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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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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 sy stems 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 built by the Interact Programme for the benefit of all Interreg
Programmes.

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

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 acommon 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:

1 It can handle up to four different funds simultaneously;

1 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;

9 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 Interreq programmes plan to use the eMSand there

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

initand adoptitaswell. The t ot al savings of tax payerso mc
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

7
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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 that overtime the eMS will grow to become the best monitoring system
within the realm of Structural Funds as it continues to incorporate functionalities. This
is the central argument for cooperation: the co -creation of the eMS will lead to a tool
that no 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
sof twar e. It i s t he i nformati on from the
Programmed6é, which is approved by the Europe
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 (O6call optionsd) yvisiblehoi ch ¢ ha
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& tBAoi gcihbeiclkiltiys tcsh:e cokAdd n
Assessment 6. As s e s s me ostally axfanag@dp lpy [ thecJ& tini o n s [
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 rejection, the lead applicant needs to propose another user. This
process is called handover in the eMS and can be switched off if not needed by
the programme.

Additionally, some important information on project management structure and

e.g. bank account are ready to be filled out at this stage in the section entitled

O6suppl ementary informationod. This section
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
O6suppl ementary information®6 section all of
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 dnce 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 stat
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 O6project historyad.

9
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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 | evel Controllers are national contro
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 aresult 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

CAisresponsible for several reports to the European Commission. The eMSallows
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.

10
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Horizontal functionalities (not part of the standard workflow)

1 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 O0contracted?o.
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.

1 Automatic messages

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

11
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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 GBRAM/1Core
Apache Tomcat (Java 12 GB RAM/2 Cores 24 GB RAM/4 Cores
Application)

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

Operating System and Standard Software

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

- CentOS7

- Orade 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 d all technical users on
the system count as users, be it applicants or backend -users like JS/MA/CA
authorities.

12
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Maintenance for Hardware, Operating System, Sandard 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 isstrongly 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
providingtheserver and shoul d be part of the O0service

Installation and Setup of the eMS

Some companies providing serverservices, 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.

Somelnterreg 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
0e MS-upetsupport 6 Intéracte@bdervéragrotipifoeum 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.

13
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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 Tomat and a heap size of 2GB for this process, problems with
garbage collection appeatr. 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.

14
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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

1 Apache Activemq 5.10

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

= =4 =4 =4 =4

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
Activemgq 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 .

15
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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:

9 Languages used in eMS (as contehor as user interface translations)
1 Translations of certain elements can only be carried out in the database

1 Cofinancing rates for NUTS regions can only be changed in the database

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

=

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

Adapt paths in configuration files

Modify customizable sql-insert-script

Create database user and schema

Create database tables

Insert not -modifiable part o finsert script

Insert customized sql-insert-script

© ©® N o o~ DN

(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

16
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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 currentruntime conf i gur ati oné.

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
OWor kingDirectory=/opt/tomcat/ |l ogsd i
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.

» Applications

- Assessment- First Step

@ First Step Admin And Eligibility Check & First Step Eligibility Decision | @ First Step Quality @ First Step i @ First Step Decision | & First Step Approved
= Assessment

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

& Approved Projects & Reservelist @ HandingOver ToOLP @& Contracting & Contracted
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Custom funds

This functionality is only needed by Programmes having different funds than:
- ERDF
- IPAII
- ENI

ERDF equivalent

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

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

Fund database table

For historical 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:

91 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"

9 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_mic table in the database

18
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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 o0fundodé tabl e technical dat abase
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 o0cofinancingsourced6 table in technical
Fund=id Language label
ERDF EN ERDF
IPAII DE EFRE

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

19
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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 6 MG_ ROL ES ® A®MI NIid e
privilege.

How to enter Managing Roles & Privileges

After | ogging in as O0ADMI&Rr, i wiolue gceasn6 esnetcetri othh €
on the |l eft side menu item OManage Rol eso.
# | Flc Institution

Flc Assignment

Project Finance Report Ma

% Project Finance Report Ca

Manage Programme

B

Manage T A Institutions

]

Manage Users
Manage Roles

Translations

-2 - I -

Manage Checklists
# Reporting

@ Logout

Figure 1 Manage Roles menu item

After entering the section, list of roles is displayed.
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BUBGPEAR UNIDN

ADMIN
APPLICANT
JTS

FLC

MA

- Delete =) Edit + . Add

Figure 2 List of roles

After a specific role is selected, the privileges can be added or removed. Privileges can
allow or deny the role to perform the selected action. A 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.

5 Ado-Privileges
e Privilege Description Type ¢
APPLICANT

TS

T_ACT_ADMINISTRATIVE_CRITERIA TEST_AD

T_AUDIT_TRAIL_CHECKLIST_24

T_COMPLIANCE_WITH_PUBLIC_PROCUREMENT_RULES_3: OMPLIANCE_WITH_PUBLIC_PROCUREMENT_RULES_37

Figure 3 Adding and removing the pri vileges

User management

Needed user rights / privileges

The user who wants to manage this section must havethe 6 MG_USERSOADMI Nb e
privilege.

How to enter Managing Users

After |l ogging in as OADMI NG, you cadickinggont er t h
the | eft side menu item OManage Usersbo.
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# ' Manage Programme

# | Manags T A Institutions

[ 5]

Manage Users
Manage Roles

Translations

- J0NNE - SN -

Manage Checklists

# Reporting

O Logout

Figure 4 Manage Users menu item
After entering the section, the list of users is displayed.

Manage Users

Username & Email & id ¢

kyaya

MauroNovello

andread

thofuer]

catalin.fiorean

scnoenerkles sehoenerklee grasser@central2013.eu

w | [1][2] 3] a](s][s] [=][ =

Figure 5 List of users

After a specific user is selected, the roles can be assigned. More roles can be assigned
to a user. However, if a user has more roles, and an action is permitted in one role, and
denied in another role, the user will not be able to perform the action, as the denying

the privilege overrules its permission.
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Message Portal
eMS allows users to exchange messages within the system.

Message exchange

Needed user rights / privileges

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

mail sending *

From chrwerne

To

Copy

Blind Copy

Subject
Project i -

Phases _ -

Message | Attachment

B Send B! Save To Draft

Figure 6: Mail sending dialog

Messaging

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

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

| Project Contacts

Role In The
Project

Fle 1

Flc 2

Lead Applicant
Lead Partner
Project Partner 1

Project Partner 2

Username

FLC1
FLC1
applicant1
applicantl
applicant1

applicant1

Figure 7: Project contacts

Send Message

=

=
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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 cofinancing 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 dit only changes the maximum co-financing rate for
new projects.

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

AEach NUTS 0 region must have a cefinancing
rate (e.g. 85%).

AOther NUTS levels could have a cefinancing
rate configured

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

Cofinancing per NUTS
region

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

Priority axes per Fund ACompare this co-financing rate to the one from

NUTS

ATake the lower value

AOPTIONAL: Only applies, if option
"Generalblockexemptionforsme " is ticked in
General block excemption  JhkRS LIS _ _
for SMEs Alf organization is an SME (by selecting "Yes" in
the related dropdown of the application form -
co-financing rate is lowered to 50%
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Call specific co -financing rate (call configuration)

I n eMS version 3_
fundd was introdu
rate for partner.

3 . 1-spacifim a-finarciagl rdte per prioiityoand 6 ¢ a | |
ced. I't overrul es -finhncingot her

Enable lump sum preparation cost - Does not go through Fic Disable flatrate for preparation cost

Enable advance payments to projects ShowavermgETIIT

Do not use workpackagss in financial reporting Use cal specific co-financing rates per priority and funy

Max Flatrate Staff

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.

Priority axis ITP Priority 1 Priosity axis (TP Priodty 2 Priority axis ITP TA Priority

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.

+ Take nuts cofinancing rate inte account

Fund Priority axis ITP Priority 1
ERDF 80.00%
IPAII
EMI

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 ORecreate periodsdé or manual ly
per i od orafte 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 in
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 (00) for the additiona

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
orecalcul ated 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.).

FT’C]EC Surrmar‘-; Partner :’C_SC: Description Work Plan
Partner List
Nun::er Name &
Remanian local development agency HRVATSKA
Figure11Cl i cking o6define contri

Project Budget Overview

o Partner Budget

o Activities Qutside

o Project Breakdown Budget

Attachments

Abbreviation & RD,\IE Budget

B Define

Lead Budget

Rormanian local development agency R
Partner Pfica]
‘Contribution
s6 | eatibss t o t he i

buti on

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.

contributions
vate partners

Own
pri

of
ar e

publ i c
consi

dered

partner sonsaf e
Oprivatebo.

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

To add additional contributions, partners must tick the plus icon

on the upper right

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

public or private contribution.

Source Of Contribution

Source Of Contribition Legal Status”

Remanian regional develop | public

private | w

Sub Total Public Contribution -

pubic
Sub Total Private Contribution
Total
Total Target Value

Total Public Expenditure

B Save

% of Total Partner Contribution

000

0,00 %

0.00 %

Amount

€0.00

€0.00

€0.00

€0.00
€£0.00
€0.00
€0.00

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 ©6au
no added value and makes overview tables more complicated.

Programme Basic Information

Tile

NTERACT Test Programme

1 2014
Eligible unt

01012022

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

I f édautomatic public contributionso-dawmas possi k
well:

Source Of Contribution

Options
Source OF Contribution Legal Status % of Total Partner Contribution Amount
+

Romanian local developme  public €0.00
prvate - 2.00% €0.00 (]

Sub Total Bublic Contribution IS, LYY €0.00

public
Sub Total Automtatic Public Co_ automatic public 0.00% €0.00
Sub Tetal Private Contribution 000% €0.00

Total €000
Total Target Value €000

Total Public Expenditure €000

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 usemeeds to open the project. The project even if not submitted
can be found using the Application Browser.

anagement
Set Project State To

o - :

Checked

5 = _— .
.:I ow Submit Without
Check

Artachment Upload

Allowed
B Copy Project

# ) Artachments |5

B) Documents

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
0Set Project State To Checkedo6 or O0AlIl ow
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 O0OAttachment wupload all owedod.
Managemen

Set Project State To

Allow Submit Without

Attachment Upload
Allowed

®) Copy Project
A -

#) Artachments |5

@) Documents

Figure 16 Attachment upload allowed

1 AF non-submitted: Using this button for a non-submitted (saved) project, you can
prevent the applicant from uploading attachments.

30

INIERdAdGWL m

Submi



APPLICATION FORM INTERGCL -

1 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

1 AF submitted: As a part of evaluation, JTS user may add an attachment to a
submitted project nbeyntc|JTckd nign tthhee AuApt ptearc hme

1 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 AAttachment JSO0 item
the upper menu and redirects user to this section. Here, the attachments can be
added.

Attachment Upload

o A
Allowed

®) Copy Project
#) Artachments |5

3 ) Documents

Figure 17 Attachments JS

Documents

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

#) Copy Project
# ) Artachments |5
B) Documents

Figure 18 Documents

After entering the project as JTS, in the left sidle menu -> Management , oDocun
item needs to be selected in order to get redir ected to this section.
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Project result indicator

can be

The oOoOproject result indicatordé section
ndi cator so

configuration oO0OUse Project result [
Central Europe Programme.

fturned on, a section oproject result indicato
form.
- ITPB69 Show More
no
Partner Project Description Work Plan Project Budget Project Buc

o Project Relevance

Project Summary o Project Focus

Project Identification © Project Context
fFile

o Project Risks .
4 Programme Friority ecific Objective

Environmental Protection I © Preject Result Indicators Ie\unment of heritage

Project Acronym Project Titie

Project Duration (Months) Start Date End Date
0 Month 1 Days 17.06.2016 17.06.2016

Project Summary

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,'EURY);

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_resilt_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.

Project Summary Partner - Project Description USTSI M Project Budget  Project Budget Overview - Afiachments

Additional thematic result indicators

o, i and provite a quantification of the target topether with a brief explanstion specifying the expected contribution
Thematic resul indicator Measurement Unit Target Explanation
Number of inatitutions adopting new andlor impeoved strategies and scfonplans  Instiuions 000
Mumber of instiuicns spplyng new andlor imreue fools srdserdices  Iesbiutons 080
Amount of AI0s Jeveraged DISed on rafect schieveTRAtS EUR [
2000 cracases Aamarny
(]
Persars [
]
A s
Communication result indicators
he targets for each of
Communication reault ndicator Messurement Unit Target Explanation

S— e
PS— o
R — =

R

i camernni ation acliviies implementad wih extemal stakehokiers

sctises

B seve

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:

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

axeso

I f this option is active, the eMS shows a 0Sh
section of an o0implemedtwawoi bpdclageéi nvest men

n. Please note that they need to have the same measurement unit.
Q! Remove Output

Qutput Indicator
.Number of low-carbon strategies invented -
ing) Date Quantity

August » | 2020 0.00

© Add Qutput Indicator

Figure 22 Show more button for additional output indicators

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

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

Additional Output Indicators *

Output Indicator Name

o Pase note that they need to have the same measurement unit
© Remove Output
Number of low-carbon strategies invented

b Output Indicator
| (® uposte 5

4| [Mumber of low-carton strategies invented -
b T SshowMore
235 Characirs Remaring. Date Quantity

August »| 2000 0.00

© Add Output Indicator
Figure 23 Adding output indicators of other specific objectives to the selection
By selecting elements in the dialog, they become selectable in the dropdown.

Output Indicator

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

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

Q' Add Output Indicator

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 sectio

Manage translations Welcome Bogusia tukomst

Whole programme
~ @ addidonalTIF Q1
e
v oAl Global label
b Q1 EN
:gi A B I U acx x| 8 =T s==== ¥
|.qQ
Q2 This is my Question A1Q1
Q3
»om
rep
re®Bb
reci3
recia
re 21
re 22
re 24
‘oo Characters (ncluding HTHL): 2¢ (L 10000}, Words: S
reca
recs Global question visibilicy
recs2
recs53
854
r8C55
re 7
» @ application
» @ applicationcreation
> call

Figure 25 Global configuration for additional text fields

The configuration for call specific text fields can be done in the call specific translation
tree (in the call management 66 Manage Mul til anguage for call

(@}
~

nin eMS!

B I U aex x

Figure 26 Call specific configuration for additional text fields
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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.

&) Save As Pdf File
& Save As Pdf File

M) Generated Files

) Project History Generated Files

# | Attachments

&) Lead Partmer

<]
L) Project History
&

Attachments

I_Jl Bookmark Project &) User Managsment
&) Toggle Trea ¥ | Unbookmark Project
2 ) Contacts | Toggle Tree
? ) Help
&) Contacts
* ) Exit
? ) Help
¢ *+ Exit
»
» Management
®) Reporting B
© ) Logout

0 Logout

Figure 27 Bookmarking and Unbookmarking Projects

36



BOOKMARK PROJECTS
iINIEKdAdGue

BUHOFLAN UNGN

Browsing bookmarked projects

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

W | Dashboard
B/ Mailbox
B Generated Files

8 User Account

W My Applications

) Bookmarked
= Applications

Figure 28 Bookmarked Applications

A list of the bookmarked projects will appear.

Bookmarked Projects

Projectid ¢ | Subprogramme 3 Name ¢ Agonym & s ¢ Ena e Leaa Partner & LP Nasionality & cai Specific Odjectve & Project state & ERDF ¢ oAl 2
w Project
206 €191 38070 €000
v307 000
2% B0
307 O
B) vien
5307 i Report
307 " B)v
307 156126 BV
307 c1am 3900 < Bv
= csoras con 2)v
223 o B)v
Eportaz

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:

9 Forviewing the list of project ideas, privilege SHOW_PROJECT_IDEAS is required.

1 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 navigatetothe left -si de menu section 0O
|l deaod.

?) Project Idea

©) Logout

Figure 30 Project idea menu item

After selecting the O0Project I dead menu item vy
Overview where you can see other ideas and also insert your own ideas.

- (1ef1) -
Action

Ideal ) Edic
a | (Mofl) | e

©) Add Project Idea
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 clickingthe 0 Cr eat e Proj ec
button at the bottom of the Project Idea page.

rusLan wuue vy
1224

Contact Person Name

- i Create Project L

Contact Email -

psasa I call

Minimum Option Cal -

Continue

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

I f the checkboxes OPublicateddéd and oPartners N
publish the provided information on its website to allow potential partnerstos  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.

Specific Objective

Conservation and development of heritage =
Publicated

L

Partners Needed

v

Partners From Nuts

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

=
ACTERDCI W FATY

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 @AiRd N

T to manage
T to manage
1

t o manage

How to create a checklist

)

calls (0SHOW_CALLSG6, OMG_CALLSO)

user roles (OMG_ROLESY)

checklists (OMG_CHECKLI STo6)

A checklist can be created in the secti
Checkl i st Dhis will dcretate B new checklist initially containing no questions.
When creating the checklist you have to provide a hame 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.
Foll ows o0Phase 1 EIligibilityéd
Eligibility Check Either
- Admin and eligibility check of the second step inatwo -
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

FLCassessment linked to each partner progress report.

Control Risk FLCassessment 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
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 o0Callso6 section. At the bottom
called o0Checklist Selectiono. Here you can

this call.

Ifyouuseatwo-st ep call, you need to register a

Thereare HIT-Temp |l ates available for OEligibility

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
OCHECKNAME OF THE _CH Bf@dlkreag Vour fist@hecklist and name
it f or éormahapd ebgibiity check 6, the corresponding user privilege is called
O CHECKIFIORMAL AND_ELI GI BI LI TY_CHECK_16.

To allow for example your J TS to answer this checklist, you have to go
Rol esd6 section and assign this privilege

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

I n

guestionsé

t he oOManage

to see the

cheakl|l cans&c | § ekt iomn

t he
guestions

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

Currently the following answer types are available:

attached

Answer type Used component Description \

Textinput dno this question has to be answered by

calculation writing text

Yes-No Can be answered only by putting yes, or

Star-rating For putting numeric values (equal to
slider)

Slider For putting numeric values (equal to
ratin

6 9)

Label _ d ho This is my text Only text output, no input

calculation

Yes-No-Not _ Three states: Yes, No, Non applicable

Applicable Yes m Mot Applicable

Number & 0,5 - A control where numbers can be entered

Steps ” (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 A 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 numb er 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 intot 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 @ Amount going into
Result 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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Question section Type weight Min Value | Max value Steps eyes orderid

bR @ e e e & &8 8 & @ & . ® @ &
3

Q) Create Question
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

wor kfl ow. For exampl e, a checklist of type 0P
cals after the submission of the project wherea
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 ODONEO6 check!

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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miterrey © ITP235 [TP235/ITP23:

Project Summary

&) Save As PdfFile

0/ Request Modification

Project Summary
™ Eligibility Check

Project Identification
% | Attachment Upload

) Exit Programme priority  ?

Environmental Protection
) Toggle Tree Project acronym

ITP235
Help
@' Copy Project
O/ Logout Project duration (months)

28 Month 2 Days

Figure 35 Eligibility check menu item

Eligibility Check
Questian Section Value:
O TestliQuestionTypes
Test? This 5 my answer
Test2z ) Yes
Test3
Tests
Tests
Testé v

Figure 36 Form to answer the questions

Marking Question as Blocker

Certain questions can
oyew-Questions. I f one
checklists total evaluated result will go to O.

O

Figure 37:
Blocker icon
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|I1I=thl.m
Remar k: the oblockerdé feature does not bl ock t
does not have influence on the workfl ow. | t i

checklist contains a negatively answered blocker.

Consolidation of the given answers dFinal 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
OEVALUATI OND@GQOMESOL

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.

OTestalQuestionTypes

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

clickingt he O0Add Answer 6 button. H e r(amd whiohuof tkea n s e |l e
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
Phase 1 Eligibility

Description \
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.
Foll ows oOPhase 1 Eligibilityo

Eligibility Check

Either

- Admin and eligibility check of the second stepinatwo -
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

FLCchecklist, linked to each partner progress report.

JTS Progress Report Check

JTS checklist, linked to each project progress report.

Inherent Risk

FLCassessmen linked to each partner progress report.

Control Risk FLCassessment 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 checkilist 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

| Checklist *®

| Name
NoConselidation1
Type
Eligibility Check h

¥ Skip consalidation

B Save changes ® | Exit changes

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
Ot woyed principle. As well all checkl i st
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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nterreg @ TestTheSkipping 1Tre9
demo

Project Summary Partner  Project Description - WorkPlan  Project Budget  Project Budget Overview ~ Attachments ~ Attachments)S - Documents

Eligibility Check

ONoCansolidation!

[ — oo

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.

Test_contracting checklist Contracting Check

SkipConsolidation Eligibility Check

Eligibiity wi Checklist x

test checklig NaM®

’ Type

SkippyTheS Check
First Level Control Check A

FLC Inheren Skip consolidation Duplicateable

FLC Contro )
B Save changes x) Exit changes

Figure 40 Duplicateable checklist

In order for the end user to be able to duplicate such checklist, he/she needs a
priviDWwRLel GATE_CHECKLI ST®6.
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Such
duplicateable checklists of the view.

»

(0)

EN

o

General

&) Save As Pdf File

Check Eligibility

Generated Files

(5]

Project History

1

Revert To SAVED
Attachments
Modification Request

Bookmark Project

R) (@) (@) (%

Toggle Tree

Contacts

) (bo

Help

£

Exit

Management

Logout

electronic
monitoring
system

Amsminnnd b

user

Eligibility

+) Duplicate checklist |~ M

Eligibility_with duplicates 21

10

OEligibility_AllQuestic

sees

Question Text 1 - Testinput
Guiding text 1

Question Text 2 - Yes-No
Guiding text 2

Question Text 3 - Star rating
Guiding text 3

Question Text 4 - Slider
Guiding text 4

Question Text 5 - Label
Guiding text 5

Question Text 6 - Yes-No-Notapplicable

Guiding text 6

Question Text 7 - Number 0,5 steps.

Guiding text 7

O Eligibility_with duplicates

a1

Figure 41 Duplication of checklist

t hen

a

button

No

6duplicate checkl

‘Weighted Value Comment

0.00

Not Applicable

Duplicated checklists are available for all users to fill out (in case of 4 or 6 eyes
principle).
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Eligibility decision, recommendation and MC d ecision

Eligibility decision

After the eligibility check is finalized, the

can

This list is available separately for the first and for the second step of the 2

do it i n

v Assessment: First Step

i

First Step: Admin And
Eligibility Check

First Step Eligibility
Decision

First Step: Quality
Assessment

First Step:
Recommendation

First Step: Decision

First Step: Approved

* Assessment

=]

Admin And Eligibility
Check

Eligibility Decision

P (B) (B)|@

e

Figure 42 Eligibility decision men u items

Quality Assessment
Recommendation
Funding Decision (MC)

Approved Under
Conditions

a

st

JS can assignthe eligibility decision . The JS

of

projects,

ch
-Step call.

whi

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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Ehgmmy Decision

Project d Subprogra Name Acrony

Figure 43 Eligibility decision

f t he
i s

6not el i

Recommendation

project g
gi e

End ¢ Lead Partne

S

et
0 i

bl

LP Nationality

CESKA REPUBLIKA

et

Call

nn«r Ve s

-------------Iﬁﬂ

status

t

S

6el i
archi

roject State ERDF ¢

bl ed it
and

gi
ved

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

applications before they go to the monitoring committee

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 1 i st i s

2" step of the 2 -step call.

+ Assessment: First Step

o First Step: Admin And
Eligibility Check

First Step Eligibility
Decision

First Step: Quality
Assessment

First Step:
Recommendation

i) First Step: Decision

i) First Step: Approved
v Assessment

Admin And Eligibility
Check

B

Eligibility Decision

Quality Assessment

Recommendation

B)IP)|B) &

Funding Decision (MC)

Approved Under
Conditions

)

accessi

Figure 44 Recommendation menu items

bl
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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 | ist and will move to the O6Funding de

First Step Recommendation

Evaluation Project  Name  Acronym Lead
s e ) o

P
Start & End ¢ Partner ¢ | Nationality call & Specific Objective ¢ Project State ¢ ERDF & IPAIl & Recommondation  View Project

400 mP134 21120014 22112014 ZStepWithChecklists Evaluated_phase! €0.00 €000 = B) View

Recommended

Reduce the time
travelled for passengers

Mot Recommended

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.

Funding Decisior

0r s

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

wm

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

6Funding deci si
v Assessment: First Step

First Step: Admin And

@) Eligibility Check

First Step Eligibility
Decision

First Step: Quality
Assessment

First Step:
Recommendation

i) First Step: Decision

i) First Step: Approved

v Assessment

Admin And Eligibility
Check

=3

Eligibility Decision
Quality Assessment

Recommendation

B (B) (B) B

Funding Decision (MC)

Approved Under
Conditions

Figure 48 Funding decision menu items

on

OFirst
( MC) &
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Possible decisions are

1 Approved

1 Approved under condition

1 Reserved

1 Rejected

1 Postponed (Optional)
Funding Decision
EE:,:TE(T Pl'd"-‘:“ Name ¢ A”Dc”"m Start ¢ End ¢ PL;E:‘Er Neulu;ehty call ¢ Uﬂ.;;;ﬁ;g Project State ¢ ERDF ¢ IPAI & AWA’[D;‘“' mfg:j:m o
Figure 49 Funding decision
The values determine the future workfl odv
are forwarded to the ohandovero6 phase,
modification pr ocedure of the application form,
unt i | further decision, ORejectedd cl oses
archive and O6Postponedd all ows Benefici-ar

submit with later call.

Approved under conditions

In many programmes the JSor external assessorsassesses the quality of applications and
note conditions which - in their view - should be fulfilled prior to funding. During the
guality assessment of applications(menui t em: O6Qual ity assessme
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).

This is inpus Q1
This ks comment o input Q

Tots
Assessment
Value 00

Max
00

) Fnal Creck

8 Back To Project

Figure 50 To add conditions to an application, the quality assessment checklist must first be finalised
by pressing O6Final Checko.
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B) Finish dssess Project | |+) dcd drswer (D) Prine Preview (%) BackToPrevicus Step. (%) Back ToProject () Reset &l Answers

CIES

12 months and modiy the budget accordingly.

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

6recommendati ond) ,
e

can t hen

ENI <

£0.00

£0.00

£0.00

£0.00

View
Condition

p Condition

£ Condition

R Condition

P Condition

set t h

Recommendation

Recommended

Recommended Under Conditions

Not Recommended

View
Project

L View

L~ VIiew

P View

an application has been
t he
application

JS

Condition

Decision Date
18122015

Please extend the duration of your parject to 12 months and medify the project budget acc

%) Close

finalized (menu

item:

Vi ew -updheiJd
to be 6recommende

Categories
Categories ~

Characters {including HTML): ST (Limit

ordingly

2000), Words: 16

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

up.

The f
condi

nal
tionsao

deci

S i

on
( me ndue ciitseino:n O6(FMIQN)dGi)n.g Pl eas e

es

Wi

t he MC,

wh i

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

be further edited after the MC meeting.
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ENI ¢ - . Condition *
Approval Date F",“?‘ UED LD b
Decision Condition Praject Decision Date P Categories ’
18122005 Camgoges =
£0.00 18122015 — |z ) Condition B) view TR
e r— O,
£0.00 Approved D) View ] Please aiso make sure 1o secure to publish sl Project OUTPATS o the Project’s webste
Approved Under Condition
Postponed
£0.00 Rejected B View
#
Reserved
£0.00 =k B Condition B) View
) Save | (%) Ciose
£0.00 - = £ Condition B View
€0.00 - | ¥ £ Condition P View

Figure 53 Atfter the MC funding decision, f inal conditions can be further edited.

Saving the MC funding decision as O6approved un
the menu item 6approved under conditionsd. The
show that a modification request is in pro gress.

(@]

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

Project Summary Partner Project Description Work Plan Project Budget Project Budget Overview Attachments Attachments |5 Dc

Modification Request Details: Project TestAgain

Request Date Message Dedision Message Date Decision Approval Message = Date Approval | Decision State

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

Attention

Pl ease note that in the O6Modification F
set to Oacceptedd breqgesuisimgtated byrtlediodrammea tamndc
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.
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_ Partner Project Description Work Plan Project Budget Project Budget Overview  Attachments

Modification Request Details: Project TestAgain

Request Date Message Decision Message Date Decision Approval Message Date Approval  Decision State

State: Categories:
Accepted No records found.

Decision Message

Please extend the duration of your project te 12 months and modify the project budget accordingly.
Please also make sure to secure to publish all project outputs on the project's website

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 pr es
modi ficationd to close the modi ficati on.

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.

= Application And Contract * Application And Contract

€ Check Modification ™ | Submit Modification

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.

1 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.

9 Accepted: accepts the modifications introduced by the LP and generates a new
version of the AF. The proj ecdandthetpmojeatis i s ¢
moved from 6approved under conditionsd to t

1 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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Project Summary Partner Project Description Work Plan Project Budget Project Budget Overview Attachments Attachments]S > Documents

Modification Request Details: Project TestAgain

RequestDate  Message Decision Message DateDecision  Approval Message  DateApproval | Decision State

Modification Submitted

State

£Mr Accepted z

W Refused

W Handed Back

(B) save Mr Evaluation  (B) Submic Mr Evaluation | (%) Compare Modifications

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:

T I'n order to access the messages via the
you need to click the small arrow to the right.

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

Needed user rights / privileges
Piviege |
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 ) dfor
details please see below.

After the project is approved, the next time the lead applicant accesses the project,
he/she sees a notificaton 6 P| ease hand over the project to
is displayed in the upper right corner of the page.

Please Hand Over The Project To The
Future Lead Partner _?“I' =

Figure 58 Handover notification

The lead applicant needs to access the Handover menu item, b y clicking on the left side
ont he s eleadpadner6o

-
&) Save As PdrFile
£2) Lead Partner
M Bookmark Project
) Toggle Tree
?) Help
®) Copy Project

) Exit

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.

tner User Defined
+) Declare As Lead Partner
Figure 60 Handover

The handover needs to be accepted by the JS, only then itis valid. If it is accepted, the
project changes its state to 0 St ar &nd pthe 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 JSneedsto accept the proposed lead partner.
Any wuser having a privilege 06JTS0 can access t
approval under ©O6Handing Over to LP&d menu item.

= Handover And Contracting

i) Approved Projects
i) Reserve List

m/) Handing Over To LP
i, Contracting

m/) Contracted

m) Finalizing

) Finished Projects

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.

= Proposed User

For Lead Partner = Proposed By & Lead Y
& Partner :

Decisi Project
ecision

chrwerne3 (P, chrwerne - = A) View

pamperl (2 claudia = A) View

blukomska2 (P blukomska - : A View
Approved

Rejected

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.

Handing Over To LP

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 oprogramme. propert.i
automaticHandoverToLeadPartner. I f t hi s i,dhe baadovertisoskippdd ifou e 6

the users. Technically the system automatically hands over the application formt o the

same user as the lead applicant.
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Contracting

Logged in as auAsDeMl NwWi tohr tahse pr i vi, yoagaeenteMG_ CONT
contracting in the sectioAoClHandaxcerlin nmd Contr

Approved Projects

Reserve List

i

L]

i) Handed Over To L P
i) Contracting

L]

Contracted

Then you have to choose a project to contract by clicking on it. On the left side there
wil | be the sectindn CoApplaice &t i @8y AIl i cking on 0
will enter contracting.

A Subsidy Contract

Supplementary
Information

How to manage contracting

I n 0Subsidy Contract 6 vfdahe prejdct identifeatian, litof over vi e
partners and some important budget summary tables. You can also enter a comment in
the text box a n d Body Issuing The Subsidy Contraco.

It is also possible to print the subsidy contract. After clicking on oprint 6 an html form of
the contract will show up. This form can still be modified before  clicking on print again

Q) save

and creating the contract as pdf.

& print (@) save © Approve Contract

By <c¢clicking OApprove Conthe maettdreceivesdthecsiata f i r mi n
oContracted©o.

Projects which ar e contracted are |isted in thé& sectio
oContractedo
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Approved Projects
Reserve List
Handed QwverTo L P

Contracting

B (B B B B

Contracted
How to change/adapt the contract template

The contract template is (like any other template in eMS) based on Apache Velocity.
Pl ease check out t hefoombedgaiisati onsd chapter

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

Application Configuration

Visible to users with privilege see hidden calls

Application Form and Procedure Settings

Generalblockexemptionforsme Activities Outside Nuts

+ Use Output Title Two-step Application Procedure
Enable Purchase Of Land Fixed Reporting Date For Period0
Use Contact Points ( NW.E) Use Project Result Indicators ( C E)

Use Contracting Checklist

Figure 64 'Use contracting ch ecklist' call option

Contracting_Check

Select Checklist

Test_contracting checklist
Inherent_Risk
Figure 65 Allocation of contracting checklist to the call

It is another checklist type dfor more information how to create such checklist please
see chapter O6Checklistsd.

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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HiILteIrcy _

demo

» General

=)

Save As Pdf File

Show Eligibility Check

Show Application
Assessment

Contracting checklist

8) @

E) (®) %

fo

-

Generated Files
Project History

Revert To EVALUATED
Attachments
Modification Request
Bookmark Project
Toggle Tree

Contacts

Help

Exit

» Application And Contract

» Management

) Logout

Figure 66 Contracting checklist

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

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
OAppl i cati on AAOSdppl€nentaryirdoontationd i n  t-dide Mdne f t

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

* ] Exit

Supplementary
Information

i) Project Application

Request Modification

Q) Logout

Figure 67 Supplementary Information

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

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

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

ReportingTest1.2 1TpP277 Show Mare Supplementary Information

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

©) View Changes () Confirm Changes Compare Changes *
Changes In Bank Information

@Bank Information

neeract Bank Test

Bank Information

Bank Information Of The Lead Partne

N,

Of The Bark @Bank Data
Bank Test

 Number [sereen
i
111

£m

BIE
111

NUTS 0
CESKA REPUBLIKA(CZ)

Uploads

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

the following configuration elements:

#Project Management
subLP_PM=true
#Bank Information
subLP_Bl=true

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

makes
ot her

to Otruebo
t hem. Al

Setting the properties
partner, of al sedé6 hi des
donly 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.

Project Management Bank Information FLC

Procurements Above The Thresholds

State Aid User Assignment Outputs Codes Partnership Agreement Additional Information

t he

t abs

SU AL R Additional Information read access
SU_AL W Additional Information write access

SU BI R Bank information section read access

SU Bl 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_COR Codes section read access

SU CO W Code section write access
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Sections available to the lead partner

Project Management

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

Project Management

iy Street # House Number #

NN

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|nternal Reference and Holder of the account.

FLC

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

User Assignment

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

Documents

In the Documents section, the location of the official project documentation has to be
provided. This information can be 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.

Project Management BankInformation -~ FLC SROCOIIERP User Assignment - Outputs ~ Codes - Documents

Partner 1 Group of Archeologists - LP &

State Aid 1

K s 174
2 e M r BER W 8 7
wrre: 17
ELA - EURO -
am 1 c ’;
T 73 0f G To Adv 24
E = 15
2
/
#) Upload
Attachments Upload Date Uploaded By Flletype

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 publish outputs
automatically. But external systems could use this information and e.g. provide the
output on the programme website.

Qutputs

Output T1.1.1 -

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 select
priority axes.

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

Priority Axis: Environmental Protection

Dimensions

Dimensions |

Research and innovation processes in large enterprises

Generic productive investment in small and medium -sized enterprises ('SMES')

Dimensions T

Large Urban areas (densely populated =50 000 population)

Small Urban areas (intermediate density =5 000 population)

Dimensions M
Other integrated approaches to sustainable urban development

Integrated Territorial Investment — Urban

Dimensions F

Non-repayable grant

Figure 72 Codes
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Partner Report

Once a project is contracted, the reporting section becomes 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 O0Supplemenf@aUdyed nADg iman memtdd6 secti on.

Lead Partners c an access t he 6User assignmento sec
Information and allocate users . For this, a person/institution need s first to become a n

eMSuser(f or more information please see chapter @&
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.

witerreg H TP353 o Mare Welcome Chrwerne3Firstname Chrwerne3Lastname!

demo

User For Partner LP1english1
New User

User For Partner PP1
partner?| audit_user

Figure 73 Partner User assignment & Supplementary Information

73



PARTNER PROGRESS REPORT
iINIEKdAdGue -

User privileges that can be especially useful for  reporting by project
partners include:

R_FINANCE_REPORT_DETAILS_PROCESSING; gives access to thédaigtitside of the
financial report (see below)

R_FLC_CERTIFICATE; allows viewing of the finalised FLC cgficate

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 6SU PROCUREMENT _ RWG,
to the public procurement tab.

Al l privileges need to be assigned to the o6app

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

directed to the overview of partner and project reports ( 8 Reporting overy
Previously, before signing, you were directed to the application form.

niterreg H TP353 | showlore Welcome Chrwere3firstname Chrwerne3L asmame!
demo

Select Rale

Lo

Project Reports

Period 105.05.2015 - 05.05.2016
Report 05.05.2015 05052016 Reportin Progress | InProgress €00 (B
Period 206.05.2016 - 31.12.2016
Period 301.01.2017 - 05.05.2017

N 5 Partner Reports

1-LP1english1 - LP1
electronjc
monitoring
system eriod 105.05.2015 - 05.05.2016

1
deveioped b Report 05.05.2015 0.05.2016
(PLOT) Period 206052016 - 31.12.2016

Report21 | OR0S2016 31122016

Pe

[

Figure 74 Reporting overview

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

theleft-si de menu wunder a menu item O6Projectd. Thi
latest approved application form. Older versions of the application form are ava ilable

in the O6project history?o.

74



PARTNER PROGRESS REPORT
inTeract H

If a user has multiple roles in the system (e.g. Lead Partner and partner and/or
programme authority at the same time %), it is necessary to select the role from the

dropdownmenuat t he top of the irnaleed ace called 06Sel
Note

Lead Partners must create their own par

is exclusively for creating 6Project pr

For creating a new partner r eport, you need to click 0Creat e
table displaying an overview of partner reports. Afterwards, you are redirected to a

partner report corresponding to chosen reporting period .

miterreg Testv13_1 The Jungle Book  ITP353 [ Show More Reports

eMSdemo

Select Rale

@) Project

% | Supplementary Information

* ) Exit

2-PP1-PP1

? ) Help
i o
&) Contacts

Period 1 05.05.2015 - 05.05.2016

~ Period 2 06.05.2016 - 31.12.2016
0 ) Logout

@) Create New Report ) () Partner Living Tables

EM s

Figure 75 &Select roleddrop-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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™) Create New Report | Fened 3 -

¥5.04.2018 - 05102015 _

Period 4
Period 5
Period &

Project Messages Period 7

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.

Period 129.04.2016 - 29.04.2017

Report 1.1 29.04.2016
17 - 29.04.2018
Report 2.1 30.04.2017

Period 3 30.04.2018 - 29.04.2019
Report 3.1 30.04.2018
Report 3.2 30.04.2018
Period 4 30.04.2019 - 29.04.2020
Report 4.1 30.04.2019

&) Partner Living Tables

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

report.
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lnterreg @ acronym  [TP410 [ snownore Partner Report 2P Period 1
r

eMSdemo
List Of Expenditures Contribution And Forecast > Attachments

Partner Report
Period 1 - 30.07.2015 - 31.07.2016

@) Application Form 30.07.2015 31.07.2016

@
@) Print Report Summary of partner's work in this reporting period

Please describe your progress in this reporting period and how shis contributed to other partners' acsivities, ouspuss and deliverables delivered in this reporsing period.

Y B oI U axox x4 E|== =

e

2) Help
2) Contacts

) Logoue

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.

Select Role

Lp

Project Reports

Report Rapor trt | RoportEn | Sate | DateOf Project Sbmission _Total Expandtures

Period 1 09.06.2016 - 09.06.2018
Report 1.1 09.06.2006 09.06.2018 Report Submitted = 09.06.2016 £2150.00 P
Figure 79 To vi ew partner reports, |l ead partners need to sel e

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.

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

User For Partner AT cooperation agency

New User (3) aca Assigned User (2) Remove

matthilda

User For Partner Croatpartner

New User Aassigned User (=) Remove

Croatartner

User For Partner Albanian Partner

vt R Soenee

AlbPartner

Figure 80 To edit partner reports, |l ead partners need to assi
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Filling -in a partner report

Partner reports consist of several sections (i.e. 6 Part ner reportd, 6LiI st
Contribution and forecastd and O6Attachmentsod)
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).

Partner Report List Of Expenditures Contribution And Forecast - Attachments

Figure 81 Partner report 8 Sections

éPartner report 6 Tab

T h dPartiner report 8section 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
partnerds work in this reporting periododo).

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 6Output evidenced.

Partner Report List Of Expenditures Contribution And Forecast  Attachments ‘

Partner Report
Period 3 - 01.01.2017 - 05.05.2017

summary of partner's work in this reporting period

Please describe your progress in this reparting periad and how this contributed to ather partners’ activities, outputs and defiverables delivered in this reporting period.

cters (including HTMLL0 (Limit: 2000}, Wards: 0

Project main outputs delivered
Please select cutputs deliversd in this reporting period you contributed to and explain in what way.
Qutput
Tite Attachments
T1.1 My Output T1.1 v (#) Output Evidence

Explanation

Filename Filetype Date Uploaded By Options

crerersfemaneg| | No records found

(@) Remave
Figure 82 Reporting on activities dsummary 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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Target groups reached
Target Group Target Value 0.0
Target Group Target Group Reached Description
infrastructure and (public) service provider ~
Target Value Reached
0.00 2000 Characters Remaining,
©) Remove
Target Group Target Value 0.0
Target Group Target Group Reached Description
higher education and research -
Target Value Reached
0.00 2000 Characters Remaining

©) Remove

©) Add Targetgroup

Figure 83 Reporting on target groups 60pen fi el ds by pressing 06Add Targetgro

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 <clickingvrlon ©6Add
package. The drop-down shows all deliverables li sted in the AF.

Reporting per Work Package

Current Expenditure Expenditure 5o Far
£0.00 €2022895
Please describe your contributien to the activities carried out in this reporting period f applicable, please describe and justify any problems and deviations including delays from the work plan

presented in the application form and the solutions found

255 Characters Remairing

Please choose rou have d describe your
o records found.

(@) Add Deliverable

T1 My Implementation 1 (05.2015 - 05.2017)

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

presented in the application form and the salutions found

255 Characters Remaining
255 Charazters Remalring

Please choose deliverables you have contributed to and describe your contribution.
D.T1.1.1 - My Deliverable T1.1.1

Deliverable Description Attachments

+! Deliverable Evidence

O/ Remove Filename Filetype Date Uploaded By Options

No records found.

Figure 84 Reporting per Work Package dadd del i verable by pressing 6Add delii
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List of Expenditures (LOE)
Partner Report List Of Expenditures Contribution And Forecast . Attachments

Figure 85 Navigation bar dList of Expenditures

Financial reporting is done through the List of Expenditures (LOE) section. Every
programme can decide how detailed partner financial reporting in the eMS should be.
The minimum required by the system is reporting per partner/period/work  package and
budget line. The system however supports also reporting on a single invoice level.
Partner and period are determined by the partner report itself (each report refers to
just one partner and one period), the work package and budget line must be selected
for every item in the LoE.

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

Budget Settings

+ Cofinancing Source Fields

Budget: Enal ffice Flatrates Only u - Enable In-Kind Contribution

+ Budget Enable Co-financing Source - Enable Fund Summary

+ Enable Individual Periods | Budget Allow Individual Staff Subbudgetiines

+ Budget: Allow al Office Subbudgetiines Budget Allow Individual Travel Subbudgedines
+ Budget: Allow Individual Expertise Subbudgetlines Budget Allow Individual Equipment Subbudgetlines
+ Budget: Allow Individual Investment Subbudgetiines | Budget: Allow Individual Net Revenue Subbudgetlines
+ Budget Amount Per Unit | Allow Private Partners

Enable Assimilated Partners ndicative Budget Section

Ficed Staff Flarrate Us um Office Fl

Consider Marketing Cost Use Simplified Budget
Max Flatrats Seaff Max Flatrate Office
20% 155

Figure 86 Call setup dcost types

I f the call options 6Standard Scales of
are activated in the call setup , the system will propose the appropriate input forms.
6 Real costd is always availabl e.

r Report List Of Expenditures Contribution And Forecast > Attachments

]
A

List Of Expenditures
Budget Line ¢ WP ¢ Int Ref No ¢ Inv No % Inv Date ¢ Paym Date ¢
Options

Mo Match Found

0) Export (@) Save Columns | Columns|

+ ) Add Real Cost +/) Add Lump Sum +/) Add Standard Scales OF Unit Cost

Figure 87 List of Expenditure dcost types
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Real cost items

Af ter clicking on -upaAppehbrs,rwbeselthe systant aSks you tp give

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

one budget I ine and one work package.luebft i s al
ltem in Original Currency® and O0Declared amoun
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 O6Addd button.
The 6Purchase of Landd tick box is optional a
Purchase Of Landd is activated.

It is possible to upload one or multiple attachments to each of the expenditure items by
clicking the 6Uploadd button. Once a button is
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

6downl oad al l attachmentsd option.

Number -

Invoice Date 2000 Char actess Resnainie
Partner Comment

Date Of

Payment ho.

CUlTEﬂE}" EUR-EURD | = 2000 CharacLers Remaininy

Total Value Of

Itern In Criginal

Currency

VAT 0.00
Declared —
Amount In 000.00

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

In Kind

1000.00 o,

4/ Upload

Uploaded

Tableplate.doc (blukomska, 09.06.2016)
Download all attachments

af

B Save

Figure 88 uploading/downloading attachments in the List of Expenditure

81



PARTNER PROGRESS REPORT
iINIEKdAdGue

BUHOFLAN UNGN

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 intothe pop -up. Pl ease see below O6Currency

o

Edit Expenditure _ *
Partner Report 1 Period 3 List of Expenditures

@ Budget Line External expd + Description?
Wi o
Work Package M managernd ~

g Internal
Reference
Number

Invoice
an Number

Invoice Date

05.06.2016
1B44 Charactess Resnainiry

Date Of m— L a
payment 21.06.2016 Description2

Currency EUREURD | =

Total Value Of
Item In Original
Currency

VAT

1 000.00

1014 Charactess Rernaininy
Declared
Amount In
Original
Currency

500.00

Expenditures
QOutside (The
Union Part Of)
The
Programme
Area?

In Kind 1674 Characlers Remaining

Figure 89 Adding Expenditure s dReal 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| 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).

82



PARTNER PROGRESS REPORT
iINIEKdAdGue

Partner Report List Of Expenditure Contribution And Forecast Attachments
List Of Expenditure
Seq Mo < Budget Line ¢ Wp ¢ Int Ref No ¢ Inv No < Inv Date < Paym Date
1 Staff costs P Preparation 15.05.2015
2 | Staff costs M Management 15.05.2015
3 Staff costs T1 Implementation 1 15.05.2015
1 Office and administration = P Preparation 15.05.2015
2 | Office and administration = M Management 15.05.2015
3  Office and administration | T1 Implementation 1 15.05.2015
1 | Travel and accomodation M Management 225 Fz154 01.05.2015 16.05.2015
2 | Travel and accomodation | P Preparation 36 25465887 03.05.2015 03.05.2015
1 Equipment M Management 25 25658 01.05.2015 31.05.2015
1 Investment T1 Implementation 1 hh h54589 03.05.2015 17.05.2015
1
0) Export (B Save Columns | Columns|
Figure 90 Adding Expenditure s dFlat rates
Lump Sums
I f Il ump sums are activated in the call setup,

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

i nput form, there can be a validation plugin
is clicked.

83



PARTNER PROGRESS REPORT

INTERaCT

BUHOFRAN UNOR

4 Edit Expenditure

Internal
Reference
| Number

Declared Lump
sumInEUR

| | Expenditures
Qutside (The
Union Part Of)
The
Programme
Area?

In Kind

2

50 000.00

'!-) Upload

Uploaded

No records found

Add

o

Budget Line Travel and ac
- | P—
work Package M managemi =

Partner Report 1 Period 3 List of Expenditures

Description?

Lorem ipsum dolor sit amet,
consetetur sadipscing elitr, sed diam
nonumy eirmod tempor

1514 Characters Remain

Description2

g

Lorem ipsum dolar sit

1573 Characters Remain

Partner Comment

1545 Charactess Remain

g

Figure 91 Adding Expenditure s dLump Sums
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Standard Scales of Unit Costs

I f standard scales of wunit costs are activated
of Unit Costsd button is available in the List
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 O0Dabliemidnloyn tod At arddarpd | S acal

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

called when 6Addd button is clicked.

Edit Expenditure . x
Partner Report 1 Period 3 List of Expenditures

Budgst Line infrastructurs ~ | ] Descriptiont
¥ W] Lorem |psum
Work Package M managems ¥ P

Internal - 1980 Characters Resnaining
Reference =l 5
Description
MNumber ptionz
Unit CostInE U i Lorem ipsum dolor sit amet,
s0.00 consetetur sadipscing

Number Of -
Units 25.00 . .

1951 Characters Remaininy
Declared €1250.00

AmountinEU Partner Comment
R

_ Lorem ipsum dolar sit
Expenditures

Outside (The
Union Part Of) e s B
The Characiers Remaining
Programme Definition Of
Area? Unit
In Kind Lorem ipsum dolor

1983 Characlers Remaining

) Upload

Uploaded

No records found

Figure 92 Adding Expenditure s 8 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 thati tis possible to change
this checkbox also during management verifications, if FLC considers it was checked
incorrectly.

| f t he ¢ aButiget:cEpable ni/Ki 6d Contri but i thadlevans act i v
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
6Enabl e purchase of | andd i Pactchaartedf dddidtDi
available in all the input forms.
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Edit Expenditure ) ) x mi
Partner Report 1 RLP Period 2 List of Expenditures

Budget Line . ||} Description?

Work Package -

Internal 2000 Char acters Remaining
Reference -
Description.
Number ption2
Invoice
MNumber
Invoice Date
Partner Comment
Date Of
Payment

Currency EUR-EURD | =
Total Value Of

Item In Criginal

Currency

VAT

Declared
Amount In
Original
Currenc
Expenditures
Qutside (The
Union Part Of)
The
Programme
Area?

In Kind
Purchase Of

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.

TA CB367 | Showilors Partner Report

Partner Report List Of Expenditure Attachments Forecast

List Of Expenditure :

Seq Mo & Budget Line 3 Wp S Ink Reef Mo & e Mo & inv Dabe & Paym Date &

1 Stcosts M Lanagement [P - 0D Mk

2 Sttty A danagement 08141 - EIRTE. T T

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 d&first time when the expenditure

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

when c¢licking on 6check saved reportd and onceé
the report to the FLC. It is not modified ever again, even if the report is reverted to the
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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

6 Procurements above the thresholdd) for the
will show additional dropdown menu i n the List of Expenditure.

Project Management Bank Information FLC State Aid User Assignment Outputs Documents Additional Information Procurements Above The Thresholds

Procurement 1

@ Remove

Procusement Partner

500000
Elgble Expenitue Incued And Paxl Based On Contiact
500000
Procuremen Procedurs Used
epen tender
e Of Uiiaus KienEies OF The Conliaciae
bla bla G
Comment
s

O sadd
B sae

Figure 95 Supplementary information tab 'Procurements above the thresholds'

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

Budget Line
NerkFackage

Procuremant

o
eferance Number Procurement 1

Invoice Number
Invoice Date

Date Of Payment

Currency EUR - EURO -

Conversion rate )

Figure 96 Link between invoice and procurement in the LOE popup

List Of Expenditures
, Report Number & ltem Id & Budget Line $ WP ¢ Int R
Cptions Procurament
= | Delete 31 31 Travel and accomodation M Manageme

4 Procurement 1

™) Export M) Save Columns | Columns

+ | Add Real Cost

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.

Enable lump sum preparation cost - Does not go through Fle

Enable advance payments to projects

v Do not use workpackages in financial reporting

Mazx ﬁatrate Staf?

20%

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

hidden.

ort 1 My le
@ Budget Line
Internal Reference Number
Invoice Number

Invoice Date

Date Of Payment

Currency EUR - EURQ
Conversion rate

Total Value Of Item In Original Currency

VAT

Declared Amount In Original Currency

Declared amount in Eur

Expenditures Outside (The Union Part Of) The Programme

In Kind

Purchase Of Land

Description?

Description2

Partner Comment

+) Upload

O Add

As well all overview tables showing expenditures per

dimensions are hidden.

Contribution and Forecast

Uploaded

Figure 98 Navigation bar & 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.

Report Forecast

Estimated Expenditure

Description

The system calculates the total In -kind contribution reported in the List of Expenditure
(summing up all invoices where the checkbox 0&i
should be given by the partner here.

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

In Kind Contribution

Total In Kind Contribution
£0.00

Explanation

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 6Add contributiond bu

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.

Follow-up Of Partner Contribution

Target Partner Contribution Value
€25000.00

Name Of Contribution ¢ | Legal Status ¢ | Total Amount Indicated In The Application Form & ) Previously Reported & )
9% Of Total( According To A F) ¢ Current Report Total Reported So Far | Percentage Of Total Reported
public €0.00 €0.00 €0.00 €0.00
cooo €000 cooo €000
€000 €000 €000 €000

Sub Total Publi

Sub Total Privat

ave Report
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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
Partner Report List Of Expenditures Contribution And Forecast

Figure 102 Navigation bar & Attachments

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

In order to upload a document, please c|l i ck on the button 6é6Upl oad?®o
will appear.

Figure 103 Report attachments.
Partner Finance Report
Under the ©6Partner f i nanside mene)yaumwil ind vagonsuy i t em

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

preparing the report), it s 6Gamount FtLGoit be de«
becomes O6amount decl ared t FLCO6. |t changes i
FLC certificate is issued and finally changes
reportd® once the Lead Partner submitelsvant he pr o
certificate to the JS.

Pl ease note that 6Currently reportedd column ¢
i
0

enty Repo Total Amount Certified Total Amount Included In Project
certified by flc) ByFic Finance Repart

Tamiso 10% <2610 camso com

€00

< cam
5750

€49295750
o690

429250 100% Qs
o 75750 100% s
Q) Expon

€429 00

€5775000 €000 79150 0n

Partner Expenditure Per Budgetline
Partnee Total o

uuuuuuu Total Amount Declared 8y

Partners)

igetine

Total Amount included in Progect
Finance Report

electronic
monitoring
system

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)eta vi
Users (e.g. project partners) with this privilege rights, can follow the processing of the
reports through JS, MA and CA.

Left hand side Right hand side
Partner Report Expenditure Summary
Currently Total Amount
Previously : o Total Remaining
Reported - Total Amount | Total Amount | Includedin | Total Amount  Total Amount | Total Amount
) i 1 c i
Proprmme [ eartoes Toa Reported tre s Totat %6of Tota Remalning DeclredBy. | Centihed By poomc AorovedBy  AprovedBy | Approwedy  DecaredBut  Total Amount Budget
o-financing Budget Certified By C o Reported Budget idget & oved pvec Found in Pipeline including
s certified by Partneris) Fc Finance I Ma G ikl iiub
fic) Report gl P
— o 4972000 2000 €am%0 $429250 100% <9295750 <2675 €420250 €000 €000 <000 2000 <8800 c2m2% 245465750
b 45725000 <000 camsn €am250 100% can29s750 26750 caxs0 como €om <o cooo €8s00 25250 €casags7s0
Partner P 2
a <o 7500 <o 75750 75750 100% co69250 cam250 75750 <000 <o <000 <00 <1500 750 <s729250
o) Export
Partner Expenditure Per Budgetline
Currently Total Amount
Previously - Total Remaining
Reported . Total Amount | Total Amount | Includedin | Total Amount  Total Amount | Total Amount o
Sudgetine | PamerToul Reported| i Total %6of Total Remaining Oeciared By | Corthad By oot oorovedty  ApcowdBy | Apowdsy = DedaredBut  Total Amount Budget
udget Certified By C o Reported Budget Budget b . Found n Pipeline Including
7 certified by Partners) ic Finance I Ma () Inehgiie P
ficy Report 8!
St coss €30000000 com <1000 100000 000w ©29900000 31500 <100000 oo <om <o com <o €315000 29685000

-

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
Report & isidemehue | ef t

witerrey

eMSdemo

Partner Finance Report

[}
|ﬂ Check Saved Report I
@) Delete Report

) Application Form

7 ) Supplementary Information

&) Print Report

Figure 106 Checking Saved Report

When clicking on 6Check saved reportd a valida
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
6Checked saved reporadeduwitom twheél dBebmietp repo
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initerrey E

eMSdemo

Q SAVE REPORT

| @) Partner Finance Report

J Submit Report

) Delete Report

&

®)

) Application Form

(4]

) Supplementary Information

) Print Report

()]

Figure 107 Submitting checked report

To avoid errors related to the submissionof the Partner report, there is limitation of a

ti me set when validation acChemikThetanespahcanepor t o
be configured in the application.properties file by declaring the timeout in minutes. If
no timespan is defined in the application.prop

valid without time limitation by default.

Iftmespell bet ween o0Check saved reportdé and O0Submit

set in the application.properties. filreport pop up
failed! Check timed out or check was done in another session, please check partner
reportagai n6 wi |l |  bhappeesarusdrf Has to 0Check saved

and if validation rules set for the programme are followed and check is successful,
OSubmit Partnero6 to FLC.

cwvisdaemo

‘Submitting of partner-report failed! Check timed out or check was done in another session, please check partner report again
i | SAVE REPORT

Partner Report List Of Expenditures Contribution And Forecast Attachments

Partner Report

@) Delete Report Period 3 - 18.10.2018 - 17.04.2019
fs, Application Form

@ Partner Finance Report

B Check Saved Report

Submit to lead partner

=) Supplementary Information

&) Pont Repor
i x
Summ Warning
2 et Please des Submitting of partner-report failed! Check timed out or check was done in another session, please check partner report again |,
5 llod.
y 1| Bp 3T iZ = === = &2
? ) Help A B I U ak x, ¥ [% = := E==== %

Q Generated Files

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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1 - AT cooperation agency - ATCoop

m_ S e s

Period 109.06.2016 - 09.06.2018

Report 1.1 09062016 09.06.2018 | ReportFLC Certified 09.06.2016 Period 1 Project Report 1| Report submitted. FLC certified and included in submitted project report t

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

Period 2 09.06.2018 - 09.06.2018

Report2.1 09062018 09.06.2018 | Report FLC Certified 09.06.2016 Not Included | Report submitted and FLC certified but not yet included in submitted project report ¢

Period 3 09.06.2018 - 09.06.2018
Report 3.1 09.06.2018 09.06.2018 Report Submitted 09.06.2016 Not Certified 4
Period 4 09.06.2018 - 09.06.2018
Report 4.1 09.06.2018 09.06.2018 Report Submitted 13.06.2016 Not Certified 4

Period 5 09.06.2018 - 09.06.2018

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

@) Partner Living Tables

Figure 108 Reporting overview dpartner 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.

View Certificate
Report

SN

o @
pot €415000 B [=]
comx (B
o B

€000 ()

Figure 109 Reporting overview dAfter 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_3.1a new column was introduced to the partner overview table &
namely O6Date of partner report first submi
date is saved at the moment of submission of the report to the FLC for the first time

and never changes even i the report was reverted and resubmitted. Users can always

see two dates 0 the date of last submission and date of first submission. If the dates

differ, the report was reverted and resubmitted.

1--

Report End m Date Of Partner Report Submission | Date Of Partner Report First Submission

Period 1 06.10.2017 - 05.04.2018

Report 1.1 06.10.2017 05.04.2018 Report FLC Certified 06.10.2017 06.10.2017
Period 2 06.04.2015 - 05.10.2018

Report 2.1 06.04.2018 05.10.2018 Report FLC Certified 06.10.2017 06.10.2017

Period 3 06.10.2015 - 05.04.2019
Period 4 06.04.2019 - 05.10.2019
Period 5 06.10.2019 - 05.04.2020

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 living tables, press the button under the partner report
overview table.

2 - Croatpartner - Croatpartner
e e
Period 109.06.2016 - 09.06.2018
Report 1.1 09.06.2016 05.06.2018 Report Submitted
Period 2 09.06.2018 - 09.06.2018

Report 2.1 09.06.2018 05.06.2018 Report In Progress
Period 3 09.06.2018 - 09.06.2018

Period 4 09.06.2018 - 09.06.2018

: 18
(@) Parmmer Living Tables

Figure 111 Accessing partner living tables

Like financial table of the partner reports, the user privilege
R_FINANCE_REPORT_DETAILS_PROCESSING is need@sitdhe 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.

Partner Expenditure Summary Right hand side I
Previously Total Amount -
Previoush Total Remaining
bavetoal Pl O i werod eeney TSSO Tomlame  pdedn | Tosme Tomsmen Temsmen oo teamom B
Co-financing Budget ey c (g Reported Budget Budget == e i i Js s o Found in Pipsline Including.
A b s Ineligible Fipeing
e €282 28500 €000 €7s3 €753 000% € 2B225747 €753 £1985 €000 €000 €000 €000 €27 €3031 T8 25465
arvnen o = &= @ = == = o e o @z = cm| = e
::'{:mpw £4981500 £000 €486 €486 000% €£4981004 €486 €35 €000 €000 €000 €000 €050 €536 €3980963
8) oo
Partner Expenditure Per Budgetline
Previouslh Total Amous
Previously Y Total Remaining
Reported Total Amount | Total Amount Included In Total Amount  Total Amount  Total Amount B
Budgetine | PonerTotal | Reported | qoryfymoune TS woffotal | Remainz | Gejyedy | comfiedBy | Project | ApprowdSy  ApprowdSy | Approvedgy | DeCoredBut | TotalAmount B
Budget Certified By C Reported Budget Budget Found 1n Pipeling including
7 declarea by Partnert) e Fnance 5 ia a =y I
partners) Report
<stm0000 <om es3s cs2 oo% semns camo cam om0 om0 <o <om com <om essoma
€a70000 com com com om% ooz <o <oz o 0w <om <om com <om coomm
300000 <00 €16 c164 am% €935 enn c1910 o €om <00 <o 20 3506 €o9soase
£sa00000 com oo como oo eso000m0 camo com con con com com om0 om0 €000
£s00000 ) e s oo eossamm com com 0w 0w com ) ) ) es00000
con com oo camo oo om0 camo como con con com com om0 om0 o
Toal <sm 10000 <om s cnm omw  camoss cnum cam com com <o <om canm cum cmomn
NecRevenue <om oo < camo como o0 oo oo <om com0

€000 0 000% <000 <000 <000
@) Export

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)

Ifapplicant r ol e has wuser privilege O6PARTNER_ZERO_R
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 ¢c

ilerreg [ < | ITP192 Application form version 1 [ Showors Partner Report 1 Period 2

eMSdemo
Partner Report List Of Expenditures Contribution And Forecast Attachments
e SAVE REPORT

Partner Report
Period 2 - 04.01.2018 - 03.07.2018

& | Partner Finance Report
&) Check Saved Report

(@) Submit to lead partner
@, Delete Report
g Delele ena 04.01.2013 03.07.2018

i | Application Form

7 | Supplementary Information s X X R
Summary of partner’'s work in this reporting period

&) Print Report
Please describe your progress in this reporting period and how this contributed to other pariners’ activities # outputs and deliverables delivere
y B I U aex |8 =S s==== ¥
* | Exit A L = = o’
?) Help

B Generated Files
2 ) Contacls

O ) Logout
EN =

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 O0Submit to | ead partnerd butto
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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Partner Reports

1--

Report Report Report Date Of Partner Report Date Of Partner Report First
Start End Submission Submission

Pericd 1 04.07.2017 - 03.01.2018

:""1 ort 04.07.2017 03.012018  Report FLC Cerfified 04.07.2017 04.07.2017
Period 2 04.01.2018 - 03.07.2018
2“"’1 ort 04.01.2018 03.07.2018 ;e"a m“'e:““ tited to lead Report submitted to lead partner 07.07.2017

Period 3 04.07.2018 - 03.01.2019
Period 4 04.01.2019 - 04.07.2019

IQ Partner Living Tables

(@) Create New Report | Por0d3 | 7

04.01.2018 - 03.07.2018

Figure 114 Report submitted to LP

witerrey @ ITP192 Application form version 1 [ showmere | Partne
L ==
eMSdemo
(8) Partner Finance Report Partner Report List Of Expenditures  Contribution ¢
Q Revert to project partner
(@) Print Report
Partner Report
Period 2 - 04.01.2018 - 03.07.2018
(%) Esit
(7) Help
Q Generaled Flles Summary of partner’s work in this reporting period
(2) Contacts
Please describe your progress in this reporting peried and how this contributed to other parine
'3@ Logout
EN -

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.

e s G e g S | e )

Fixed Staff Flatrate Use Maximum Office Flatrate

Standard Scales Of Unit Cost Invoices Lump Sum Invoices

Consider Marketing Gost Use Simplified Budget

Enable lump sum preparation cost - Does not go through Fic Disable flalrate for preparation cost

Enable advance payments to projects Show average cofinancing rate In budget-overvisw

Do not use workpackages In financial reporting Calculate contributions in partnerreport automatically

Use call specific co-financing rales per priority and fund

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.

Follow-up Of Partner Contribution

Target Partner Contribution Value

€1 500.00
Name Of Contribution & Legal Status ¢ Total Amount Indicated In The Application Form ¢ . Previously Reported ¢
% Of Total( According ToAF) ¢ Current Report  To

A public € 8000 000.00 93.89 % €0.00 € 1408.29

AA public €10 000.00 0.12% €000 €177

Priv private € 500 000.00 5.87 % €0.00 €88.01

PPriv private €10949.95 013 % €0.00 €193

Sub Total Public Contribution € 8010 000.00 94.00 % €0.00 €1410.06

Sub Total Private Contribution €510 949.95 6.00 % €0.00 €80.94

B) Export

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

98

Total Ratio
Name | Public/Private | Amount | Percentage public 2,500.00 | private | 0.6666666667
Total
1 | Public 1,000.00 | 0.4000000000| 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
Total
Name | Public/Private | Amount public 588.66
Total
1 | Public 235.46 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 genate PDF documents
based on the partner report data.

Users with the privilege O0CUSTOM_DOCUMENTO6 hav

9 [ ] TT4_4.t12 ITP234 Application form version 2 [ Show lore Partner Report 1 My Lead Partner 1 Period 0 Doguments
2Mo

oport Partner Report List Of Expenditures Contribution And Forecast m Attachments

°PP

id Closed
Custom Documents

Vm Templates Output Name

customTemplate1

&) Creale him| decument  (3) Create Document

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.

O6FLC assignmentd in eMS meanscohnectedBLE usgr(s) an FL
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 depnds on the user privileges.

Currently, FLC assignment works at the level of countries. Therefore, there could be
several OFLC assigning unitsdé in one installat

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 NUTSOr egi on in the setup of the progr
Pr o gr a mtheesysjem generates a separate privilege that allows a user to assign
FLCsto project partners of this country.

Available NUTS
T ALBANIA(AL)
OSTERREICH (AT)
~ | BOSNIAAND HERZEGOVINA (B4)
BELGIQUE-BELGIE (BE)
Bb/TAPHIA (BULGARIA) (BG)
SCHWEIZ/SUISSE/SVIZZERA (CH)

Wiener Umland/Sadrel
(AT127)

KYMPOZ (KYPROS) (V)
CESKA REPUBLIKA (CZ)
DEUTSCHLAND (DE)

Gysr-Moson-Sopran

(HU221)

The generated privil egesNU® 5 W2e NUTSIES réptacednat o0 MG
by the two letter count ry code (e. g. OMG_FLC_ATO, OMG_FLC_
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 .

Manage FLC institutions

FLCassi gnment users ( b el o wcanr czehite/adit/deldte RLO as
institutions for their country.

In the same interface (see below), you can assign FLC usersto FLC institutions . To assign

an FLCuser, the user needsto be available in the system first. To see how to r egistering

or create an eMS wuser , pl ease s Afterwabdd),stherFLCOisee Gt beo n 0
assigned to the FLC institution.

HILSTTEYy B ‘veleome Admin eMs!

demo

Contact

Name ; E-mail Address - Telephanz s Bady Respansible Far The Verification

First FLC for AL First_FLC_for_AL@mailinatar.com 123

Address

NUTS 0 Y Street - Housenum ber

ALBANIA {ALY - First FLC for AL street 123

Fram All Regions.
HUTS 2

Albania {ALID)
NUTS 3

Albania (ALOOD;

Attachment

# Uplaad

filename  Upload Date  wploaded by delete

FLC Institution User Relationship

Mewi User Assigned User

# Tochnical Assistance FLCAL

#/ Upload Files For Login FLCT

Project Ides +) A For Assignment
= Femove

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 O6FLCO.

FLC assignment

This is the process of assigning FLC users to project partners. Each project partner should
have an FLC assiged to in the eMSbefore 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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e
witerreg H FLC Institution Assignment Helcome FLCs AT
* Persanal " - 102|3]4 L]

PropmiD e Project Acromym & e Priorny A Partner ¢ Country © FLC requested by Parmer & )
FLC Institution
4
261 m iy e call TA Transpore  Len Talstoy CSTERREICH » - - »
7 nepoingrent 2 fr— osTERREICH s = - 5
- flc1; £2010 Hiavni misto Arahs; first
e 280 test12581estd ManlwithChecklist Emi OSTERREICH e & < firse FirstFicinstitution ~ B
8/ FLC Institution
a2 —_- Tusstepcal osTERREICH s = - 5
B) FLC Assignment
305 tm2k15testd MaxTescCall2 011 1} OSTERREICH flc austria: AT130 Wien: fic austria & MySecondFLCfrom ™ v
1 hrvatsks; HRZZZ Bxrariegio NUTS 3, -
) Logaut 305 takiStes?  MaxTesCall2 011 pel OSTERREICH S MySecandFLCTrom B
nnnnnnnnn i austia: AT113 Sudburgenisnd:
05 tm2k15testd MaxTestCall2 011 E tal OSTERREICH - austria; udburgeniand: fie MySecongFLCFran ~ 2
p— . Protection austria®

Figure 121 Assigning FLC institutions and users to project partners

You first select an institution from the dropdown list 5FLC i nstitutiond. N a
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 6assign userd view.

Protection | ° level; &
Enmwy Buz= | )
User for Flc Institution X
tm 2k 15te st flc austria; AT130%
FLEAT flc hreatska; HRZZZ
trn2k15te st F)
FLC1 flc hrratzka
flc austria; AT113 2
tm2k15test3 Al Usar austria @
flc austria; AT113 2
tm2k15test3 austria P
© ok
TTR, 2
flc austria; AT111 ¢
trn2k15te=th tria D
austria
flc austria; AT111 ¢
tm2k15testh austria P
npv1 264 I;:stitutiun 1, AT13
rl
KaGa Isteptest2015 L e e e OSTERREICH AT FLE; AT130 Wiei
Protection Kooperation

Figure 122 Assigning FLC users to project partners

FLC assignmentsare only stored when clicking the save button!

1559 GERMGROSE hdaxlwithChecklist Tranzport  ZUhd
3617 Pl taximur Call Tranzport  LP
Enwironmantal Regionale Er
347 CELEBRATE 2=teptesta015 Protection  Agentur
344 v BarborkaCall_2_0.12 Emranmantal -, ilsted
Protection

M <a| 1|23 4536

B zave

Figure 123 FLC assignments must be saved.
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FLC assignment d 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
inf or mati on s ect The mser(plvitegeCrizeddd dobbe .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 informatona t he O6FLC request e
project partnerd in the 6FLC Institution Assig
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Management verification dnational controls (FLC)

Needed user rights / privileges

Initially FLC users ( b el ow r ef er r dodnotineed anysspetigl oserdprjvilege.

The access to a partner report is granted via the assignment performed by the FLC
assigning uni-t (see Chapter OFLC Assignmentd)
project partners that have been assigned to them.

Additional user privileges for FLC can include:

1 DASHBOARD

1 SHOW_APPLICATIONE) view project applications (only those to which the user is
assigned)

FLC, to view overview tables and FLC documents.
FLC CHECKto check FLC work

FLC_SUBMITio 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_EVALUADN, to finalise the FLC checklist

FLC_REVERT_REPQRJre -open a partner report for editing by the project partner

1 ENABLE_ATTACHMENT@HREPORTO allow FLCtore-open t he ©6attachmentd
of the partner report for uploading of additional attachments by the partner.

1 ENABLE_ATTACHMENTS_EXPENDITURE_LIST, to allow FLC to reopen Ll of
Exenditure (LoE) of the partner report for uploading o f additional documents by the
partner.

DOCUMENT _LIBRARY, gives access to the eM&ocument 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 egesthat are relevantto the FLC section can be granted for other
users (institutions) as well, for example:

1 R_FLC attachment, grants read only access to the FLC attachment section after a partner
report has been certified by FLC.

1 R_FLC_checklist,grants read only access to the FLC checklist after a partner report has
been certified by FLC.

1 R_FLC_control_risk_assessmentgrants read only access to the control risk assessment
checklist after a partner report has been certified by FLC.

1 R_FLC_expenditure, user can access the FLC forms after a report was certified by FLC
(read only).

1 R_FLC inherent_risk_assessmentgrants read only access to the Inherent risk assessment
checklist after a partner report has been certified by FLC.

1 R_FLC_Partner_Information, grants read only access to the partner information section
after a partner report has been certified by FLC.

104



INI ERdAGL -
FLC

1 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 -onl y access to the OPartners
O6procurements above thresholdd tabs is grant ec
to a project partner as an FLC. For read-only access to other Tabs, the FLC role needs
additional privileges.

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

Project Management

Project Manager Financial Manager Of The Project

::::::

Narme OF The Institutio Name OF The Institutian

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 accessingthe 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
. P N . z N )
Projectséo, 0OShow Mail boxé6, 0Show cal endar 6) .
mniterrey B
demo
Username Email
~ Personal
FLCLatvia ficlatvia@mailinator com
W) Dashboard Password Old
B Generated Files
#) User Account Password New Passward New
™) Document Library
Firstname Lastname
» Applications
Inara ‘Stopina
» FLC
Title Language
* Reporting Financial controller EN  ~
Show Projects Show Mailbox Show Calendar Automatic e-mail after Department
O) Logout v v o messages
. - Receiving information
Mail Signature
A B I U axx, x| f 202 s==== H
electronjc
monitoring
system
developed 2y
INTERACL -
** Characters (including HTML): O (Limit: 2000), Words: 0
* *
* *
* * 8 Save
L

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

Welcome FLC 1

interreg

~ Personal
1) Dashboard My Projects
&) Generated Files 1-150126 e e 12 e
) User Account Specific Submission Date Applicant Or
) Document Library End ¢ LeadPartner ¢ LP Nationaliy & call ¢ Timesiot ¢ e > Pogasiate o IS ewpropet
» Applications
ITP Specific View
" o
~ FLC 15.00.2019 Partner No.1 LATVIJA CACall objective 1.1 16.00.2016 Contracted Riga &) Reporting
@) My Project Partners y TP Specific o View
03.10.2020 My lead partner 1 LATVIA LumpSumpsTest opjective 1.1 03.10.2016 Contracted chrweme ) Reporting
» Reporting
., ITP TA Specitc ) View
30.11.2018 Dzelzava LATVIJA New_version_not_per_unit Objective 02.11.2016 Contracted Maddy &) Reporting
) Logout ; ITP Specific View
30.11.2018 LVPartner LATVIA New_version_CALL bt 1 02.11.2016 Contracted Riga © Remoriing

Figure 1264: FLC users can use the dashboard to access projects

Alternatively, youcan al so access Mprpjefpest vparther $6 t
6 FLCO i nhandhmenu.lTe Yiaw this list, the FLC user role needs the privilege

OECG.

A list of all open partner reports (i.e. all reports ready to be verified) can be accessed

via Opheen 6FLC partner progress reports® menu it
list, the FLCuser role needs the privilege O6FLCO.
= Personal

B Generated Files

&) User Account
* FLC

6| My Project Partners
* Reporting

Open FLC Partner

]
Progress Reports

via the O6My project partner
s 0

Figure 1275: FLCuserscanaccess pr ts
Partner Progress Report me nu

0] e
reports via the 6Open FLC
I f you access the project from the O6My project

partner report section and - where available - reports can be selected. In the example
below-as you can see from t hévo@k®DttsaatealteadyFLCt he r e

certified and one has been submitted to FLC but not yet FLC certified.
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interreg B KaGaTESTJune  ITPe62 (snowwore | Reports Welcome FLC 47
demo

(@) project

(2 supplementary Infarmation Partner RePorts

1 - AT cooperation agency - ATCoop

(5] Eni
Report | Report Report Date Of Partner Included In Project Total Partner Expenditure Declared  View Certificate
sStart End Submizzion Report Report
(2 Help Perind 1 09.06.2016 - 19.06. 2018
(&) contacts Repart 09.06.2016 09.06.2018 Feport FLC 09.06.2016 Period 1 Project Report 1 315000 (B @)
11 Certified
Perion 209.06.2018 - 19.06, 2018
©) Logout - -
. Report 19.06.2018 09.05.2018 Repart FLC 09,065,205 NotIncuded 415000 (8 (&)
21 Certified = =
En - Period 3.09.06.2018 - 19.06. 2018
Repart &) @
0 09.06.2018 03.05.208 ReportSubmittzd  09.06.2016 Not Certified 20000 (8 (i)
Perion 409.06.2018 - 19.06, 2018
Period 5.09.06.2018 - 09.06. 2018
electronic &) parner Liing Tables
monitarina -

Figure 106: The report overview can be used to access partner reports

I f you access the
magnifying glass inthe c o | u mn
be directed to the selected report.

report

from 6Open
O6vi ewod e

for th report

Verification of a partner report ~ dList of Expenditure

FLC

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

NEW STEP Partner Report 1 LVPartner Period 2

ITP24 Application form version O | ShowMore |

inerrey B

emMSdemo

Contribution And Forecast Attachments

Partner Report List Of Expenditures

{i‘ Partner Finance Report

(%) Attachment Upload Closed

(%) Expenditure attachment upload

= tlosed Partner Report
{8) FLE Documents Period 2 - 01.05.2017 - 31.10.2017
(@) FLC Checklist
‘:Iil:‘ Application Form
(&) Print Report 01.05.2017 31.10.2017
(%) Revert From Flc ToP P

Summary of partner's work in this reporting period

Please describe your progress in this reporting period and how this contributed to other partners’ activities # outputs and deliverables delivered in this reporting period.

! Help

()

| Generated Files

| Contacts

W)

Cl';l] Logout

EN =

Figure 1287: FLC view 0 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 6Ver highligetedl inbbopang&s L C6 ar e

Figure 1298: FLC section of the List of expenditure -1t ems ti ckedbysFWb&&rarnfe ed
highlighted.

I n the O6LiI st yofcabviep &l exgpenditure itends, 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 ( LoB). ltems
that are edited directly in the LOE are saved
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