORTANT!

The calendar for report submission should be closely observed and respected.

Report

€3150.00 y-) j a |
£000 -
T —
oot €4150.00 o) |2 |
€2000.00 -}
€1000.00 o
£0.00 P

Figure 53 - Reporting overview - After certification of reports by FLC, a magnifying glass appears to the right of
the reports to access the FLC certificate.

‘Partner living tables’ and ‘Project living tables’

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

(O —— The preject contains an angeing medifcation resues and o appreval ofchis request the approved application form can therefor changs
5) preje

3) supplementary Information
[RO]-LP3
SeieccRole

[

Partner Reports

1-LP3-[RO] - LP3

o e e e = = e = e P G =W
@) Logeut End Submission Submission verification Report Declared Attachments

Period 0125.06.2015 - 25.10.2017

[ I 060720 - o Corta o Download
o mos201s | 2502017 | NSRS 06072018 7062018 Nos Cerciied €000 (9) ) Doumed
Period 125.04.2018 - 24.07.2018
Report | Looinote | 240720 | REPOTEI I PP o
o muae | om0 e Nos Cerciied o (3
e\eclr‘umc Period 225.07.2018 - 24.10.2018
monitoring
riod 325.10.2018 - 24.01.2018
system
riod 425.01.2019 - 24.04.2018
eveloped b
riod 525.04.2019 - 24.07.2019
cplb
aears riod 625.07.2019 - 28.10.2019

riod 725.10.2019 - 24.01.2020

inTEract

riod 825.01.2020 - 24.04.2020
riod 925.04.2020 - 24.07.2020

riod 10.25.07.2020 - 24.10.2020
riod 1125.10.2020 - 24012021
riod 12.25.01.2021 - 24.04.2021

& EEEEREEEEE

Partner Iningiables

Figure 54 - Accessing living tables

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

Project expenditure summary
o s . Total amount
Project total Flc certified but not yet reported Pipeline s = Fr Rebndggelcg g:r‘.fnt:r
Fund . Total amount pending fic level to js (pending at Ip level) - ’ (including =
blid=ECE Total declared - Tofalfle certified | geciareqtoficbut (indlsitting ducks) excluding Ip cuts G Reportedtojsi  CTLFO*R pipeline) T=5. | (&xcluding
found ineligible E F=C-D-E P-S R
Total co-financing €845.636,62 €158.241,11 €87.543,58 €2.330,64 €68.366,84 €61.325,18 €26.21840 €154723,82 €689.726,20 €1.186,60
Partner contribution €140.220,02 €27.024,08 €15.443,03 €411,35 €12.06475 €10.822,13 €4.626,280 €27.304,28 €121.716,34
(@) Export
Project expenditure per partner
Flc s Remaining
I Ic certified b d line s = Sosaid
LRI Project total § ) Fic certified but not yet reported to js Pipeline s = F+ (including
budget B Total declared  Total flc ertified  Total amount declaredto | Pending ficlevel (incl  (pending at Ip level) - excluding Ip CUfS G oo e G+ L+O+R ey
toflc € D flc but found ineligible E  sitting ducks) F=C- D- £ & 1 sl
[ROI-LP €637.420,90 €87.432,05 €85.550,83 €1.781.22 €100,00 €63.74273 €21.808,10 €84.25483 €551.770,07
[8G]-PP2 €151.600,15 €16.210,84 €6.229,02 €482,68 €9.499,14 €0,00 €6.22902 €15.728,16 €135.871,99
[8G]-PP3 €103.173,68 €4.931,09 €4.895,14 €3585 £€0,00 €3.790.31 €1.10483 €4.89514 €98.278,54
[8G]-PP4 €102.671,91 €77.592,11 €6.31752 €44214 €70.832.45 €461427 €1.70325 €77.148,87 €25521,84
(@) Export
Project expenditure per budgetline
Flc Is Remaining
Fic certified but not yet reported to Js ' _ budget
. Project total 0 Pipeline S = F+
Budgetline Total amount declared Pending fic level (incl (pending at Ip level) - excluding Ip cuts (including
budget 8 Tmat‘od;glgmd o] ﬂ[;m'f'ed to fic but found ineligible | sitting ducks) F= C- D- G Reported to s | GrlrO+R pipeline) T= 8-
3 E P
Staff costs. €154.080,00 €59.599,92 €51.467,12 €57432 €7.35842 €29.603,28 €21.86334 €59.025,54 €95.054,46
Office and administration €9.836,20 €1.22765 €1.005,90 €12213 €99,62 €£71432 €29157 €1.10552 €8.730,68
Travel and accomodation €0.049,76 €1.861,80 €1.616,82 €3170 €21328 €47424 €1.14258 €1.830,10 €7.219,66

Figure 55 - View project living tables

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

Partner Living Tables

Partner expenditure summary

Flc s Remaining Total amount
¢ certified but not yet reported = budget paid to partner
fund parmertoli| [ it e Total amount Pending fic level 1o Js (pending at p fevel) - peeaal s st (inchuding texcluding
udge toficC certified declared to fic but (incl sixting ducks) excluding Ip cuts G 1 pipeline) T= B- advance
found ineligible € FuC-D-E S payments) U
ERDF €128260,12 €138 €520466 €026 €807426 €000 €5298686 €1336892 €115491.20 €000
Partner contribuvon €22.730,03 €243165 €93436 €7242 €142488 €000 €93436 €23%924 €20380.79 Nia
B) Bxport
Partner expenditure per budgetline
1 s Remaining
Bodseting Partner total Flc certified but not yet reported to Js Pipeline S = F+ w::ﬁgfr:
8 budget 8 Total declared Total fic Total amount declaredto  Pending fic level (incl {pending at Ip level) - excluding Ip cuts G~ Reportedtofs = GeL+O+R SOttt =8a-
tofkC certified D ic but found ineligidle € sitting ducks) F= C-D-E 1 P P.S
Staf conts €31.680,00 €12520.14 €470323 €5745 €7558.42 €0 €4703.23 1226165 €19.4183%
Ofice and admin von €1.5005% €16858 o e (£ 80 €982 €00 €er6e €1861.30 €1.33965
Travel and accomadesion €333560 €23262 €193 €0 €1328 €m €193 €362 €308
External expertise ond services €28897,00 €2311.80 €447 €200 €657,02 €0 €14a4477 €2101,79 €26795.21
Equipment €25.18636 €970.80 €000 €000 €97020 €000 €000 €97080 €85215,76
cture and works €000 €000 €000 €0 €0,00 €00 €000 €000 €0,
Tocal €151.600.15 €1621084 €292 € €9.499,18 €0 €622902 1572816 €135871.99
Net Reverve €0.00 €000 €000 €00 €0.00 €0 €0.00 €000 €0.00
8) Expor:
Invoices incurred outside of the eu part of the programme area
Fic S
Fund Partner total Flc certified but not yet reported to js (pending at Ip s Pipeline 5 =
ol budget B Total dedlared Total fic Total amount declared to fic but Pending fic lavel (ind sitting level) - excluding Ip cuts G Reportedtofs  Fe Ge L+ O+ R
toflcC certified D found ineligible E ducks) F=C- D-E 1
ERDF €128860,12 €000 €00 €000 €«©0on €©o €M €000

Figure 56 - View partner living tables
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CHAPTER 5 - PROJECT REPORT

Lead Partners of the 1t call for proposals, having more reporting periods defined in
the eMS, shall report (PROGRESS, INTERIM AND FINAL) exclusively using the eMS
reporting module.

Lead Partners of the 2" call for proposals, having only 2 reporting periods defined
in the eMS, shall submit their project PROGRESS reports by eMS email to the JTS
and shall use the eMS reporting module only for the project INTERIM AND FINAL
reports, in accordance with MA Instruction no.26/23.09.2020 regarding submission
of the 4 months PROGRESS report.

THIS CHAPTER REFERS TO HOW LEAD PARTNERS SHOULD FILL IN PROJECT REPORTS
AS PART OF THE PROGRESS, INTERIM AND FINAL REPORTS, USING THE EMS
REPORTING MODULE!

Project reports are created by the lead partner, based on the information provided by project
partners in their partner reports.

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

In case of interim or final reports, before submitting a project report, the lead partner needs
to have his partner report checked by his FLC.

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

Deficiencies in preparing the project report may result in clarification(s) requested by the JTS
and sending back the report to the beneficiaries for modifications.
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Steps in the eMS Reporting Module - to be followed for preparing a Project Report

Access Reporting Module
- Register
- Be assigned as a user

!

Create new report based on
partners report

v

‘—' Fill in project report

Lead Partner

!

Submit project report to JTS

- J

5.1 Accessing a project report

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

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

Show More
Programme Priority 1. Promote business and entrepreneurship within the Black Sea Basin
Programme Priority Specific Objective 1.1 Jointly promote business and entrepreneurzhip in the tourism and cultural sectors
Project Title Seemology
Call Name Call test1

Name Of The Lead Partner Organization User RO
Country Of The Lead Partner Organization ROMANIA - Vrancea
Lead Applicant User Name Lead Parner

| Lead Pariner User Name Lead Parner
Project Duration 30012017 - 31.01.2018
A F Date Of Submission 22052017

Figure 57 - Show more button

However, more users can be assigned to the LP and work together with the LP for
creating/submitting project reports (see Chapter 2.4 above).
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5.2 Generating a project report

After the project has been contracted, the ‘Reports overview’ is the default view when
accessing the project. Only lead partners users can generate and submit project reports.

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

Select Role

Lp .

Project Reports

Period 1 09.06.2016 - 09.06.2018
Report1.1  09.06.2016 09.06.2018 Report Submitted  09.06.2016 €215000 (B
Period 2 09.06.2018 - 09.06.2018
Period 3 09.06.2018 - 09.06.2018
Period 4 09.06.2018 - 09.06.2018
Period 5 09.06.2018 - 09.06.2018

0. Create Report For Peried2 | ¥

09.06.2018 - 09.06.2018

Figure 58 - Reporting overview - Generating a project report

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

Each project report is given a number which consists of the Period number and the Report
number (see figure below). In case of beneficiaries of the 1t call, there will be several project
reports, corresponding to the defined reporting periods in eMS, whereas in case of beneficiaries
of the 2™ call, in eMS, there will be 2 periods, corresponding to the Interim and Final report
(progress 4 months reports will have to be submitted using eMS email, according to Instruction
no.26 of the MA)

Select Role

Project Reports

Period 111.03.2016 - 31.12.2016

Report 1.1 1.03.2016 31.12.2016 Report In Progress  In Progress

Period 2 01.07.2016 - 31.12.2016

Figure 59 - Project report showing reporting period and report number
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It is possible to delete a project report only as long as it has not been submitted to the
JTS. In order to do this, the LP needs to click on the ‘Delete Report’ button in the left-
side menu.

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

€ Check Saved Report

®/' Delete Report

i Application Form

1 | Supplementary Information

&) Print Project Report

Figure 60 - Project report: deleting a report

The lead partner can see and access reports of other partners and related FLC certificates (via
the partner reports overview) but he/she cannot create, modify, delete or submit them.

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

" S S BMRRITTT SRR AL, e S ., .

Pariod 001,01.2016- 15.03.2016

2] ) (I
Amachments

Period 127.04.2017 - 26.10.2017

Period 2 27.10.2017 - 30.04.2018

[} ELe
,'e.”n 27102017 26.01.2018 14.03.2018 15.022018 wig

Period 301.05.2018 - 26.10.2018

feport  aroizoie  30oscmg | Meeefle 30.042018 14032018 2018 Nos Included
3 Ceraified

Period 4 27.10.2018 - 26.04.2019

)
b
=}

b
L)
(-}

Report

Figure 61 - Partner reports overview

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

5.3 Filling-in a project report

Project reports consist of a technical part and of financial part (interim and final
reports).

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

57



* * %

* *
. dCK ) Ea
* *

CROSS BORDER
* + * COOPERATION

Programme funded by
EUROPEAN UNION

The technical part of the report needs to be filled in manually by the lead partner
based on the information provided by each Project partner in their partner report
(technical part).

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

5.3.1 ‘Report’ Tab

Workpackages » Certificates » Project Report Tables  » Attachments

Figure 62 - Project report: Sections of the report

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

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

Here, the LP has to consolidate the information provided by each Project Partner and
describe the main achievements at project level.

An overview of project main indicators (‘project main outputs achievement’) is also
provided (see framed in green below). This table is automatically generated from
information provided in the ‘Workpackages’ section of the report.

BNy x M

Partner Abbreviation  Number Of L C Certificate ~ Date Of F L € Certificate | Tocal Expenditure Certfied By FLC | Include In Project Finance Report  Total Partner Expenditure Inciuded  Co-financing Source  Co-financing Rate(¥)  Yotal Parter ER D Finciuded  Toral Parmer | PAI L incuded  Total Paryr

ATCoop ATCoop 1.1 05062016 €505000 v €505000  EROF Bm €12025 €0

l@.e'.\r:-v, of project main outputs achievement

Achveved So Far el

; Sum Of Output Indicacor Sum Of Achieved Output indicaors Project Main Output Indicator  Project Main Output  Project Main Output Quansification Plann
Proje ntrit n TOZrammMe OULPUT INdicators
BJectS ConToiAlon T ag/nie UL caocy Targers Number Tite Target Dedvery Achievement

reported 50 Far

" sraegies v acion plas snaior imp i =
‘Srenghaning mobiy w© LS EX) FmOueput am jun2018 000 notmanes

Figure 63 - Project report: Top part of the ‘Report’ Tab
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You are then asked to provide information on the target groups reached as well as
problems encountered and solutions found.

G eache
Target groups reached in Target group reached in this Target groups resched sa
T »
gt Groups Tamt Ve e periods revering purtod Source Of Verification Dieseription of the tarpet Eroup Inveivement it arity
T o
_— 200 o
s support organisation a0 000
Problems And

Plesse dscrioe # app

87D SrRiOT Foune L 1S FRpSFT I AT B8 TEATE SE/SCTVEY, CLPARE TRFAIE PATITRrIIIE BEARCETAR 81 COOTATETION TYMAMCY, mesanty: Sier

Figure 64 - Project report: Middle part of the ‘Report’ Tab

While introducing information under Target Groups Reached it is important to
remember that eMS cumulates the quantities, which were already entered in previous
progress reports. The sum of values, which were already reported, is shown under
“Target Groups reached Previous Periods” field. Therefore the name of the window
“Target Groups Reached During Current Report” is self-explanatory. Below print screen
provides an example.

sales techniques

Target Groups Target Groups

Target Groups TargetValue  Reached jargetGooups Reschied Source Of Verification Description Of Target Group Reached So Far
Previous Current Report
S Percentage
Periods
Other 0.00 @
2000 Craracters Remainig 2000 Characters Remaining
l S0reached during
her educati 00 reported for 4
higher education and o 30000 d”l 5000  Period3.
research erio iod3.
Project interim 2000 cnaracters Remaining 2000 Characters Remaining
200 reported for report covers period
business support Period 2 32 ands
3 0.00 0.00 0.00
organisation i “
General public 0.00 0.00 0.00

ocal public authority 0.00
2000 Craraceers Remaining 2000 Craracters Remaining

0 reached during

0 reached for Period 2
Period 3

nterest groups +, 1and Period 2
ncluding NGOS 0.00 0.00 0.00

Problems And Solutions Found

Problems And Solutions Found Description

Figure 65 - Project report - Target groups
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Below you will find an interface to provide information on horizontal principles where
the LP should describe the specific measures/efforts undertaken by the partners during
the respective reporting period in relation to complying with and promoting the
horizontal principles.

Do not just copy the information contained in the Application Form!

Do describe how you actually implemented what you envisaged initially.

At the bottom you will find a tick box which can be used, at the end of project
implementation, to indicate that the project has been fully implemented.

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

Sustainatie desiopmare s e

[ETEp——

ez o prannas

.....
F= 2016 Jn2me marageenser Maragemen:
e 20 Jn2me implamenaan e

Figure 66 - Project report: Bottom part of the ‘Report’ Tab

5.3.2 'Work packages' /activities tab

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

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

Report - Workpackages Certificates Project report overview Attachments

o Management
. o Networking opportunities
Project Pr - o
o Training opportunities
o Developing a dedicated on line platform

o Rehabilitation of the exhibition center

01.06.2018

o Communication

Figure 67 - Navigation bar - Work packages
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Reparting Per Warkpackage Ouerview

Id Start End Type Title
2461 wrz2019 management Management
81 implementation My Implementation T1
483 wrz.2015 wrz2019 nvesiment My Investment |1
264 wrz2015 wr.2019 communication Communication
8) Save

Figure 68 - Reporting per Work package Overview table

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

Here you also provide information on project output indicators, activities implementation
progress and deliverables attained. Reporting on deliverables, including upload of
evidence/Sources of verification for the achievements is also part of reporting on work
packages.

Project for Auditiog TP449 | snowmore Project Report 1 - Period
witerreg H ject for Auditl ITP449 | snow» Project Report 1 riod 2
.) save
> Reporting Workpackage Investment
@) Check Savea R wp Nr Wp Title Wp Start Month Wp End Month Wp Status 7. Wp Expenditure Current Report Percentage Of WP reported so far
n My Investment 11 wrz2015 wrz2019 — = €000 0.00%
Partners Involvment
Abbreviation Name
i~ My LPY My LP1(lcad Partner)
Please Describe The Progress In This Reporting Period And Explain How Were Partners Involved And Who Did What
Please Describe And Justity Any Problems And Deviations Including Delays From The Work Plan Presentes d In The Application Form And The Solutions Found
2
or Planned Del A d in This
ttachm
0 Mo >ort
el - P
nam Numbe
o implemented WIS €) Uplosd
Please Describe Progress Achieved In This Reporting Period
ana
Activity Tidle Start Month End Month Act status ?
My Activity AI1.1 09.2015 09.2019
[XIXE]
Deliverable Titie Deilverable Description Planned Deiivery Month Del status
WMy Deliverabie D.11.1.1 09.2019
Deliverable Evidence
2) Uplosd
Del Description

Figure 69 - Reporting on work packages

Please note that filling Outputs Indicators is similar to Target groups, i.e. -eMS cumulates
(adds up) the quantities, which were entered in previous progress reports and they are
reflected in “Achieved So Far (Not including this reporting Period)” window. Therefore, you
have to enter numbers only under “Achieved in this Report” field and select appropriate Level
of Achievement from the drop down menu, see the print screen below.
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& O @ A Cenificate emor 15.120.158.102/app/maine o2
oAl Odessa Agricultural Institute
@) Logout SAUM State Agrarian University of Moldova
Please Describe The Progress In This Reporting Period And Explain How Were Partners involved And Who Did What
EN =
X
@\N/ﬂg

electronic

monitoring

system

cpb
p’“”“” Project Main

Outputs Project Main Output Description

inTeract H

Anumber of (7x50) 350 enterprises

T1.1 Enterprises y
will be invited to participate in a
dedicated fair and display their
traditional products, while having the
opportunity to attend informatien
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Figure 70 - Reporting - Output Indicators

The summary of entered values for all reporting periods
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Figure 71 - Reporting - Summary of values entered for Output Indicators
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5.3.3 'FLC Certificates' tab

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

in the final project report.

Figure 72 - Including Partner FLC Certificates in a Project Report

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

Workpackages Certificates Project Report Tables Attachmeants
o PP1 Certificate 2
Project Progress Report o LP1 Certificate 2
Figure 73 - Navigation bar - FLC Certificates

IMPORTANT!

The Lead Partner shall notify the Managing Authority whenever there is a suspicion linked to
any of the expenditure made under the project budget.

5.3.4 'Project Report Tables' tab

Report Workpackages Certificates Attachments
Figure 74 - Navigation bar - Project Report Tables
Here you can find various summary tables of the expenditure included in the project
report. Project report tables take into account all certificates included in the project

report. Please note that the tables are updated before the report is submitted. All
tables can be exported to Excel by clicking the ‘Export’ button from under each table.
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Project Report Tables
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2o Cmanm com 167 79h 08 c1or Tveee
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Farire
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Project Expenditure Per HHUM.'

Figure 75 - Project Report Tables - Project Report expenditure table

The most frequently used table from this section is ‘Project report expenditure summary’,
which consists in the following sections, which shall be “read” according to the
programme rules, as and if applicable:

e Section ‘Previous reports’:

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

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

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

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

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

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

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

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

5.3.5 'Attachments’ tab

Report Workpackages Certificates Project Report Tables

Figure 76 - Navigation bar - Attachments

The LP insures that all relevant evidence for the project planned outputs and deliverables are
included/uploaded in the project report, in the ‘Activities’ section.

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

Should any additional attachments be relevant for the entire project report, the lead partner needs
to upload them in this ‘Attachment’ section. Any other attachment upon request by the programme
should be attached in the ‘Attachments’ section.

Intermediary versions of deliverables or outputs should be updated only if it has been asked
specifically.

Please acknowledge the maximum size of an attachment is 24Mb. In order to do so, please use the
‘Attachments’ tab.
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Upload new attachment

{ | +) upicad

ink attachment from partner report I
+) Upload

select Filetype Upload date User Description

Attachments

Select

Figure 77 - Attachments to Project report

5.4 Submitting a project report

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

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

b Check Saved Report ! Subrmit Repaort

&' Delete Report B Delete Report

i Application Form i | Application Form

1 Supplementary Infarmation 1 | Supplementary Information

= Print Project Report & Print Project Report
Figure 78 - Checking and submitting project report

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

66



* * %

Black%ea

CROSS BORDER
* + * COOPERATION

* *
* *
* *

Programme funded by
EUROPEAN UNION

Project Reports

Period 1 05.05.2015 - 05.05.2016

Report 1.1 05.02.2015 05.02.2016 @Suawit:ed 25.02.2016 €10 261.85 2

Period 2 06.05.2016 - 31.12.2016
Period 3 01.01.2017 - 05.05.2017

Figure 79 - Report submitted

After submission, the lead partner can see the report but cannot modify it anymore. A new project
report (final) can be opened once the previous one has been submitted to the controller/JTS, as
the case.
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CHAPTER 6 - HELP AND TECHNICAL SUPPORT

For any problems you might experience with the eMS, please contact the Joint
Technical Secretariat at:

e Email addresses: office@bsb.adrse.ro

e The email address of the JTS officers assigned to your project or

e By phone at +40 341 452 836 (during office hours 08:30 -17:00, Friday: 08:30-14:30
local time GMT+2)

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

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

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

3. E-MS user that encountered the problem

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

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

Please note that the information above is vital for the celerity of solving
the problem (as the accurate identification of the problem allows
reproducing it in the e-MS testing environment in order to find a
solution).
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