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Notes on this document  

This draft manual is based on version 3_4.1a of eMS. Most of the chapters where updated 

to the current version, nevertheless some chapters might reflect previous versions. 

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

 

Interact  does not warrant or assume any legal liability or responsibility for the accuracy, 

completeness or usefulness of any information, product or process disc losed in or 

connected to this document.  

 

Interact  is co-financed by the European Regional Development Fund (ERDF). It supports 

territorial cooperation between regions of the EU and is the hub for exchanging 

information and best practices among Interreg  programmes. Interact  also supports 

cooperation programmes at EU external borders.  

 

Copyright notice  

You are permitted to print or download extracts from this material for your personal 

use. This material can be used for public use, provided the source is ackn owledged and 

the publisher ( interact@interact -eu.net ) is given a prior notice. None of this material 

may be used for commercial purposes.  

Publisher : Interact Programme  

 

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

email addresses: 

boguslawa.lukomska@interact-eu.net  

christoph.werner@interact -eu.net  

aija.prince@interact -eu.net  

katrin.stockhammer@interact -eu.net  

Website: www.interact -eu.net  
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mailto:boguslawa.lukomska@interact-eu.net
mailto:christoph.werner@interact-eu.net
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Background 
Every Interreg programme is obliged to set up a computerised monitoring system in order 

to collect all information on project and programme progress (art. 125(d) of the 

Regulation 1303/2013).  

Additionally, as outlined in the Article 122(3) of the Regulation 13 03/2013, programmes 

should provide their beneficiaries with a system to allow submission of information in 

electronic form. All exchanges of information between beneficiaries and managing 

authorities, certifying authorities, audit authorities and intermedi ate bodies should be 

carried out via an electronic data exchange system.   

In the past, most programmes invested time and money in developing similar but slightly 

different electronic monitoring systems. There are hundreds of Structural Funds 

monitoring systems in Europe and each one of these needs to be designed, developed, 

maintained and improved over time.  

Interreg programmes decided that it was time to kick -start a change. With the help of 

Interact , they joined forces to co -develop a monitoring system t hat is based on the 

expertise of many and covers everything a programme needs to run smoothly in different 

regions in Europe.  

The eMS is a monitoring system with communication portal to support submission, 

approval, management and administration of projec ts in the context of Interreg 

programmes. The system supports collection of all information on submitted and 

approved projects, their implementation and achievements, modifications and closure. 

Additionally,  aggregated data on the progress of projects and the programme level are 

recorded in the system. All programme bodies are able to communicate with 

beneficiaries via the system and re -use the data already collected. The eMS is built to 

support programme authorities in day -to-day programme management and should fulfil 

all legal requirements.  

For Interreg programmes and Interact , co-developing the eMS meant putting the best 

approaches and ideas on the table and finding a common vision for a simplified, 

harmonised and inclusive tool for all stakeholders. The eMS was designed together with 

four ETC programmes and can be used free of charge by any ETC programme. The system 

is delivered in milestones and first modules can be used by programmes before the full 

system is built. eMS is currently used in productive e nvironment by 5 programmes and 

is being tested and prepared for calls for proposals by another 15 programmes. 

Additionally,  more than 10 programmes declared their intention to use the eMS.  
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The eMS 
eMS is a web application buil t  by the Interact  Programme for the benefit of all Interreg  

Programmes. 

All that programmes need is some IT expertise and a server to host the system. 

Programmes enter their programme intervention logic and financial data and configure 

the system choosing from a range of options.  

How eMS was created  

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

Many people saw the Interreg world as much too complex to even consider developing 

a common electronic monitoring system. After all, co-developing a monitoring system 

meant risk: programmes putting resources in a very uncertain pot, trying to satisfy even 

more stakeholders than usual, adapting programme rules and habits for the sake of 

common procedures, and facing the possibility of se vere delays in programme 

implementation in case the system should fail.  

So why did Interreg programmes decide to take those risks?   

Their vision was, and still is, that cooperation programmes need to live cooperation 

themselves in order to be credible hosts for successful cooperation projects. After the 

joint development of Interreg harmonised implementation tools (HIT) proved to be 

possible and led to very good results, cooperation programmes wanted to continue on 

this path. They were confident that there could be more examples of how cooperation 

saves millions of euros, leads to superb results, and can even be fun!  

Developing a monit oring system for Interreg programmes is a major effort.   

It requires knowledge of the legal framework and programme procedures within 

Interreg, as well as the skills and experience needed  to procure and develop IT 

tools.   Before the joint eMS project, each  programme invested time and money in its 

own system. This led to many similar but slightly different monitoring systems, which 

caused confusion among beneficiaries and led to duplication of work across programmes. 

The eMS combines programme resources in a common effort and uses harmonised 

templates and guidelines drawn from HIT for project applicants, project partners and 

first level controllers. This makes it easier for them to switch between programmes, and 

overall saves programmes significant time and money. The eMS also has the added 

benefit of simplifying collection of data, which paves the way for future thematic studies 

and other types of reports and evaluations.   
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The eMS provides features, functionalities and user interfaces that far exceed most 

of the existing monitoring systems in user friendliness and scope.   

For Interreg programmes and Interact , co-developing the eMS meant putting the best 

approaches and ideas on the table and making joint decisions. It required finding a 

common vision for a simplified, harmonised and inclusive tool for all stakeholders.   Here 

are just a few of the many innovative features of the eMS: 

¶ It can handle up to four different funds simultaneously;  

¶ It allows for multi -lingual project applications, contracts and monitor ing 
interfaces;  

¶ It creates an online audit trail that stores and provides all required information;  

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

¶ It features customisable user interf aces and functionalities for all Interreg 
stakeholders, including project applicants, first level controllers, joint 
secretariats, managing authorities, certifying authorities, audit authorities, 
monitoring committees, evaluation experts and contact points .  

Interreg programmes can obtain the eMS for free and go online with an open call 

within a week!  

All they need is some IT expertise and a server to host the system. Programmes enter 

their programme intervention logic and financial data and configure the system choosing 

from a range of options. As of March 2015, two programmes have already opened calls 

for applications with the eMS, saying that these timely online calls would have been 

difficult without the eMS.  About 20 Interreg programmes plan to use the  eMS and there 

could even be more. The  more programmes use it, the more other programmes will trust 

in it and adopt it as well. The total savings of tax payersõ money is estimated to amount 

to anything between 10 and 30 million Euros , depending on the number of programmes 

using the system.  

The development of the eMS would not have been possible without prior 

harmonisation of  implementation tools.  

This harmonisation effort started in 2010, when Interact , together with Interreg 

programmes, decided to develop HIT (harmonised implementation tools) for Interreg 

programmes.  In 2013, when it became clear that HIT laid the basis for a joint monitoring 

system, interested programmes and Interact  teamed up to take on this project. By 2014 

the IT support and expertise needed to begin development was procured and the project 

took off.  

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

deployment.  

Interreg programmes using the system commit themselves to contribute relevant 

improvements to the eMS to the community of programmes using eMS, creating a 

snowball effect that multiplies benefits for everyone. For example, one programme 

plans to develop online tools for project ideas, partner searches and a function for 

displaying cooperation projects and outputs on geographic maps. These features will be 
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added to the core eMS and made available to any programme that wants to use them. 

It is easy to see tha t overtime the eMS will grow to become the best monitoring system 

within the realm of Structural Funds as it continues to incorporate functionalities. This 

is the central argument for cooperation: the co -creation of the eMS will lead to a tool 

that no prog ramme could ever have developed on its own.  

The workflow  

Data in eMS are structured in several layers of information and follows a strict workflow. 

Some steps in the workflow are mandatory; others can be switched on and off via 

configuration or options in the calls. Forms and user interfaces in the system can only 

be accessed with corresponding user rights and privileges. Interact  provides a default 

configuration for the main stakeholders of the system (types of users). These 

configurations can be changed by Interreg programmes and allow them to configure user 

rights according to their organisation and division of tasks.  

 

The following elements are part of the standard work flow:  

 

1.  Enter programme data (information from Cooperation Programme)  
This section contains the basic information of the Interreg programme using the 
software. It is the information from the document called òCooperation 
Programmeó, which is approved by the European Commission.  
This section needs to be filled out once and co ntains the most basic layer of 
information in the application. Basic information on programme area (eligible 
NUTS regions that a programme covers), priority axis, co -financing rates, 
programme financial allocations, indicators, etc. are stored here. These data are 
the basis for all future steps in the workflow. This task is usually done by an 
administrator of the system.   
 

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

3.  Application Form  
Any person intending to submit an application within an open call for applications 
can register a user and fill out the application form directly in the eMS. It is 
possible to submit applications only within th e timeslot and conditions defined 
in the call for applications. A user who first created an application is treated by 
the system as a lead user and can provide other users with read - or read/write 
access to the application form. The lead applicant is the only user who can 
submit the application.  
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4.  Assessment 

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

5.  Recommendation  

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

6.  Funding decision (Monitoring Committee)  

The Monitoring Committee decides which projects are approved by the 
programme or approved under conditions. The decision of the MC and its date 
need to be inserted into the system, which is usually a task of the JS.  
All projects which are approved under conditions need to go through a condition 
fulfilment procedure, which is, in practice, a modification of the application 
form based on some clear recommendations of the MC. Modifications are then 
verified by the JS, w hich subsequently changes the project status into approved 
or not approved.  
All projects which are not approved are archived in the system.  

7.  Handover and supplementary information  

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

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

8.  Subsidy contract  

The system supports the generation of a Subsidy Contract. It is template -based 
and uses data from the approved application form. The template for the subsidy 
contract is programme -specific and can be adjusted by programmes. Please note 
that some IT expertise is necessary to adjust templates in the eMS The Subsidy 
Contract ðonce generated - can be edited (if necessary) and then printed 
(downloaded as pdf document). Once the Subsidy Contract is marked as approved 
(eg by the JS), the system changes the status of a project into ôcontractedõ and 
allows for partner and project reporting. Basic data on the Subsidy Contract and 
all its amendments as well as the documents themselves are stored in the eMS in 
the section ôproject historyõ. 
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9.  Partner reporting  

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

 

10.  FLC 

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

11.  Project reporting  

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

12.  JS verification  

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

13.  MA verification  

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

14.  CA verification  

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

15.  Payment  

CA performs the payment to the Lead Partner outside of the system and records 
date and amount paid. The payment can be done in full or in instalments.  

16.  CA reporting  

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

It is also possible to generate programme annual reports and financial statistics, 
which are required by the regulatory framework.  
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Horizontal functionalities (not part of the standard workflow)  

¶ Modifications  

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

¶ Automatic messages  

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

Hardware specifications  

The following  hardware specifications were used during the procurement  of the eMS. 

The development company guarantees the functionality and performance of the eMS on 

these specifications.  

Interreg  programmes can decide to reduce the hardware. Any resulting performance 

problems are not covered by the guarantee of the service provider.  

The eMS can run on virtualised environments. Virtualised environments allow more 

flexibility, for example it is technically easier to increase the hardware at a later point 

in time.  

Software  50 Sessions 100 Sessions 

Apache HTTP Server 4 GB RAM/1 Core 8 GB RAM/1Core 

Apache Tomcat (Java 
Application)  

12 GB RAM/2 Cores 24 GB RAM/4 Cores 

Mysql Database 16 GB RAM/4 Cores 32 GB RAM/4 Cores 

Total  32 GB RAM/7 Cores 64 GB RAM/9 Cores 

 

Operating System and Standard Software  

To get the most stable but free ly available system, Interact  has decided to use CentOS 

as the operating system for eMS. CentOS offers full updates for the operating system 

until Q4 2020. Maintenance updates are available until June 2024 

(http://wiki.centos.org/About/Product ).  

- CentOS 7 

- Oracle JDK 1.7 

- Apache HTTP Server 2.4 

- Apache Tomcat 7 

- Mariadb 

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

on one machine)  

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



TECHNICAL REQUIREMENTS  

 

 

13 

 

Maintenance for Hardware, Operating System, Standard Software, 
Certificates  

The company providing the hardware (or virtual environment) often provides 

maintenance for hardware, operating system and software. To ensure the uptime of 

their server , they often monitor the server itself. In this case , they are responsible for 

security updat es, detection of special hacking attacks (like DDos -Attacks) etc. They 

usually offer only services for their standard software and do not provide services for 

the application itself.  

For using encrypted connections to the eMS, the use of HTTPS is strongly recommended. 

For such an encryption, the use of a trusted SSL-Certificate is advisable, which can 

usually be ordered and maintained by the same company.  

A good back-up of the system is very important . Normally this is done by the company 

providing the server and should be part of the òservice level agreementó (SLA). 

Installation and Setup of the eMS  

Some companies providing server-services, like the ones mentioned above , also provide 

installation, setup  and monitoring of the application and possible updates  of the 

application itself while others just run the server and the operating system.  

Some Interreg p rogrammes can order such services within their own organisation and do 

not need to procure them separately.  

It is recommended to find a person (e.g. own ad ministrator or IT Manager) who will take 

care of updating and maintaining the application itself.  

Interact  offers set -up support to  individual Programmes. This setup support could be  in 

form of one training session  or in for of a support during setup of th e system. The 

installation of the environment has to be done by your IT administrator.  

In case of difficulties , our IT company PL.O.T. offers support in this matter especially in 

the configuration and setup of the software. You can find more details about this in the 

òeMS set-up supportó thread in the Interact  Observers group forum on basecamp. 

Testing Environment  

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

testing.  

This environment can run on very limited hardware, since it is only used by the 

administrator in order to test the configurations and the system.  

The test-system could be included into the procurement for maintenance to ask the 

maintenance providing company to run a very small environment to see and test bug 

fixes and new features before installing them on a productive environment.  
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Productive Environment  

The experience of Programmes already using the eMS shows that an installation with 

two parallel tomcat instances  can handle up to 200 users at the same time and in case 

of more parallel sessions, it might experience performance issues. All users, including 

programme bodies (not only applicants ), are covered by this number .  

To avoid any performance problems, we recommend to change the server settings at 

least during the peak periods , like in the end of the call for proposals. After about 200 

sessions on Apache Tomcat and a heap size of 2GB for this process, problems with 

garbage collection appear. It is strongly recommended to add parallel application server 

instances to avoid performance risks.  

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

Modification, plug -ins, personalisation  

Independently from running the software on a server , the software can be modified by 

a software development company. Usually companies developing software do not run 

the software and vice versa. Therefore , it is often necessary to order further 

developments from a different company than the one running the system. Software 

development could be carried out at an hourly rate or at a total price for a needed 

functionality.  

Which tools are needed for the user of eMS?  

eMS is a web application and can therefore be used with any up -to-date web browser 

like Internet Explorer, Firefox, Chrome or Safari. For technical reasons, eMS only 

supports the latest version of these browsers and one version before.  
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Installation of eMS 

General remarks  

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

technologies:  

¶ CentOS 7 

¶ Oracle JDK v. 1.7 

¶ Mariadb 

¶ Apache Tomcat 

¶ Apache WS 

¶ Apache Activemq 5.10 

Java is a platform -independent technology. Interact  recommends to use the approved 

and tested software configuration.  

Setup support  

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

Before installation  

eMS is a highly configurable software. Parts of the flexibility are reflected in the User 

interface of the application;  other parts need to be adapted in a special part of the 

setup script. The following points need to be specified by the ETC Programme before 

installing eMS: 

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

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

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

Interact  can provide an up-to-date manual for installing eMS on your system. Please get 

in touch with us or download the latest version in our forum on basecamp.  

There are already translations of the user interface available for several languages. 

Please get in touch with Interact  to receive the latest updated versions .  
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Installation of eMS  

During installation of eMS, several modifications have to be applied to the installation 

files. For an initial installation the main topics are:  

¶ Languages used in eMS (as content or as user interface translations)  

¶ Translations of certain elements can only be carried out in the database  

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

 

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

1. Install needed software landscape (operating system, application server, etc.)  

2. Copy configuration files to server  

3. Adapt paths in configuration files  

4. Modify customizable sql-insert -script  

5. Create database user and schema 

6. Create database tables 

7. Insert not -modifiable part o f insert script  

8. Insert customized sql-insert -script  

9. (Optional) insert custom funds  

10. Set environment variable EMS_HOME, pointing to configuration directory  

11. Customization of programme logo in war file  

12. Installation of war file in webserver  

 

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

13. Adaptation and configuration of templates for pdf extraction of different forms  

14. Implementation and configuration of validation plugins  

15. Import of translations  
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FAQ on installation  

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

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

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

 

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

 

2. After installation, the styling looks weird (see attached scre enshot).  

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

This functionality is only needed by Programmes having different funds than:  

- ERDF 

- IPAII 

- ENI 

- ERDF equivalent 

or by Programmes who want to rename one of them (e.g. the ERDF equivalent fund).  

By default, the above mentioned funds are available in eMS. With this manual, 

Programmes can add additional funds. Please note: the changes have to be done directly 

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

administrator.  

Fund database table  

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

- fund 

- cofinancingsource 

 

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

 

Remarks: 

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

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

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

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

 

To translate funds please use the fund_mlc table in the database  
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id  name is_equivalent  order  is_erdf  

1 ERDF 0 1 1 

2 IPAII 0 3 0 

3 ENI 0 4 0 

4 ERDFe 1 2 0 

5 MyFund 1 5 0 
Table 1: Example of òfundó table in technical database 

 

id  cofinancingsource  is_equivalent  order  is_erdf  

ERDF ERDF 0 1 1 

IPAII IPAII 0 3 0 

ENI ENI 0 4 0 

ERDFe ERDF equivalent 1 2 0 

MyFund My custom fund 1 5 0 
Table 2: Example of òcofinancingsourceó table in technical database 

 

Fund_id  Language label  

ERDF EN ERDF 

IPAII DE EFRE 
Table 3: Example of fund translation in "fund_mlc" table  
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User roles 
 

The eMS enables managing roles and rights based on privileges. It means that certain 

functionalities are available only for certain users.  

Every feature is dependent on a corresponding privilege. A privilege is directly assigned 

to the function/workflow.  

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

How to manage roles  

Needed user rights / privileges  

The user who wants to manage the roles must have the òMG_ROLESó or the òADMINó 

privilege.  

How to enter Managing Roles & Privileges  

After logging in as òADMINó, you can enter the òRoles & Privilegesó section by clicking 

on the left side menu item òManage Rolesó. 

 

Figure 1 Manage Roles menu item  

After entering the section, list of roles is displayed.  
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Figure 2 List of roles  

After a specific role is selected, the privileges can be added or removed.  Privileges can 

allow or deny the role to perform the selected action. A de nial overrules a permission 

of the privilege. So, if a user has more roles, and an action is permitted in one role, and 

denied in another role, the user will not be able to perform the action.  

 

Figure 3 Adding and removing the pri vileges 

 

User management  

Needed user rights  / privileges  

The user who wants to manage this section must have the òMG_USERSó or the òADMINó 

privilege.  

How to enter Managing Users  

After logging in as òADMINó, you can enter the òManage Usersó section by clicking on 

the left side menu item òManage Usersó. 
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Figure 4 Manage Users menu item  

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

 

Figure 5 List of users  

After a specific user is selected, the roles can be assigned.  More roles can be assigned 

to a user. However, if a user has more roles, and an action is permitted in one role, and 

denied in another role, the user will not be able to perform the action, as the denying 

the privilege overrules its permission.
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Message Portal 
 

eMS allows users to exchange messages within the system. 

Message exchange 

Needed user rights / privileges  

For sending or receiving messages in eMS, no special user rights are needed. Any 

registered user can send and receive messages. 

 

 

Figure 6: Mail sending dialog  

Messaging 

eMS supports standard mailing functions such as sending, forwarding and replying the 

mails. It enables sending messages to multiple recipients as well as sorting and filtering 

messages based on different criteria.  
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Messaging out of project view  

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

 

Figure 7: Project contacts  
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Application Form 
 

Most of the forms in the application form are mostly self -explaining. We want to 

highlight only a few special forms and describe the implemented functionalities.  

Calculation of the maximum co -financing rate  

eMS calculates a maximum co-financing rate per partner, taking into account several 

different configured co -financing rates. Some of the percentage values (like different 

co-financing rates per NUTS region) can only be changed in the technical database.  

 

Configuration can only be done on Programme level. Exact co -financing rate is stored 

by partner, therefore a later change of the configured percentages does not affect 

already created application forms ð it only changes the maximum co-financing rate for 

new projects.  

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

rates.  

 

 

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

ÅOther NUTS levels could have a co-financing 
rate configured

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

Co-financing per NUTS 
region

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

ÅCompare this co-financing rate to the one from 
NUTS

ÅTake the lower value

Priority axes per Fund

ÅOPTIONAL: Only applies, if option 
"Generalblockexemptionforsme " is ticked in 
the call

ÅIf organization is an SME (by selecting "Yes" in 
the related dropdown of the application form -
co-financing rate is lowered to 50%

General block excemption 
for SMEs



APPLICATION FORM  

 

 

26 

 

Call specific co -financing rate (call configuration)  

In eMS version 3_3.1 a new call option ôcall-specific  co-financing rate per priority and 

fundõ was introduced. It overrules all other rules of calculating maximum co-financing 

rate for partner.  

 

Figure 8 Call option - use call specific co-financing rate per priority and fund 

When activated, the user needs to fill out the co -financing rate table per priority and 

fund.  

 

Figure 9 Inserting co-financing rates per priority and fund 

Only values inserted in this table are taken into account. If some fields remain 

unchanged, the system will use usual way of calculating max. co -financing rate for those 

priorities and/or funds.  

It is possible to take the NUTS regions maximum co-financing rates configuration into 

account.  

 

Figure 10 Taking NUTS co-financing rate into account 

In such a case, the system will calculate maximum co -financing rate based on the data 

per fund/priority and NUTS configuration. If e.g. prog ramme sets the co-financing rate 

for Priority 1 fund ERDF to 80% and decides to take the NUTS configuration into account 

for NUTS where maximum co-financing rate is 85% the calculated rate will be 80% and 

for those with 75%, the 75% will be used.  

This configuration influences only co -financing rate allocated to project partners. It is 

not taken into account when calculating co -financing rate per priority axis and fund in 

the CA module.    
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Periods 

Defined periods are a prerequisite of successful checking an d submitting the AF. Periods 

can be set in the Application Form ->Work Plan -> Define Periods section.  

Depending on the call configuration, periods might be either generated automatically 

(based on a plugin) or inserted manually by an applicant.  

Applicants need to be very cautious about changing the Start / End date of a project, 

as this change needs to be reflected also in the period definition. Therefore, it is 

recommended to òRecreate periodsó or manually adjust the periods in the òDefine 

periodsó section after every change in these dates.  

Budget 

Budget belongs to the most important parts of the Application Form. Budget needs to 

be inserted per partner. Therefore, partner information in the òPartneró section needs 

to be inserted before Budget can be def ined.  

Partner Budget is usually inserted per Work package or per period. Hence, this 

information should be also included before filling in the budget. If other order of filling 

in the AF is applied, you need to be aware, that new cells in the budget will be created 

with an automatic value (0û) for the additional period/Work package.   

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

Define Budget section.  

Flat rates  

Besides calculating using real expenditures, flat rat es can be used for calculating certain 

budget items, particularly for Staff costs ad Office & Administration costs.  

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

Staff costs (if flatrated) are calculated as a percentage of a sum of expenditures used 

for all the items but Office & Administration and Net Revenues.  

If a value in any cost is changed / added by the applicant, it is better to click the 

òrecalculateó button.  

When applying Flat rates, it is important to bear in min d that all the previously inserted 

sums in Staff costs and O&A Costs will be replaced by the calculated (flatrated) costs.  
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Partner contributions  

Every partner must define the intended source and amount of the (national) contribution 

(i.e. national funding to match ERDF, IPAII, etc.).  

   

Figure 11 Clicking ódefine contributionsô leads to the interface for defining contributions 

The eMS assumes that own contributions always are either public or private depending 

on the legal status of the project partner. Every partner needs to have own contribution.  

Own contributions of public partners are considered ôpublicõ. Own contributions of 

private partners are considered ôprivateõ.  

Every partner can have an unlimited number of additional contributions sources. 

Additional contributions can be either public or private.  

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

corner (see below). Then enter the source of the contribution and the legal status as 

public or private contribution.  

 

Figure 12 Contributions can either be public or private 
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Automatic public contribution  

Automatic public contribution is a programme option, which can be set in the Manage 

programme section. It means that a country, fund, etc. is automatically providing the 

contribution in case a project is approved.   One example would be the rotation fund i n 

Italy in previous years, which guaranteed national contribution for approved projects.   

Many programmes do NOT have any automatic public contributions in their territory. If 

there is no country in your programme area that automatically provide contribut ions to 

ERDF, you may want to consider turning off ôautomatic contributionõ as it does provide 

no added value and makes overview tables more complicated.   

 

Figure 13 If your programme has automatic contributions you can turn on this options in the Manage 
Programme sections   

If ôautomatic public contributionsõ are possible, then they appear in the drop-down as 

well:  

 

Figure 14 A programme allowing automatic public contribution  
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Submission without check  

In certain cases, it is necessary to grant an exception and to allow an applicant to submit 

the Application Form even if not all the requirements to check successfully have been 

met. These cases need to be managed individually.  

In such a case, a JTS user needs to open the project. The project even if not submitted 

can be found using the Application Browser.  

 

Figure 15 Allow Submit Without Check, Set Project State To Checked 

After entering the project, in the left side menu -> Management, you can click either 

òSet Project State To Checkedó or òAllow Submit Without Checkó. These settings might 

be applied only on a particular project, not on multiple projects at once or on the w hole 

call.  

Attachment upload  

After entering the project as JTS, in the left side menu -> Management, you can also 

see the item òAttachment upload allowedó.  

 

Figure 16 Attachment upload allowed 

¶ AF non-submitted: Using this button for a non-submitted (saved) project, you can 
prevent the applicant from uploading attachments. 
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¶ AF submitted: Using this button for a submitted project, you can enable the 
applicant to attach additional documents to an already closed (submitted) 
Application Form. 

These settings might be applied only on a particular project, not on multiple projects 

at once or on the whole call.  

Attachment JS  

¶ AF submitted: As a part of evaluation, JTS user may add an attachment to a 
submitted project by clicking the ñAttachment JTSò in the upper menu bar. 

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

 

Figure 17 Attachments JS 

Documents 

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

 

Figure 18 Documents 

After entering the project as JTS, in the left side menu -> Management, òDocumentsó 

item needs to be selected in order to get redir ected to this section.  
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Project result indicator  

The òproject result indicatoró section can be turned on in the call configuration via the 

configuration òUse Project result indicatorsó. This feature was contributed by the 

Central Europe Programme. 

 

If turned on, a section òproject result indicatoró is visible in the menu of the application 

form.  

 

Figure 19 Project result indicator menu entry 

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

database. 

INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (1,'Institutions');  
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (2,'EUR');  
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`la bel`) VALUES (3,'FTE'); 
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (4,'Persons');  
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (5,'Number of stakeholders 
reached'); 
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (6,'Percentage of stakeholders 
satisfied');  
INSERT INTO `project_result_indicator_measurement_unit` (`id`,`label`) VALUES (7,'Number of communication 
activities');  
 
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (1,1,'Visits to the project 
website',5);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES ( 2,1,'Participants at 
project events',5);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (3,1,'Event participants 
satisfied with information provided',6);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (4,1,'Joint 
communication activities implemented with external stakeholders',7);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`pro ject_result_indicator_measurement_unit_id`) VALUES (5,0,'Number of 
institutions adopting new and/or improved  strategies and action plans',1);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_ id`) VALUES (6,0,'Number of 
institutions applying new and/or improved tools and services',1);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (7,0,'Amount of funds 
leveraged based on project achievements ',2);  
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INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (8,0,'Number of jobs 
created (FTE) based on project achievements ',3);  
INSERT INTO `project_result_indicators` 
(`id`,`communicative`,`label`,`project_result_indicator_measurement_unit_id`) VALUES (9,0,'Number of trained 
persons',4); 

Figure 20 Central Europe - project result indicators 

Please customize this insert script to your needs. 

 

If the values are available in the technical database, the following section appears in 

the application form.  

 

Figure 21 Project result indicators section 
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Output indicators of other specific objectives  

eMS by default allows to select output indicators of one specific objective only. 

Programmes might allow the selection of output indicators form other specific 

objectives of the same priority axes.  

Programmes can allow this selection by selecting the follo wing option in the call 

management: 

òAllow also Output indicators from other Specific Objectives of the selected Priority 

axesó 

 

If this option is active, the eMS shows a òShow moreó button in the òmain outputsó 

section of an òimplementationó or òinvestmentó workpackage. 

 

Figure 22 Show more button for additional output indicators 

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

 

Figure 23 Adding output indicators of other specific objectives to the selection 

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

 

Figure 24 Additional output indicators are selectable in dropdown 
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Additional text fields  
 

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

The configuration can be done either globally by adding text fields, which will then be 

visible in all calls, or by adding call specific text fields.  

The global configuration is done in the section òConfigure eMSó. 

 

 

Figure 25 Global configuration for additional text fields  

 

The configuration for call specific text fields can be done in the call specific translation 

tre e (in the call management ð òManage Multilanguage for calló). 

 

Figure 26 Call specific configuration for additional text fields  



BOOKMARK PROJECTS  

 

 

36 

 

Bookmarking projects 
 

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

How to bookmark a project  

Projects can be bookmarked by clicking on the corresponding item on the left side menu 

in an opened application form. The  same applies for removing a bookmark.  

 

 

Figure 27 Bookmarking and Unbookmarking Projects  
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Browsing bookmarked projects  

Bookmarked projects can be accessed by clicking the corresponding item on the left side 

menu of the main page. 

 

Figure 28 Bookmarked Applications  

A list of the bookmarked projects will appear.  

 

Figure 29 Browsing the Bookmarked Projects  
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Project Idea  
 

This module serves for posting and sharing project ideas with the purpose of finding 

partners or provide inspiration for others.  

How to insert a project idea  

Needed user rights / privileges  

In general, all the users could be able to see and share project ideas. However, they 

need to be assigned the following privileges:  

¶ For viewing the list of project ideas, privilege SHOW_PROJECT_IDEAS is required.  

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

Inserting Project Ideas  

For viewing project ideas, you need to navigate to the left -side menu section òProject 

Ideaó.  

 

Figure 30 Project idea menu item  

After selecting the òProject Ideaó menu item you will be redirected to the Project Idea 

Overview where you can see other ideas and also insert your own ideas.  

 

Figure 31 Project Idea Overview  

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

Based on the idea, you can easily create a project by clicking the òCreate Projectó 

button at the bottom of the Project Idea page.  

 

Figure 32 Creating a project from a pro ject idea  

Afterwards, you are only required to select a call and all the information (including 

details on partners) previousl y saved as project idea will be directly copied into the new 

project.  

Searching for partners  

If the checkboxes òPublicatedó and òPartners Neededó are ticked, the Programme can 

publish the provided information on its website to allow potential partners to s earch. 

There is currently no possibility in eMS to directly search for potential projects. A link 

to an external website has to be implemented by the programme.  

 

Figure 33 Searching for partners  
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Checklists 

How to create and manage a checklist  

Needed user rights / privileges  

The user who wants to manage the checklists must have the following three privileges 

or the òADMINó privilege.  

¶ to manage calls (òSHOW_CALLSó, òMG_CALLSó) 

¶ to manage user roles (òMG_ROLESó) 

¶ to manage checklists (òMG_CHECKLISTó) 

How to create a checklist  

A checklist can be created in the section òManage Checklistsó by clicking the òCreate 

Checklistó button. This will create a new checklist initially containing no questions. 

When creating the checklist you have to provide a name and a type.  

These types define at which step in the workflow the checklist will be available (e.g. 

evaluation of first step, eligibi lity check).  

Currently (in version 3_4.1a) the following types are available:  

Type Description  

Phase 1 Eligibility  Admin and eligibility check of the first step in a two -step 
procedure 

Phase 1 Evaluation Quality assessment of the first step in a two-step procedure. 
Follows òPhase 1 Eligibilityó in the workflow. 

Eligibility Check  Either 

- Admin and eligibility check of the second step in a two -
step procedure 

- Admin and eligibility check in a one -step procedure 

Project Evaluation  Either 

- Quality assessment of the second step in a two-step 
procedure 

- Quality assessment in a one-step procedure 

Contracting Check Contracting checklist, available from project approval until 
contracting. Available only if enabled in the call.  

First Level Control Check FLC checklist, linked to each partner progress report.  

JTS Progress Report Check JTS checklist, linked to each project progress report.  

Inherent Risk FLC assessment, linked to each partner progress report.  

Control Risk FLC assessment, linked to each partner progress report.  

MA MA checklist, linked to each project progress report.  

CA CA checklist, linked to each project progress report.  

 

It is possible to create several checklists of the same type.  
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How to link a checklist to a call  

Checklists are at first independent objects which are not linked to any call. Now, we 

have to establish the link between the checklists and the calls. Checklists could be used 

in no, one or several calls.  

Checklists do not have to be in place, when the call is launched f or applicants, but they 

have to be in place the first time they are used. For example, for òPhase 1 Evaluationó 

checklists this means, the configuration has to be finished once you start evaluating 

projects in Phase 1.  

To establish the link , we have to ent er the management of the call again. This is carried 

out in the òCallsó section. At the bottom of the call configuration, there is a section 

called òChecklist Selectionó. Here you can choose which checklists should be used in 

this call.  

If you use a two-step call, you need to register a checklist of type òPhase 1 Evaluationó.  

There are HIT-Templates available for òEligibility checkó and òProject Evaluationó. 

You can select for a given type, one or several checklists  or no checklist. If you use 

none, the section later on will contain no questions. If you select one, during the 

evaluation, only the questions from this checklist will be displayed. Choosing several 

checklists will show the checklists one after the other in the evaluation.  

How to manage the use r rights for a checklist  

Different checklists could be answered by different user groups. Therefore , the checklist 

must be linked to one or more user groups.  

To cover this feature, in addition to creating the checklist, the eMS creates a user 

privilege to access this checklist. The name of the user privilege follows the pattern 

òCHECKLIST_NAME_OF_THE_CHECKLIST_idó. If you create your first checklist and name 

it for example òFormal and eligibility check ó, the corresponding user privilege is called 

òCHECKLIST_FORMAL_AND_ELIGIBILITY_CHECK_1ó. 

To allow for example your J TS to answer this checklist ,  you have to go to the òManage 

Rolesó section and assign this privilege to the user role. 

It is possible to assign either Read/Write or Read only rights for each checklist.  
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Question types  

In the òManage checklistsó section, you can click on the most right icon òShow 

questionsó to see the questions attached to one checklist. 

In eMS, each question could be answered with a different type of answer.  

Currently the following answer types are available:  

Answer type  Used component  Description  

Textinput ð no 
calculation  

 
this question has to be answered by 
writing text  

Yes-No 

 

Can be answered only by putting yes, or 
no. 

Star-rating  

 

For putting numeric values (equal to 
slider)  

Slider  

 

For putting numeric values (equal to 
rating)  

Label ð no 
calculation   

Only text output, no input  

Yes-No-Not 
Applicable  

   

Three states: Yes, No, Non applicable  

Number ð 0,5 
Steps  

A control where numbers can be entered 
(limited to steps of 0.5)  

Weighting of questions and checklists  

Next to the question type, each question can be configured individually. Dependent on 

the type of question, only some configurations are taken into account by the software.  

All questions take the verification configuration into account. Here you can choose how 

many different users have to answer this question.  

Textinput ð no calculation: uses only the verification configu ration  

Star-Rating & Slider : verification, min, max, steps, weight  

The configuration of min configures the minimum value available, maximum 

defines the maximum value. The steps define the granularity of the steps in 

between:  

- min = 1, max = 10, steps= 1 would make 10 stars, where each is selectable.  

- min=0, max=10, steps=2 would make 5 stars, each counting for two points  

- min=0, max=10, steps=5 would make 2 stars, each counting for five points  
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Weight  Min Max Steps Score Evaluated Result  

0     0 

15 1 5 5 2 10 

100 0 10 1 7 70 

100 0 10 2 2 20 

100 0 10 5 5 50 

 

The weight  defines how this question is weighted to the total evaluated result of the 

checklist. It represents the importance of the question with regard to the total 

evaluation. The weight defines the maximum value , which can be achieved by putting 

the maximum number of points.  

Only the weight goes into the total. The evaluated result is defined by the weight and 

the reached points.  

- weight=0: this question will not go into the final result  

- weight=1: this question has a weight of 1, both the reached points go into t he sum of 
reached points, maximum 1 point (or accordingly less) goes into the total  

- weight=10: same as weight=1, maximum 10 points go into the total  

- weight=100: same as weight=1, maximum 100 points go into the total  

There is no limit how to set the min, ma x or the weight or the steps. Dependent on your 

decision, you are free to put any configuration you want.  

Yes-No: verification, min, max, weight  

 

Weight  Value Evaluated Result  

0  0 

1 Yes 1 

1 No 0 

100 Yes 100 

100 No 0 

Table 4 Yes-No 

Yes-No-Not Applicable: verification, min, max, weight  

Weight  Value Evaluated 
Result 

Amount going into 
total  

0  0 0 

1 Yes 1 1 

1 No 0 1 

1 Not applicable  0 0 

100 Yes 100 100 

100 No 0 100 

100 Not applicable  0 0 

Table 5 Yes-No-Not applicable  
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Figure 34 Example of a filled out checklist  

Sorting of questions in a checklist  

In Figure 1 you can see a list of questions. On the left of each question, there is a small 

icon. With drag and drop you can rearrange the ordering of questions within a checklist.  

How to use a checklist  

As previously stated, the different checklists are available in different steps in the 

workflow. For example, a checklist of type òPhase 1 Evaluationó is available in these 

calls after the submission of the project whereas a checklist of type òEligibility Checkó 

is available later on in the workflow.  

 

In an opened project, the individual checklists appear as separate menu items (see 

Figure 2). 

User privileges needed for checklist  evaluation:  

- EVALUATE_PROJECT_PHASE1 

- EVALUATE_PROJECT  

- SUBMIT_EVALUATION 

- ELIBILITY_CHECK 

- ELIGIBILITY_CHECK_SUBMIT 

 

After evaluating a question, the òDONEó checkbox needs to be clicked. This action is 

necessary for each question. 

It will make this answer available in the further step where the different given answers 

are displayed and combined to a final result.  
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Figure 35 Eligibility check menu item  

 

 

Figure 36 Form to answer the questions  

Marking Question as Blocker  

Certain questions can be marked as òBlockeró. This configuration can only be applied to 

òyes-noó-questions. If one of the marked questions is answered with ònoó the whole 

checklists total evaluated result will go to 0.  

 

 

 Figure 37: 

Blocker icon 
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Remark: the òblockeró feature does not block the user from finishing the final check. It 

does not have influence on the workflow. It is the userõs decision what to do, if a 

checklist contains a negatively answered blocker.  

Consolidation of the given answers ð Final Check  

After each question has been answered by all evaluators, the given answers have to be 

combined. This can be done by a user having the privilege 

òEVALUATION_CONSOLIDATEó. 

Here the user can see the given answers (in the light rows) and assign a final result.  

Again, the user has to confirm completed evaluation by checking the checkbox on the 

right.  

After all questions have been answered by all evaluators and are treat ed in the 

consolidation view (and after saving) , a button appears to finish the answering of this 

checklist.  

 

Figure 38 Final check  

Asking for another opinion  

In the final check, eMS allows to ask users for their opinion. This can be carried out 

clicking the òAdd Answeró button. Here you can select the question (and which of the 

duplicates in case the checklist is duplicated by any of the users) to be asked and a user 

required to answer this question.  
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Checklist types  

There are predefined steps in the workflow of eMS, where checklists can be defined.  

 

Type Description  

Phase 1 Eligibility  Admin and eligibility check of the first step in a two -step 
procedure 

Phase 1 Evaluation Quality assessment of the first step in a two -step procedure. 
Follows òPhase 1 Eligibilityó in the workflow. 

Eligibility Check  Either 

- Admin and eligibility check of the second step in a two -
step procedure 

- Admin and eligibility check in a one -step procedure 

Project Evaluation  Either 

- Quality assessment of the second step in a two -step 
procedure 

- Quality assessment in a one-step procedure 

Contracting Check Contracting checklist, available from project approval until 
contracting. Available only if enabled in the call.  

First Level Control Check FLC checklist, linked to each partner progress report.  

JTS Progress Report Check JTS checklist, linked to each project progress report.  

Inherent Risk FLC assessment, linked to each partner progress report.  

Control Risk FLC assessment, linked to each partner  progress report.  

MA MA checklist, linked to each project progress report.  

CA CA checklist, linked to each project progress report.  

Checklist type  Description 

Phase 1 Eligibility Check  Only used in 2-step-call. Eligibility check of first step.  

Phase 1 Evaluation  Only used in 2-step-call. Project assessment of first step.  

Eligibility Check  Eligibility check (second step in 2 -step call or first -and-only 
step in one step call)  

Project Evaluation  Project assessment (second step in 2-step call or first -and-only 
step in one step call)  

First Level Control Check  Checklist for First Level Control, can be answered for each 
partner report  

JTS Progress Report Check Checklist for JTS, can be answered for each project report  

Inherent Risk  Checklist for FLC, linked to each partner report.  

Control Risk  Checklist for FLC, linked to each partner report.  

MA checklist  Checklist for the MA, linked with the project report.  

CA checklist  Checklist for the CA, linked with the project report.  

 

Reset all answers  

If the configuration of a checklist is wrong, the eMS allows to reset the given checklist. 

Be aware: this removes all given answers and sets the checklist back to the initial/empty 

state! No answers from any user who answered this checklist for this projec t will be 

kept!  
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This feature can be used as well, if e.g. a wrong checklist was assigned to this call. In 

this case, please change the configuration in the call setup and reset all answers 

afterwards.  

This feature is available to users, who can do the consolidation of this checklist.  

Checklist export  

In the consolidation view, eMS allows to export the result of an assessment. This report 

is template based; it can be adapted to the needs of each ETC Programme.  

Before exporting/printing the extracted data to pdf, a preview mode is available, where 

changes in the report can be done.  

Skipping consolidation  

Version 3_2 of eMS contains a new functionality to skip the consolidation in checklists 

which need to be answered by one accessor only.  

Configuration in the checklist  

 

During the creation of a chec klist, it can be marked for skipping the consolidation.  

 
Attention  
 

Skipping consolidation only works if all checklists assigned contain only questions with 
òtwo-eyeó principle. As well all checklists assigned need to the call need to be marked 
to skip the  consolidation.  
 

 

Skipping the consolidation  

After configuring the system, the user can directly finish the checklist in the answering 

mode. The consolidation is not visible to the user.  
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Figure 39: Skipping consolidation  

Duplication of checklist  

Startting from eMS version 3_4.1, it is possible to configure the checklist so that the 

user can duplicate it if needed. This functionality is mostly meant for controllers 

checking public procurements. In this case they usually nee d to fill out the same 

checklist as many times as many procurements are reported.  

In the Manage checklists section of the eMS, the privileged user can mark checklist as 

duplicateable.  

 

Figure 40 Duplicateable checklist  

In order for the end user to be able to duplicate such checklist, he/she needs a 

privilege ôDUPLICATE_CHECKLISTõ.  
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Such user sees then a button ôduplicate checklistõ and a dropdown listing all 

duplicateable checklists of the view.   

 

 

Duplicated checklists are available for all users to fill out (in case of 4 or 6 eyes 

principle). 

  

Figure 41 Duplication of checklist  
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Eligibility decision, recommendation and MC d ecision 

Eligibility decision  

After the eligibility check is finalized, the JS can assign the eligibility decision . The JS 

can do it in a list of projects, which is accessible via the ôEligibility decisionõ menu item. 

This list is available separately for the first and for the second step of the 2 -Step call.  

 

Figure 42 Eligibility decision men u items  

The decision is introduces directly on a list of all projects. It is possible to allocate 

eligibility decisions for multiple projects at once. The decisions must be saved to be 

valid.  
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Figure 43 Eligibility decision  

If the project gets status ôeligibleõ it moves to the quality assessment list. If the project 

is ônot eligibleõ it is archived and cannot be further assessed.  

Recommendation  

After the quality assessment if finalised, the J S needs to assign recommendations to 

applications before they go to the monitoring committee  decision stage.  

The recommendations are not binding fo r MC. Recommended projects can be rejected 

by the MC and not recommended ones approved, etc.  

The recommendations are done in a list similar to the Eligibility decision (see above). 

The list is accessible via a ôRecommendationõ menu item and is separate for the 1st and 

2nd step of the 2 -step call.  

 

Figure 44 Recommendation menu items  
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The JS should select from the drop down the relevant recommendation. It is possible to 

allocate the recommendations for multiple projects at the same time. In order for the 

system to take the allocation, it must be saved. Once saved, the projects will disa ppear 

from the list and will move to the ôFunding decision (MC)õ list.  

 

 

Figure 45 First step recommendation  

Needed user rights / privileges  

Privilege   

RECOMMENDATIONS   

 

Monitoring C ommittee decision  

Extraction of data for the  monitoring committee meeting  

eMS allows to export of data for the monitoring committee meeting to Microsoft Excel 

format. All data visible in the decision table are exportable.  

 

Figure 46 Export of overview  

Next to this, the system allows to generate quality assessment reports for each 

application individually. This report can be extracted in the consolidation view of the 

quality assessment. The report is template based and can therefore be adapted to the 

needs of the Programme. 
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Figure 47 Quality assessment report  

Monitoring committee decision  

The decision of the monitoring committee can be inserted into the eMS. Usually this is 

done by the JS after the meeting.  

The MC decision is recorded in a list ôFirst step: Decisionõ for the 1st step of the call and 

ôFunding decision (MC)õ for the 2nd step of the call.  

 

Figure 48 Funding decision menu items  
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Possible decisions are: 

¶ Approved 

¶ Approved under condition  

¶ Reserved 

¶ Rejected 

¶ Postponed (Optional) 

 

Figure 49 Funding decision  

The values determine the future workflow of the applications. òApproved applicationsó 

are forwarded to the òhandoveró phase, òApproved under conditionsó opens the 

modification procedure of the application form, òReservedó puts applications on hold 

until further decision, òRejectedó closes the application procedure and puts projects to 

archive and ôPostponedõ allows Beneficiaries improving the application form and re-

submit with later call.  

Approved under conditions  

In many programmes the JS or external assessors assesses the quality of applications and 

note conditions which - in the ir  view - should be fulfilled prior to funding. During the 

quality assessment of applications (menu  item: ôQuality assessmentõ) conditions are first 

noted down in a specific section of the quality assessment checklist. These conditions 

can be modified later (e .g. after the funding decision by the MC).  

 

Figure 50 To add conditions to an application, the quality assessment checklist must first be finalised 
by pressing ôFinal Checkõ.  
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Figure 51 This opens the interface for entering conditions under which the JS wishes to recommend 
the pr oject for funding to the MC.  

After the assessment of an application has been finalized (menu item: 

ôrecommendationõ), the JS can view again recommended conditions in a pop-up. The JS 

can then set the application to be ôrecommended under conditionsõ.   

  

Figure 52 The JS can choose to recommend applications under conditions and view conditions in a pop -
up.  

The final decision lies with the MC, which can decide that a project is ôApproved under 

conditionsõ (menu item: ôFunding decision (MC)õ). Please note that the MC is free to 

take any funding decisions regardless of the recommendations by the JS. Conditions can 

be further edited after the MC meeting.  
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Figure 53 After the MC funding decision, f inal conditions can be further edited.  

Saving the MC funding decision as ôapproved under conditionsõ moves the application to 

the menu item ôapproved under conditionsõ. The status of the application is changed to 

show that a modification request is in pro gress.  

Opening the application in this view will show details of the ongoing modification 

request.   

 

  

Figure 54 (JS view) Approving projects under conditions leads to a modification request from the 
programme to the LP  

 

Attention  

 

Please note that in the ôModification Requests Detailsõ view, the ôdecision statusõ is 
set to ôacceptedõ because a modification request is initiated by the programme and 
therefore (i.e. by approving a project under conditions) is automatically accepted. 
This does not mean that the actual modification by the LP is automatically accepted. 
It just means that the LP can proceed to modify the application without further 
approvals on the side of the JS.  

 

 
The LP can enter the application and will the n see the same interface as the one shown 

above and can access conditions via the interface.  

 



RECOMMENDATION &  MC  DECISION  

 

 

58 

 

    

Figure 55 (LP view)  Approving applications under conditions leads to a modification request from the 
programme to the LP and reopens the application form for editing.  

The LP then modifies the application and presses ôcheck modificationõ and ôsubmit 

modificationõ to close the modification.  

Check modification calls a validation plugin, which checks the modification according 

to pre-defined rules. Via this plugin programmes can e.g. monitor the flexibility rules 

and prevent changes which are not allowed by programme rules.  

  

Figure 56 (LP View) To submit a modified AF, the LP must first check the modification and then press 
submit  

The JS reviews the modified application form and sets the status to refused, accepted, 

or handed back. 

¶ Refused: terminates the modification process and omits all modifications done by 
the LP. No new version of the AF is created.  The project is rejected and archived.  

¶ Accepted: accepts the modifications introduced by the LP and generates a new 
version of the AF. The project status is changed to ôapprovedõ and the project is 
moved from ôapproved under conditionsõ to the ôhandover and contractingô section.  

¶ Handed back: reopens the AF for further modifications b y the LP. 

Please note that it is not possible to partially accept modifications (e.g. accept those in 

the project summary section but not those in the budget). Modifications are instead 

handed back to the LP and the process is repeated until all issues are solved.  
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Figure 57 (LP View) The JS can decide to refuse or accept modi fications or to hand them back to the 
LP. The compare modification functions opens the track changes functionality  

NOTE:  

¶ In order to access the messages via the ôModification request Detailsõ shown above, 
you need to click the small arrow to the right.  

¶ In order to access the drop -down and the messages interface you need to click 
somewhere in the green row.     

 

Needed user rights / privileges  

Privilege   

PROJECT_DECISION  

APPROVE_PROJECT  

APPROVE_PROJECT_PHASE1  
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Handover application to the lead partner  

Handover application to the lead partner  

Lead applicant hand over to the lead partner  

After a project is approved and before it can be contracted the lead applicant needs to 

hand the project over to the lead partner. This step in the workflow is optional and can 

be turned off for the entire programme (cannot be turned off for single project s) ð for 

details please see below.  

After the project is approved, the next time the lead applicant accesses the project, 

he/she sees a notification ôPlease hand over the project to the future lead partnerõ. It 

is displayed in the upper right corner of the page.  

 

Figure 58 Handover notification  

The lead applicant needs to access the Handover menu item, b y clicking on the left  side 

on the section òlead partner ó. 

 

Figure 59 lead partner menu  

The lead applicant needs to indicate a user name of the future lead partner. The user 

needs to be already registered in the eMS. It is possible to indicate his/her own user.  

 

Figure 60 Handover  

The handover needs to be accepted by the JS, only then it is valid. If it  is accepted, the 

project changes its state to òStartupó and the lead partner can fill out the 

Supplementary Information section .  
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Acceptance of lead partner by the JS 

In order for the Handover to be valid, the JS needs to accept the proposed  lead partner. 

Any user having a privilege ôJTSõ can access the list of handed over projects waiting for 

approval under ôHanding Over to LPõ menu item.  

 

Figure 61 JS handover view  

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

The JS can accept or reject the lead partner.  

 

Figure 62 Accepting the lead partner by JS  

If the JS rejects the proposed lead partner, the entire Handover process needs to be 

repeated. The lead applicant needs to propose a different user and request approval by 

JS.  

 

Figure 63 Acceptance by JS  
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After acceptance the lead  applicant (if not appointed a lead partner) loses access to 

most functionalities of the project. It only keeps read -only access to the version of the 

Application Form valid at the moment of Handover. The lead applicant has no access to 

the reporting dashb oard, cannot see supplementary information and project history or 

modification requests.  

Skipping Handover  

Some Programmes want to skip the Handover as obligatory  step in the workflow . It can 

be deactivated for the entire programme, cannot be skipped for single projects.  

The configuration file òprogramme.propertiesó contains a configuration 

automaticHandoverToLeadPartner. If this is set to òtrueó, the handover is skipped for 

the users. Technically the system automatically hands over the application form t o the 

same user as the lead applicant.  
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Contracting 
 

Logged in as òADMINó or as a user with the privilege òMG_CONTRACTó, you can enter 

contracting in the section òHandover And Contractingó Ą òContractingó. 

 

Then you have to choose a project to contract by clicking on it. On the left side there 

will be the section òApplication And Contractó. By clicking on òSubsidy Contractó you 

will enter contracting.  

 

 

How to manage contracting  

In òSubsidy Contractó you will see an overview of the project identification, list of 

partners and some important budget summary tables.  You can also enter a comment in 

the text box  and in òBody Issuing The Subsidy Contractó. 

It is also possible to print the subsidy contract. After clicking on òprint ó an html  form of 

the contract will show up. This form can still be modified before clicking  on print again 

and creating the contract as pdf.  

 

 

By clicking òApprove Contractó and confirming it, the project receives the state 

òContractedó. 

 

Projects which  are contracted are listed in the section òHandover And Contractingó Ą 

òContractedó 
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How to change/adapt the contract template  

The contract template is (like any other template in eMS) based on Apache Velocity. 

Please check out the òAdaptationsó chapter for more details.  

Contracting checklist  

In the eMS version 3_4.1 a contracting checklist was introduced. It is visible only for 

the projects that are handled in a call with call option ôUse contracting checklistõ 

enabled and there is at least one contracting checklist allocated to the call.  

 

Figure 64 'Use contracting ch ecklist' call option  

 

Figure 65 Allocation of contracting checklist to the call  

It is another checklist type ð for more information how to create such checklist please 

see chapter ôChecklistsõ.  

The checklist needs to be allocated  to the user role (typically JS) and then can be 

filled out.  

The checklist is available in the left -side menu of a project view from the moment a 

project is approved and is editable until it is contracted. It needs to be finalized in 

order for the project  to be contracted.  
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Figure 66 Contracting checklist 

After the project is contracted, the contracting checklist can be accessed in read -only 

mode. 
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Supplementary information  
 

Supplementary information represents a way of providing additional data by a lead 

partner.  

How to insert supplementary information  

Needed user rights / privileges  

The user who wants to add supplementary information needs the privilege MG_STARTUP.  

The user might insert additional information after being approved as lead partner.  

How to insert supplementary information  

Supplementary information may be filled in by a lead partner after LP  is confirmed by a 

JTS. For inserting supplementary information you need to navigate to the section 

òApplication And Contractó Ą òSupplementary Information ó in the left-side Menu.  

Supplementary information enables inserting data concerning Project Managem ent, 

Bank Information, FLC, User Assignment and Documents. 

 

Figure 67 Supplementary Information  

The supplementary information section is not locked. The lead partner is free to change 

the information at any time.  

  



SUPPLEMENTARY INFORMATION 

 

 

67 

 

How to see and  approving changes done in the supplementary information  

As the lead partner is always free to change the data in the supplementary information, 

eMS allows seeing the changes. 

In order to trace what was modified, the JTS can see in a comparing view, which 

elements have been changed. Changes can be confirmed by the JTS directly in the 

particular section.  

 

Figure 68 Compare changes and confirm  
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Hiding not used forms for lead partner in supplementary information  

The eMS allows to configure, if the lead partner has access to certain sections of the 

application form. This configuration hides the respective forms. For example this might 

be useful in case your programme has a centralized FLC. You might not need the FLC 

section then.  

The configuration can be done in a configuration file òprogramme.propertiesó by setting 

the following configuration elements:  

#Project Management 
subLP_PM=true 
#Bank Information 
subLP_BI=true 
#FLC Requests 
subLP_FLC=true 
#User Assignment 
subLP_UA=true 
#Documents 
subLP_DC=true 

 

Setting the properties to òtrueó makes the respective elemens visible for the lead 

partner, òfalseó hides them. All other tabs are not ment to be used by the lead partner 

ð only privileged users should get access. 

Access restrict ions for privileged users  

Each section in the supplementary information has read and read/write privileges, 

which can be assigned to user roles. 

 

SU_AI_R Additional Information read access  

SU_AI_W Additional Information write access  

SU_BI_R Bank information section read access  

SU_BI_W Bank information section write access  

SU_FLC_R FLC section read access 

SU_FLC_W FLC section write access 

SU_OU_R Output trail section read access  

SU_OU_W Output trail section write access  

SU_PM_R Project management section read access 

SU_PM_W Project management section write access  

SU_SA_R State aid section read access 

SU_SA_W State aid section write access  

SU_UA_R User assignment section read access 

SU_UA_W User assignment section write access 

SU_CO_R Codes section read access 

SU_CO_W Code section write access 
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Sections available to the lead partner  

Project Management  

Project Management includes information concerning Project Manager, Financial 

Manager of the Project and Communication Manager of the Project. Details on partner 

institution and accredited person responsible for the particular position are to be 

provided in these sections.  

 

Figure 69 Supplementary information concerning Project Manager  

Bank Information  

Bank information includes details on the Bank of the Lead Partner such as name and full 

address. Further data involve specific bank connection data including Account Number, 

IBAN, SWIFT, Nat Bank Code, Internal Reference an d Holder of the account.  

FLC 

Supplementary information contains details on the contact person of the FLC institution 

as well as the name and full address of the FLC.  

User Assignment  

The User Assignment section enables the Lead Partner to assign specific user(s) to all 

project partners. Only users assigned to a PP are allowed to create and submit reports 

for partner reports.  

Documents  

In the Documents section, the location of the official project documentation has to be 

provided. This information can be ente red by a partner.  
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Sections available to the authorities  

State aid  

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

can be added per partner.  

 

Figure 70 State aid  
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Outputs  

The authorities (usually the JTS) can make notes on the outputs of a project. For 

example, they can add the address of the output, upload attachments or mark the 

output as available in the final version.  

Here they can mark an output as being publishable. eMS does not publ ish outputs 

automatically. But external systems could use this information and e.g. provide the 

output on the programme website.  

 

Figure 71 Outputs  
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Codes 

The codes section needs to be filled in by the authorities as well. Here the different 

categories of intervention are visible. The different dimensions of codes are visible. Only 

the codes are visible, which have been selected in òManage Programmeó under the 

priority axes.  

 

Figure 72 Codes 
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Partner Report 
 

Once a project is contracted, the reporting section become s available to project 

partners. Partner report s cover activities and expenditure of individual  project partner s 

and need to be verified  by national controller s (called FLC in the eMS). All partner 

reports need to be created for  reporting periods  as they are defined  in the application 

form.  

Access a partner report  

Needed user rights / privileges  

Users do not need any special privilege  to create and/or submit a partner report . The 

access to a partner report is granted via assigning users as partners by the Lead Partner 

in the òSupplementary Informationó Ą òUser Assignmentó section.  

Lead Partners can access the ôUser assignmentõ section of the Supplementary 

Information and allocate users . For this, a person/institution need s first to become a n 

eMS user (for more information please see chapter ôUser creationõ). Each partner can 

have multiple users and they will all have the same access to the partner report.  

Please note that it is possible to also allocate users to the Lead Partner and they will 

have access to the Lead Partner report. Those users will not be able to create a project 

report as curren tly only one user (the one accepted by JS in handover phase, or in case 

of automatic handover the same as Lead Applicant) has the Lead Partner role in the 

eMS.  

 

Figure 73 Partner User assignment ð Supplementary Information  
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User privileges that can be especially useful for reporting by project 
partners include:  

R_FINANCE_REPORT_DETAILS_PROCESSING; gives access to the right-hand side of the 

financial report (see below)  

R_FLC_CERTIFICATE; allows viewing of the finalised FLC certificate  

SU_XX_R; SU_XX_RW; provides write and/or read access to individual tabs of the 

supplementary information. XX is a placeholder for abbreviations of supplementary 

information tabs such as ôSU_PROCUREMENT_RWõ, which provides read and write access 

to the public procurement tab.  

All privileges need to be assigned to the ôapplicantõ role.   

Generating  partner report s 

Partner reporting technically  starts with the signature of the subsidy contract. You can 

immediately tell that the  status of your project has changed into ôcontractedõ because 

the Lead Partner and all other partners, when accessing their project ,  are automatically 

directed to the overview of partner and project reports  (ôReporting overviewõ). 

Previously, before signing, you were directed to the application form.  

 

Figure 74 Reporting overview  

It is of course still possible to see the project application form, which is accessible from 

the left -side menu under a menu item ôProjectõ. This menu item always leads to the 

latest approved application form. Older versions of the application form are ava ilable 

in the ôproject historyõ.  
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If a user has multiple roles in the system (e.g. Lead Partner and partner and/or 

programme authority at the same time 1),  it is necessary to select the role from the 

dropdown menu at the top of the interface called ôSelect roleõ.   

 
Note 
Lead Partners must create their own partner reports as ôPPõ, not as ôLPõ. The LP role 
is exclusively for creating ôProject progress reportsõ.  
 

 

For creating a new partner report, you need to click òCreate New Reportó under the 

table displaying an overview of partner reports. Afterwards, you are redirected to a 

partner report corresponding to chosen reporting period . 

 

 

Figure 75 ôSelect roleõ drop -down  and create new report  

Please note that from the eMS version 3_4.1 partners can generate a report for any 

period and it is not necessary to generate and submit reports for all periods (e.g. it is 

possible to generate a report for period 2 even if there is not report for period 1  

submitted).  

                                            
1 This is a rare case but possible in test environments or in case of TA institutions (e.g. JS user 
is a TA project partner and JS at  the same time)  
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Figure 76 Generating partner report for selected period  

Please note that only the periods for which the report can be generated are listed (e.g. 

if partner can generate only 1 report per period and there is already 1 report for period 

1 submitted, period 1 will no longer be listed).  

Each partner report is give n a number that consists of a period number and a report 

number.  

 

Figure 77 - Partner report number showing reporting period and report number  

 

 
Attention !  
By default, partner can create just one report per period, but programme may decide 
to allow projects to create more reports. In order to do that please adjust the 
programme property numberOfPartnerReportsPerPeriod=1 
The JS may open additional reports at a ny time.  
  

 

It is possible to delete a partner progress report as long as it is not submitted to the 

FLC. In order to delete the report, please click on ôDelete reportõ in the report menu to 

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

report.  
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Figure 78 Deleting partner reports  

Lead partners can view reports of all project partners, once they have been created by 

the partner. Lead partners can view also not submitted partner reports.  

 

Figure 79 To view partner reports, lead partners need to select the role ôlead partnerõ. 

In case the lead partner wants the right to also edit and submit partner reports, the 

lead partner user must be added to the partner as a user in the  user assignment of the 

supplementary information.   

 

Figure 80 To edit partner reports, lead partners need to assign their user in the ôuser assignmentõ  
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Filling -in  a partner report  

Partner reports consist of several sections ( i.e. ôPartner reportõ, ôList of expenditureõ, 

Contribution and forecastõ and ôAttachmentsõ), each of which must be filled with 

information.    

Fields in the  partner report depend on the application form of the project  and are in 

line with call setup of the  AF (see below for examples).  

 

Figure 81 Partner report ð Sections  

ôPartner report õ Tab 

The ôPartner report õ section focuses on activities implemented throughout  the reporting 

period. It contains general descriptions of activities as well as reporting per Work 

Package.  

This section asks you to describe activities during the reporting period (ôSummary of 

partnerõs work in this reporting periodõ).  

To provide information on specific outputs, please select each applicable output from a 

drop-down which lists all outputs included in the AF. It is possible to upload documents 

for each output under ôOutput evidenceõ.  

 

Figure 82 Reporting on activities  ð summary and description of outputs  

Partner reports also contain a section to provide information on the target groups 

reached. For each target group selected in the AF, information can be provided.   
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Figure 83 Reporting on target groups ð Open fields by pressing õAdd Targetgroupõ 

Below you can report on individual work packages. The list of work packages depends 

on the work packages included in the approved application form.  The example report 

shown below has the work package management and one implementation work package. 

You will see all work packages, even if you have not been assigned  to a work package in 

the AF. 

Reports of individual work packages should contain descript ions of activit ies, problems 

(if any) and information on individual deliverable s with evidence in the form of an 

attachment.  

Deliverables are reported by clicking on ôAdd deliverableõ under the relevant work 

package. The drop-down shows all deliverables li sted in the AF.  

 

Figure 84 Reporting per Work Package ð add deliverable by pressing ôAdd deliverablesõ 
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List of Expenditures  (LoE) 

 

Figure 85 Navigation bar ð List of Expenditures  

Financial reporting is done through the List of Expenditures (LoE) section. Every 

programme can decide how detailed partner financial reporting in the eMS should be. 

The minimum required by the system is reporting per partner/period/work  package and 

budget line.  The system however supports also reporting on a single invoice level.  

Partner and period are determined by the partner report itself (each report refers to 

just one partner and one period), the work package and budget line must be selected 

for ever y item in the LoE.  

Functionalities of LoE depend on the call setup and application form. If in the call the 

programme allows the use of flat rates, lumps sum and/or standard scales of unit costs, 

related  fields  will be activated in the LoE.  

 

Figure 86 Call setup ð cost types  

If the call options ôStandard Scales of Unit Cost Invoicesõ and/or ôLump Sum Invoicesõ 

are activated in the call setup , the system will propose the appropriate input forms. 

ôReal costõ is always available.   

 

Figure 87 List of Expenditure ð cost types  
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Real cost items  

After clicking on ôAdd real costõ a pop-up appears, where the system asks you to give 

basic information on the cost item. It is necessary to allocate each expenditure item to 

one budget line and one work package. It is also obligatory to indicate ôTotal Value of 

Item in Original Currencyõ and ôDeclared amount in Original Currencyõ. Other fields are 

not obligatory by default and can be left empty. A programme may decide to oblige 

partners to fill out other fields by adding a validation plugin which is called  each time 

Partner clicks on ôAddõ button.   

The ôPurchase of Landõ tick box is optional and is visible only if a call option ôEnable 

Purchase Of Landõ is activated.  

It is possible to upload one or multiple attachments to each of the expenditure items by 

clicking the ôUploadõ button. Once a button is clicked, a dialogue box is shown where it 

is possible to upload different items. Starting from eMS version 3_1.0, the uploaded files 

are always visible in the dialogue box, not only in the List of Expenditure.  It is also 

possible to download all the attachments related to one expenditure item at once, using 

ôdownload all attachmentsõ option.     

 

Figure 88 uploading/downloading attachments in the List of Expenditure  
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It is possible to i ntroduce expenditure in different currencies and the system converts 

it automatically into EUR using the currency conversion rate applicable at the moment 

of entering the information into the pop -up. Please see below ôCurrency exchangeõ.  

 

Figure 89 Adding Expenditure s ð Real Cost 

Flat Rates 

If you have Staff cost and/or Office and administration flat rates approved in the 

application form, the system will automatically calculate flat rates based on relevant 

inputs into the List of  Expenditures.  

 

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

 

Technically, the system adds artificial flat rate invoices per Work package, calculating 

the flat rate percentage from inputs in other relevant budget l ines.  

Please note, it is not possible to add real cost invoices to budget lines covered by flat 

rates. It is also not possible to modify the amount claimed based on flat rates (neither 

by project partner nor by any of the authorities verifying the report).   
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Figure 90 Adding Expenditure s ð Flat rates  

Lump Sums 

If lump sums are activated in the call setup, the ôAdd Lump Sumõ button is available in 

the List of Expenditure. After clicking on it, a relevant pop -up appears. You need to 

allocate the lump sum to a budget line and work package and indicate the declared 

lump sum in EUR. Other fields are not obligatory to be filled out. Similarly, to real cost 

input form, there can be a validation plugin installed which is called when ôAddõ button 

is clicked.  
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Figure 91 Adding Expenditure s ð Lump Sums 
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Standard Scales of Unit Costs  

If standard scales of unit costs are activated in the call setup, an ôAdd Standard Scales 

of Unit Costsõ button is available in the List of Expenditure. After clicking on it, the 

relevant pop -up appears. You need to allocate costs to a budget line and work package 

and give the unit cost in EUR and number of units. Declared amount in EUR is 

calculated automatically. Other fields are not obligatory to be filled out but there is 

additional field ôDefinition of Unitõ applicable only to ôStandard Scales of Unit Costsõ. 

Similarly to real cost input form, there can be a validation plugin installed which is 

called when ôAddõ button is clicked.  

 

Figure 92 Adding Expenditure s ð Standard Scales of Unit Costs 

Additional options  

In the LoE you should mark any expenditure spent outside (the Union part of) the 

programme area. These will be summed up in the appropriate report summary table and 

taken over to project and programme statistics. Please note that i t is possible to change 

this checkbox also during management verifications, if FLC considers it was checked 

incorrectly.  

If the call option ôBudget: Enable In-Kind Contributionõ is activated, the relevant 

checkbox is available in the pop -up. In case any of the expenditure is financed as in -

kind contribution, it should be marked in the pop -up when adding the item.  

If the programme allows for purchase of land to be eligible cost and the call option 

ôEnable purchase of landõ is activated, additional checkbox ôPurchase of landõ will be 

available in all the input forms.  
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Figure 93 additional options in the List of Expenditure  

Scrolling the LoE from left to right  

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

in the table). This was already possible previously but feature is hard to detect.  

 

 

 

 

 

 

Figure 94 Scrolling the LoE  

Currencies other than Euro  

Amounts introduced into the eMS in currencies different than EUR will automatically be 

re-calculated into EUR based on available exchange rates of the European Commission 

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

m).  

 The system recalculates the amounts several times ð first time when the expenditure 

item is created and each time it is modified before submission. The value is updated 

when clicking on ôcheck saved reportõ and once more at the moment of submission of 

the report to the FLC. It is not modified ever again, even if the report is reverted to the 

http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm
http://ec.europa.eu/budget/contracts_grants/info_contracts/inforeuro/index_en.cfm
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partner and re -submitted the exchange rate from the moment of submission is the valid 

one. 

Linking expenditure to public procurement  

From the eMS version 3_4.1, it is possible to link an invoice to a public procurement. If 

there is a public procurement introduced in supplementary information (tab 

ôProcurements above the thresholdõ) for the project and partner in question, the system 

will show additional dropdown menu i n the List of Expenditure.  

 

Figure 95 Supplementary information tab 'Procurements above the thresholds' 

 The partner can select relevant procurement from the dropdown list in the LoE.  

 

Figure 96 Link between invoice and procurement in the LoE popup 

 

Figure 97 Link between invoice and procurement in the LoE table 
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The link can be established either in the popup or in the table. In the future more 

features are planned for the pro curements (e.g. overview tables of all invoices linked 

to one procurement).  

 

Skipping work packages in reporting  

With eMS version 3_2 eMS contains an option to not use work packages in the financial 

reporting. Programmes can decide per call, if project partners need to assign 

expenditures to work packages, or if they are only linked to the partner and the budget 

line.  

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

package.  

 

 

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

hidden.  

 

As well all overview tables showing expenditures per work package (and other 

dimensions are hidden. 

Contribution and Forecast  

 

Figure 98 Navigation bar ð Contribution and Forecast  
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In the Contribution and Forecast section, you are asked to forecast spending for the next 

partner report and you need to provide information on the financial contribution. 

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

contribution.  

 

Figure 99 Spending Forecast  

The system calculates the total In -kind contribution reported in the List of Expenditure 

(summing up all invoices where the checkbox ôin kindõ is selected), only the description 

should be given by the partner here.  

In-kind contribution fields are only visible if the programme allows for reporting in -kind 

and the relevant call option is activated.  

 

Figure 100 In-kind contribution  

In this section you need to specif y the source(s) of partner contribution matching the 

ERDF (or other funds). The eMS gives the partner target amount (i.e. the total 

contribution calculated by deducting the fund co -financing from total eligible 

expenditure introduced in the List of Expendi tures). The system proposes the same 

sources of contribution as specified in the application form. New sources can also be 

added by clicking on the ôAdd contributionõ button.  

The total value of contribution from all sources needs to match the target value . The 

exact information on sources of partner contribution is necessary to calculate the total 

public expenditure at CA level.  

 

Figure 101 Follow -up of Partner Contribution  
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Attention !  
The system has a built-in check, which does not allow submitting a report where the 
sum of all sources of partner contribution does not match the target value.  
  

Report Attachments  

 

Figure 102 Navigation bar ð Attachments  

Partners are also allowed to upload additional attachments related to the entire report. 

A list of all attachments uploaded in this section is shown here, including information 

on who uploaded which document and when.  

In order to upload a document, please  click on the button ôUploadõ, the upload pop up 

will appear.  

 

Figure 103 Report attachments.  

Partner Finance Report  

Under the ôPartner finance reportõ menu item (left-side menu) you will find various 

financial tables summing up the declared expenditure. The tables are updated live with 

every new expenditure item.  

Please note that ôCurrently reportedõ column changes over time. Initially (when you are 

preparing the report), it is ôamount to be declared to FLCõ. After submission to FLC it 

becomes ôamount declared to FLCõ. It changes into ôamount certified by FLCõ after the 

FLC certificate is issued and finally changes into ôamount included in project finance 

reportõ once the Lead Partner submits the project progress report with the relevant 

certificate to the JS.  

 

Figure 104 Partner finance report  
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Tables in the partner finance report have several columns on the right hand side that 

require a special user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING)_to view. 

Users (e.g. project partners) with this privilege rights, can follow the processing of the 

reports through JS, MA and CA.  

 

Figure 105 Partner finance report. The left  side is visible to project partners, the right side is only 
visible with the user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING).  

Submitting a Partner Report  

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

to checking the saved application form prior to submission) by clicking õCheck Saved 

Reportô in the left-side menu. 

 

Figure 106 Checking Saved Report  

When clicking on ôCheck saved reportõ a validation plugin is called, where programmes 

can set different validation rules to make sure that the report follows the programme 

rules. In case some of the rules are not fulfilled, an error message will appear and  the 

partner needs to correct information.  

Each time a report is saved, it needs to be checked again before submission. Only after 

the check is successful, the system will allow for the report to be submitted. The 

ôChecked saved reportõ button will be replaced with the ôSubmit reportõ button.  
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Figure 107 Submitting checked report  

To avoid errors related to the submission of the Partner report, there is limitation of a 

time set when validation ăCheck saved reportò is valid e.g. 30 min. The timespan can 

be configured in the application.properties file by declaring the timeout in minutes. If 

no timespan is defined in the application.properties file, a ăCheck saved reportò will be 

valid without time limitation by default.  

If time spell  between òCheck saved reportó and òSubmit Partneró is longer than the one 

set in the application.properties.file, pop up with warning òSubmitting of partner-report 

failed! Check timed out or check was done in another session, please check partner 

report againó will appear. If it happens, user has to òCheck saved reportó repeatedly 

and if validation rules set for the programme are followed and check is successful, 

òSubmit Partneró to FLC. 

 

 

A submitted report is locked and the partner cannot modify it anymore. After 

submission, the partner report is forwarded to the FLC of the partner in question. The 

partner can see the status of the report on the reporting overview dashboard.  
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Figure 108 Reporting overview ð partner reports i n 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. 

It is however possible that the JS opens another report for the partn er, even if there is 

already a report open.  

  

Figure 109 Reporting overview ð After certification of reports by FLC, a magnifying glass appears to the 
right of the reports to access the FLC certificate.   

In the eMS version 3_3.1 a new column was introduced to the partner overview table ð 

namely ôDate of partner report first submissionõ. The partner report first submission 

date is saved at the moment of submission of the report to the FLC for the first time 

and never changes even if the report was reverted and resubmitted. Users can always 

see two dates ð the date of last submission and date of first submission. If the dates 

differ, the report was reverted and resubmitted.  

 

Figure 110 Date of partner report first submission 
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Partner living tables  

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

expenditure processed through all partner reports. Like all other living tables (i.e. 

project level and programme level), partner living tables grow over time as expenditure 

is declared by the project partner and processed by the various authorities.  

You can use living tables to keep an overview on expenditure declared in partner 

reports. To access partner l iving tables, press the button under the partner report 

overview table.  

 

Figure 111 Accessing partner living tables  

Like financial table of the partner reports, the user privilege 

R_FINANCE_REPORT_DETAILS_PROCESSING is needed to view the right hand side of the 

living tables. Users (e.g. project partners) with this privilege rights, can follow the 

processing of the reports through JS, MA and CA.  

 

Figure 112 Partner living tables: the left  side is visible to project partners, the right hand side is only 
visible with the user privilege (R_FINANCE_REPORT_DETAILS_PROCESSING).  
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Submission of partner reports to Lead Partner (in case of no expenditure)  

If applicant role has user privilege ôPARTNER_ZERO_REPORTõ it is possible to generate a 

zero partner report, which will be submitted to the LP and not to the FLC. This 

functionality was added to the eMS in version 3_3.1 and is not available in previous 

versions.  

The partner generates a report the same way as any other partner report and as long as 

the List of Expenditure remains empty he/she can see a button ôSubmit to lead partnerõ.  

 

 

Figure 113 Submit to lead partner button  

 

Partner can fill out all the content fields of the report as well as forecast and submit 

to LP. Pressing ôSubmit to lead partnerõ button calls a validation plugin (if not defined 

otherwise, the same plugin as for the normal partner report).  

 

Submission to Lead Partner means that the report is not validated by the FLC and no 

certificate is created, it cannot therefore be attached to the project report.  Lead 

Partner has access to partner content information and forecast and can use it when 

preparing the pro ject report.  

Submitted partner report is not editable but can be reverted by LP if needed.  
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Figure 114 Report submitted to LP  

 

Figure 115 LP can revert partner report (submitted to LP) back to the partner  
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Automatic calculation of partner contribution (call option)  

In the eMS version 3_4.1 a new call option (Calculate contribution in partner report 

automatically) was added.   

 

Figure 116 'Calculate contribution in partnerreport au tomatically' call option  

When this option is activated, partner cannot introduce contribution sources freely in 

the partner report. The eMS calculates the contribution sources automatically based 

on the sources from the project application form.  

 

Figure 117 Automatic calculation of partner contribution  

In order for the total of all contribution sources to match the target value and not to 

have any rounding issues the calculation is done in the following way:  

1. First the total of all private contributions is calculated and rounded down.  

2. The total for all public contributions is a total contribution minus total private 
contributions.  

3. Then for each of the sub -category (public/private contribution) different source s are 
calculated based on the ratio from the Application form. If there are e.g. 4 sources of 
public contribution, the first 3 are calculated as a percentage (rounded arithmetically 
half_up) and the last one as total public -sum of the first three.  

Thanks to this approach, the sum of all contributions always matches the target 

contribution.  
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Example of calculations:  

Application form contribution sources      

Name Public/Private  Amount Percentage 

Total 

public  2,500.00 

Ratio 

private  0.6666666667 

1 Public 1,000.00 0.4000000000 

Total 

private  5,000.00     

2 Public 1,500.00 0.6000000000     

3 Private 2,000.00 0.4000000000     

4 Private 500.00 0.1000000000     

5 Private 1,500.00 0.3000000000     

6 Private 1,000.00 0.2000000000     

Total    7,500.00       

        

 
 

      

Partner report total contribution target 1.765,98      

Name Public/Private  Amount  

Total 

public  588.66   

1 Public 235.46  

Total 

private  1,177.32   

2 Public 353.20      

3 Private 470.93      

4 Private 117.73      

5 Private 353.20      

6 Private 235.46      

Total    1,765.98      
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Custom documents in partner reports  

Like in the application form and in the project report, the custom document can 

generate PDF documents. Template files need to be put on the server in the folder 

EMS_HOME/customVMs/partnerProgressReport. Users can generate PDF documents 

based on the partner report data.  

 

Users with the privilege òCUSTOM_DOCUMENTó have access to this section. 

 

 

Figure 118: Custom Documents in the partner report  
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FLC Assignment 

General remarks  

Countries could have centralised and de -centralised approaches to national controls 

(FLC). eMS concentrates on the de-centralised approach, but it can handle the 

centralized approach as well.  

ôFLC assignmentõ in eMS means to assign an FLC Institution and connected FLC user(s) 

to FLC Institutions and to project partners. In some programmes this is done by the JS 

in others this is done by representatives of the member states or a mix of both. In the 

eMS FLC assignment depends on the user privileges.  

Currentl y, FLC assignment works at the level of countries. Therefore, there could be 

several òFLC assigning unitsó in one installation of the eMS. 

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

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

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

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

Create (country -specific) FLC assigning units 

Needed user rights / privileges  

For each selected NUTS 0 region in the setup of the programme (section òManage 

Programmeó), the system generates a separate privilege that  allows a user to assign 

FLCs to project partners of this country.  

 

Figure 119 Selected NUTS Regions in "Manage Programme" 

 

The generated privileges follow the format òMG_FLC_NUTSIDó where NUTSID is replaced 

by the two letter count ry code (e.g. òMG_FLC_ATó, òMG_FLC_HUó). These privileges 

can be assigned to different users (like e.g.  JS or NCPs). 
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Users with this privilege usually do not work as FLC so typically they do not get the FLC 

role in the system . They only create and manage FLC units for their countr y. 

Manage FLC institutions  

FLC assignment users (below referred to as ôyouõ) can create/edit/delete FLC 

institutions for their country.  

In the same interface (see below), you can assign FLC users to FLC institutions . To assign 

an FLC user, the user needs to be available in the system first. To see how to r egistering 

or create an eMS user, please see ôUser Creationõ. Afterwards , the FLC user can be 

assigned to the FLC institution.  

 

 

Figure 120 Interface for adding FLC institutions and FLC users associated with this institution  

Please note that in order to be  able to actually fulfil the FLC tasks, the FLC user needs 

to have the FLC role with a set of relevant privileges (e.g. FLC). For details, please see 

the chapter ôFLCõ.  

FLC assignment 

This is the process of assigning FLC users to project partners. Each project partner should 

have an FLC assigned to  in the eMS before the first partner report is submitted to FLC .  

To do this, you can access a table, which shows all project partners from the country 

for which this user has the right to assign FLC (i.e. Austria in the example below).   
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Figure 121 Assigning FLC institutions and users to project partners  

You first select an institution from the dropdown  list  ôFLC institutionõ. Naturally only 

institutions that were created in the previous step are available now in the drop -down.  

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

automatically assigned to the partner.  

If you wish to assign just some of the users, you need to de -select the non -relevant ones 

in the ôassign userõ view.  

 

Figure 122 Assigning FLC users to project partners  

FLC assignments are only stored when clicking the save button!  

 

Figure 123 FLC assignments must be saved.  
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FLC assignment ð decentralized FLC systems  

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

For this reason, the eMS offers the possibility to allow users (e.g. lead partners) with 

the user privilege SU_FLC_W to enter information on the FLC body they suggest to assign 

to each project partner. The corresponding interface then appears in the supplementary 

information section (ôFLCõ tab). The user privilege needed to be able to read this 

information is SU_FLC_R.  

This section indicates a wish only and does not result in any direct assignment. To 

support assigning FLC, the eMS also shows information on the ôFLC requested by the 

project partnerõ in the ôFLC Institution Assignment Tableõ. 
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Management verification ð national controls (FLC)  

Needed user rights / privileges  

Initially FLC users (below referred to as ôyouõ) do not need any special user privilege. 

The access to a partner report is granted via the assignment performed by the FLC 

assigning unit (see Chapter ôFLC Assignmentõ). FLC users can only access reports of 

project partners that have been assigned to them.  

Additional user privileges for FLC can include:  

¶ DASHBOARD 

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

¶ FLC, to view overview tables and FLC documents. 

¶ FLC_CHECK, to check FLC work.   

¶ FLC_SUBMIT, to issue FLC Certificate (to submit FLC work). In case the submission in an 
FLC organization is done by another user than the one preparing the FLC work, the 
controller allowed to submit must have this privilege while the other one does 
not. SUBMIT_EVALUATION, to finalise the FLC checklist  

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

¶ ENABLE_ATTACHMENTS_PAPREPORT, to allow FLC to re -open the ôattachmentõ section 
of the partner report for uploading of additional attachments by the partner.  

¶ ENABLE_ATTACHMENTS_EXPENDITURE_LIST, to allow FLC to reopen the List of 
Exenditure (LoE) of the partner report for uploading o f additional documents by the 
partner.  

¶ DOCUMENT_LIBRARY, gives access to the eMS - document library.  

¶ DUPLICATE_CHECKLIST, to allow FLC to duplicate parts of the checklist, e.g. in case of 
checking more than one public procurement.    

Additional user privil eges that are relevant to the FLC section can be granted for other 

users (institutions) as well, for example:  

¶ R_FLC attachment, grants read only access to the FLC attachment section after a partner 
report has been certified by FLC.  

¶ R_FLC_checklist, grants read only access to the FLC checklist after a partner report has 
been certified by FLC.  

¶ R_FLC_control_risk_assessment, grants read only access to the control risk assessment 
checklist after a partner report has been certified by FLC.  

¶ R_FLC_expenditure, user can access the FLC forms after a report was certified by FLC 
(read only).  

¶ R_FLC_inherent_risk_assessment, grants read only access to the Inherent risk assessment 
checklist after a partner report has been certified by FLC.  

¶ R_FLC_Partner_Information, grant s read only access to the partner information section 
after a partner report has been certified by FLC.  
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¶ R_FLC_report, grants read only access to the FLC report section after a partner report 
has been certified by FLC.  

In addition , programmes can consider providing (read-only access) for FLC to some of 

the supplementary information. Read -only access to the ôPartnership agreementõ and 

ôprocurements above thresholdõ tabs is granted automatically when a user is assigned 

to a pr oject pa rtner as an FLC. For read-only access to other Tabs, the FLC role needs 

additional privileges.   

 

Figure 124: FLC can be given (read -only) access to some or all of the supplementary information  

Currently the FLC role must be manu ally assigned to all FLC users. 

FLC access to User Account  

By accessing the User Account, you can change your personal information (first name; 

last name; title) as well as introduce the name of Department you are working in and 

define your Mail Signature that will be shown by default when using the Mailbox. 

Also you can choose the view of your Dashboard by ticking or unticking checkboxes 

that are introduced for defining the items to be visible on your dashboard (òShow 

Projectsó, òShow Mailboxó, òShow calendaró).  

 

Figure 125: User Account   
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FLC access to partner reports  

After login, you see the FLC dashboard with a list of all projects , which have at least 

one project partner assigned to you. The dashboard also shows the mailbox and a 

calendar if configured like this in the User Account .  

 

 

Figure 1264: FLC users can use the dashboard to access projects  

Alternatively, you can also access projects via the ôMy project partnersõ table under 

ôFLCõ in the left-hand menu. To view this list ,  the FLC user role needs the privilege 

ôFLCõ.  

A list of all open partner reports (i.e. all reports ready to be verified) can be accessed 

via the ôOpen FLC partner progress reportsõ menu item under ôReportingõ. To view this 

list ,  the FLC user role needs the privilege ôFLCõ.  

 

Figure 1275: FLC users can access projects via the ôMy project partnersõ table or open partner 
reports via the ôOpen FLC Partner Progress Reportsõ menu item 

If you access the project from the ôMy project partnersõ list, you will be directed to the 

partner report section and - where available - reports can be selected. In the example 

below - as you can see from the ôStateõ of the reports - two reports are alread y FLC 

certified and one has been submitted to FLC but not yet FLC certified.  
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Figure 106: The report overview can be used to access partner reports  

If you access the report from ôOpen FLC partner progress reportsõ, by pressing the 

magnifying glass in the column ôviewõ for the report in question, you will immediately 

be directed to the selected report.  

Verification of a partner report ð List of Expenditure  

Selection of a partner report leads to the partner report view.  Near the top, Tabs to 

access the Partner Report (i.e. content section), the List of Expenditure, Contribution 

and Forecast and Attachments to the report made by the project partner are available.  

 

Figure 1287: FLC view ð partner report   
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List of Expenditure - Overview  

You can directly access the list of expenditure and verify expenditure items. Items 

ticked as ôVerified by FLCõ are highlighted  in orange.  

 

Figure 1298: FLC section of the List of expenditure -  Items ticked as ôVerified by FLCõ are 
highlighted.  

In the ôList of Expenditureõ, you can view all expenditure items. By clicking on an 

item, a pop - up window opens in which expenditure can be corrected.  

 

 

 

 

 

Figure 1309 FLC can correct expenditure items in a pop -up that can be acces sed via the List of 
expenditure  

Expenditure items can also be edited directly in the List of Expenditure ( LoE). Items 

that are edited directly in the LoE are saved only by pressing the button ôSaveõ. 






















































































































































































































































































































































































































































































































